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In %iew of the imp051t10n of a 10% TudﬂCthﬂ in the budg@t

i
ad

grﬂnts of the &&P Depprtment thel need for the utmtsi accnamy in

that Depqrtment Wthh was alWaYS keen'y:felt, hos n@w becwmé:'ﬁﬂgi\' f

A% wid'y

‘impeyatlve. Steps have nlrehdy been takon to bring ab@ut ,

' economy in‘prlntxnaxL Th obauct of the present referamce m§m%@;-

urge the Ministry of Fl,amce ‘e mofeafm@wgsa in the use ef

v AL

§ 1

stationery storbs 1nel'g¥nv :“pur.‘ The Statlonery and Pr&nﬁ&ng

JP p” ~rtment is o Seerce Department Txeo p% for ths overauad* hwrgesiJi

éxpendltur g inecurred on th& collectiva demanﬂs pl ceﬁ by
the vquous Mlnlstrles und offlceé subomdln te to ﬁham on

the Statwonery Offlca.‘ Wconomy in' ;xpenditure on the o A .;“
Stationery and Prlntlﬂ? Depurtmant ‘can he effected anly if the

demonds from the 1ndentoﬁs are redu0¢d, qné thlshcﬁn b eYelns

aohicved only w1th ths full and whole henrtvd co-operation
of gll the Minlstrles and “fflcus concerned.
2@ { To achieve such econamy Yk« g essantlal that the

ﬁMlnistrles and officdes receiving statlonarV stores iywm %he

.G;vbrnment of Ilen Sﬁatlanerv Ofifpeg should reduc@ themr

‘requiremants by ¢ ggg&_;gﬁ_, b;miﬁig respact of ﬁ&e Y
b Tgmﬂinfhg pOrtlon ‘of the current year‘amd for 195@‘51¢ and .
'j'*jiﬁ;?:hefrain %ramﬂdamandlng exmy;sive artlcles where eheaper g

.hu» e et B T S

f.&suhatit@be=Can servb the purpbsb. Thc'prbSeﬁt need foy

Y;TXment of  our needsAalmost on the

W,'lile j_;t 1wl

i =
T

as the finamaial p@Sltan g@aﬂ@‘ﬂu“’

W ,shoulc I‘cdﬁév ,
mlﬁlmum, and in

*
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!‘#_,M}_(z) The cconomy lnstruétlons Contﬂlned in
Seriythe pﬁmphl"'t <nt d "Compilation.of
— L thesMore Importaon: apyr Economy
Instructwons” should be strictly followed.
93 AN 1950(Cop1$5 of the Compll“tlom,ﬂrp
: avallthv with the Ministrics; if not .
125 con be obteoined from thy ‘
@

| ﬂém;p}g;}@mﬁﬁontroller of Prlntlng and Stationery, India.)
ij’“ \ (3D A ind -ntors should nccept. erticles of -
, : such guality as are gvailable and can ba
i AF‘?' supplicd by the Stationcry Office, and . .
% v should not in&ist on' hizh quality zoods.
(Wi Owing f6 0 the' rLstrlctlon on 1mports from ' ' =y
At U.S.4. and'the cxpected.increase in prices . T i
: ! of thﬂwrlters and other office equlpmbnt )
;%N ; (conscaguent on the dcevaluation of rupse in
terms of dollars), new typewriters should
{ ~ be indented for only when gbsolutz2ly esscntial,
| Wherever possible, old mschines should be
rebuilt bo obtain the fullecst service from
1 them.: New ®ypuwriters will in'future be
! issued only on a certificate from an officer e
! « not bzlow the rank of % Duputy Secr@tary in
i the Ministry or from the Hsad of the Office
concerned, as the case may b\,9 to the effect :
that he hos pcrqonally satisfied himself that
a new typewritsr is absolutely essential 5
for tho proper working of the Minlstry _ P
or Offiice concerncd. : r

N i
The Deputy Controller of Stationsry is béing

gt

3.

9uﬁhOPiSGd to reduce'the mon;tary al;otm¢nts of 211 non-

paylng Minidtrics ond Offices By 10%. It js hopsd that
Ministries and Offices thereunder will kindly draw up all
sndents for stationery on that basis.
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Sub: Economy in Stationery - Furthef_}inqtruc*tlgg

Issued. & N

Govt.of India(Ministry of works, Mines
gxrlnggtl;Zr) No.4354 dated 14-1-19 0.

Order Ms. \ 80 ’ Edn.

In view of the need for economy in the yse
of paper and Stationery, the Govi. have examined the
measures adopted by the Govt.of India ang the Govt , iast

the following instructions:-

To achieve such economy it igq €ssential that
the heads of offices receiving stationery stores from .
the Govt.Stationery Office, should reduce their require-
ments by atleast  10%, beginning from the Current year |
1950-51,-and also refrain from demanding. eXDensive
articles vhere cheaper substitutes can sepye the mur-

nose. The present need for economy demangg Curts

ilmgy
of the needs almost on the basis of the measureq adon ¢,
during the war. While it is not intendeg to imoss inf
! /
full the restrictions imposed during the war 44 7
6\'\

sary that the following reqtrictionq qhould aroly ti 14

such time as the financial 1‘081‘3101’1 Permite of theiy ‘

relaxation: -

R o f offices
demandqcfc))raﬁ a%l?%%ém‘? to the baglégt Ly

mi n$duce thejy ./
(b) The attention of the geadq n mum L

Olfic q a‘}i
deptts. is invited to theLMﬁemz t f"‘j‘{ﬁ
fr
<

0 time on the economy in the use of

S
Der and Sty .
during the war period and those m"tTUCtiO h

08 shoy,
stTictly fo110wed. ‘5\'
(1) G.0.2445 Edn. dated ?5-19-1q4
(2) G.0.116 Edn. dated 24.q_ 1941;
(3) 6.0,470 Edn. dated 29-3. 1941 ¥
(4) G.0.301 Edn. dated H0~2--1044

(5) Bemo No.41070 B/42-1 dateq 254 ety |
(6) @.0, 1688 Edn. dated PBeltap. |

\c) a1} tndentors, showld acoent geye, |
; ‘ i

e v




ity as are available and can be supplied by the

. . it
gtationery office, and chould not insist on high quality

goods.

‘(d) Owing to the restriction on imports from the

: i riters
U.S.A. and the exvected increase 1n prices of typevrite

I tion
and other office equipment(consequent on the devalua

iters sh be
of rupee in terms of dollars), new typewriters should

only when absolutely essential.

‘lnden‘bed for

3 . 'a. he
DOSQ' ible Old ma.ChineS S hOU.lO. be rebuilt 1:0 Obte 1n tv
= = b

Wherever

fullest service from them. New typewriters will in future

pe issued only on a certificame from an officer not belqw
enis

the rank of a De
the Head of the office C

+he effecct that he has D€
ewriter is absolutely eqoentlal f.ar the

puty Secretary in the Secretariat or frdm
oncerned, as the case may be, to

reonally satisfied himself that

 a new typ

. of the Office concerned .
|

K 2., Individual econo
\

mies may be trifling but the

L gum of thes

truqt that
~uvtefity measures to ach
Susterl

everyone of thelr emmloyees will adont these

jeve the end in view.

To

%v}flf(

prover working

—The Sundt.of

S

se economies will De considerable. The Government
e :

e
&W,/
196 .
Stationery.

;/ﬁll Dentta.of Scthe

1 Heads of Devntt.
Sy — ¥

b

" shoud Be, nabuLlt . te Obtain the fullest service from then

\—wn bﬁu., -l O .;eca M—\A—W—\} F \evfes , xbwm'&\,

’ﬁ\\ B & P.H. DEPTT, (02)
—

The Govt, of India have issued 1gstructloq$to thelr

deptts. to reduce the requirements of Stationery atleast by
10% both in respect of ,eurrent year and for 1950-51 and also
refrain from gdzax demanding expensive articles &here cheaper

substitutes can serve the purpose. In particular the following

restrietions have been applied tlll such time G the flnanclal

~

position permits their relaxation.' ¢ g

(1) AlI'Mlnls%erles and Offices of the

?

Govt. of
' India should reduce their demands for stationery to the barest

minimum’, and Jin any event by 10%. |

(2) The economy instructions contained in the pamph

entltled "Compilation of the More Important Paper Economy

Instruetions" should be strictly followed.(Copiesof~the 4

o~
Camplla(lon agg_aIallable—wteh—ehefm*ntstszes,.aﬁd!ct(éooies |
can be obtained from the Controller of Printing and Stationery
India,) = ’

o (3) A1l indentors should accept articles of . such
quality as are available and can be supplied by the Stationeb:

Bfrice pERdtipalot 1nSlSt on high quality goods.

-

(4) Ow1ng o’ \the restriction on imports from TU.S.y

~

and the expected 1ncrease in prices of typewriters and other,

-

Office equipment{kmEmzxw® consequent on the devaluation of

in terms of dollars), new typewriters should be indented foy

only when absolutely essential Wh T '
y erever nogs’ M&e, OIG“?:\

New typewriters in future be issued only on a Certificat
e

T
A

A

an offlcen not below the rank of a Deputy Seeretary in t}l

Ministry or from the Head of the Office concerned as, th
Q |

may be , to the effect that he has Personaliy satisfiedf, :
{
that a new typewriter is absolutely essential for the p k
ro
working of the Ministry or office con cerned,
™
;; The Secy. has noted as follows in Tespect of these '

Instructions issued by the Govt. of Ingia,

"It should be examined if we can impose sty

economy" ,
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. % 4 copy of the instruction hafg alreddy been communicated ; £I{ vgzzf__jthkaib,—Q‘“//
4) the Supdt. of Stationery but no definite instructions \ ; il
. ) J"I, AV /Q_/f_,\rj\.b (C VN
have been given. For orderfwhether the general instructions on thi/ bl | =y
> } |
1ines of Govt. of Indismay be issued to the Departments of the / aA i
Sectt., and Heads of Deptts. for information and observance. The : Y | SO

remarks of Public -and Finance may be invited,
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| - The Controller of Printing and Btationery has noy\\
a0 - replied to the letter on vage 3cf. He atiae 5 \ |
\D £ ’\ | reminded. A draft letter fs subm o i
nded. a » e
i" e'm : '  Shant j:u&.\, i
!

._ — | Y *Colrecter |
 sppointed annually to check the Stock of #

it = Ag regards B a;bove, a De‘ﬁ&t

: S Station
A AN e ! — . : Moy | N
S R_B O e ‘ | \° My (é) ~stores --vide ¥.0. (X). The S“Mintem ient 1
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1n the use of the Bﬁﬁtienery a.n\

]

eﬁtien n m this eonmeetion is wivnvi [d« to

(1) é.0. aﬁ% Eem da«te& 26-12-194@.
(z) & .0.116  Edn. dated 24-1-194{
' f(sa, sko. 47@ Eem dated 29-3-1941.

'i,.,,»@, 3@1 ‘Edn. dated 20-2-1942.
o n@. 41079 B/42 - 1 dated 25-11-1942. _
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5. In order to enable the undersigned to gauge the effect of the various instructions
issued in this direction from time to time, i is requested that a copy of the office order(s),

i any, issued by Departments /offices, in which the above instructions are embodied, may
kindly be furnished to this office at an early date.

(8) Memo. No. 62/18/40-P., dated the 23rd June 1941, from the G: P. & S. I., to all
k concerned. '

Reference Memo. No. 62/18/40-P., dated the 18th March 1941 (No. 8 ante), regarding ™

the revision of the standard form No. S.Y. 240 The form does not contain sufficient biank
columns for all forms or articles of Stationery ordinarily-issued on any occasion. With a
view to provide for larger number of blank entries where they may be required a form of
fiyleat containing blank columns only has been standardised with the distinguishing No.
S. Y. 240(a). The flyleaf may be used to interleave the stock and Distribution Register
(Form No. S. Y. 240) according to the requirements of each office.

2. The form No. S Y. 240(a) is obtainable on indent from the M

Calcutta, in the manner indicated in rule 2 of the Rules for Printi
edition. <

anager, Forms Press,
ng and Binding, 1935

(6) Memo. No, 4/8/41-Spl., dated the ldth July 1941, from the C. P. & S. I., New
Delhi, tc all Departments of the Government of India, cte,

~The following defects were noted in the course of 'in
of files.

2. They are being circulated in
take prompt steps to remove them.
8. There is definitely a paper shortage in India.

spegctions of offices and examination

The undersigned hopes that economy
measures already circulated will be strictly observed e

in the Government departments and
that the necessity of enforcing a general cut at t “Otes o |

he Central Stationery 0 e on the
demands of paper made by the departments will not arise. y. i o

(i) Azure-laid note sheets are still being used exte
preference to the cheaper semi-bleached routine note sh

(i1) Expensive D. O. note papers are frequently being -used wh rdinar i
printing, 16 lbs., foolscap, or halved into quarto, wo?ﬂd be ggood enoug?lie Shiinery, whto

(iif) Correspondence on smaller sized paper i '

nsively in several departments in
eets.

(vi) Gum is being used instead of water for closing gummed envelopesg

*\
(7) Extracts from Memo. No. 4/13/41--Spl., dated the 99nd September 1941 { ‘e
C. P. &_S. I, Ne:y Delhi, _to all BDepartments of Government of T dia. rom
Reference item IIT (iii) of the Instructions, vide Office Memo. from + L getes
TLabour No.. A354, dated the lgf?h June 1940 (No. 27 PO§t) . m th
; 2 Besides obsolete forms there is usually in every office a variety of 0"ch s
- ‘paper which can also be used for drafts or for rough ecalculations iod ‘nerwme waste
ments, .chzzl‘ans t-ende.rs,”reg{sters which aye Snly TS o .,ue.c‘., old state-
reports or “‘spare copies’’ printed or typed on one side of {the paper only FITS
3. Paper of this description is often discarded as waste. If T Y- . .
be discarded unless absolutely unfit for : quested that nothing

use,
4. Tt often happens that such papers arg stored in out of the way
ul search for this purpose sh

sight of unless specially unearthed. A caref

places and los:
be made of all store and lumber rooms.

ould acecordingly
(8) Extracts from Memo. No. 4/14/41-8p1  gateq thess :
Q th Nove
oot B %, New Dethl, to &l the Dopurtrants 6t Govmeisns cr LL, HOM 6
The number of copies sometimes 01 India, etc,

demangeq 3 ot
4 : , ed i ' ; i i)
in excess of requirements, 1 requisitions for duplicating work seems

the hope that the heads of departments concerned will

e Department of -

‘* !

O

.\“

£: ke VST 5t TN Trr SIS0 3 W % 40 v —

« position in India is getting increasingly difficult, k)ygthe barest

g th;}gipzlf sg}s)ies should be asked for when sending work to the Central

g lluSec’oion. With a view to eliminating as far as ‘possible extravagant demands

Dupllcahtlllg i the requisitions for mote than 100 copies per stencil sent to the Central

for suc t'“o Section should in every case be signed by an officer not below the status

ﬂ)fuplllga[jlllllger Secretary who should certify that he has satisfied -himself of the absolute
1?ecgslsiw of the number demandad.

f subordinate offices such requisitions may, however, be signed am‘fi certified
b b}Ifntg;eg;:doof the office if he is at his® headquarters and by the next senior officer
‘UO : . X -
present if he is not. L ‘ ' ' |
13 3 Requisitions for 100 copies or less per stencil may be signed and certified to by any
gazetted officer. . : 3 W .
4. The Central Duplicating Section has been instructed to return requisitions which
do no;c comply with the above. !

»

1 . No. 4/15/41-Spl,, dated the 27th November 1941, from the C.P. &S, I.,
"% (9) Memo New Dlelhi/, to all the Departments of Government of India, etc.

Reference paras. 8-A (10 and 11) of the Office Memo. from the Government of India, |
Depértment ot Labour, No. A354, dated the 18th October 1941 (No. 28 post), on the
subject of economy in the use of paper. ) . ‘ . . ;

"9, In many of the printing requisitions ’rgcelved in this office printed pages of hooks,
amendment slips, ete., intended fgr }'e-prmtmg are pasted on unused note sheet:q or on
cheets of unused white paper. T};us. is wasteful as obsolete forms or the blank sides of

~ used sheets or printed pages would, in most cases, suffice. A

3. In view of the pressing need to economige in the use pf paper, the misuse of paper L.
% this manuer is unpardonable particularly as it can be avoided.

. | 4. Tt is also observed that letters and similar communications are frequently typed on
full sheets of paper where only half sheets would have sufficed and that azure-laiq note
paper is used when semi-bleached would have been adequate.

5. In the circumstances, it is strongly recommended that violation of th
economy instructions and avoi_dable waste of paper be 'trea\ted as a breach of discipline.
j\ departmental cireular to this effect may kindly bg issued. Cler'ks, stenographers angd
all other persons concerned should be warned accordingly and advised to bear the need

for paper economy in mind every time they touch a sheet of paper.

e paper

\

» (10) Extracts from Memo. No. 4/7/41-Spl., dated the 28th November 1941,
; 0. P. & S. I, New Delhi, to all the Departments of Government of India,
Teference para. 8-A (12) of the Office Memo. from the Government of Indi
menf,lof Tabour, No. A354, c}ated the 18th October 1941 (No. 28 post), on the
economy in the use of paper.
9. The telegram delivery envelope, No. T. I. 56, is at present discarded ag waste
of as it is 00 flimsy for communications sent by post, ete. The envelope can, how-
zs'zr be; used repeatedly provided it is opened carefully and returned in good condition
“ to the Telegraph office. : %

g Tor the present, however, it is proposed to confine the conservation of these
envei(;pes and their return to the Posts and Telegraphs Department only to thoge i
Whic‘h addresses are printed. % .

4Th requested, therefore, that Jarge offices, i.c., t'hose Teceiving  Six or mowe
te]em-;\ms a day should collect all such envelopes On_ﬁvhlch the gddress 1S printed gqng
'deli?er them, in packets of 25 or more to the telegrap peon on his rou'nds. The g
deeruing in smaller offices would not be commensurate, with the labour involved.

5 t'jI‘o facilitate opening the envelope without mutilating it the Direc’toy—Geneml,
Sk Telegraphs, is eonsidering a method of fastening other than the present practice
of eyeletting.

from the
ete.

a, Depart-
subject of »

aving



(11) Memo. No. 4/1/42-Spl., dated the 7th February 1942

" tion due largely to the increase in Government demsands.

. stencils should be cut as indicated below.

4 \ . S\

g rom the C. P. g
Delhi, to all the Departments of Governmel’lt of India, etc. & S. I.,, New

The latest forecast made of the paper situation in India reveals a further deteriora-
A large deficit is uanticipated

in the ensuing year and it is, therefore, essential for: Government consumption to be

reduced wherever possible.

2. The consumption of paper in civil standard forms i '

! : _ i NASRLE B CINE L
to reducing t-)hlS consumption the Government of India haveb tiﬁsgz;nlt}?l. With a:uteilvg
staff of the Paper Economy Organisation for the scrutiny of up aryisuamented
prior to reprinting in 1942-43. =TT aih foivil

3. Lists of forms showing the present sanctio Toon
L ° ! e ned sizes and
3{5 the proposfed: sizes and qualities will shortly be referred to the controlli 5 and
departments for approval or remarks. Their whole-hearted co-o SLLg i ewolfices o
‘earnestly requested. peration in the revision 18

AT When considering the proposals of the Paper & : 15 ;
oj.i the paper situation and the urgent need forl?econgg?;nggoglrgaglsation, the s.erious:‘e_ss
view. .tIn hthe Prege{flt emergency, peace time standards of consum et.kePt’ prominently 2
necessity have got to be lowered. The smallest possible sizes h SR Ut QDY QBN (L
objective when reviewing the standard forms controlled. should consequently hLe the

li5. The quzz]ity °1f paper ufilised is also an im
qualities, e.g., Azure-laids, Cream-woves, ete., take 1 S il
production is slowed down. The least expengivz z;%e;rt%éﬂanufac
selected or approved. : ' Cessary

6. It may be mentioned in this connection that .
procure an adequate quantity of bleach. TUnbleac ﬁedﬂ;s g:g
wherever possible. ; Z

7. A final point which needs to be emphasi : ]
the forms under review will have to be re‘PI‘irI:ted ‘:ﬁir t]ls taﬁtla ur
kindly be given priority. o] ref

qualities of papers as well

A . )
portant factor. The more expensive

ture and consequeﬂtly
should therefore, be

ian' Paper mills are unaple to

geNcy of the revisior,. As
€rénces on the subjecy May

(12) Memo. No. 4/2/42-Spl., dated the 13th March
Delhi, to all the Departments of Gove

1942, from the g, p, ¢ g 1. New
To permit of half size sheets being ‘used in . '

rmment of India, etc

greater quantities foy duplicated work,
2. When the matter extends to half g pa | - ‘

in the usual manner across the width. Reseforiless the stenci ihok should Le cut
3. The matter should be repeated on the stenci 4 |

accommodated in the sheet. = - S listicetiag Many times: as iy cg be
4. When the matter is more than half a page but not B '

be duplicated on 'both sigles of the paper, the stencil shré?lldml::e tha‘n one page, ang ™ay

the lengt};1 as uﬁdlcatﬁadl 1ntthellsa£xxple ‘attached. Cut in two sections CrOsS
5. Where the whole stencil sheet can be inserted without

typewriter there should be mno difficulty in inserting tohl;t lfOId

following details should be observed:— i €0
{a) Before using .the' stencil the middle line across t : ,

distinetly by  fold dividing the shesh into Halves: he. width should' pe rf,arked
(b) Suitable but narrow margin should be allowed all rounq th ; \ .
(c) Single spaclng‘sjhouln:l be used wherever possible. Yhe typed matter.
(d) When duplicating the stencil a number of blank sheetg equal

of copies required should be run through the machine. The sheet'sq's]?o 1;0 half the ﬂﬂfber‘

and run through the Fnachme a second time niaking sure that t 1 uld then be r¢versed

hand half of the duplicated shget goes to the back of its lef hadd mat};er on thy ﬁ‘lght_

should finally be cut at the middle across the width. Hach halt wo%?gtlon. The 5Ceets

plete document. ) o b 2 then be i Com-
6. In the case of Remington brief size typewriters generally i

gtencil sheet has to be folded before it can be inserted in ch ‘;11 uif?, the 1e1'1gth off the

would %g TOP 37 mcluding the perforated head. BOT1OM 187 achine. Suitabl, folds

ing or eutr,ing‘ ingo the
gth of the sheetj The

standard Forms™

ami paper should be aceepted |

X

\
4

3

A

7. To ensure that the perforations do not spoil the stencilled lettersja strip of paper

chould be inserted  in the fold at the top.

para. 5 above should be followed.
8. & 9. Deleted.
dated 80th March 1944 (No. 21 post)”.

OFFICE OF THE CONTROLLER OF PRINTING
AND STATIONERY, INDIA, GOVERNMENT
OF INDIA.

No. Dated New Delhi, the 1942

‘To

The

SUBJECT :—Printsng of

SR, '
T have the honour to forward herewith a requisi-
tion No. S
the from the
for printing the above noted publication,

2. A copy of the publication is forwarded here.
with., It may kindly be printed and supplied in
accordance with the instructions given in the
enclosed requisition.

The following papers may be used for printing the
publication.
For text—
. For cover— .
4. An indent for the requisite paper may be for-

N warded direct to the Deputy Controller, Stationery,

Central Stationery Oﬁ‘ic'e, Calcutta, and a -copy
endorsed to this office for information.
5. The cost of the work is debitable to the Head-
: i ; and
should/should not be included in the monthly state-
ment of claims submitted to this office.

6. This office may kindly be informed when the
work has been completed.

Thereafter instructions (a), (b) and (c) of

See revised instructions i para. 15 of circular No. G4/T‘47PE,’44-,

7. The copy of the publication sent h.erewith as
well as the blocks used for the work should be sent
direct to the

when the work is completed.

I have the honour to be,
, Sm,
Your most obedient servant,
Assistant Controller, Printing,

No. , DATED NEW DELEHI, THE 1942,

.Copy forwarded for information to the :—

(i) Manager of Publications, Central Publication

Branch, Delhi, together with the duplicate portion of

the requisition referred to above.

_ (ii)Deputy Controller, Stationery,Central Stetionery
Office, Calcutta. - The cost of paper etc., supplied in
connection with the requisition referred to Paragraph
1 above is debitable to the head.

(iii) Accountant General.

Assistant Controller, Pri'nti_ng_.

(13) Memo. No. 4/4/42-Spl., dated the 25th April 1942, from the C. P. & S. I, New
, Delhi, to all the Departments of Government of India, ete.

With a view to alleviating the paper shortage, the following further arrangements will

be introduced with immediate effect:—

9. Azure-laid paper.—No further supplies of this paper, including azure-laid note
pads, will be made to offices and departments. Offices may utilise what they have in stock.
3. This paper and similar superior qualities like cream-laid, - cream-wove, ete., are
often used for met{ﬂg registers, certain forms like licenses, certiﬁca.t‘es, etc._ This practice
will also be discontinued. Matter hitherto printed on azure-laid will be printed on white

printing in future.

4. Semi-bleached paper.—The use of this paper will also be discontinued entirely
except for the manufacture of note pads. All items

W

(forms, books, pamphlets, ete.)

hitherto printed on semi-bleached paper will be printed in future o2 badami.

5. All forms hitherto printed on white will also be printed on badami as a rule.

\Vhero

badami is considered unsuitable and white essential, a specific request to this effect ghoylg

be made giving grounds.

¢. The printing on badami of books, reports, pamphlets, ete.. hitherto dene on white

Paper jg being considered separately.

\

7. Printing of files.—With the exception of cases leading to legislation and thoge the
printing of which is absolutply necessary, the printing of current'notes‘ and correspondence
on departmental files and of recorded proceedings will be discontinued entirely iy,

immediate effect for the duration of the war,

.



" to be returned.

* results in comparatively broad mar

6

(14) Extracts from Memo. No. 4/4/42-Spl., dated the 22nd May 1942, from the C. P. &
: S. L., New Delhi, to all the Departments of Government of India, etc.

Reference para. 6 of this Office Memo. No. 4/4/42-Spl., dated the 25th
April 1942 (No. 13- ante), regarding the more extensive use of badami or unbleacl}gfi
p?f})er‘. ,If’ will require sometime to scrutinise all items of miscellaneous work of eivil
olices. . :

2. Pending the scrutiny, the Government of India Presses will use badami O
unbleached paper as a rule. If, therefore, any report, publication, despatch, ete.,» musb
be_pnnted on white paper, a remark
Brief reasons should also be given and the department must be prepared for delays-

3.,White paper should be requested only when absolutely necessary. It is l.aalis.ed
that a change over to badami or‘unbleached may detract from the value of the publication
or other document, buf in an emer

other gency like the present such sacrifices must be aceepte
as inevitable. ,

4.‘ St’en.cill'inq.—lt is obseryed from copies of duplicated circulars received in this office
11:}525 t&? re1c2e 2 ;llstruct103§ ”"cile Memo. No. 4/2/442-Spl., dated the 18th March
0. ante), regarding o ; \ 2
s T ol ), regarding uphcatm-g 011’ both sides of half sheets of paper are not

5. To enable heads of departments to check u - yies
_ _ ) s p and control th f copies tO
be duphcated.and the undersigned to estimate the quantity of p:,p:;l rfllls)(g OallcOsILEBCils
(whether duplicated departmentall.y_or in this office) should in Pl tUral s At tha Lottom
left hand corner of the last page in the manner of this memo. an “imprint’”’ showing the

number of copies ordered and the date. thug:— ‘o= = on 7 :
which the stencil is cut. e g e R S being that <1

6. Stencils recei_ved in the\ Centr,

\
.

(15) Memo. No. 4/11/42-Spl., dated the 11th July lo4s ,- :

; gl y 1942, from th New
Delhi, to all the Departments of Government of Ind?ao.etlz' ¥ B

There has been a further deterioration in the Seilld

consumption in connection with the war

paper situation as a result of still yreater
turers.

difficulties experienceq by Indian mapufac-.

2. Avoidance of the size foolscap folio.—The

and

: size foolscap folio fo
E gins unless pri : T
is unsuitable for book work and for guch ® brinted in do
specified in requisitions. Royal 8vo.

are printed and is recommended.

2. Miscellaneous printing work like pamphlet cp el )
foolscap folio size may be printed in t}Il)at ;)izee ;’ut eitg.,do;if)];thsl des‘n-ablza to have In
printing in foolscap folio should be requested in exceptional e'\sesco umn. Single (_,olulnn

l LM ; ases.
b 4. Ua_e OJ‘llsmql typ‘e.ll M‘a.ny items of work are at present Printed i 5 =Sl
ype. A smaller size is adequate and the Government of Tngi g ed in pica or 13 I
to avoid the use of 12 point type wherever posiibla ndia Presge

5. Stencilling.—In continuation of thig 5
the 13th NMarch '1942, (No. 12 ante) D“-‘Pal'tménts
of cutting stencils for duplication on bogp, side
the centre.

gD book work géﬂ"irany
: ¢ Columng., Double coln
A them_atte_ls, th_erefore, a different size shOi}1d be

81ze In whichk most Governments publi"—ﬁ‘t&ons

s are being ins;ructed’

Memo, No.
are informed that the
8 of a half sheet.

44142 Spl., dated
re is another pethod
i It may kindly be cub in
6. Insert the stencil in the usual manp

to within three quarters of an inch of the
in the typewriter by inserting the bottom e
of an inch from the middle line.

nﬁf. égli cutting the full sheet but cut the sbteneil

ndl 8 line. Take cup the stencil and yeP'ace
© 0t down to not more than three quarters

7. Semi-absorbent paper.—Semi-absorhent ’ |

to he duplicated on both sides of paper baper should he used exclusively f¢y Work

: . Eor work ax:
unbleached is adequate. work done op one side only, badanu or

al Duplicating Section without the imprint are liable

to that effect should be given in the 1'eqtlisiticn-"" :

i

o

n gl
" §
/\\ . y

B

[ro—

-

-

‘ . )
(16) Memo. No. 44/74/42-A. & F., dated the ld4th July 1942, from the C/ P. & S. L.,
3 New Delhi, to all the Departments of Government of Indla, te. \

Tmport difficulties on account of the War and " the expanded needs of the Central
Government and the Defence Services have resulted in an acute shortage of typewriters
in the country. The situation demands a greater effort on the part of all officers and

departments to manage their work with the barest minimum number of machines possible.

2. At present, typing work in the departments is, as a rule, done only during the
normal office hours. To cope with any increase in Worl_s, additional typewriters are asked
for. Machines like typewriters can, however, be easily worked for 12 hours.'or more
in a day, if properly taken care of. If, therefore, the s’gaﬁ employed on'typ%ng Work
were divided into two batches with separate sets of working hours, thus ‘formmg what
might be termed a ‘double shift’ arrangement, half the number. of machines normally
requircd would serve the purpose. Typewricers with stenographers' would, of course, have
t5 be excluded. : ] .

3. As supplies of these machines may not keep page with the ever increasing demands
it is considered that departments and offices should be prepa}'ed to adopt the expedient
suggested above. On the basis of a 6% hour day, the following hours of attendance for
th: divided staff would ‘seem feasible:— ° ~

Tirst batch—7 A.M. to 1-30 p.M. Second batch—1-30 p.M. to 8 P.M.

. Tt would continue to be possible under this arrangement to have immediate and urgent
“?Ork attended to promptly during the normal office hours (say, 10 a.M. to 4-30 p.m.),
ordinary work being undertaken before, and after. ]

4. All offices.or departments having a strength of 4 or more men in the typing branch
should, it is suggested, examine what saving in the number of machines used by them
could be effected by adopting the expedient. In offices where at present no separate
typing pranch exists, the advisability of forming such a unit to give effect to the double

chift scheme should be considered. Machines in branches other than the Typing Branch or

Central Registry involve a certain amount of waste. “Th»erefore, the more typing work is
centralised in the Typing Branch, the greater will be the advantage accruing from the
proposed arrangement.

5. It is not suggested at this stage that every office or departxx}eznt should put ‘the
arrangement nto. effect forthwith. It must, however, be borne‘m mind that shortage of
5 Jewriters on‘the one hand and the desperate needs of the Defence Serv1.ces on the other
n}g‘.ke it very difficult for the Central Stationery. Office to supply new machines to indentine
,departments in sufficient numbers. _If,_ therefore, an office or department requires add'ﬁ

s ohal typewriters to cope with an increase of yvork or.for replacing worn-out méxchines,
it should endeavour to meet the situation by introducing a _doﬁble shift in the manher
nggesfed in paragraph 38 above before indenting for new machines.

6. If owing to a further increase in demands, or a fall in imports, the situation
\deteribrates, it may become necessary to insist on the adoption of the double shift
meﬁt by all departments and offices and their surrender of the surplus mae

supply elsewhere.

al'l‘ange-
hines fop

. Momo. No. 36/WPE/42, dated the 12th December 1942, from the C. P, g g
‘.(17) e New De{hi, to/all the Departments of Government of India, etc, 5

aper position in India is rapidly worsening due to unprecedented Government

d m;rél;s,p %)n egmphasising the urgent need of adhering to all the Pa{Jer gconomy illstrulé?

t.e s so far issued, ib is requested that the following points may aiso be taken ngte of
and brought into effect. : e ol Hanes

9 Use of Slates for Rough Work.—An appreciable quant yho P plﬂi.; 1§ consumeq e

h' work, drafts, calculations, temporary notes, ete. For such use slates afforq Suit-

rc{)u \bstitute for paper. Slates should. therefore, be taken into use by all persong who

¥ taloiinzhy consume & substantial amount of paper on rough work.




- side. should in future be used wherever possible.

— 8 i -tk

3. Slates and slate pencils are shown at items 327 and 328 of th ; i
Office Price List, 1942-43. The requisite number may be indented efogegg:clztsfr?gngg
Deputy Controller, Stationery, Ceatral Stationery Office, Caleutta, in the usual manner

4. Disc%nti?uance ?lf Desk Calendar Case.—In view of th ;
it has been decided to discontinue the manufacture and suppl : 3
(S. 143) for the duration of the war. The refills (S. 144I)Jpa¥1do ftlz}éle‘a?rszll{ag:é?P daér (iif')e
(which is pasted on the back of Desk Calendar Case) will also not be pri 5; d d)
supplied. No indents for these items should, therefore. be placed ihp i\le 3
Central Forms Store, Calcutta. : , X CER e M lonGeer

5. Quartegly Statements of Stationery Consumption.—Ins
been appointed to inspect Central Government offices (Civil and Mil;
tion of forms and stationery and suggest methods( of 220111(:1211;: a??é Chrfﬁlé (élot?:t}]t[er;%

Statement of stationery consumption required in para. 3 of thi
Spl.s dated the 16th October 1941, should therefure fc 1onge;sb0eﬂ}ﬁ$nli\§§$°}f§m1/.1é41'
E S olfice.

6. Use of Obsolete Forms, etc.—In continuation of this

pectors of Stationery have

T Office M Jok
41-Spl. dated the 22nd September 1941 (No. 7 ante). and . o0 SN O 23l 9
ments office Memp. No. _A354, da.t(ed_ the 1)8’thn Qlé?;;;arg (]182 of Labour‘ Depart-
epartments and ofiices are informed that oksolete forms, efe. 1 (No. 28 post), .

) » Which are blank on one
ol ABS(? bper cent. cut on the supply of
i © 4 5411 €en Imposed. Tt i8, therefore,

and all usable sheets with blank sides

indents for- writing paper for noting, drafting,
suggested that old records should be’weedeé:
retrieved.- :

7. When using obsolete forms or one-side-used sh it i
upside down so that the obsolete matter on + e

1 e to turn the sgheet
page will then never distract attention. T5.TevelRe % daverted. The used left band

(18) Memo. No. 14/1/43-C.D.S., datsd the 10th A ;

; ril 1943, from
New Delhi, to all the Departments of’ Gogemment,' Mr‘;g!dizhee
| '

As a paper economy measure it has been decided, on th
Resources Committde of Counecil, to substitute duplicating by printi
Duplicating requires stencils which are imported and are fast becomlq1

9. It is proposed at the outset to print all jobs of
required. For these no stencils should he cut. The
nature should be sent in advance during office hours all
enable this office to make necessary arrangements for
time required. Form 8. 99-C., should be used for the
ghould be written boldly on the top right-hand corner.

4. It will be realised that printing will take more time Taals
will be frustrated if avoidable delay is permitted in the eaﬁi? nstiléléilcatmg‘. Our efforts
and we are forced in the final stages to yield to duplicating on the or Siaghionsonadils

C. P- & S. I-,-
te. :

ndation of the War
8 wherever possible-
] Ing rare. -

by C\Zhrc’lr’l 100 or more copies are
_‘copy for all work of wurgent
owing at least 18 hours’ time to
pnpt};ng and delivery within the
e 10bs but the word ““Printng’”

€ recomme

have entirely to depend on the co-operation of departments to m ek 2 fotae g A

ake’ thig particular pg

conomy measure a success. Per
eco y

\

(19) Memo. No. 172/W.P.E./43, dated the 15th September 1943, 5 1
No. 172/W.P.E./43, dated the 23rd October 1943, from the Q. %“’E;‘g“ed by Msmo.
Departnients of Government of India. C - I., to all the

The shortage of paper and other stationery articles continues

. : A unabated.
for obgerving the utmost possible economy in consumption is therefore ag grea;r}zl: ;{e:r‘?ss}iy
2. Post Copies of Telegrams.—The sending of post copies of te'e

course ghould be discontiyued. The branch officer should decide iy
POst copy is necessary. Numbers and quantities are less liable to mut

grams as a matber of
each case whetber g
ilation if transmitteq

e scarcity of binding materials :

9 ‘ L
in words and not figures. Great accuracy can be secured by repeating the fivotal word,
e.q., “alagsification not repeat not possible’ or adding the double of a number, e.g., “‘send
twenty-three half of forty-six motors”. e .

3. Rovival of Typewriter Ribbons and Carbon Paper.—The Deputy Controller,
Stationery, Culcutta, has issued a circular dated the 27th May 1948, on how to revive used
typewriter ribbons and carbon paper. These instructions should be strictly adhered to as
there is a serious shortage of these articles.

4. Preparation of Monthly Statement of Paper Consumption.—To watch the office con-
sumption of paper a monthly statement, giving figures of different varieties of paper used
T Quring the previous months may be prepared by each office. The officer-in-charge of

stationery should carefully scrutinise the stat‘:ement and ascertain whether all possible

efforts are being made to minimise consumption, and, if not take steps to ensure that
oreater economy is exercised. -~ As such statements are intended to exercise contro]l within
"ghe department or office itself, they should not be sent to this office. ’

5. Discontinuance of Slip Pads (S.-’IO).——.The supply of slip pads or blocks (S.-70)
except for use by H. Ms., Secretaries, Additional Secretaries a}nd Joint Secretaries has
been discontinued for the duration of the war. Slates (obtainable on indent on the
" Central Stationery Office) will replace slip pads in part. Old papers, obsolete forms, ete.,

should be cut up and made into slip blocks by office duftries. Of-cuts of various sizes are
also obfainuble for the purpose on request from the Managers of the Government of India
Presses, New Delhi, Simla and Calcutta and from the Central Duplicating Section of thig

. &

office.
@. Discontinuance of the Printing of Lette_" H @a;ds, etc.—As a measure of economy in
2 o paper and printing it has been decided to discontinue for the duration of the war the

5 printing of the details mentioned in Rule 10 (c) of the Rules for Printing 4nd Binding (1935

" Fdition) on official correspondence paper. No demands for prlnt:ed letter heads should,

. therefore, be made on the Central Stationery Office, Ca.lcutta, neither will paper be sent
to Government or local Presses for letter heads to be printed.

7. Any case requiring special consideration should be referred to this office through
the aaministrative department of the Government of India concerned.

. . \
g. Printing of Spare Copies of Gazette Notifications.—Instances which have come to -

notice sugzest that spare copies of Gﬂzettg of India npti.ﬁcations are frequently asked for
in lavger numbers than are act}lally required. .In t:he interest of paper economy it is
esgential that departments issuing Gazette notifications should curtail their distribution
ligte of spare copies of such notiﬁcat'lons to the barest minimum. These lists should be
serutinised from time to time fqr tl.ns purpose. -Departments and offices receiving spare
copies chould also carefully examine in each case wh_ether the spare copy supplied was really
necessary, and if not, forthwith inform the issuing department accordingly for, future

\ guidance. :
4 9. Stencilling.—Attention is invited to this office circular Memo. No. 14/1/43.
1 C.D.S., dated the 10th April 1948 (No. 18 ante), offices resort to ‘‘duplicatine” even
when the :umber of copies required is very small. - Copies should be reproduced by **dupli-
cating?” only when the number required is not less than s'lxtee.n. Fewer copies should ba
* typed. ‘For copies between 16 and 49 the matter should invariably be duplicated and not.
v *  printed. Between 50 and 100, we ‘would be preparéd to print if a clear week’s time jg

allowed to us. : - ;
. 10, (As substituted by O. M. No. 172/WPE/43, dated 23rd October 1943). Sum-
marized the position will be as follows:—(i) For copies numb,g'rm;r 100 and over, print as ¢
' ' gule, but duplicate if copies required in less than 48 ho‘urs: (1) For 50 to 99 copies, if the
1 mattsr extends to 10 or more foolscap folio pages, singie spacing, quarter margin, print s
a rule, but duplicate if copies required in less thz_m 6 days: (i) If the matter covers less
than 10 such pages, duplicate as a rule, but print if copies required in not less than 6 days:
(iv) For 16 to 49 copies, duplicate invariably: and (v) For less than 16 copies, type.
11, Spare copies of.stencilled letters, ete., ghould be reduped to the very minimum.
The tendency should be to underestimate rather than overestimate as the wax can he
retained and extra copies taken off if required.

S



10 .
. 12. In continuation of this office circular No. 4/11/42-Spl., dated 11th July 1942
(No. 15 ante), and in modification of paras. 2 and 3 of this office Memo. No. 4/2/42-Spl,,
dated 13th March 1942 (No. 12 ante), offices are informed that where the matter does not
exceed half a foolscap folio page it is quite easy to cut the stencil in such a way that the
duplicated matter will be accommodated in Foolscap 8vo. (63” x 41”) sized sheet on both

_sides.

~13. (1) C'ut the waxed sheet into two equal halves along the line XY and leave the bottom
half for later use by fixing it on to the perforated head of a used stencil you no longer

requirz. You thus save half a stencil. Divide the top half into t : t
and (b) of diagram. ; e BT S Tl

“

(2) Cut first page at (a) commencing from top left in
usual way (from point 4 to 36 across and from point 2 to
' 36 down). Cut rest at (b) commencing from top left in
usual way [1'rom point 44 to 76 across and down as in (a)
above.] This will allow a gutter of 3” as at (c). The
stencil should not be cut beyond these &limits.
! N.B.—The point numbers have reference to the backing
¢ sheet of Gestetner stencils. y
! ; (8) Stick, half a used note sheet or any other useless
paper at_the bottom of the typed wax before fixing it on
the'dupl{c:}tor. The idea is to restore the waxed sheef
to its original size sc that the impression roller of the
machine snay be kept free of ink.
(4) When duplicating the stenei]
foolscap folio sheets of paper equai
number of copies required should be

half, i.e., foolscape 4to _size. 1
should then be run through théfliemgc;cﬁisg:pe T41$0 S‘Eez:z
should next be reversed and run through t,il e-}fi 2 .a
second time making sure-that the matter on tlf ma{lt‘ﬂe‘d
hhalg of tf};e dulzll‘iﬁ:ated sheet goeg 5 s
and portion. 1e sheet sho .
middle. Fach half will be a c;lrllglplefz:aély BELOt Bk S
14. Use of Pencil Holders.—As a measure of econom | e

i 0% in th : : )
are being introduced to hold stumps. New pencils sho?ﬂtln beei:::fegf g it pa e
old stumps which are too small for the holders. The Deputy Conbrofi‘llérretstégré:oc;fegmsii

making arrangements to supply these pencil holders.

: oy They will i :
request. ,Stumps may be received back and stored till theyholéer:ea;:isvted v L

15. The issue of pencils should be made strictly accordin
to the Rules for the Supply and Use of Stationery Stores, nev
three months. i ;

a number of blank

: 3 to a quarter of the
This half to be

cut off

g to the scale in Appendix F
er more than one pencil every

(20) Memo. No. 49/WSP/43, dated 5th January 1944, from

all the Departments of Government of India the C. P. & 's. 1., to

Owing to the shortage of pins in the country, only a small proporti 3 ’ :
be supplie?d to indentors in future by the Central Stationery Ofﬁcef) Ca‘ﬁi&; thl;‘ art;:}g,le w%l
Cactus and Acacia Arabica thorns (commonly known as kikar or ‘babul) Shé)ul pERl e el

by the ofiices as they have proved a good substitute for pins. d be utilised
2. The Deputy Controller, Static'mery, Calcutta, has completed arr

supply of these thorns to indentors in Bengal, Bihar, Orjssa and As:

these four provinces may he placed on the Central Stationery Office i?aégé uIsI&(;?nItlsarflfg:l

3. Civil offices in other provinces and offices of the Central .militar

Sl v AP : : i 'y administration
located in New Delhi will make their own lecal purchases of thorng from office contingencieg

angements for tha

taken and cut into 7

to the back of the left -

\

%

N

11

4. A lish of suppliers of babul and cactus thorns and the rates ’oende&d by them are .
as under (as amended by Memo. No. 64/W.P.E. /44, dated 30th March 1944):—

; Rate
S. No Name and address of the firm per l Remarks
: . d 1 thousand
’ Babul Thorns

DELHI, PUNJAB AND U. P.

5 Rs. A, P.
1 | M/s. I. A. Bundewala (Regd.), Manufactures 0 8 0 | Free delivery to indentors in Delhi
) a/nd Government Contractors, Sadar Bazar, fmd New Delh_x. Postage extra for
Pan Mandi, Delhi. gd&gtors outside Delhi and New

elhi.
2 [ M/s. Mool Chand & Sons, 795-A Masjid 010 O Do.
‘Khajoor, Delhi. ;

3 [M/s. K]hattar & Co., Manufacturers’ Represen- 011 6 Do.
tatives, Contractors and 1(iil'enel'al Order
S liers, 7 Darya Ganj, Delhi. }

4 M/sl.lggseph Sons & Co., Government Contrac- 012 0 Dol
tors and Order Suppliers, H. O. Sadar
Bazar, Delhi. »

5 | M/s. Brij Lal & Co., Prabhunagar, Sonepat . 09 0 Do.

6 | M/s. R. L. Chodha & Sons, Government Con- 013 9 Do.
tractors and General Merchants Pathankot. . .

7 | M/s. K. C. Ruby & Co., Government Railway 0 10 0 [ Free delivery to indentorsin Ali-
and Army Contractors, Naurangabad G. T. garh. Postage extra for indentors
Road, Aligarh (U. P.) outmde_ Ahgarh: '

8 | Rana and Co., Oriental College of Commerce, 0 8 0 [ Free delivery to indentors in Delhi
Anarkali, Lahore. s and New Delhi. Postage extra for

. indentors outside Delhi and New
: Delhi.
The V"’ Pin Factory, Blunt Square, .Luckn_ow 0 8 0
13 Menak Trading Company, 57 Abdul Aziz 0 8 0
Road, Karol Bagh, New Delbi.
C. P, AND MADRAS. A \
., Gokulpeth, Nagpur 0 10 0 | Free delivery to indentors in Na
11 | M/s. Bhagat & Co., Gokulp Too Aoyt indeni%‘g
outside Nagpur.
ivian Bose, Civil Lines, Nagpurr 012 0 ; _Do.
12 &S;I‘X;::&nioézm;;y. Army Contractors, . 0 14 0 |Free delivery to indentors in Madras,
0 398, Thambu Chetty Street, G. T. Madras. Postage _ extra for indentors
3 d ; outside Madras.
1/s. e Co., Merchants, pontractors 012 0 Freg delivery to indentors i
14 D{)/;d%‘::;m ission” Agents, Dél_(s)hltha. Stree '.l‘r&vazxdrum . %ostage extra fo’:
: South India). S indentors outside Trivandrum,
Fort, Trivandrum (Sou L, il
1A The Dewan, Puddukkottai State, Madras. | 0 8 0 l
4 e
Note:—The above list is not exhaustive. Supplies may be purchased from any other

.suppllel“ at

equal or more favourable rates,

5. In ordering Acacia Arabica thorns the following specifications should be quoted: -

The thorns sh
points. They shoul

ould be of the white variety, clean, straight, dry and with unbroksp
d not be less than 11” and more than 1}” in length.

6. Orders should ordinarily be placed on the lowest tenderers. Tf the indentors’
demands on the lewest tenderer are delayed, they may cancel the order and place one

on another tenderer whose ra

te may be higher.

(21) Memo. No. 64/ WPE;44, dated 30th March 1944, from C. P. & S. L, to all the

The following fu

Departments of Government of India.

rther economy measures are to be adopted by departments and offices

of the Government of India.
2. Duplicating. (8)-

by delay

én the urgent circular:

ing 'the circulation of non-urgent material until it can be used to fill up space

An economy in both paper and effort can be made m many eases
A
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(b) Departments and offices must reduce th » £t icated’’  copi

vl ) ) § e number of ‘‘duplicated’” copies Of
mst:r‘uc.:t};ni_ to the shmallest possible  quantities by instituting systé)ms whereby eath
administrative unit shall receive one copy only and circulate it, rather than sections of

gﬁﬁt;ﬂt Fve recelwég'a copy. There must be no reduplicating of duplicated or printed

(c¢) Stencils should be cut in the smallest type possible. The most economical size
is the Elite (i"ype (12 letters to the inch). In oﬁi)cgs \lerhere typewriters with this type 2re
available an fthe volum_e of duplicating work is considerable, such machines should be
set apaﬁ'l’t;,t as far as possible, fo.r cutting stencils. Offices having no small type machines
(1-3: iz e P_lca), should get into touch, with this office with a view to securing such
a typewriter against a new demand or in replacement of .a- large type machine.

(d) Tt should be noted that where tabulated matter in single-line spacing throughout

would b2 difficult to read, the introduction of i s : i 7
after every fifth line) will be of great ggsi(s)tarblg:.]k AR T e

over unrelieved double-line spacing.

(e) Departments and offices in possession of dupli -
©) 2 1 posgess plicators should not allow operators
to have uncontrolled access to stocks of paper. Paper should be issued for each .leparﬂ-te

job with due allowance for ‘Spoils’ not di i i
i ot e fon _exceeding 2 per cent. of copies duplicated or ¢ne

paper should be used for testing inking at the commencement of runs.

that purpose-be used se . Such sheets may for
prior}iigtorage, several times and they may also be used for blotting-off 'ste\ncxls

3. Correspondence. (a) For use in  the case

ek 2 : > case of short letters e
(63" x 41”) departments and offices should i i i i '
froin thie_ typing stand-point, makas far eaSi?ll-si-(elaer BRe A b e

f s fa ading and if the prinied typed i

is arranged on not more than 2 1 i : eNoniypedghcadng

vertical form. 5 mes, s at least as. economical as the more usual

. (b) Dispense with covering let v C

therp(sejves' , ng etters fOl' remlttanceu et'c" Whel’e the contentS explain
(c) The following further measures ar .
: ‘are recommend ; .

- .(;1) _The use of spare space on office memoranda andecclirfg?llia'ger}(elal adopfgxon:_

instructions. - ; IS 1o emphasize economy
(i) Endorsing ‘‘See Paper Fconomy I i . .

SNas > nst %

observe _these instructions so that others ﬁysing thr: cigizu:voulgnnoi?;;?ﬁnts which do not

4. Acknowledgments. The routine W st
= 2 acknowled '

(sihogld in genere}:l bet confined to coJ.rnInunicatioms.e (:g;l’?:iinsjngc’fvalll?sg{mng o

fee t; agrefi_men s, ete.) or statutory or other notices s e.doc'urxllents (eg.

or the sender to establish. Tmportant letters, replic t ok e Tich it is necessary

should be acknowledged only on instructi saReE vg i phichilrg

ita ons from officers concerned
5. Submission of Reports. Tt is often .

20 T e possible to extend th :

periodical returns, e.g., daily into weekl , extend the period of submissi

Le done wherever possible. ¥, or monthly into quarterly, returns. Thil:sslﬁlgu?é
6. Misdirected Letters, s /

proper department or office.

So e e ‘
Ti;rfll: f:];ﬁife;agzk qtie ert(;ierbto communicate again with the
* are saved by passing on such letfers
’7 Elcllve{fgpes. (ﬁi) 1?;0 reduce further the consuraption ‘'of smalll eny S
ol E bces sni? [ ouiella S?table,,p aper fastening machine ft;r suce'l;n; eét())pes, S
SEAR g Posteldlo dod i ieiling machine is obtainabl SULCES § GICITAE:
Stationery Office, Calcutta, on indent in the usual man e from the Central
with envelopes in appropriate cases. : ‘e Rer
(b) In the case of communications to the
be enclosed for replies, send instead an econom :
; ; v label g
it. Anp instruction as follows may be added to the ecm:z:f]h ﬁhﬁ i’fﬁcﬁ addresg written on
the envelope in which it'is sent”. ‘ y label: —“Use this label with
(c) All in-coming envelopes received without econg
by slitting along sm edge. For re-use, an ecoromy 1
address; and turned over the open edge of the envel

public where envelopes would ordingrily

m yela :
v labels must be opened carefully

abel should be 3
: pasted over the
ope to be gummed down. : o

‘This style has practical advantages

amcunt of lead only. 4

Spoiled sheets of absorbent or semi-absorbent duplicating

.g-, in  F’cap 8vo -

o~

likely to be delayed, .

Its use will dispenge entirely

13
8. Wrapping or Packing Material. A good deal of such material is consimed in offices

" and departments in sending out parcels or packages. These should be hardled and opened

carvefully at the receiving end so as to cause the m'mimx%m_ damage to the wrapping or
packing paper, string, etc., which should be stored away in the despatch room for future
use. : St

9. and 10. Deleted. The information has been incorporated in para. 4 of seital No.
20 ante.

11, Pencils. (a). Arrangements have been made for the siupply of pencil holders
4o indenting officers. They will be obtainable from the next financial year on indens
from the Deputy Controller, Stationery,. Calcutta, in the usual manner. (The issue of
pencils in future should be made on the scale of 2 p'enclls per head per annum. ' The
annual indent on the Central Stationery Office for pencils should be curtailed accordingly.

_(b) Pencils should be mended carefully by means of a ‘knife. Pencil sharpening
machines cause unnecessary wastage. A Sha.rp point is yvasteful and gene'era'»lly unneces-
sary; the lead should, therefore, be cut as little as possible to show a minimum usable

(8

12, Anticipating Additional Demands for Paper " or Printing. 'Whenever a fresh
scheme or new departmental procedure 1 likely to call for any considerable quantity of

printing or paper, the Controller of Printing aud Stationery, India, should be consulted -

at as early a stage as possible so that such preliminary planning as can be done may be
arranged.

13, salvaging Useable Articles from Files to be Recorded._ When files, proceedings.
ete., are being recorded, care sl_lould. Le taken to salvage tags, pins, flaps, ete., and to return
them to the stationery clerk for re-Issue. :

14, USe of cut up sheets of Carbons and Typing Paper. Instances have frequently

,come ‘to notice of larger sheets of paper having been wused for cfficial corres-

ondence where smaller sizes shou}d have been utilized in accordance with
g;m. 3A(5) of the Labour Department’s O.M. No. A354, dated the 18th October 1941
(No. 28 posty (cf+ also para. 3(a) above and para. 15 bel]m.v). _ One reason for this perhaps
is the supply of typewriting paper z}nd carbons in F’cap folio size only and the ready access
of typists to this size. To minimize this waste, departments and offices should see thas
a reasonable proportion of typing paper and carbons in the typing branch is available to
the typist in half andquarter sizes at all times. Each typist should have with him at
least two half and two quarter sheets ,of ordinary carbon paper.

15. Note Sheets. In supersession of the instructions contained in paras. 8 and 9 of this
office circular memo, No. 4/2/41-Spl., dated the 13th March 1942 (No. 12 ante) departments
and offices are advised that for notes and unoﬁ'lcml. correspondence full sized sheets should
be used in all cases. Salvagegl paper blank one side should, however, be used in prefer-
ence to clean sheets. For official correspondence, the smallest size of paper should continue
4o be used as laid down in para. 3A(5) of Labour Department’s 0. M. No, A354, dated
the 18th October 1941 (No. 28 post). : .

16. Welcoming Suggestions for Paper Economy. The undersigned will weleome sug-
gestions -ou paper economy. :

mo. No. 99/WPE /44, dated 3rd July 1944 from the C. P. & S, I., 1
! e /«Depa/rtm’ents of Government of India. Tl t_he

olition of Form S-80 A_lphabetical'Le.tter Flags. As a measure of paper eccnomy:
S Abbeen decided to discontinue the printing of form S-80 (letter flags) for the duwtigfﬁ
of 1?133 War. No indent should, therefore, be placed on the Central Forms Store

L



e 4 14 .
’ ° (Calcutta, for these forms. In lieu, unlettered paper slips or off-cuts will be supplied by
| the Manager, Central Forms Store, Calcutta, on request. The letters ‘A’, ‘B’ ete-

should be written by the users themselves.

' 2. Improper Use of Form S-87. Economy Slip. Form No. S-87, economy slip .is
frequently used improperly. The following are instances of incorrect use:—

(a) the slip is sealed on one or both sides of the flap of the envelope in such a way
‘that it cannot be opened without tearing the flap or body of the envelope or both,

(b) the slip is gummed all over instead of only at each end, or onfy at top and
bottom, with the same result, and 3

(c) the flap of the envel/ope is gummed down and, the econoxﬁy slip stuck over, for
appearances only. . \ 2 2

3. One explanation of improper use is that peons and duftries who actuaily handle the
‘slips are often unaware of the correct wethod of using them. It should, therefore, b=
the duty of the despatcher to explain the proper method carefully to the inferior staff
who handle the dak.

* (23) Memo. No. 133/WPS/44, dated 10th August 1944 from. C.P. & S. i. to all the
i § Departments of Government of India,

20 per cent. Cut on Supplies of Paper. The undersigned has the, honour to say that
the paper industry in the country has suffered a serious set-back on the introduction 6£
coal rationing with effect from 1st November 1943. A shortage of essential raw materials
like bamboo and grass is also being experienced by some of the principal paper making
i concerns on account of operational necessities in the producing areas. Every possilije
j effort is being made to maintain production at as high a level as possible but it is feared
that the fall will be in the neighbourhood of 20 per cent.

‘ 9. Tn the circumstances it has been decided to impose a cut of 20 per cent. G612
j ' gupplies of paper and other items of stationery made of paper to Central Government
? departments and offices with immediate effect. '

3. The cut wi'l be imposed by the Central Stationery Office, Calcutta, on the annual
indents for stationery submitted by the departments, etc. The annual indents will j1
the first instance be scrutinised in accordance with the scales laid down for supply of
stationery to officers and staff and the paper economy instructions (including cuts imp"osgd
on supplies) issued so far. On the quantity so arrived at, a cut of 20 per cent. will Le
l levied by the Central Stationery Office. ' South-Fast Asia Command (4,000 tons) ahd .

departments and offices which have been allotted a quota of paper by the War Resources
Committee of Couneil will be exempted from this cut for the present. The 4.000 tope
‘of map litho paper for the Survey of India will also be exempt from the cut, :

4. Any supply of paper over and above the quantity supplied by the Central Stationeyy
Offize in accordance with paracraph 3 above, will require the sanction of thé Control'{ e
of Printing and Stationery, India. Bach request will be considered on its merits,

5. All concerned may please be informed accordingly.

6. Statutory publications in the Official Gazettes. Tn the mterest of baper econon, ¥ -
Rule 81-F, of the Defence of India Rules has been amended. The amended rule 38
reproduced below:— :

«g].F.—The Central Government or any Proyincial Government may, if i congid, 78
it necessary so to do for conserving supplies of paper, by notified order relax, modify oF
suspend any obligation to publish any memoranda‘ or lists in the oﬂ?cml Gazette whigh
has been imposed upon it or any officer or authority subordinate to it by a law for ﬁ;e
time being in force.’’ :

7. Tt is requested that the departments of tbe Government of India may };'mgly
examine the matge‘r published by them regularly in the Gazette of India as & statuh:,;'y‘

~

nY

£ 2 ‘
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obligation. This office may be informed of the results of the examination indica g what

matter will; in future, be omitted from publication under the powers conferred by the
" amendment to Rule 81-F.

(24) Memo. No. 63/5/44-P., dated 15th December 1944 from the C. P. & S. I.. to all the
; - Departments of Government of India. ’

s Departments and offices of the Government of India have been asked from time to

y time to exercise strict economy in the use of paper. The requirements of the Defence

Services are still heavy and urgent. They are likely to be higher when the war in ¢t
west ends and the war in the east is pursued with full vigour. Import takes 113‘ inlf; a%lde

local production has shown no substantial increase. Paper economy should now receive
even greater attention than before. - _ |

2 2 Experieﬁce,has shown that maximum paper economy .in printing is often ﬁissed

{g‘{) because the ‘copy’ or manuscript is not prepared with sufficient care and thought. The

> following instructions are, thereforeyissued for the guidance of all who send work for
printing

-

e PREPARATION OF ‘COPY’

3. Books, Pamphlets, Etc.—Some hints for preparing ‘copy’ for the ;
given in rules 16-19 and 21-24  of, and Appendix IIIg to,I‘)s‘lche Rulesp rei(s}rha}\;i. bte_ien
and Binding (1935 edition). These = rules, etc., were, however, based on Peacu}c"mg
—y ' requirements and must be regarded as suitably modified by the economy instru%t'une\
contained in this Memo. or in circulars on paper economy, ete., issued from time t t}ons
%A copy of this office Memo. No. 63/2/44-P., dated the 26th May 1944, issued i?o lnrie.
guidance of the Government of India Presses and other Presses doing printing Workr 'tf]e
¥ {he Central Government is also appended for information. The following are some fu thor
points to be borne in mind when preparing the ‘copy’. 3 g
@) The ‘copy’ should always be t’prepared on both sides:'of paper.
‘copy’ is in final form before asking for proofs.
delay the work. » -

ii) Matter set up in tabular style occupies more space than if set in i
s goz-m, and tabular statements should, therefore, be Il)iept. down to a min?rf:li?ry =

tables are unavoidable, they should be condensed and combined as far as Pract‘ic’abl

make the best use of the paper. _Colunms shotld be kept ‘within the narrowest 1i1n'te fo
width, using, if necessary, abbreviated column headings in place of long deseri ;.'S of
7 Tor pro formas appearing within text column headings only should be given, ClOSpdp RS
much as possible. In most cases, however, mere description of straight-forward colip =
headings in the manner shown below will be enough:— Sy

- S Column 1. 8. No., 2. Name, 3. Address, 4. Age, 5. Occupation, 6. ......... :
429 ' (iii) Blank portions of pages, complete blank pages e i p’aiffs" e
\. margins on top, bottom and sides, marginal notes and references should be avo?deé e'fde
jn the ‘copy’ or manuscript. Articles, Chapters, Appendices, etc., should all be arran‘ven
‘run-on’; i.¢., one immediately after the other and not commencing on a frésh page e
W time. Indentions. should be kept as narrow as possible. g¢ each

(iv) Iﬁsts.;Mgttter in the nature of a list should be arranged in double or treble coly
to make the maximum use of the available space (vide specimen “‘A™). Tnm

(v) Plans, diagrams, etc., should ke drawn up in the smallest size practicable '
standard sizes (Crown, Royal, Demy, F'cap or their sub-divisions) should be adq ;ni}d
where size t0 size reproduction is essential. “The size chosen should be'such that itp S
fit in with the size of the publication in which it is to be included. As a rule, hoWe:,v i
the question of size may be left to the press, any special feature being mentioneq iy, 5:',
printing requisition for its guidance. Scale diagrams should be avoided as far ag poss'ble
as they render reproduction in a suitably reduced size difficult and thus militate &O‘a'l e
paper economy and saving in cost of blocks. The mention of the actual size of the op mss

3
3 . 37 :N[ake Sure the
Successive corrections are expensive ang’

arra-
‘Where

1 e . Origin ;
can in many cases serve the purpose of a scale diagram. Simal

-

~e




. (1) General.—(i) Work from precise information on the. way the form
will ie fl:?c:lns Wité gpécimens Of( Lsed forms”if th'ey are available. Space is ofte;x_ wasﬁ:i
on indeterminate entries such.as ““Remarks’’ or in provx.dmg larger spaces for endngosrm e
is required in practice. It is more economical for entries to run on to a .seconTh R
some cdses rather than to design the form to fit the longest set of entries. ‘ niries o
marks’ column in many cases is superfluous and can be replaced by notes or e
the foot of the form. : A 3 ‘

(a1) ]jesign each form so that both sides of paper will be usefully utilised.
|

5
) v )
(iii) It is usually more economical (and much clearer) to provide headed ‘‘panels _

or ‘‘boxes’’ for entries rather than ‘‘spaces™ in. the middle of a descriptive text.

i i inim kino instructions
i orking Instructions.—Reduce to a minimum the amount of working
whigg’)ag printed on forms. The instructions for using forms within the office cal
usually be circulated s;,epaw:a.’celyt :

(2) Margins.—The blank spac‘e between the printing and the edges of the paper

: 2o 3 - ” This marglp-
3 ’ dt minimum and in most cases should not exceed 1”.

/ ‘mu{d,::ﬁﬁig Cge r:dﬁced to 1/8". Tn particular a wasteful margin is often left ab tllllg

. gn ;g a form. The margin which the printer requires should be regarded as part of f’ ;
gpgce available for entries. Do not enclose the form in a printed ‘‘frame’’.

A . oy . 2 . A ' 2 ; the

y eadings.—(a) Two or more items will be typed and printed on
1sza.me§.31)inllé‘1 tlee?g.orc:g:de—l%%tle ch )form-——-‘No. of form. (b) The titles of loose leaf forms
_snould be printed in the bmding margmn. :

(4) Column dimensions.—(a) The depth of column headings *should be reduced to the %

¥ Part No-
minimum and the same column used where possible for more than one item, e.g.

- {b) The width of a column should be determined not by the heading (which can be

abbreivated or byphenated) but by the maximum width of the entries (e.g.,. the entry

o T 7 : c ire
9,999 can be accommodated within a column 3”' wide). Where narrow columns reqiir

Y of Circular :No. ......... dated "
’ Descripgiot

ECONOMY IN PRINTING :

5. Publications, Pamphlets, etc.—(i) Covers should be
ble. Tf they are essential the grounds therefore should b
imside will' be used for printing “‘contents”’, “‘index” or oth

dispensed with \{’here_ver possi-
¢ stated. In such cases, the
er suitable matter.

(i) Plates.—The practice of asking for insertion of half-
or adjoin particular pages of the text is to be discouraged.” Such plates can go at the
end of the publication and be printed on'both sides of the paper. If any ‘Explanations’
or “Notes’ are“to be printed, which cannot he included in or around the plates them-:

selves, they can be printed in continuation . of the text or body of the book after the
manner of an appendix, - etoe, :

(iii) The numbe_r'ot copies ordered should be limited strictly to the mi
ments and the provision of spares for storage should be eliminated.

(iv) Tables of figures.—These should be
used iy small, a blank line'left aftey each

. (v) Punched eopies with loose “loaf bnding should not be asked for except where this
style would definitely make fop effici

u r ENCy anu paper economy in the long run, Punching
reduces the effective width of the page and thus militates against paper economy.

tone or coloured plates t x"ace‘

nimum require-

printed in single spacing. Where the type
5 lines will avoid eye Strain.

. (vi) Circular letters.—Tn the cage of ciroular letters, ete., economy can be effected by
printing 6136 No., address ete., at the top of letter heads and the, subscription at the eng
in ‘run-on’ style instead of one item below: the other (specimens “B’”’ and “Bi :

(vii) Addresseeg.—A long list of addressees or endorsees of a letter or office memoran.”
dura should be avoideq by using instead teris like “To all concerned”, “To gl recipients

s dated.. L . The actual list should be with the Despatcher
fo be followed faithfully.  Where for speeial reasons, the recipients must be mentioned,
their names should Le arranged in ‘run-on’ stvle and not one below another. In the case
of addressees or endorsees belonging i

achieved by using sugh arrangement

to’a similar  class, appreciable economy can he
as given in specimen <D’ :

i : : z i £ 2 ticaple. r

: the layout as given in specimen “E (a)’’ attached may be prac viii) When bringing out
‘velyAlci)cﬁ%igln(ﬁd;%%ce f?)r z? total ag the foot of a column can sometimes he taken from an mﬂY(be )consulted with ;egurd
écczl)'ohling code or item column, vide specimen ““E (b)’. (d) Drregular (and _wastetul) £ stagz so that technical consider.
spzicing is caused by “staggeri,r’]g" mai.n end sub-headings in an item which shomd be Rush jobs prove wasteful heca
avoided, vide specimen ““E (c)’’. notice.

a mew publication, especially a periodical one, this office
to its size, style, type, cover, ete., at the earliest possible
ations may be taken into account from the very beginning.
15e the most economical set up cannot- be provided o shaort

¥ ines—=(a): Iy tabular statements, the wuse of a dotted line e ] sopal)
3 1(5d)iaf:1l;esab°g? an unbroken' line is unnecessary. (b) Include gg Enany entries 88
A lmne'&ble along the same line, e.g., (i) at the top of the paper, a heading on the left, main
'1301&1. the middle and the form No. on the right (i) in a questionnaire, such ansv-ers
1;1: ?‘Slzrés” or ‘“No’”’, a date, a town, ete. (iii) Date and signature anq (iv) short footnoges:

6. Form Work.. (i) Classification—Aj) forms should be classified into the cate-
gories ‘‘Essential™, “Degirable’’ and ‘Non-essential’” as required by the Department, o
Labour Memo. No. A755, dated the S0th April 1942, if this has not already heen done,
Only ““Hssential’® forms should be printed. Each form should be examined before pe.
5 printing to see if it can be abolished or reduced in size.

3

- .. s 1 i1l . 1 d in . ” AR
(6) Standard enquirles and replies of a brief nature will be typed and Priptec I i ’J\Igt (ii) Size.—The practice of asking for F'eap folio size (8" x133") or bigger formg, gy
panels side by side. : ‘ t; Vg .

ntial f £ le) indicat iuely A matter of course. should be discontinned. There are several sizes smaller thap Foy
: tionnaire forms (confidential report orms, ior example) indicate precize
(7) With ques

be allotted f h er. Thij fpen folio, (ig”) a fﬁrm ]p]-inted in F’;gp) foli;: 1(1333 7 x8Y") might be .l.e(}-llll?:dltgf Ct}l;owﬁ ?lmr{;o >
P the amount of space to be allo ed Ior each answer. IS space can O2p v (73" x or toyal 8vo. (61" x 107). I8t of sizes 18 given In S e Rules fop
Sn illrllccl}';zss)ed by narrowing the column containing the .prmt-ed questions; the goveﬂ}’f;g_ o . Printing and Binding, 1935 edition. Other sizes can be suggeSt?d by ﬂ;‘S office. _In each
fe tor in these cases should be the shortest question which can and not the longest q;ebe 4 . case the smallest workable size should be adopted on the basis of actual requirementy
t‘?‘c which must be broken up int6 more lines of type. Additional space _can often he Tt is not the intention that economy should he effected by unduly Grgmpmg the Space for
olé)tr:ained for a particular item requiring a longl answerl_by printing the question across t ¢ entries.  When formg qre reduced, a reasonable (and often unchanged) amount of Writing
i d omitting the column ruling.
whole width of the form an g

space can be provided by cavefu] re-design as explained above under the heading «py.
paration of ‘Copy’

-
\

(C;) The printing of a time series should be in the form given in specimen ‘“‘F7.

A | . i ped
) ; ith envelopes.—Wherever possible forms which are to be transimij,
(9) Mpe%zlf%hvgllﬂ e folged and secured by a gummed patch for. despatch Wltllo‘ﬁ
through the p lopes. Larger forms should be designed for folding and packing in. i
b usef ?ifoslr)l: e’cﬁg faper Hconomy Officer should be consulted regarding the method 0
cases o g - I

folding. . : g

iil) Lines.—(a) The maximun, distance “between the lines for entvies in the ygyqy
“Hst(’l’u}orm should he ” (The first ]i;e be?ow column heading Sho} ld be printed g4 this
sams distance). Usually the number of Jines should be 5 fo an m.ch.” (b) When it i
known that the form will be completed by typewriter, ‘‘single spacing fvor typrvwr
, .., 6 lines to the inch) should be used. (In some eases cross ruling, Soepine

' : sional guide-lines, will not he necessary for typewritten entries.)
i ~ , » ;

ting
T ocga.




. unforeseen requirements is not treated as ‘urgent’

r d 18

(iv) Other devices for economy.—The following points should also be considered {or
adoption wherever possible: (a) The overprinting on the back of any substantial stock of
existing one-sided forms that can be used on hoth sides. () Alternative smaller sizes
should be used side by ‘side with existing sizes, e.g., in cases where « form may have in
some cases only & few entries and in others a large number. (¢) The possible cutting 11
half and printing on the back of (certain.domestic) férms which now exist printed on one
side. (d) Printing in colours. Order printing in black .ink only except for very Spgcnl
reasons to be recorded in the indent, Dyes are scarce and printing in coloured inks
retards output. (e) Printing on coloured paper should not be asked for as its manufacture

* has been discontinued for the duration of the War.

(v) Reprints.—It has been observed that demands for the reprinting of depmmental
forms which have already been in use and which could well be estimated in advance are
made on this office under conditions of extreme urgency. Departments are urged parbi-
cularly in cases where their demands for these stock requirements entail considerable
amount of printing and paper to watch very closely the consumption of forms and bOl
maintain sufficient reserves under a datum lines so that veplenishments are asked for wel
in advance of immediate need. p

(vi) Normal time for form printing.—Attention is also invitéd to rule 5 of the Rules
for Printing and Binding (1935 edition). Form worlk, except in the case of sudden an
or ‘immediate’ and at least two
n.or.ths’ time should normally be allowed to our busy presses for the compliance of indents-

. 7. Gonelusion.—Departments are requested not to exaggerate urgsney of their
printing work. Needless expenditure and mconvenience (as well as delay to really imme-
diate work) can often be avoided if *‘true’” delivery dates are given. Attention in this
connection is also invited to this office Memo. No. 63/5/43-P, dated the 9tk March 1944

3. Non-observance of Instructions.—Departments and offices are informed that future
indents or requisitions for prinfing will be expected to conform to the instructions cor-
tained in this Memo. Tf scrutiny, however, reveals n disregard of the instructions, the
requisition or indent will be liable to be returned for necessary vevision and the respori-
wibility for any delay caused thereby will rest with the indentor.

3 -~ SPECIMEN “A”, , 2
1. Hide 6. Paper and - 8. Hardware . - '
9. Glass paper products 9. Machinery including
3. Leather 6. Cloth spare parts
¢. Woodware 7. Cutlery L

SPECIMEN «B»
The Right Way

Office of the Controller of Rubber,
- Directorate General of Supply,

Deptt. of Supply, Govt. of India,
New Delhi, the ;

' '

i No. 37805/ X1-C/42, -

To: Messrs. Ramlal Balmukund,
-Govt. Contractors, P.0. Box No. 8,
Connaught Circus, New Delhi.

The Wrong Way

; No. 37895/X1.0/44. _
1 ‘ ' Office of the Controller of Rubber,
Directorate General of Supply,
/ . Xl Department of Supply,
: et Government of India,
New Delhi, the
’Po X A g E
Messrs. Ramlal Balmukund,
Government Contractors,
P. 0. Box No. 8,
Cormaught Circus,

New Delhi,

P

~
%

1
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' L SPECIMEN ¢« O "
The Right Way

The Wrong Way

(4

I have the honourto be, Sir,

Your most obedient servant.

X. Y. Z. Lt. Col. (Phone 2765)
Deputy Secretary

oy

I have éhe hoenour to he, ‘

Sir,
Your most obedient servant,
‘Lt. Col.

~ Deputy Secretary to the Gowvt. of India. -

(Phone No. 2765). ?

SPECIMEN <« D

(1) Either 1 Or ]
The Chief Secretaries to the Govts. of Bengal, Bihar, The Chief Secys. to all Provineia)
AssamMaecaazc oeo.. & o DG T s D 0 5 and Chief Govts. (except....)and all Chief
- Commissioners of Delhi, Coorg........... o e oy o Commissioners. 3
(2) Headquazters, 3
. All Districts, All Divisions, All L of C Areas,
Armmy: Group SEAC, 62 Infantry Brigade,...........
The Commandant, ’
Staff College, Intelligence School, Infantry Schools,
T NETAS i ehra=Dun,  onr S 0l Tl Sl TS A (Rl
The Officer- Commanding; > _
Assam Regiment, Mahar Regiment, All I.A.C. Training Centres, =
All Engineering Training Centres,. «c«c.veeineeetnenaneasas
: SPECIMEN “E
(a)
Heading 6 6 Heading
N : : Heading 4 7 Heading
Heading 3 8 Heading ]
Heading 2 9Hdie?,ng
. Heeding 1 10 Heading
\(b)
X
Y
g Z
Total Re. .| ] )
()
The Right Way The Wrong Way
b) HOP Turners 3 ATAQHINE SHQP ¥
M(ﬁ(éﬁ(}iig SHO ]} Setters L (3 lines) (includlg‘g PRESS V‘ORK)‘L
( Witt : urners 5 linex
PRESS W( RK) J A ) Setters GHGL Snes)
Fitters
SPECIMEN « I "
The Right Way
e R IOt Lo S ERCL Y VO R . P el SRR e e
Ry The Wrong Way
Trom \ From ) From | From From —
QFm’:; 10'2. m. 11 a. m. 12 noon | 1<p. m. 2 p. m
bt to ; to to 2. to
10 a. m 1l a.m. | 12 noon 1 p.m. 2 p. m. 3 Do
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Memo. No. 63/2/44-P., dated the 26tn May 1942, from C. P. & S. I., to the Government
Y of India Presses, regarding Paper economy in printing,. i ‘

“In supersession of para. 2 of this Office Memorandum No. 63/5/42-P, dated the L7th
March 1943, the following instructions are laid dowu for the guidance of the presses:—
(@) Text.—The dimensions of appearing matter and the size of type to be used for g‘llﬁefellt'
sizes of paper should be as in the table aunexed to this memo.( ii) Preliminaries (such a8
Preface, Introduction, Foreword, etc.) and Quotations within' text.—T¢ be set up in 0D
or two sizes smaller than text. (This instruction may be relaxed in cases where- the

quantity of matter to be set up by mechanical cemposition—particularly by Mono—is S0 o ‘

small that strict adherence to the instructions would retard output.) (iii) Sub-paras.—
From second line onwards to run full measure.” In the matter of indentation the Govern-
ment of India Presses may continue to follow the existing practice. (iv) Marginal notes
and references to go inside text. (v) Chapters, Parts, Appendices, Footnotes, etc., to
run on, separating spaces for the first three items being limited to 4 Pica ems. (v1)
Double Column Printing should be adopted in preference to single wide column in the
case of F’cap folio and other sizes down to Crown 4to and Super Royal 8vo. The
space separating two columns to be one Pica em. (vil) Tabular and Statement porhg}l
of Text matter (Forms, statements, etc.) to be closed to the fullest extent. (Vlll)
Headings only to be shown for specimen forms. (ix) List of Government agents for sale
of publications to be deleted and the space thus released to be suitably utilized. )
For paper bound books no Covers to be supplied a special case is made out. Cover page
and contents to run on with text. (xi) Type matter not to be spaced out either by leads
or by means of type or slugs with smaller faces cast on larger body. (This instruction
may be relaxed where authorised by the Controller.) (xir) Both sides of paper to -be
utilised, as far as possible, except where a case is made out’for printing on one side
only, €.g., in the case of correction lists, Forms in duplicate or triplicate, etc. (xiil)
Illustrations to be printed on both sides of paper if the quality of paper is suitable for such
printing, - except where the illustrations must face the relevant text matter and the
reversc cannot be usefully utilised. (xiv) Matter containing one itein and one figuré
column and like nature to be set in Double column where possible. (xv) Any work not
covered by the economy instructions to be looked into with a view to attaining the
maximum Paper Economy. Deviation from the above instructions would be permisglb}e
if acceptable to the Department whose work is being executed and if by doing so 10 18
possible to effect greater economy of paper.

~ ANNEXURE
Sub- Foolscap [ Crown Demy Long Royal Large Super Royel
divi- (133" x 177) (157 % 20”) (173”7 x 2237) (20”7 X 267) (2037 x 28%")
gion - [ T y =
of Dimen- . Dimen- | Dimen- Dimen- | Dimen-| Size of
the sions (_)f 4 Size of sions of Size of| sions of | Size of | sions of | Size of | sions of| typse
stand-| gppearing | type appearing | type |appearing type |appear-! type appear-
ard | matter | matter matter ; |, ing matter
8176 : . | matter
Folio | 42x72 |10 pt. in i ] ; < e
-| Pica ema. | double : ‘ i {
column ; N O T I N U s 'E
11 pt. in :
full AR 1
megasure. > i ) l ‘ - .
i { { ) = "“““‘,“’—""/.“
Quarto| 32x42 10 pt. | 36%52 |10 pt. | 44x58 |10 pt.in| 48x 66 10 pt.in| 5% 72 10 pb. D
Pica ems. Pica ems. . Pica ems. | double |Pica ems double |Pica ems dovble
i column ;. - column ; | column ; -
| 11 pt. in | 12 pt. in | 12 pb.m
full | | full | fyll
/measure. P jaeasure. megsure.
Octavo, 20x 32 8pt. | 24x38 | 8pt. 26 X 44 ! 8 pt. | 30Xx 560 " 10 pt. 34 652, 10 pt.
Pica ems, | Pica ems, Pica ems. | |Pica, ems-. Pica ems|

. pm——
Nozms.— (1) The above sizes of type are intended for book work or similar matter. For tabular work
snitably smaller sizes may be used according to nature of work.

s

=

! p T
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- {2) Din_lensic‘)hs larger than those given above for appearing master nia& be ado
no practical difficulty in the press and does not detract from the usefulness of the printed work.

(3) In the case of monotypes, in view of their smaller face, types 1 point larger than those mentioned
above may be used, where deswable.

(4) Where type of the size required in accordance with this table is not available, the l\xexé lu,rgef type
in stock may be used. ‘ :

(5) For smaller sub-divisions, i.c., 12 mo., 16 mo., etc., suitably small dimensions f or appearhylg matter
and type based on the above table should be used aiming at maximum Ppaper economy attamable.
(6) The Managers of the Government of India Presses may, at their discrotion, allow in exceptional

cases smaller dimensions of appearing matter and larger type than prescribed above, where considered
necessary to meet special requirements, i

(25) Memo. No. 13/(W) PS 45, dated 23rd March 1945 from C. P. & S. I., to all the
: Departments oi Government of India. :
With the receipt of paper from America about 20 per cent. of Government books and
publications can now be printed on white paper. i -
2. Where printing on white paper is considered essential (it is admitted that printing
o1w white is always desirable) the Depuartinent or office should say so, giving grounds, o
the l-equiSiﬁiou forwarding the. work. The grounds would obviate further correspondence
petween this office and the indentor. White paper should not be demanded for forms.
9. The press will use white paper for prmting when available. Otherwise unbleached
will bas used. I unbleached paper cannot in any enwcumstances be accepted, this fact
should also be stated on the requisition. The Press will, in sych a case, hold up printing

till it is able to secure white paper.

(26) Memo. No. 61 WPE 45, dated 3lst March 1945 from C. P. & S. L. to all the
' Departments of Government oi India. ;
Envelopes.—There iy evidence that the instructions regarding the use and reuse of

envelopes are not’ being strictly observed. - A reference is invited to pava. 4 of this

civeular memo. No. 4/6/41-Spl., dated the 9th June 1941 (No. 4 ante). New envelopes

should be- used sparingly. . 2
2. Incoming envelopes from Government Departments, etc. (as well as from the

public) should be opened carefully by slitting the envelopes along the narrow edge. Enve-

lopes sealed with economy labels should be opened by carvefully tearing the label oniy.

The envelopes should then be re-used with economy labels. > ’
8, lnvelopes which can no longer be used as such may be slit open tagged together

and used for rough notes, messages, ete., in lieu of slip blocks.

© 4. A considerable saving in envelopes and postage stamps can be “effected by :

(1) Enclosing letters to one address in one envelcpe.

(2) Messenger service. ) 9 . L
(8) More frequent use of post cards.

(4) Using the book post for circulars, ete,

5. Economy labels (8. 87) should also be used on all inland parcels. When doing
o the conditions in clause 81 cf the P. & T. Guide should be complied with.

6. Discontinuance of the supply of cerfain Stationery articles. As a measue
economy it has been decided to discontinue the supply of the following articles of
stationery:—

(i) paper cuiters, (i) wooden blotters, (ili) paper clips; (iv) glass paper weights
(v) pin cushions, and (vi) rubber rollers. ’ : '

7. No indents for these articles should, therefore, be placed on the Deputy Controljey
Stationery, Caleutte. _ '
8. A 50 per cent. cut has been imposed on future supplies of tape. The annual inden,
on the Central Stationery Office for tape should he curtuiled accordingly. -
(27) Extracts from Instructions appended to 0. M. No. A.-354, dated the 19th Jyp,

1940, from Department of Labour, to all Departments of Government of India, ege,

(i) All indents for paper or items manufactured from paper should be cavefully sen
tinised by an officer not below the rank or status of an Assistant Secretary to Goverument_

Superintendents of offices should be regponsible for the economie ‘use ol all stocks g3

present held.

where this involyes



. be made in special circumstances.

- Defence Department), and should he sigi

() All notes—whether routiné or regular—should be recorded on both sides oilt;he nolﬁ:;
sheets. Letters should also be typed on both sides of the shect except where the pape
uged is so thin as to make typing on both sides impracticable. : i

(i) Double spaced typing should be avoided. All notes should be typed with 511'1g:«|
spacing. Letters which are likely to extend to more than one page should also be LY
witn single. spacing. »

(iv) (a) Paper of as few varieties as possible should be used.
Cream-laids, Azure-laids, S
‘to the absolute minimum.

The use of Creain-woves,
upercalendered papers, mnanillas. ete., ete., should be restrlctelq
Demands for Coloured Printings and Kraft paper should only
Brown Wirapping should replace the use of Kratt. i
kind of thick paper for correspondence §hould be avoided, aﬁd f 5
t consistent with the dignity and requirements of the comumuni-

~(b) The use of any
smallest possible shee
cation: should be used.
(¢) Drafts of letters should be kept
made where the draft h
clean copy.

Wheneyer possible the carbon copy of a letter should be typed upon the back of Wiz
letter to which it is a reply, thus sa ving o sheet of copying paper and precluding any risk
of thé duplicate becoming detached from the original. i

(v) Al non-confidential i
area should be sent loose and not in envelopes.
several sheets of corvespontence for
cuttings can be obtained from the Gov

as office copis and carbon copies should only be
as been so extensively altered as to make it necessary to have o

The use of narrow paper slips to E’iﬂ(l
~despatch in éoca] areas should be adopted. _bur,-h
ernment of India Presses on request and collection.

(vi) The Cenvral Stationery Office at Calcutta should review the demands made by

Government of India Secretarinf deparfments and offices over a period of 8 years, i.c.,
- 1936-37, 1937-38, and 1988-39, and caleulute the average of all paper items demanded for
these three vears. Thev will then

the quantities so arvived at. Any issue above these quantities will require the sanction
of the Controller of Printing and Station ry, India. Ay ;

(vil) At present items of stationery ure issued wonthly on the basis of model indents
appearing in Appendix F, fo the Stationery Rules. In future each clerk should be asked
to put down his actual requirements every month or af stated intervals in the form intended
for the purpose and' the Superintendent of the Branch should satisfy himself that the
demands are justified before their issue is authorised. Stationery items, particularly items

of paper, should on no acconnt he entristed to the care of Record Suppliers, Duftries.
menials, etc., or issued by them on request.

not below the rank of a senior cler
dups, | ¥ -

(viii) Whenever possible buff culoured paper
White paper takes longer to manufacture.

(ix) In the Central Duplicating Scetion seni-abgorbent whife Double Fooisca.p 24 Ips.
and sen]i-blezlf:}‘l(acl Double Foolscap 24 1bs. paper are used at present. Semi-absorbent
paper is nsed in the case of circulors, ete.. which are duplicated on both sides of the papér;
Pouble Foolscap 24 1bs. whité paper is used in cases where duplication on sieh paper is
specially required by any department, otherwise semi-hleached paper is uged. In fut e

avhite Printing Double Foolscap 24 Jhg. paper will be used only in cases where copies arve to
e supplied tc non-Government, bodies., . : ; :

Iil. Forms.

(i) All indents for standard and speeial for
helow the rank or status of Under Secr

etury (or Assistant - Secretary in the case of the
1 ) ted by such officer with a certificate 4o the effect
(hat be haz satisfied himself of the absolute necessity of the quantities of formg demanded.
«A thorough check of stocks in hand should be made before ndents are prépared and sjch
stocks must be taken into account when caleulating annual demands. No new forms
(other than Military Standard Forms) whatever should. be introduced without o reference to
the Controller of Printing and Statisners

Cont: ; » India. This will enable him to take the nebes-
sary action to”suggest a standard form which might be used for the purpose.

correspondence delivered between departments in the sawe

; supply againgt future demands 20 per cent. less than

The work should be entrusted to an official -
k.. Superintendents should be responsible for this prove-

should be used in preference {o white.”

ms should be serutinised by an officer not

-
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- (ii) 'I:he Manager of the Forus Stove, Caleutta, will bring to the notice 0f the Coniroller
of Printing and Stationery,  Iudia any cases of unusual demands for standardized forms,
particulaly such forms as file hoards, file covers, writing pads. ete., ete., for any action
the Controller miy consider necessary. 3 )

(iii) Obsolete forms and special forms which are blank on one side should not he

wasted. They should be used for drafting purposes while obsolete, skeleton form should be:

for rough work. ; < - W
“SCd(i\?)l ]);n';uged file ‘hoards, where possible. should be repaived by office duftries.
(v) File covers (cloth hinged) of dispesed and obsolete cases should be re-utilised: by

pagting a slip over the previous fitle, or by turning the cover round ta” bring the‘., blanlk

inside pages into use. _ » e
mS]dfvil;q%i'own puper, wrappers; ete., should be carefully opened and the materials re-
tnine\d for further use. : vial

TV. General. . P - | |

(i)- All communications which lave issned or may be issued in future by the Controller
of Printing und Stationery, India, concerning economy in-the use of paper, etc., should he
gean petsonally by all Gazetted Officers of each individual office. The Superinténdents
chould be made responsible for the obser:’ange of this r'ule. i,

(i Hihs Controller of Printing and Stationery, India, should pay periodical surprise
visits to the largep pfjﬁces .o-f the Governmen_t of In‘dm Secret-a:riat- and other large offices
with o view to-satistying himseli that all stablonery items, particularly all paper and items
manufactured from paper, are properly stored, that proper arrangements exist for issue
and that demands are scrutinised by a responsible officer. He will bring to the notice of
the head of the department any procedure which he considers is not in keeping with the
economy eampaign. z .

8) Office Memo. No. A.-354, dated the 18th October 1941, from the Department
'(2 ) Labour, to all the Departments of Governntent ’ot Indi s

a, ete,
The estimated present consumption of all sorts: of puper in India is 120,000 tons,
ased; production of all millg j,

Tmports are NOW very sma]] in .qumnti'f_\,' and cannot be imere
Tndia (éven if thel'r capacity is strained _to the utmost) cannot exceed 100,000 tons. A
ghortage of approximately 5:30,000 tons will consequently oceur unless vigorous steps are
taken to restrict consumption. Ik : ] . :
9. Comtaerce Department are taking :}l‘ﬁpg to institute an econo
general public, but it is necessary that this economy drive should be supplemented by =
vigorons eCONOMY campaign. in Government oﬂ.‘ioes. Consumption in Government offices
(Central and Provincial) amounts to about one-sixth of the total consumption in Tndig, and
q reduction of t'l.t legs{‘r 5,Q00 tons in Gove1:mnen‘ml consumption must be almed at, and thet
in spite of the inevitable increase in the size of Governmental Depm:tx.nen’cs. € Necessity
of reaching this necessary ‘“Economy target’ means that each individual officer and cleyl-
must wake efforts to reduce his normal consumption by about 40 per eent. Such reduction
cannot be a;’hieved without the utmost economy in the use of paper.

8. There are two main classes of paper economv. -
A. Fceonomy which ean he exercised by the the officer, assistant, el
despateher with vegard to his individual consumption, varieus sugg
in previous cireulars and these are repenffzd. :
(i) Al notes (whether regular or routine) and all correspondence (hoth drafts
« copies) should he written on hoth sides of the paper, and all cyclostyled paper
reeorded or both sides of paper. -
Norr.~=Tt has been noticed that some Departments are very Tax in this pes
in pastienlin. that many Departments use only one side of the paper for eyelostyl
9) As far as possible, buff routine sheets should he used in preference o
Hote sheets, which take longer to manufacture.
. (8) Notes should be as far as p(‘)ssﬂ?]e brief, and s
vocording, at any rate, short notes in single spacing. . :
4) Drafts themselves should he Lept as office copies and carbon copies shoulg on
be made when the draft has been so extensively altered as to make it nec

' erk, typist or
estions have heen made
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- clean copy.

arge or heavy envelopes are not used,
. g y

.should be utilised for rough work

- few copies of a eomplete report with comple

O
In the case.of endorsements forwarding a single document, the endorsement,

: : . AT * the
whenever space pérmits, should be typed on the document itself, either at the end of the
main text or on the reverse.

~

(5) Fair copies of letters should be typed on the smallest size of paper consistent

with the volumne of matter to be include

d. Short letters should never be typed on foolscap
folio paper. * \ a

(6) For demi-official -correspondence suit

able light weight paper should generally be
used, and particular care should be taken th

at the despatcher realises that unnecessarily
) (’ﬂ All non-confidential correspondence delivere
should be sent loose and not in envelopes,

(8) Envelopes containing non-confidential documents should be fastened down with
+ C . . < . P, ~d
economy labels (S. 87) in such a manner as to allow them to be used again and again.

(9) Envelopes of the smallest size ang cheapest quality (S. BE. 1, S. B. 2 and S. . &
should be used consistent with the requirements,

(10) Obsolete forms and papers and waste paper

or
(8:9,°8. 10 q

d to Departments in the same building

of which one side only has been useﬂ_
util drafting purpoges. 3 - '

(11) Small forms nd S. 49), should not he pasted on larger sheets for
filing pUrposes. :

(12) Packing paper, wrappers, ete., of parcels received should be opened very carefully
and the material retained for re-use. :

(18) Blotting paper should be retained in use
be changed at regular intervals as q {

B. Paper saving in bull.—M
given below, and it will bé recog
weight of paper:—~

{a) Tt has been customary’ to circulate to
even though it is probable that many of the offi
not be IEErﬂy ever to require to refey to the pa

this practice and to cireulate docniments only to those to whom they may be of materisl
use, Under Secr-etnrles and  Assistant Sééretarieg must in presént e'il-m]mgt,nnces by
instrueted to examine carefully the necessity of sich wide cirenlation and )to reduce the
number of copies of their departmental circularg whigh they order and their indents on

as long as serviceable and should not
matter of course. ]
ethods by which S

Kos s i ., b
: uch bulk savings cin be secured ars
nised that such g

avings may amounf to an appreciable

all officers copies of nearly all documents
cers to whom the papers ave circulated will
per. Tt may now be necessary to abandop

other departments.

(b) Tt might be found possible to reduce for the period of
reports or other printed papers. .

: the war the size of mmuﬂ
For mstance, it might be four

! nd possible 1o print, only a
te statistics, ete., and to reduce the size ¢f
Public and other PEISons on the distributiop
rested in some part of the report or statisties .
or the period of the wap the size of print in

those reports issued to the members of  the
list: who might be only, to a small extent, inte
It might also be found possible to reduce f
various parts of the report. :

(e) Tn view of the relativelv hl’ﬂerflistribution 1
drafting, avoidance of graphs. diagrams, et
‘utilisation of ordinary and not special papers

(d) Tt might be found possible to digcon for the period of the ur. ‘ Y.
such for instance, as qni'nqnonnin] reports, oy it might be found ﬁ”éﬂiiﬁ];n: some 1-91’)3}’1‘;':'
periodical publications with Tess frequency than usAL _ 0 lsmvte certaip
' 4. Tf these measures are to be effective the constant vigilance
sary and it is essential that fthev should continually i"nD‘r'eﬁsh(m thei
measures must be taken to reduce the cons

mption of paper.
fo be hampered in the near future by a shortage of paper.

ists of most
.+ which are not, absolt

Jay result in conside
tinne

publications brevity i
telv essential, ang thg
rable saving.

¢ r officers that effectivy
it Tndia’s war effort is nct

[

_\
(29) Office Memo. No. A.-354, dated the 924th Novembe De p artment, cg

Labour. to all the Departmentg of Gove

Refercnee paragraph 2 of the Memo, Ng. 1/18/
1941 (No. 7 ante), from the Papers Beonomy Officer,
sumed forms, ete., and of blank side of Uhwante

0er 1941, from the
mment of India, ete.
41-Sp1., dated the

tonecerning the use
d notes, efe. '

29nd SentembeT
of partially aor

|
» for purposes of drafts Or Tougy,
» L '

of all officars is neces.
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«alculations. In amplification of this suggestion and as a further expedl;nt for sec?rlﬁg
economy in the consumption of paper. the following device is brought to the \Il()tle.e of the
various Departments. - » ' _ _
2. In accordance with the procedure obtaining in the Secz-etaltl.zgt, certain ﬁle.s are to
be destroyed in 1941-42, in which the note sheets must-have been \\~11tt-‘ten on olr)le side only.
Certain of these files which may be highly con{_identlal should cﬁn rltnue tgl e destroyed
by being burnt. It is suggested that the blank Sldfis of the notetsdefﬁs ton ;s Otther than
confidentixl, might be used for rough drafts. It is altso. sugges ef a-t_ sue%‘ no élg sheets
may be cut into smaller pieces so as to obviate the possibility <V)f.m oz;lnga 10n from old noteg
reaching quarters where it might prove embarrassing to\Government. :

) L A TR 1941, irom the Department of
(30) Office Memo. No. A.-354, dated the 18th December 1941, from
i) . Labour, to all‘th,e Departments of Government of India, ete.

view of the deterioration which has since taken place in the paper position in India,
it islgonsidered essential that fair copies of letters should l'nvarlab}l;\{ be t}’Petd_ w1th.smgle
spacing, thus allowing the smallest size of paper to be used. In dt ':181 colnsrlltic 60!; ittenmon
is also invited to para. 8A(5) of Office Memo. No. A.-354, dated the 18t ctober 1941
{No. 28 ante).

(31) Office Memo. No. A.-354. dated the 30th October 1942, from the ?epa.rtment of
i - Labour, to all the Departments of Government of India, etc.

The manufacture of blotting paper kas to depend a good deal On;;l:soiﬁe& wood pulp,
As imports of such pulp are difficult now, it is essential to effect eco_lih 4 dietCODSUD}P-
tion of blotting paper. Tt has, therefore been decided to lmpgzg W‘f -lbllf)l&i 3; e effect g
331 per cent. cut in the demands of all Central Government _Cei .010 instrﬂgﬁgg‘per for
the duration of the war. The Deputy Controller of Stationery is being 2 : to cut
down accordingly the demands for blotting paper from the indents for the current yeqr
which so far have not complied with by the Stationery Office.

(32) Memo. No. A.-354, dated the 20th February 1943, from the D:partment of
Labour, to all Department of the Government of India, etc.

The following defects have heen noticed as of frequent occurrence :—

(1) Envelopes.—In many cases envelopes both large and small .are‘used with ﬂap§.
stuck down and offen provided with economy labels -as well. © There is_no reason tq gum
down a flap simply because it containg a secret document: a SEff}]?d o lab?l can be
made just as secure. Attention is drawn to the procedure described in P. B. O.’s Memyo,
No. 41/1/40-Spl., dated the 31st July 1940. :

Nore.—This defect oecurs most frequently in the case of D. Os. and U. 0, from
senior officers of many Departments and of m;my communications from Branches of W ar
Department. - } )

(2) General circulars —Circulars are still being :sent out on a very wide distribution, .
Departments must reduce, the number of copies to the barest minimum [Wif Memo .
No. A.-354, dated the 18th October 1941 (No. 28 ante)]. ke

2. It is suggested that Secretaries should personally depute an officer to verify

5 Y and
: : : in respect of paper 4
report that the correct procedure is actually heing carried out in resp PAPEL econonmy
in the Departments. ‘

(33) Memo. No. A.-354, dated the 4th September 1944, frc)fn}:(lll; Iﬁ}::artment, of
Labour, to all Departments of the Government °d I :

rerence paras. I1(i) (I) and TTI() of Tnstructions containe Pe iy :pf“ ment (),

No. I}xﬁglﬁ, dated the 19th June 19(43), read with Contm“e"'..gfy} Tgliltctmdltbfatloner

Memo. No. 4/3/40-8pl., dated the 9314 August 1940, on the ;‘-‘h(x\i'ek-xfign ot 1' ‘1as

brought to the notice of the Government, ¢f Tndia that, due to iZ% ("'n(ireminol ] dﬁlge

ber of pew offices and posts as a result of the War, it has become increasingly diffioy,

been
Dum-
16 fag




- than what has been prescribed in the i

 ‘““Herewith’’ or “°

~3

the Office of the Controller of Printing and Stationery to determine the competency of the
officers signing press requisitions and indents with reference to the instructions referred
to above, especially when the actual designation of the officer signing the requisition (i.e.,
when he signs ““for............ "’y is not clearly indicated. It is,btherefore requested that
Department§ o_f the Goverl.lmeutr of India, etc., should see that the actu;ll designation of
the officer signing the requisition is. clearly indicated therein and ‘also certify tha? the rank
of the officer signing the requisition (or countersigning as the cage may Bé) is not lower

dated certificates should be given on i e i s tTltrxe ilollove)}gg Cz?s::;e.
Controller of Printing and Stationery:— - e S

““Certified that:— '

. (i) the work is inescapable;

(ii) the number of copies asked for is. the

(iii) the rank and status of the officer sioning X0 T s 2 S -
an Assistant Secretary to the Governfheut ofDInd?at}:f ;gq:{;;t;;) I:)flse nl? ::l lo?'igatﬁm-n g{ltll;()[
___In ths absence of the above certificate or in the event of itg b S i uisi-
tions and indents will be liable to be returned. i pien ot omplete Sroduss

absolute minimum and

(34) Office Memo. No. 181/40-Public, dated the 17th Mar;h 19 | '
! ment, to all the Departments of the Government t:’;’ II;SE t::c Home Depart
= 9 .

Reference Labour Department, Office Memorandum No.- A:-85
1940 (No. 27 ante), with a view to meet the need for
the international situation, ‘tha following instruction
observed : — 3

(i) After the present stock of printed forms for returnine
been exhausted; no separate form should be used for the purpcc;s
ment should be iuscril;ed on the petition or memorial itselfe

(i) Applications for copies of rules, ete., should bhe s : oy s

Application to be made to the Federal Publli.(ca;tlélnec'1 in original endorsed

economy in ¢

; he use of paper due
S may, until

further orders, be

betitions and memorials has
€, but the necessary endorse-

, pure and simple: but when such

an acknowledgment has been issued, a suitable red-ink entry shoulq be made in the aphro-
: ade in the ¢

priate place in the notes.

(iv) When a single document is being forwarded b
should, whenever space permits, be typ
main text or on the reverse. -

(v) Brief notes (such as ‘“For mformation”, ““AMav b
action is necessary, as the reply has already issued””’ ei:c.') should |
itself not ou a separate note sheet. This applies pa’«rticular]v ¢ P)e
Reports, reminders and the like. o e

g 1 B RIS SRR O £ (o2 RUA ey A."’; and other such
away after they have been used

: : slips sho 1d 1 Ly Wi
) once or twice, b Jould not be thryy
become unserviceable. ; g Shouldiks used repeatedly until they

v endorseme

§eeon e Jdocument itself, either at the end of the

e added to the main file’’, “No
Written on the recegiPt
rovineial Administragion

(vii) Superseded by S. No. 35 post.
(viii) New files should not be opened untecessarily for inst
same subject, though of dlﬁerent years, may be [ g

(ix) Time and postage might be saved during
tions issuing from a Department whethes

: o K ey he
placed in the s ﬁlaell circulars on b

Simla season by ina: =

: LA, Seas DV I ATcating o - 1ot
the reply is to b Y d'(;-t'gmg In commulic¢
Lo € seut to Simla or Delhi.

35) 0. M. No. 106/42-Public, dated 24th April 1942
& Departments ot Gosemment’ of India, etcnepartment, to a}l the
In view of the de(tienoration which hag since ; ‘
India, it has been decided not to print pink, green md vellow o ; : .
the war. The Finance Department, etc.r,) accgrdingly re(iuegot.gdc]ti‘;%? le El}}e dutr.a-tlzbtﬁﬁ
usé of these forms as also the use of the ‘separator’ g contel.nplutezl 22 ?sizgnlz:u:)f ¢he
Rules appended to the Home Department, Office Memorandum N 75/]1113 713) g
the 5th April 1938, after the present stock has hecome exhausted, in the/caqe of a ’recﬂ rd-
ed file, however, the use of the buft coloured cover (S. 97-Buff) should be continued, i

P agRiace i the paper situatiol in

nt, the endorsement

&t

A

A

B oy
(36) Circular No. 54/ W.R.C., dated the 27th July 1942, from the
PR [Departments of the Government of India.

The War Resources Committee have had under consideration the urg_enb need for a
further drive for paper economy. The statistical position is extremely serious. The All-
India position has worsened to the extent of 7,000 tons (nearly one-t-.hn'd_of‘the tc_)ta.l
Central (fovernment consumption) in the last 9 months, while demand is still increasing.

. .V°G'cffA to all th'!

9. Tha War Resources Committee is satisfied thét 1t is now necessary :—
() that every officer and clerk must save not less than 50 per cent. of the paper that
¢ he would normally have used for his own consumption on Government work;
(b) that distribution lists of renewed ecirculars must be ruthlessly curtaﬂqd:_
(cl) that no publication should be printed, published or cﬁrculatgd unless it Is essential
‘der war conditions. ; . . . :
u“dezd)mt‘lmt economy labels should be used in all official, demi-official and private corres-
pondence. Rl f 4
3 [n order to achieve these objects the following instructions will be carried out: —

1) Sccretaries and Joint Secretaries must hold themselves personally responsible for
aper economy in their departments, and in the departments subordinate to them. They
p‘lpi mlqke themselves fully acquainted with all the instructions in the matter that have
nllthadv (Bee‘n issued [Labour Department’s Memorandum No. A.-854 of the 18th October

‘ ?19121 (Nn. o5 ante) and all circulars issued thereafter should be read.] 4
() All officers must realise that unless they thems'e_lv.es set an example and unless
subordinate officers and clerks are pulled up for non-compliance with orders the required

% economy cannot be secured. Personal interest is necessary and it must be realised that
A o

small individual items of waste, if not checked, will persist, but if checked on one occasion,
v qs;)lmé;}:pasl'tt()rﬁe11ts, if they do not already do so,  should centralise their stationery
dem'(l.nds and impose a dfaﬁ11ite quota on each branch which can only be exceeded with the
san("tion of a senior official. v ot

(4)' The paper economy staff qf the an_trol]er of Printing and Stationery will bhe
stronathened, and it will be a.uthoms_ed to visit all offices and report on paper economy
PR Qecretary. The Controller will submit to Labour Department monthly a report
o thpﬁ ;,ith the working of this staff, and the departmental demands for stationery. The

([1191({)1(;'1]111? Department will furnish a report to the Committee.

“(5) All regular distribution lists will be carefully scrutinised and wherever possible
ﬁrastic’uily curtailed by an officer not below the rank of Under Secretary. y
+ (6) Bufore duplication 18 ordereﬂ th.e document will be carefully scrutinised to see that
only that portion is duplicated which is essentially necessary, that lists of recipients are
abbreviated, and that the s‘mallest size of paper possible is used. Both sides of the paper
slﬁould invariably be used for duplication.

(7) Recipients of duplicated papers should invariably consider W.hether' their names ye-
quire to be retained on the distribution list, and should, advise the circulating office it their
name can be omitted, , % 3

(8) The Secretary, War P\gsources Committee and Secretary, Labour Department will
scrutinise the lists of publications already received by Labour .Depar_tme[}t'fmm Daptie.
ments and will inform Departments which publications should in their opinion be discon-
tinued and of which the numbers of copies or pages printed should be reduced. T3 the

“Department does not agree, the matter should be discussed by the Departmental SeCretm-y
with the above two officers, and 1f‘no agreement is gecured should be referred to the

Committee.

#

(37) Administrative Order No. 9, dated the 24th June 1944, from the Depargmen{ of
' Supply, Directorate-General of Disposals. i ¥ ‘

The Department of Supply have now assumed responsibilit,v for the oo‘lle_ction and
disposa] of waste paper arismg from Centrael Government offices all over India. Their




——t

Nadr”
I

s o 0 ! q :

T o i ispo: f to the Military authorities, tisposal arrange-

g . 28 - 4., Where waste paper is not dxqused 0 ] s AT o ol
i 3 ;. ; inei - i R : : b, or in cases where mills insist on isposal

responsibility extends to offices of Defence Services, but not to those of P;:Vﬁzglazh(::;iiz ments “fl% beafciigi&ghagggﬁs alg)igr?&l:esd 1:5;:11 be taken from agents that all paper talt{ﬁu
" f)zilicsc'{eei‘c‘l’:cls t:hf’: p‘izsfto; mi thf be's? rr?wf%nateﬁ?l fc;rﬁ(g:}p:;ﬁg::pg;:z;ﬁed ab0\’7e Saallgbe fmuflyl :h:llf{“will be disposed of to the nearest mill for manufacture. The names of he A -

reh;rned to paper mills at grilégs 12?(18]38\?‘1111(:;1 t.hee]jzpal'bment of Shpply from time to time. = mills, théir location and agents are given below :—
2. To facilitate collection ution to mills on a zonal basis, the Paper Collecting’

Centre at Clive Road, New which was formed from General Headquarters Waste

and distrib
Delhi,

- Province. Name & Location of the Mills, Situated at Agents.
< S : . g 5N
and was . formerly controlled by the Chief Administrative Officer, War 5 i e (1) Titaghur Papor Mills Co, Titogurh & Kanki- Mjs. ¥. W. Hoilgere & Co., Char-
Department, and later transferred to the Department of Labour, has now been transferre.d  Bengal . . Ltd - :
to the Administrative control of the Director-General of Disposals. The Paper Centre is
undar the immediate supervision of the Pa
will with mmmediate effect

nara. tered Bank Building, Caleutta.
. (2) Indie Paper & Pulp Co,, Ltd. Naihati . . Mjs. Andrew Yule &

Row, Calcutta.

per Economy Officer (Defence Services) and
constitute the Official Collecting
from all Central Government Offices in Delhi.

Co., 8, Clive '
Agency for waste paper arisings

: & PALTITE . Balmer Lawrie & Co., 165
Ly . (3) Bgf;%al Paper Mills Co., Ranigunj : M /% liveuStreet, P 4 _ 5
A (1) Andhra Paper Mills Co, Rajshmundry . M/s.2Khatnn Apte & Co‘., ombay
Sty & \ B S T i Tl o at, Asiatic Buildings Kampe-
.3. Consequent on the decision referred to above, the following instructions n respect T &ya o - (2) Mysore Paper Mills Ltd. Bhadravati .. ek Omgg::d'& Road, Bangalore.
of disposal of waste Paper in Central Government Offices are issued in supersession of e { 3 isd : Punalur Paper Mills, Ltd. Punalur (Travan- Mj/s. A. & F. Harvey, . B. No. 35
mnstructions that may have heen issueq previously. ' ‘ e L SRR Leper i core). ,ﬁM“d;,?%g' Ié’;iﬁi); Bazar, Rail-
i = o 1 £ feqe S Dy - )
(2) Most Secret Papers g _ Bombay and (1) Gujrat Paper Mills, Ltd. . Barejidi (0] o . Pura Post &“ Pedabaiifm
o Sind. ills, Ltd. . Poona ._ M/s. Canare Pulp Al i
All anwanted documents of g “Most Secret’” nature including pamphlets, drawings, » B R L il g:;;’;';.w"" Vilas e oA,
blue prints, perforateq monotype paper, notices proofs. ete., will for the present, continue : d Construction Co.
_ : ; , . ete., _ 3 . . . 8. Mjs, Hyderaba o
to be destroyed by burning.. This does not apply to Defence Headquarters, New Delbi, w | (3) Birpur Paper Mills, Ltd. . ]%’;?_&pm& (e /Ltd., Abid Roacll);d P-Dg_- B‘)’x
1 where special arrangements have been made. o ' OmNo' };Ofﬁg:zggvm S
i ) i 9 p : 4 .Paper Lucknow o . ce & 3
All stencils and carbons which cannot be revised will be destroyed by burning. : = Jl U.P. & Punjeb (1) Uﬁﬂ;fs%:‘f Sojlpu P . M/s. Karamchand Thapar & Co., "
(b) Other Categories of Waste Paper. . , . P . (2) Bhree Gopal Paper Mills . J;ﬁi')d_ " bdutla, 5, Royal Exchange Place,
All other Categories of waste paper, including waste paper of a confidential and secret - '
nature, will be dealt with as indicateq below : —
(1) Central Governmen

- -Calcutta.
joria & Co., 4, Lyons
: A (3) Star Paper Mills Co., Ltd. . Ssharanpur . . Mlsﬁaﬁzle?%alcuhta-
3 L yerrndents offices \inlDelhi 'and. New Delhi, offices in the Secretariat 3
Buildings or in adjoining hutments will send their waste Pape
Centre in closed bags. B

: . ia Sabharwal Jain &
r to the P lectine Behar, Orissa (1) Rohtas Industries Ltd. . Dalmianagar . . M’Béoﬁ?)lmalmian&s“m 8, Royal
i : e Paper Collecti 2 % C.P. X a Brajrajnagar, (I. B.) M/s. Birla Bros., Ltd., b y

ags for this purpose up to a maximum of 10 per Department, ‘ ” BT L BNR, Ihthadss Elon SBLINe

complete with handles anq locks, have been supplied to most of the Departments by the i '
Chief Administrative Officer, War Department.  Those Departments which have not
reeeived such bags will obtain them from the Pa
direct

per Economy Officer (Defence Services)
(i1) Officers’ outside Secretariat Buildings
Government of Indj

‘ : i ls: —
5. The following prices have been fixed by the Directorate-General of DISPOSE\S
g8, New Delhi, offices in Old Delhi (except
\dia. Press and Central Publicat:

Rg'per maund.
Ordinary office waste (unsorted) ¢ 8 per maund. -
Mixed records (sorted) . . . 10 per maund.
ublication Branch, Civil Section) will arrange 7 White records (sorted) :

for removal of their waste Paper in direct communication with the Paper Economy Officer

(Defence Services). Special bags are not required for these officegs. -

Government of
their own arran

principles laid

j e A Y lassified a °
In the event of a dispute as to the category in which waste. E5 tsrha?:ltlxlglbgrfazsgemehtﬁ
reference may be made to the Director-General of D-mposal}j"ah or]; all f.o.r. despatching
ation Branch (Civil § ection) will make ¥ with paper mills will be on the basis of the above prices which &
paper but will be-guided by the general '

g 29" station.
Sl
(iii) Central Government Offices in Simla. ‘

India Presg and Central Public

gements for disposal of their waste
down in bParagraph 4, -

All Central Government Offices_except G
waste paper in locked boxes to the Paper C
Postal Clearing House in G.H.Q. Buildings at Simla
dispose of their own waste paper but will be guided by the
below.

overnment of Tndia Pressg will send their
ollecting Centre Branch located with G.H.Q.
Government of India Press will

(iv) For Offices outside Delhi and Simla.

(a) ““Confidential’’ and ‘‘Secret’’ waste paper will be disposed of in consultation with
Army 'Command Headquarters in whoge jurisdiction the office is located.
(b) Ordinary wa

; ste paper will be dispesed of to local Military authorities on  to the
nearest paper mills. 3 sy

.. The Government Press at Aligarh will make theiy

bthe

OWn arrangements for dispoga] of
ir waste paper but will be guided by the principles set out below. X i

depart-

6. As any existing contracts with private contractors canpot be dcanf:%uiiil’;g?t: fof o

ts and offices of the Central Government which have concluded su Sttt

At al of their waste paper must continue to operate the confracts un Py
dlkslp'O sthe contracts expire the Department or office concerned will dlsp%sse
;Va;?r in accordance with the instructions given in the foregoing paragraphs.

i cluded. The
No existing contracts will be renewed.nor will any new contracts be conelu
practice of selling to the highest bidder will also cease.

- mment offices, such ag

These arrangements will not apply to certain Central %OVTIE?{:E’;‘JH%S . colleckion
Posts and Telegraphs and Railways, because of certain practica mills and. alto in respeck
andn:r:nsporﬁ of arigings from sites of accumulations to consuming

Mt e he Departments
‘of special credits to be afforded to such Departments for their arisings. T -

80 concerned have been separately informed.

Rk - refully adhered to, as careless.
espatch instructions detailed helow should be carefully adhere o1y,
ms:inT:];:::izg them may lead to serious accidents in paper mill machinery
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