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R.CeN0.2159-K2/48 dated 11th September, 1959’.’/ d/-] 1 1

o, Subject:-Colleges——Presidency College, Madras—-Employment of ap

additional Lower Division Clerk,
Refce, :==Governnent, Memorandum No,75387=2/49<A Edn, sdated
28010,1949 and G.0.Routine Nov.Edn.,daEﬁd:jg.é.v%o.
- e
A ‘ =
" In enclosing herewith a copy of the letter Roc.No.1070/50
d 7,8,1950 from the Principal, Presidency College > Madras,

4 ' justi—fying' + ¢
the need for the employment of additional clerical staff for the coll 2 .f '
office, I have the honour to state as follows:

2% The existing staff for the college office consists of the

following:=
1. ! Head Clerk
2, 1 Upper Division Clerk
3. 3 Lower Division Clerks
ke 1 Stenographer
5. 1 Attender.

the college in 1947 1i.e, prior
to the closure of the Intermmediate classes, The Principal points out that

the abolition of the post of additional clerk in the G.0O. referred to above
has greatly paralysed the office work as it has not been possible to manag
the work since then, Though the Intermediate classes.ha‘ve‘ been abolished,
the strength has not in any way decreased but there 18 every possibility
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of a further increase, in the strength of the college and its staff, There ;hi
is, therefore, a real need for the employment of additional clerical staff. "
As there is already an Upper Division Clerk, there is no need for another
for the present. I consider that the employment of one additional clerk is
an urgent necessity to relieve the office of the present strain., In the
circumstances I recommend that the employment of an additional clerk(Lower
Division) in the college may be sanctioned with irmediate effect,

4 " g . RN o alo ¥l o ol gdo mmnmer®

——

- Yours faithfully, ;

0810 ~ For Director of Public Instruction,
k5.12.9.‘ r . re ‘ b Nt
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£ G.0.00, it .208-Edn,, dzted, 13-6~1950 communicated
. your Frocesdings R.C.Ne.2150-K2/48, dsted, 23-6-1950.

i
1 . I have the honour to submit that when the teaching members of
" “Stepp of the College in different Departments cre increased dus to the
. terial staff of the College Office is being reduced by onse in Janualy,
T 1949 end ancther in July 1960. It has been frequently represented that
v ~ the strength of the clerical staff is too small to cope up with volume

of work which hes been increasing day by day.

e " liow there are only one Headclerk, one Upper Division Clerk and

{ © thres Lover Division Clarks. The Distribution of vork is as

L 34,5'» 1. Remittance of College fees and other money into the Teserve Bank
‘,‘-b‘ ma [ f;' A ‘ ."d m.‘ m ” .\Ll t‘. ﬂnmeg.
WL Maintenence of daily cash book e, :

| 5. Preparation of D,0.B. Stabements with the aid of th
T B b

:i"‘tkaiiiﬁﬁg'ig Contingencies and the
t bills. |
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) 2, GEndowment - Prizes and Scholarships - award of - and atte

. AV ML | '§/ gx

£o the

correspondence.

3. Msintaining registers for the award of scholarships and prizes.

4, FRetum of unanswered references and othei misceilaneous return.
§. Improvements and repairs to buildings (general and electrical).
6. Correspondence relating to various University examinerships and Lectures,
7. Correspondence relating to kadio Talk.,
8. Correspondence relating to reorganisation of the College.
9. Preparation and correspondence relating to return of staff of
the University.
10. Preparation and correspoendence relating to return of charge of staff.
11. Maintensnce of disposal registers. -
12, Putting up previcus referances for the disposal of papers.
15. Care and maintensnce of rscords.
14, Attending to elirculastion of papers to membets of the staff.
15. Attending to the correspondence and returns relating to the purchase
of rectified znd denatured spirit and Medical Stores Indent.
16, Preparaticn and printing of College Calendar.
17. Malntaining a register and arranging fot the printing of question papers
for the Collage Examinations,
18, P.W.D. Minor Warks Part II Scheme Corrsspondence relating to.

19, Attending to Miseellaneaous Correspondence othexr than establishment
auboxkxken and students.

Lower Division Clerk (2).

i1. Admiesion ragister,

R, Hallway concsssion.

8. Scholarships,.

4, Arrangements for the conduct of the Terminal Examinations.

5. Maintenance of marks registers. :

8. legister of Intemesdiste and S.5.L.C,

7. Correspondences with the University relating to students attendance,

3 adnission,) eaduration of certificates etc.

—

8. Maintenance of stock bock of foms and preparation of indemnts for
all forma.
9, Distribution of students by wards for tuborial supervision.
10, Preparation of statistice and returns relating to students.
11. University "xaminations: Collection of applications, and their serutiny

for the University Wxarinations in March and September and correspondence

connected therewith,

Lover Division Clerk (3).

1. Maintenance of abttendance register of students.

2, leave application of students etc.

5, Issue of certificares (1l kinds) to students and collection of
fees to some extent.

Now the work in connection with the registering of tappals,
despetch and Telsphone work and the maintenance of easual leave register
which wee entrusted to the 4th lower Division Clerk (Temporary) could

| net be attended to from 1-7-1950 oh the abolltion of the post. The

other clerks whenever they receive urgent references for registration

of tappals and for despatech, they themselves atiend to them. The attender

ic attending to the posting of daily fee collection register and temm fee
register. it intervels he attends to the despatching of tappals and
telephone. ©On the abelition of the pest of cne clerk, the whole office

work has upsetted and it mgy not be exageratting if I say it has com-
pletely psralised, especially during the month of July, the heavy season

of the College due to new admissions. The nature of work in 2 College

with 14 depertments is not like that of other Offices and other Institutiens
where there are no Honours Classes, liere ecch and every department has
Honours Courses, IThe strength of the College is about 1300, Moreover
Glovernment hawe also introduced the system of cellection of fees in twe
installments per term instesad of one in their G.0.No.2280-E,, dated,
17-10-1947 cormunicated in your Proceedings Dis.No.6041/47, dated, 8-11-1947,
During summer vacation Hegistretion fees for aduissions in the College is alse
received in the College Office as they are not raceived in the Feserve Bank,

Even before the introduction of this system, the Office had & very greay
strain, On a representation, you were pleased %o sanetion ihe enploynant of
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U g'lower Divisien Clerk on a fixed scale of Hs.45/- for one year;—ifi your—

-;' 3 s-

.}//’\. | '\ ;
ceedings E.C.No.548-K2/47, dated, 5-12-1947 in addition to the enployment
£ & temporary additionsl Lower Livision clerk sancticned in GeOollo 2284~

4dn., dated, 28-12-1947,. When the continuation of the temporary post _ 1
,sanctioned on the fixed pay was applied for ong the time scale of pay, the _ |

~{ Post was ordered to be ebolished in Janu ry 1849 and the other post sanec-

.“‘a?‘\‘
tioned in G.0.N0.2284-Edn., dated, 28-12-1947 was _abolished on 30-6-1850, @
The conditidn of the Collepe remains the same in 1947. Even through

-

| camplete abolition of the Intermediste Class Finalised in 1948-49, the

| strength of the students remain static 8s in 1949 but the teaching estab-

lishment has increased to a considersble extent. This is due to the opening

of the courses in Psycholégy, Geography Statistics(Honours) in Temil and
Telugu, Islamic Culture and History, : .

©

I give below the detalls of work done by each clerk during a month:

1. Head Clerk: At least 4 days in & week and daily during June, September o
and Uctober and January, (211 days), the Headclerk has to g5 to the Reserve ¥
Bank either to cash heavy amounts or for remittances. The time taken by

him for this purpose is 3 to 5% hours., As soon &s he retumns from the Bank

he has to attend te the disbursements of the smounis etc., and to write the

daily cash book of that day and verify the cash transections. This work

takes away the 2nd helf of the day, Ha is not in a position to attend to

;thor work during ¢f these doys. Whenever he finds time he collects Gollege
eesS, : 1 ! v

&, Upper Division Clerks He 1s entirely entrusted with all the general ad-
ministration and accounts work; which is too much for one clerk. In additien
he is preparing all the bills exeept the contingent bills and is attending
to the budget and connected accounts work. In any other Office with the same
strength of establishment the whole work entrusted to him is generally done
by a section under a Superintendsit; ons or two Upper Division elerk and

2 lower Division Clerk's. <

8. The 1st Lower Division Clerk!s. work is general in nature and he is
attending to all the miscellaneous work snd apart from the work ennumerated
above, he is attending to the correspondences relating minor works and major
works under P.W,D. applications frem the staff for permission for cutside
remunerative works ete. He has to assist 4o the collection of fess during

- heavy days.

4. The 2nd Lower Division Clerk: is more or less a student's clerk. He

is entirely engaged with the students, He is attending to all the corres-
pondences regarding studsnts work, the University and alse all the admissions.
As the strength of the College is about, 1300, he has full time work in this
respact. During heavy sessons he helps the headelerk in chddking cash.

5, The 3xd lower Divieion Clsrk: is generally called attendence clerk.

He attends to the maintenance of attendance register, admission register,
and to the lssue of all kinds of cartificates to the students such as
Transfer Certificate, Conduct Certificate, date of birth asrtificates and
the railway concesslen forms etc. Fe callects collegs fees ste. alsa.
Headgdark who has been entrusted with this work cannot do it solely as he
had to be away from the Office for cashing the cheques and remittances

inte the Bank. Thus thls Lower Division Clerk could net fully devote his
time for the issue of certificates and for the meintainence of the .attendance

r.ciﬁ-.rc

The Headclerk is generally assigned the work of collection of
fees. As he is engaged in remittances and encashment of chegues he hnx'dl;
finds time to attend to this work. It is therefore incumbent on one of the
clerks to attend to that work., At the heavy seasen during the months of
July, September, Octobsr and January one elerk ocould not solely answer the
demands of the whols rush, so another clerk is to be engaged for his

istance. One day the College Office can collset fees fram abeut 100
:::dmu; This takes away ths work of the two clerks., Another ¢lerk has
$o post the daily collection register. He takes two hours. Then checking

the collections ete, sounts about 1 to 2 hours. At this rate two clerks
\ars engaged for two complste weeks with the assistance of another slevk
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d:xring the afternoens. FHence the Head clerk and two clerks sole gad
in remiitence and encashment of cheques writing the cash book colleetion
1" & fees, for full day and the 4th clerk for the aftermcon for the 1st two
weeks. Then the Office has to exert much to attend to the arrsars of these
two weeks work in addition to the ususl daily work, Moreover at the intro-
“duction of collection of fees monthly the collection work has increased and
two clexks have regular work daily to attend to this work solely.

Now the work in connection with the registering despatching,
telephone and maintenance of casual leave register could not be attended
to by anybody regularly,

One clerk with the assistance of the attender writes the daily

fee collection reglster, and term fee register, The attender and the
Head eclerk prepere the D,C.[, Statemenis,

-

The above distribution of work will show that each and every
_ s : , , 1 : j clerk is over burdened. I do fear if mt this stage, the College Office
> i ; | ‘ work will be highly pareliszed eshortly, When the position Of the Office

: _ 1s as such, it is but unforiunate that the Government do not seem to be

of P o ' ; ;X | .- - convinced of our immediate nceds, But I am convinced that clerical staff
is : iy 3 ! | attend o Uffice work out of of fice hours and they strain hard to get
AS , A s | through the Yffice work as efficiently as possible. But for the laek
fo 3 i . of sufficlent clerical steff the administrative side suffers to a great
an extend,
cl
Dif ’ ] in this connection I beg to state that the College wofk cannct
' be compared with Offices which are merely dealing with correspondences,
3 Hers apart from the gensral work the Office e staff have to answer
all enquires from students, all other Office Staff,and the public. Moreover
| thers are increased correspondences hetween the Prin8ipsl and the Heads
{ . of all the 14 Departments. Thess facts may also be kept in view.
I thersfors submit that College Office is to be expanded by
the employment of
ks

1.  Upper Divisien Clerk solely to attend to the cash trensactions sparing
; _ R the head elerk to attend o0 iis regular work and to the supervisdon
r < : B G , of the work of the cther clerks, :

R+ One lLower Division Clerik to Spare the work of the presant Upper Divisien
g Clerk 1.9, taking up the work connected with the preparation of bills
: 7 bk ] Lt - &nd attending to correspondences relating to allowsnces Genoral Provie
- ] A ; dent Fund ete.

3« One Lower Division Cloxk to attend to the Fegistration, despatch,
Telsphone maintenance of caysual leave register ete.

Unless the above clerks are given, I fear the Office work cannot
be on the efficient lines.

RIP/7-8.
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ad- 258 I 1046-47 1947-48
: on rolls.,. - 1553 1529. 1ze1. 1085.  1300.
..tbliamnt Gazetted, - mm——e 23, 2. 20. 226 . 8.
-~ ¢ * Y *10 *1.
Non-suéttedo = 168 e 152 e 165 ° 163 ® 175 o
3 uOnialﬂn s 28. ; 28. - 280 @0 m"
' © Total, 219, 212+ 211. 214, @27,
| e of clerical staff. = Se 7e 6. Be Se
! s . ‘
‘ ¥ . , of original currents. - 1208. 1350, 1567 1415, ?;.'L"-x
¢ e P
: of lreferenco on currents. L — 12000 . 14000, 15000 . 16000 . 2000. |
! ; of original currents disposed. -- 1000, ° 1200 1350, 1400.  750. |
::‘ | of oﬁginal referance on current disposedl10000. 15000. 15G00. 16000 . 850C. "
‘ : bl S8 i o % pmounts - Feceipts, -~ Rs,214439. ©Ps.278531.Ps.241265. Hs.229517. -
A . G 3 s . : §64603 ;
o '3 | - e 1 - et S Waﬂtﬁ - Expenditure, .- 494872 584€78. 533314. 5358 -
Bar ‘ og i ¢ I o- ;f app;icationa received for admission. 7000. 5000. 1453. 1854. 2:!.00E f
O newly admitted. - 850, 400, 472, 554. 640.
3, | ' vy Bl‘a' of eprlications for Scholarships etc. 800, ' 800, 5Q00. §00. 5§50,
| | . G and | L | Lk of seholarship holders, i 210. 200. 159. 175. 190,
P Pﬁ Uﬂivarsity ramination application.-- 1500, 1500.  1000. 1000. =z ']
GLLEA 3 s . . ' ik | | L cation for Tranafer Certificate, andj
<iby « T S A : p?f’]icandn“ Certificate eta, ] 4000 . 3800, S000. 8000, 2500,
o & ¥ < i
| of applications for requisition for
) | \,go‘ aaﬂssion. 7000 . 6000 . 4000, 85000, 5000. .
J . of c-ontingent bills per monf.h.» 30, 30. 88. 35, . 85,
o
::. of otheT bills per month, - 50 35. . 85. 58. s5.
! | of endmt.o - 57. 57. 57. .5?. 57 ..
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-agredd to the contiﬁuance of the pest till 30-

The D.PYI'dkT :
of Edn. on pp 1-2 above may be perused.

%D;hé D.P:I has reguested sanction for the
employment of an additional L.DJC. in the Pre/lden

College, Madras. The extra cost involved in this

proposal is Rs.1,182/- p.a.
7 {hen the continuance of the post of L.D.C.
continued last in G.0.3538 Edn. d/17-11-49, was

applied for till the end of academic year 1951-52,

this Dept. pointed out that, on the basis of the nyu
of current received, receipts and expenditure, ther"

wds no clear casw for the continuance of an additig

L.D.C. in the Presidency College. =

Fin. &k however |

6-50 of
and the post was disbanded accordingly after that daf

BT n P D T e applied for the employmeni

of an additional 1.B.C. for the reasons s@ated ag

at !X on ip, 1-2-C. F. It will be seen frop the stg

tisfiici furnished on page 11 C.F. that the Dumber of

currents per clerk works out to 3.4 /-in 1350 (upt i

Julyd as compared with 3 currents in 1949, Particuld

regarding receipts and expenditure for thge
Bt Mo L eades tia Cmcgmbcx-kczear 1850
(upto July)/ have not been furnished. Eventhoughk

the stength of the college has not decreased on the

transfer of' the intermediate classes to the Govt.

Arts College, Madras and the stength of the College

staff has, on the other hand increased, the number

of currents received namely 3 4 currents per clerk

does not justify the need for an additional 100

Hence this Dept. may advise against ah-dp: the propssal

to emply an additional L.D.C. in the Presidency Co3

M. Tith these remarks the file may be returneg
Ramx Edn.
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