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Trom § To 1
R. Siddique, Esq., I The Secretary to Government, f
Superintendent, | Education & Public Health Department, |
Government Press, Madras., J Fort St, George, Madras, o e
VeV =V=Vm V= V=V V= V=V == V=V-V=V=V=V=V=V= V= V=V V=V=V=-V=V=-V=V=-V=V=7
s No.CommdiyAcets., - Dated 7-=9-1949,

Sub: Establishment - Change of designation of Senior
; N\ Clerk doing;the duties of . Commercial Accounts
o , to that of Commercial Accountant and revision
i '[8 SE? Hﬂﬁ A . . -of the scale of pay, ete., - Requested. :
SR ” I have to state that the Senior Clerk on ®.30-125 is
~. 7 in_eharge of Commercial Account Section of this Press. The detailsf|
7 of his duties and of his assistants dp his charge are attached _
‘ herewith for perusal. In addition Yo the heavy work assigned
([S to him, he has to supervise the store and plant clerks working
CXS in his section. The work is of a technical nature. The holder
of the post of the Senior Clerk in addition to posessing”dfpass
in the Account Test for Subordinate Officers Part I, is also
required to acquire a further technical qualification, viz.,
Book-keeping Lower Gradex He should also possess a knowledge
(3 | of . the costing system of accounting. I am therefore to request
j | that since the duties performed by the holder of this post
are mainly relating to Commercial Accoungsgthe designation of
the post may be changed into that of a @ommercial Accountant
as in other offices. : i LS

o, Promotion to the Senior Clerk's post on Ps, R0-125
has been usually made from the Upper Division Clerks on P+, R0=110
and the one promoted gets practically no monetary benefit for

7 { assuming greater responsibilities. As such, there is no induce-

p ' ¢ ment for the subordinate staff gither to acquire the necessary
qualification or to learn to do this technical work as they 1
are likely to get a similar grade of Rs,80-125 ‘as Junior Accountant |

R

atorekeeper, Senior Forms Clerk, etc., in the normal courses

3, I have already explained in detailﬁthe difficul-
ties in filling up this post,which requires technical qualifi-
cation and knowledge and requested the creation of an additional
Gommercial Accountant on R, 120-5-170 in my letter No,5/SBC.,
dated 20-10-1948 and my proposal has not been accepted in G O,
Ms.No.3040 Edn,, dated 2-12-1948, .
f"“‘-—u———-—_-_.

e S i
i b e ey

4, In the general revision during 1947,;the grade of
Senior Clerk then on Rs,70-5/2-100 hgs been revised to Ps,80-3-95- ' |
5-125 only and prior to 1933,the posticarried a scale of Rs,85-4-; |
puring the year 1925 when the costing and commercial system of |
accounts was first introduced in the Government Press,a fixed
pay of e, 100/~ was Sanctloped for a period of 4 years for the
person who put the scheme into working order. In view of the i
heavy and responsible work,the qualifications prescribed and the 4l
ability required of the person performing the duties of the
Desty ol request that Government may be Dleased to revise the |
time scale at least to %5,120-5-170 as appropriate for the duties
attached thereto-.and the efficiency with which this Commercial
|Accountant has to comply with a major portion of the stabements
appended to the Administration Report of the Government Press,

‘ 5, I am furnishing also a statement of expenditure
for the last 10 years. On a pergysal of the statement it may be
seen that the work has been gradunally increasing from year to.,
' i " year due to the creation of numerous temporary posts, grant of

arh Ty ' hes i) ; Dearness Allowance and House Allowance to the emplovees; sanction

‘ : Vo of bonus to Machine operators and compositors, printing of varioug |
journals and pamphlets such as Madras Information, Mezhiselvam,
Women's Welfare journal, etc., and the expenditure in 1947-48
is nearly doubled to that of 193%=39while the staff sanctioned
ip 10925 for working out the system of Commercial Accounts when
firgt introduced remains stationary. The expenditufe in 1942=40
is about 23 lakhs, i.,e., noarly 4 lakhs more than the previous
vear, All the increases in The eX iture side antomatic 11y
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various preliminary stages. To cope up with the additional )| —
work, I request that Government may kindly be pleased to ‘ | : ; ! ’
sanction a post of a temporary Lower Divisiaqn Clerk on Pz, 45=90 ; ?
. for one year from the date of appointment later a report will ; _ L
be furnished to Government as to the necessity for retaining:

S e Y LSRR ~ STATEVMENT SHOWING THE TOTAL ACTUAL CASH PAYMENT (A, B & C) AS PER STATEMENT

‘ NO. I ANALYSIS OF PRESS COST DURING THE PAST,TEN YEARS FROM
i 1938-39 TO 1947-48 (EXCLUDING BOOK ADJUSTMENTS |
| HOME PAYMENTS, ETC,)

6, The additional expenditure involved in giving ‘ \
effect to the above proposals in the current year will be met

from the savings under "56 Stationer

y and Printing - Printing -

A, General Overhead Charges",

W Total(expendi- Difference
Penitentiary ture (Central as

i Central Branch & Penitentiary compared
E) _Azfﬁlﬁdbghke 2 Administration Press, Press. Branch Press) | with the

i e t -Report Years, Column Column 12 Columng18 and | year

L 70-1:49, : 18, s | 1038-30.

an- Superintendent, : Rs. Rs, - Bsg ? Rs.
t > ®@  1038-39 S5 B Ol 222 M NS5 ¢ 9,44,794
| : 2 '

g 1939-40 oo | 9,443,173 | % 47,942 9,091,115 46,321

: i 1020-41 el 8 Bl s 47,272 9,29,088  |(~) 15,711

i 1041-42 s |i095,80 ;354 } 54,099 9,584,453 | 39,659

i 1942-43 oo | 9,890,132 | 45,993 - 10,35,125 90,331

1043-44 ... | 10,85,206 | 54,694 | 11,39,990 1,95,196

1 i 1944-45 covl11,88,684 | 1 58,995 - 12,42,679 2,97,885

i | 1945-46 14, 00,357 ¢ ERIEE S 67 | 14,56,034 5,11,240
2 B 1o46-47 .4 115,81,256 . | Bie8 578 . 16,44,334 7,00,040

1 i ! . ‘
bl 1947-48 12,25,30L | 72,556 | 18,097,857 5,53,063
= _ ( !
L e e e e e et e B i e T P SR e S TR L o (TR Y T
oBi ¥ | :

Government Press,
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DUTIES OF THE STAFF.

Senior Accounts Clerk doing the duties of Commercial Accounts,

4
The pay, allowances, ete,, of about 2,000 employees

claimed in about 100 bills are to be reclassified according to
The cost account heads.,

Classification of Establishment Charces,

The total expenditure of every month after verifica-
tion and reconciliation with the Accountant-Gensral's figures as
booked in this office in the Control of Expenditure Register as
distributed to several heads are to be compiled for this purpose,
Compilation journals for the Mint and the Penitentiary Branch-
Press are maintained.

Charges ledger:=-

These entries (about 600 entries in 2 month) from the
compilation journal are posted to the charges ledger separately
for Mint Press and the Penitentiary Branch Press and totalled
against each department for every month,

L )

General Journal:-

The monthly totals in the charges ledger are journalised.

General»Ledger:-

Accounts are opened under each head of account as
appearing in the Revenue and Expenditure account and Balance
Sheet. A trial balance is extracted only at the close of the
accounting period and the accuracy of the postings checked thereby,

Revenue and Expenditure Account,

This account is prepaned annually from the Analysis of

-Press cost of Central Press and the Penitentiary (Statement No.l

of the Annual Report).

Balance Sheet,

A Balance Sheet is prepared from the trial balances
of the Central Press and the Penitentiary,

The following statements appended to the Press Annual
Report are prepared - vide para 130 of the 0ffice Manual,

I Analysis of Press costs:

Pro=forma Accounts.

B. Capital Accounts, Buildings.
C. Mechanical Branch,

D, Foundry,

B, Paper,

G. Publication Stores
Depreciation Fund.

o

Statement No,IT,.

The actwal printing chajges done to various offices
together with the overhead percentage arrived at as a result of
direct and indirect charges extracted from the results of State=
ment No,I are added according to the proportion of turn over ang

e O

exhibited in this statement,
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\ After ngﬁ;l closéng balances as per ledgers are checked
5 the ledger, tgel?;t nglance of the store department prepared by
L lgiﬁhszhekfigﬁing officer and 2 listLOf.f-’mes'S and defieciency
- stgtémggt is submitted to Government with remarks for the discre-
LN * o » >
\%% paneies,
e The artieles for which receipts and issues are maintained
for 2 year number about 700 for both the Presses.
%
"".'.\ e Hiss ;:J y | Lon' Thr -
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PDuties of Store Accounts Clerks.

Receliptss=- The goods received sheets from the
Store-keepers at Mint and Jail for the articles received by
them.are in the first instance checlred to see whether clear
details regarding the description of articles, the quality and
qantity are given before they are entered in %he Goods reéeived,
books. The articles are posted in Receipt Books under several '’
heads such as Consumable stores, Binding materials, Contingent
spare parts, petty plant and Plant (Dead stock).

2 The values for the articles received are then posted
from (1) Cash vouchers (2) the payments made in England for those
exported from London are ascertained from the figures communi=-
cated by the Government (3) the stationery Office Schedule

(4) Office manufacture slips. Then, these are posted with their

values in the Stores Ledger on the debit side, assigning a
follelfor eachsarkiciel

. In cases where the cost and Customs Dutv of the
articles ar=s not received before the end of the Financial year,

letters and reminders are sent to the parties concerned to
expedite them,

The invoices for the articles received from England,
which have values in sterling are converted into Indian value
at the exchange rate prevailing each month on obtaining from the
Accountant-General, Madras,

The ledger accouhts are opened with-the closing value
of each article of the previous year as opening value (balance)
For the subsequent year,

.Issues:- The requisitions that are rece?ved in bulk
for each month from the Storekeepers at Mint and qall are ?irsp
serutinized and seen whether clear details regarding the descrip-
tion of the articles with quality and quantity are noted and
whether they are issued in accordance with rule 112(b) of the
Office Manual. These requisitions after scrutiny are sorted out
and arranged in groups according to the following departments:=-

1. Hand Composing. 11. Typefoundry Mono. .
2, Lino Composing. 382 i Typecasting,
3. Mono L/ 13. H Electro,
4, Press & Machine. 14, H Stereo.
5, Binding. . 35 i Rubber Stamps
6. Mechanical ’ 16. Packing and Conveyance.,
7 " (Manufacture). 17. Office General,
= . 4 (Power). 1%. Form Stores and Despatch
5. " (Repairs). 10. Publication Stores,

10: Type Foundry Casting. - 20, Miscellaneous.

21, Supplies to outside offices,

o anging them in the above groups, the daily issues are
Afte daggtegar in the Stores summary books and totalle@ for ~ach
ie'FOP each month. The issues are valued at the invoiced
= ~ ~~ at average rates. These values for each month with
prices QL'*V are posted in the Stores Ledger on the credit side
the qu?““lbé videvundef each head of the article. The differences
viz. s 1SSU? t;on of the lssues are adjusted yearly in the final
in thergaigaa‘pro_;aﬁa pagis against the consuming departments,
account ( 7 ]

poste
artic

te postings of the receipts and issues in

7.

\ The Goods Recelved Sheets drawn for both the presses
are on an average for a month is 116 or 1400 a year,

The requisition for issues for both the presses on
an average for a month is 180 or about 2,200 a year,

The total number of entries made for each of the
articles made im the Goods Receiyed books, Stores summary books
and subsequently in the ledgers 1s on an average for a month
about 550 (receipts) and 1,200 (issues) or 7,800 and 24,000
annually,

Pro-forma Accountss : _f;

Before the preparation of the Pro-forma Accounts,
the total values of stores for the year are reconciled with
each amount under various heads such as 1. Total paymentsg made
on account of local purchase as adjusted in the accounts of the
Accountant-General, Madras for the year,

9. Payments made in England on account of stores as

o

intimated by the Government, ,

3. payments made towards Customs Duty,

4. Payments from Contingencies and payments in
England towapds replacements from Depreciaﬁﬁon

Fund .
5. 0ffice Manufacture slips,

In the pro-forma accounts on the Receipts side are
shown opening balances and receipts for the year of consumable
stores, Bindins materials, Contingent, Petty Plant, Spare parts,
Dead stock and Receipts from other Miscellaneous offices.

On the issues side,slmilar details as above are
furnished together with the closing balances,

After complete reconciliation of the figures the
Statement No,III Pro-forma accounts - F. Stores for.each year
intended for exhibition in the Annual Report as per rule 158
of the Office Manual is prepared,

The average value of stores purchased and issued
during the past 3 years is about Bs.5/- lakhs.

(1) Plant Account:-

The Plant Clerk has to maintain ledgers for each
item of plant, mach{nery and tods that are issued during the
course of the year Tor use in tw several departments of the
main press and its branches with the cost price in the case
of all deadstock articles. G&imilarly, tvpes and furniture,
ete., manufactured in office also should find a place in the
ledgers as and when issued to departments with cost. Plant
articles, types and machinery that are condemned as unservice-
able by fair wear and tear should be written off the plant
ledgers from the total quantity and value shown under the parti-
cular description. Similarly all permanent transfers during
the year between main press and branches or to outside offices
should be recorded in the ledgers with their book values less
depreciation, He has to maintain ledgers for the petty plants
or tools without money value (for being checked at the time
of stock-taking), the full cost of which is debited to the
consuming departments., Similarly tools manufactured by office
also should be noted in the petty plant ledgers.

Depreciation is calculated for the whole yea_r
on the value of the articles on the books at the ?e;iﬂning of
cach year but not on those added @o the s?ock dun}ng the year
at the approved rates and as per instructions contained Ep.the
rules for the Depreciation Pund in Government Presses, Simllaryy
Hmn?:n%ai%on is yorked out for the whole year even on articles

4 i 1, Aqraing 1‘.“.\9 vear,
n P A 1 AT anad IRCATTI Cea 1(\ quring the year
which are declarat unsel

n
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Interest is also calculated =2
at the beginning and close of
articles in each section in additio i T
rate on the balances carried forwar% R
petty plant spare parts, Dead stock ang ing i i
are worked out and statements are prepa?ggngéﬂbiﬁglgié-géiﬁges
i ccount - A4, Capital accoint of Plantiie tet .%or"incoppbra_
tion in the Press Administration Report of %hé year concerned

_Also figu¥es are furnished to work out the average cost per ’
18, o typeiﬂ l%adsletc., manufact a
machines. e total amount of depreciation for the vear an
the book value of plant written off the books frog 1Zt Novegber
of the previous year to 31lst October of the official year,
are forwarded t? Accountant-General in May of everv year for
adjustments 1in the dep?eciation Fund Account and for meeting
the\expendltuse to be incurred on account of purchases under
Renewals and “Replacements of plant, types and machinery".

JL:’ 5%% on the mé/an value
the year in fhe case of nlant

t phe same
in the case of “stores,

At the time of the quinquennial stock-taking, .
Stabements are furnished to the Stock-taking Officer showing
the book balances and value of all the plant and tools in
+he Press as on 3lst March of the year concerned with full
particulars as to the size, maker, maker's No,, etc. State-
ments of excesses and deficiencies in each case as found
petween stock-taking and book balances with the report of
stock-taking of plant are submitted to Government and after
the approval of same, new plant and petty plant ledgers are

opened with the f?esﬁ stock balances ‘and re-assessed values
piant and Machinery,

of
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) Froam I To /
R, Siddique, Esq., I The Seeretary to Government, |
Superintendent, ] Education and Public Health Deptt,,

Government Press, Madras. I Fort St. George, Madras. HE
= X=X=X=X=X=X= X=X = X= X=X =X=K=X=K=X= X=X =X X=X = X=X =X =X =X=X= X=X = X= X=
Nn. Commrl. Acets., dated 8-11-1949, s
SAr, 3 )
P Sub: Establishment - Government Prese - Change of
| <t B designation of Senior Clerk doing the duties -
3 i nf Commercial Accountant to that of Commercial -
‘ W Aceountant and revision of seale of pay.
i 10 Ngv Y4y i Ref: Government Memorandum No. 70519-C2/49 BEdn .,
; La n o dated 19-10-1949.

i NN Y
| i
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i s R I furnish below the information asked for:-

il Q({ (1) There are the following three Aceounts Sub-sections
E;f7 and the staffuguployed in each section it also. given,

2 : ' i) (a) Aeccounts (General) Section.- :
R T Y “§____1 Chief Aegountant ..  Rs-140-190
' fj /~ 1 Aceountant (Junior Aeeountant) .. 3s 80-125
[ o 3 Upper Pivision Clerks Bs 80-110
r 2 Lowerr Division Clerks Bs 45-90 .

| ~ §(b) Accounts (Commercial) Seetion -
AL . 1 Senior Clerk .. B 80-125 |}
i 7( }2 Upper Division Clerks Bs 80-110
| /,_
prd

| 3 Lower Divigisn Clerks Ps 45-90
(¢) Accnunts (Cash) Section -
g 4 1 Cash=keeper . <eo Ps 80=125
; : 1 Assistant Cashkeeper BRs 45-90

o

(2) The qualifiCations prescribed for eaeh .of the
Accountants are given below: -

(a) Chief Aceountant - Aceount Test for Subordinate .
Officers Part I.

v } ) Accountant (Junior)- . -do- A

| R A (b) Senior Clerk (13 Account Teet fpop Subordinate
‘ ’i:) Officers Part T and

l 7 : ' (2) vaernment Technical Examination
ook-keeping - Lower Grade. 2f
, = (¢) Cash-keeper - NIL (IHle must furnish g sechi%v.of R 2,60%{ for
' (3)(a) The Chief Aeeountant is 1n18h§#§§ §Petﬁgs )

‘1 Acgounts(General) section. The filee put up by the staff
ineluding Aecountant working in his seection are sent thrrough

_ e
L(P) The Senior Clerk i{s in charge nf the Commereial

Aeeounts Bcetion and the files put up by the elerke working in

his section are sent through him. The various statements

* appended to the Press Administration Renort and the wark

' involved in eompiling the statemente is very heavy and laborisug
The Senior Ulerk only is responsible for the accuraey of the ]

: figuree and these statemente are being cheeked by the outeide
{\ audit department of the Aceountant General, Madras, during the
\.i annual inepeetion of Government Press Audit.

(¢) The Cashkeeper is in eharge of the Acecounts (Cash)
scetion. The files relating to this seetion are forwarded
e through the Chief Aecenuntant. The Chief Aeeountant is respongible
for the proper aecounting of eash and the Cashkeeper is direetly
regponeible to the Superintendent for the safe custody and
disburcemente of cash,

(4) The




letter No.Comml, Aecounts, dated 7-9-1949. WAs the Senior

(4) The Chief Acepuntant direetly supervises and
serutinises -the work of the-8 elerks working in the Aceounts ;
(General) and Aeesunte (Cagh) Sections. He is fully engaged
in serutinieing store bills, purchase:of storeg through
tender or otherwise, private press bills, adver®isement bills,
bank remittances, control expenditure, diserepancies 'in
reeoneiling departmental figures with audit gigures (both
receipts and expenditure), bills for printing work done to
Coet Reecoverable departmente, enntingent bills prepared in
respeet of stores and private press bills, advices to the
treasuries, Contingent Dbille for reesuping permanent advance,
statement of Cash balance at the end of each month before
ecash ies verified by the Superintendent, Number statements,
preparing Budget estimates and Re-appropriation statements
taking action for issuing reminders to outstanding badils,
correspondence relating to the above items, etc.yWith the
merger of Pudukkottai State with the Madras Gp vernmentymatters
relating to Bills and other general matter of expenditure are
dealt by the Chief Aeceountant and he has too much work.

A 1iet of the-duties of the Senior Clerk and the Clerks working
in his cection is alreadv furniched to Government in this nffice 441
P ‘Clerk \') ) O/
the

Reponrt,
rk

is responsible for day to day work in the scction and for
ageuracey of the statements appended tn the Adquinistration
tpe_Chief Aceountant has no -Aireet eonneetion with the wo
of “the seetionm whielriz o5l a fechnieal nature, except in
administrative mattors., Ae the Chief Acesuntant is fully engaged
with aeecounts relating to current trancsactions as detailed above;
the qualification of Book-keeping has not been considered essential
for his duties as'@hlef Aswountant. i‘Moreo¥er, it may not also be
possible to exereisec a clonse check of the work done by this .
sub-secetion due mainly to the faet that it may be a heavy addition

to hies duties. -

In this conneection it is stéted that in the general revision

1947, a scale of ks 140-190 has been proposed to the Seninr Clerk

(Commercial Aecepuntant) and a seale of & 170-220 to the_Chie{
revised tn

Aeeountant. The scale of Chief Aceountant has been :
RBs 140-190 from 1-1-?947 _ vide 0.0.Ms. 2162, &dn., datgd §—7-1949.
et in filling up this important d

o U O TG il tos 1 the heavy responsibilities
soet whieh is of a technical nature-and the 1 GE eepnns 28
! S e seale O Bs"120-170 to the

attached theretn, I have proposed a modes?t : 7
after eareful examination and

(Senior Clerk) Commercial Aceountant )
be enngidered as equitable and

request that my proposal may please

aeeepted by Government o
3 : e %/éué“ ? oL '

an#ﬂﬂé‘”ﬁﬁggsy

71041 ,
Super intendent.
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