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yis Cxeelleny The Bight onarable
ROBERT BOURKE, BARON CONNEMARA,

Governor in Council,

143

S

Fort St. George.

The Humble Petition of the Compositors of
the Government o pess |
LESPECTFULLY SHEWETH, P
. ~

That Petitioncrs are compelled to trespass on your Excellency’s time and

venture with all respect to address your Excellency on the subject of their gricvances

on this occasion as their last and only hope of obtaining from vour KExcellency’s
hands the redress they seek.

9 That the Government in their endorsement, dated 12th July last, on your
Potitioners’ memorial were pleased to assure them that the evils ansing from the
prevalence of discretionary rates would be remedied. Morc than three months
have elapsed since that endorsement was communicated to the Superintendent, but
nothing has as yet been done, your Petitioners beg to submit, to confer the boon

contemplated and virtually promised by the Government.

3. That instead of the curtailment of the rates granted to Petitioners by Fore-
men-compositors being made, as formerly, in the“ tell-tale” Liine Account Book,
it is now made by Superintendents in the first proof or voucher itself, which 1s
destroyed as soon as the altered figures have been copied into the Line Account
Book, so that no evidence of the curtailment is permitted to exist.

4. That Petitioners, finding the rates to be still further reduced subsequent to
the reccipt of the endorsement above mentioned, appealed to the Superintendent,
praying him not to permt alteration i the rates to which they are entitled
according to the scale introduced by himself so recently as 1887, (a scale which of
itself was the immediate cause of their memorial to Government), but Petitioners
were informed that they were troublesome, and that their names would be sent up
to Government for punishment.

5. That if a fixed scale of rates existed and was in use there would be no
reason for the submission of Petitioners’ work to Foremen-compositors for valnation ;
each man would be able to make up his account for entry iu the Line Account
Book and check by Superintendents, and  Petitioners would not, as at present,
sulfer by differences in the valuations of Forcmen-compositors and Superin-
tendents.

37

6. That Petitioners in their memorial to Governmnent prayed for the “ em
2+ unb system or payment for results in order that their earnings might be pro-
portiondte to thewr labor, and thus enable them to lay up money during prosperity
to fall back upon in adversity ; but at present, under existing restrictions, the
carnings of Petitioners are so small that they are utterly unable to lay by anything ;
an” the Superintendent continues to admit a large number of untried compositors
initr the Press, thercby further diminishing Petitioners’ earnings. The reason of
the Superintendent’s action in thus increasing the establishment is not apparent to
Petiﬁngfrs, for it cannot be attributed to excess of work, because the Superin-
tondeFieas, for nearly two years, held in abeyance the vacaut appointments of four
Exam.iiors on the score of deciease of work,

@
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7. That Petitioners beg respectfully to submit that if the several departmentg
of the Press are directly under their respective Secretaries, as is the case in the other
Presidencies, there cannot be a possibility of the recurrence of the evils now com-
plained against, which render existence to Petitioners a burden more than they can -
bear. Such are their bardships under the present system that they and ‘their
families drag out a hand-to-mouth life with its attendant miseries.

8. That Petitioners are left without any encouragement and that their hope
of any improvement in their circumstances seems to them little short of a
forlorn hope. There is no line drawn between sentors in the service and juniors,
and the present system of favoring untried compositors, who are not necessarily
required, operates with Peculiar hardship on the interests of Petitioners, plunging
themselves and families in all the distressful accompaniments of poverty. And
this practice of preferring untried and comparatively untrained men is pursued by
even the Superintendent in his choice of men to fill vacancics in collectorate
presses, guided as he is in this matter entirely by the recommendations of Foremen-
compositors and other interested parties. Nor does the Superintendent examine
the monthly pay abstract which will show the small earnings of the senior compo-
sitors ; if that officer will only do so, he will have his attention drawn to the
injustice sutfered by Petitioners ; and the Foremen-compositors, by having a check
on them, will hesitate, in the distribution of work, to mark their favoritism of
Juniors at the expense of seniors.

9. That Petitioners find that though the order is to reduce work, and heads
of departments give attention to this, yet the Press unnecessarily employs hands
far more than is required for such diminished work. Men are still ¢ntertained,
thereby still decreasing the pittance earned by Petitioners.

10. That Petitioncrs humbly submit that the Supervising Staff of the Gov-
ernment Press are most expensively remunerated for the work they perform. In
the local Press there are several Supervisors drawing salaries as follows : Rs. 740,
500, 300, 200; and each Foreman and his Deputy for the several departments,
Rs. 150, 100, 70 or 60 and Rs. 35 or 20, respectively ; while it cannot be unknown
to Government that the so-called superintendents of all collectorate presses
discharge more responsible duties, unaided and unguided, on smaller (Rs. 50)
salaries. If the departments are brought under the Secretarlats.dlrectly there
would be a deal of saving effected in the Supervising Staff, and this fact can only
be financially proved by a reference to the working of the Presses in Calcutta and
Bombay.

11. That, in conclusion, Petitioners pray your Excellency may be graciously
pleased to make personal enquiries into the working of th(’z P_ress, for numerous
abuses are sure to be discovered which nced your Excellency’s kind attention, and
direct the Superintendent to give effect to the orders of Government conveyed to
him four months ago, for which, as in duty bound, Pctitioners

SHALL EVER PRAY,

A
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Bis Exeelloney The Bight Honorable
ROBERT BOURKE, BARON CONNEMARA,
Governor in Council,

Fort St. George.

The Humb's Petition of the Compositors of
the Go ernment Press :

RESPECTFULLY SHEWETH,

That Petitioners are compelled to trespass on your Excellency’s time and
venture with all respect to address your Excellency on the subject of their grievances
on this occasion as their last and only hope of obtaining from your Excellency’s
hands <he redress they seek.

9. That the Government in their endorsement, dated 12th July last, on your
Petitioners’ memorial were pleased to assure them that the evils arising from the
prevalence of discretionary rates would be remedied. More than three months
have elapsed since that cndorsement was communicated to the Superintendent, but
nothing has as yet been done, your Petitioners bea to submit, to confer the boon
contemplated and virtually promised by the Government.

3. That instead of the curtailment of the rates granted to Petitioners by Fore-
men-compositors being made, as formerly, in the * tell-tale” Line Account Book,
+ is now made by Superintendents in the first proof or voucher itself, which is
destroyed as soon as the altered figures have been copied into the Line Account
Book, so that no evidence of the curtailment is permitted to exist.

4. That Petitioners, finding the rates to be still further reduced subsequent to
the receipt of the endorsement above mentioned, appealed to the Superintendent,
praying him not to permit alteration ir. the rates to which they are entitled
according to the scale introduced by himself so recently as 1887, (a scale which of
Jtself was the immediate cause of their memorial to Government), but Petitioners
were in’aymed that they were troublesome, and that their names would be sent up
to Government for punishment.

5. That if a fixed scale of rates oxisted and was in use there would be no
coason for the submission of Petitioners’ work to Foremen-compositors for valuation ;
onch man would be able to make up his account for entry in the Line Account
Book and check by Superintendents, and Petitioners would not, as at present,
suffer by differences in the valuations of Foremen-compositors and Superin-

tendents.

6. That Petitioners in their memorial to Government prayed for the “ em”
account system or payment for results in order that their earnings might be pro-
portionate to their labor, and thus enable them to lay up money during prosperity
{o fall back upon in adversity ; but at present, under existing restrictions, the
carnings of Petitloners are so small that they are utterly unable to lay by anything ;
nd the Superintendent continues to admit a large number of untried compositors
‘uto the Press, thereby further diminishing Petitioners’ earnings. The reason of
the Superintendent’s action in thus increasing the establishment is not apparent to
Petitioners, for it cannot be attributed to excess of work, because the Superin-
tondent has, for nearly two yeiurs, held in abeyance the vacant appointments of four
Jixaminers on the score of decrease of work.
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9. That Petitioners fing that though the order is to reduce work, and heads
of departments give attention to this, yet the Pregs unnecessarily employs hands
far more than is required for gyuch diminished work. Men are still entertained,
thereby still decreasing the Pittance earned by Petitioners.

10. That Petitioners humbly submit thqt the Supervising Staff of the Gov-
crnment Press are most expensively remunerated fon the work they perform. I,
the local Press there are several Supervisors drawing salaries ag follows : Rg, 740,
500, 300, 200; and each Foreman and hijg Deputy for the sevor
Iis. 150, 100, 70 or 60 and Rs. 85 or 20, respectively ; while it cannot be unknown
to Government that the so-called superintendents of all collectorate presses
discharec more respousible duties, unaided and unguided, on smaller (Rs. 50
~alaries.  If the departments ave brought under the Sacretariatg directly there
would be a deal of saving effected in the Superyxsmg Staff, and this fact can only
be financially proved by a reference to the working of the Presses in Calcutta and
Bombay.

11. That, in conclusion, P(.gtition_ers pray your Excellency may l?e graciously
pleased to make personal cnquiries into the working of th? Press, for numerous
abuses are sure to be discovered which need your Excell.encys kind attention, and
direct the Superintendent to give effect to the orders of Government conveyed to
him four months ago, for which, as in duty bound, Petitioners

SHALL EVER PRAY,
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RESPECTFULLY SHEWETH,
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That Petitioners are compelled to trespass on your Excellency’s time and
venture with all respect to address your Excellency on the subject of their gricvances

on this occasion as thelr last and only hope of obtaining from your Exeolloncy’s
hands the redress they seek,

‘ 9. That the Government 10 their endorsement, dated 12th July last, on your
| ‘ Petitioners’ memorial were pleased to assure them that the ovils avising from the
i prevalence of discretionary rates would be 4‘emeclzed. More than three months

have elapsed since that endorsement was eommumcated to the Superintendent, but
; ' nothing has as yet been done, your Petitioners beg to submit, to confer the boon

! contemplated and virtually promised by the Governiment.
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3. That instead of the curtallment o? the rates granted to Petitioners by Fore-
t men-compositors being made, as formerly, in the* toll-tale” Line Account BBook,

it is NOW made by Superintendents in the first proof or voucher itself, which 1s

! o Jestroyed as soon a3 the altered figures have been copied into the Line Account
Book, s0 that no evidence of the curtailment 18 permitted to exist.

) 4. That Petitioners, finding the rates to be still further reduced subsequent to

: the receipt of the endorsement above mentioned, appealed to the Superintendent,
raying him not to permib alteration in the rates to whieh they are entitled

according o the scale introduced by himself so recently as 1887, (a scale which of

itself was the immediate cause of their memorial to (Government), but Petitioners ,

were informed that they were troublesome, and that their names would be sent up

to Grovernment for punishment.

5. That if a fixed scale of rates cxisted and was in use there would be no
reason for the submission of Petitioners’ work to Forexnen—compositors,for valuation ;
cach man would be able to make up his account for entry in the Line Account
Book and check by Superintendents, and Petitioners would not, as at present,
uffer by differences ‘n the valuations of Foremen-compositors and Superin-

tendents.

6. That Petitioners in their memorial to Government prayed for the ¢ em”
sccount system OF payment for results in order that their carnings might be pro-
portionate to their labor, and thus enable them to lay up money during prosperity

to fall hack upon 1n adversity ; but at present, under existing restrictions, the
[ earnings of Petitioners are so.small that they are utterly unable to lay by anything ;
and the Superintendent continues .to_admit, a large number of untried compositors
into the Press thereby further diminishing Petitioners earnings. The reason of
the Superintendent’s action in thus increasing the ostablishment is not apparent to
Petitioners, for it cannot be attributed to cxcess of work, because the Superin-

tendent has, for neatly two years, held in abeyance the vacant appointments of four

~ K xaminers on the score of decrcase of work.
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8. That Petitioners are left without any encouragement and that their hope
i i . hem little short of a
forlorn hope.” There is no line drawn between seniors in the scrvice and Juniors,
and the present system of fayvormgwun.‘orled compositors, who are not ncdwsmﬂy
required, operatos with peculiar hardship on the interests of [PO‘titiolxcn'S, plunging
themselves and families in all the fd}stﬁ\e&@f“l.f,’“CCQmpaninmnts"df}p‘(>vorty. And
‘this practice of preferring U:Ilt}l‘l(-jd and. o nlpal‘mquy untrained. men is I)tl'réuc(l by
even the S‘uperinten_de.nt 1 his, choige 30%.‘{116“;- \to\‘,ﬁn Vacancieﬂ\in collectorate
presses, guided as he is 1 this matter far}mre Xk;)ythe tedommendations of Koo
compositors and other interested 'rlm }Exesﬁ Ror dow the Supcrintendent, examifs
the monthly pay abstract \\1111911 -‘Yﬂ S t e‘i““?all, carnings of the senior compo-
sitors ; if that officer will ouily o’ S0, B¢ndill ‘have his attention drawn to- tho
injustice sutfored by Petittoners ;'an‘(.:l the Foremen- compositors, by Laving a cheek
on them, will hesitate, 1 the dnshubutmg} of work, to mark their favoritism of
Juniors at the expense of senzors.

. A" g4 That Potitioners find that -though the order is to reduce work, and heads
of deparbmedt"i' give attention to thlS.,"’Y'C‘t. the \};)XTOS"S unneeesrarily eiploys hands
far more - than is rcqun‘cd.-ioﬁ such »d;llllnrahed ‘V9r_1§- Men are stil entertained,
ghereby still deereasing the pittance carned by Petitioners, T

. . 10. That Petitioners humbly erbmléitha‘t sthe Supervising Staff of the Gov-
ernment Press are most expensively r“”{!j’emteﬁ for the work they perform. 1In
the local Press there are several Sup_er_\fé ‘ ﬁs %qwmg salaries as-follows : Ra, 740,
500, 300, 200; and each Forcman an@ s eputy for the Several departments,
Rs, 150, 100, 70 or 60 and Lis. 33 or 20; r,e:Spectwely ; while it cal ot be unknown
to Government that the so-called suporintendents of all coll 4
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GOVERNMENT PRESS, MADRAS,

THE DEPUTY SUPERINTENDENT.

T Deputy Supt. is In charge of the 'Gazette, Book, Job and_Vernacular depart-
ments, and s responsible to .the Superintendent for their working and good order.
In the absence of the Superintendent the Deputy Supt. will see persons who call
apon business, open covers marked urgent or s01}t by special messenger, and will
attend to telegrams, afterwards informing the Superintendent how he has dealt

with them. e will also instruct the Asst. Supt. regarding special or urgent work
oceived. :

ree (flr‘lfhc Tlead Esaminer, Overseer, Asst. Composing Branch, Binding foreman,

Wtorekeeper, and Accountant will give attention to orders issued by the Deputy
Supt. ' . .

The Deputy Supt. is responsible for passing the final sheets of the Gazette
and its supplements, and must sce that additions and alterations arc correctl
ttended to; he will when necessary attend carlier on gazette days, and wiﬁ
remain until all the sheets have been passed for striking off.  After cach issue of
tho Gazette he will sce that spare c:npics asked for are struck off and despatched
within two dayvs, and that the District Gazette supplements are made up for issue;
he will also observe the progress of other papers ‘m'l)c 1ssued with the Distriet
Gazottes.  The Gazette mdex 1s isxupd hztlf—ycarly (\\'}th the last issues in January
and Julv), and the Deputy $111)t. will see th‘at the indexer has the manuseripts
ready for compositors a fortnight before cach 1ssue.

"The monthly parts of the Madras Scries, Indian Law Reports, are issucd at
the heginning of cach month, and the Deputy Supt. “'1_11 sce that there is no delay
in the Book department in sctting up, making up, and finally passing these monthly
parts : after each issue an office note is sent to Government stating date of issue.

The Deputy Supt. will sce to the typogmphic&l neatness and accuracy of the
work ; that all title-pages and half-titles are (3()1‘1‘0(:t1y set up, and proofs sent to
the Superintendent for appl‘m’al; that work is tllll'll()d out prpmptly, especially
whon dates are fixed, and if there are difliculties in keeping time, to nform the
Superintendent at the carliest possible moment.  When a department is pressed
with work, he will transfer work to some of the other departments and so prevent
AYTOeArS.

"Phe Deputy Supt. must see that no improper use is made of papers sent to
he printed ; and that papers, proofs or copies are not taken away by unauthorised
PUTSOILS. Before printed forms are despatehed e will examine the work struck off
and placed on the despatcher’s table (the work on the table should be passed three
times datly, nrgent work being shown to him before despatching).  When wreent
work is sent into the binding department for ruling, numbering, binding &(’.Tt]x(’é

= <y

Binding foreman will inform hine of its despateh. e will see that notice is given
to the Binding foreman when G:()s. on annual reports are reecived so T]mt?‘ﬂm,(\
may be no delay n issuing copies, and that timely notice is given when laroe
works are nearly completed. , i1

The Deputy Supt. will go vound the office twice daily 5 he will Took eavefully
to the press and 111:1('111130 work chiefly for rood impression and regular colonr, o
will observe progress of work generally.

The Deputy Supt. will value, check apd. initial compositors’ memo. slips for
rough l”'“”f"' of *care’ papers 1)’(,‘&”'0 the {)l‘lglllills and ¢lean proof are sent out, and
then destroy all the proots. Printed copies cancelled are at once to be destroyed
by the l)(*])'ut_\' Supt. .

© When letters and r“f“rmf’)(‘s require ?Lns\\"crinﬁq the Deputy Supt. will draft the
replies and sendd them to the Superintendent for approval.



vi
VHE DEPUTY SUPERINTENDENT,

When waterials are require
for 1ssue betore signi1?<lv-tt}1((jl:::(l.ii(,l(’ f]lcll )(\I)flt“' S“l’f-.“”l-jt satisty himself of the need
H‘PDI‘Ovul. IIC Will S()’:L3 tll‘tt the ’17‘“{](-11111 nd N(‘mlmg' it to the .\'u])(‘l‘illh'lltl(']ll for
foremen, and twice yearl ((1 ']( ;\(_n N }umks.:n'(r reeularly and neatly kept by the
taking the Superintcmle]%’s <]>11-11 ( .n,“f“'y :.m(l m ‘\";“"l."*l) will check all work hooks,
ments regarding delay “f")l‘()q)f(‘ ll“f t‘f mquiries heing sent to the several depart-
an unduly long time.” proots, &e.y o that type may not he kept standing o

T}le D(} wutv S .
Book and Ve}rn;scflzll.)tds‘;ll]llt('m"‘fll]ll)' .(thw-k the tabular statements for the Gazette,
h : ¢ party N 5 v 'y [, . .
@dherlllg to the se: I nents hetore t]“} are entered in the line account hook,

' ale of valuation i
‘ 3 n 1Inm e ’ ‘ i
will see that the proofs submit‘tml be ot s ot e o

.f()(.)t. Of_ea(;h proof, that cach o l_‘t”' “'1‘“‘ proot 1'(::1(101".\‘ nane i full and date at
ll}ltlalhng and datine Cilclll . _’.“’l"’t”l"” ]‘ aceount ix corveetly enteved, ticking ofl,
1h(? work done in t};-je Job (i \“.“El“ M)‘,l’”"l"‘ .\‘M?«lm}_" 1t to the Suln-rin(vmlmlt.
again checked after onfr. .r'(l'}l)d}t(”‘l'("“t \\'l“)])u -(-;n'viu]l'.\' checked hetore entry, and
are passed twice mnnth)l.'- { l-(tl ‘:l/‘f\T.t(l’ l)“‘-'k and Vernacular Tine aeconnt hooks
passed by the 24th ‘mdg’- ]m 10 fhnst }“l‘“ of the month the hooks <hould be
the Job line a(:(:fnu,ltLI ]‘-n' the secoud ]“‘“.l’_\' the 10th of the following monti
10th of the followine 11("’\ 15 passed three times monthiv, by the 20th, 27th, and
abstrac g month : the Accountant will then he able to close the piece
abstract and pay wages by the 16 . e ]
be valued and monm}? 5Oy the L6th of cach wmonth.  Hour account proofs arc to
passed with the li/nc ?1'0(1'1(1)1“{:“1(\(1 l,)‘y the ])“1”.“.\' Supt. 3 the howr acecounrt hooks are
the line account Pr‘;‘)fs: l::ll ’]””]""' Immediately atter passing each account hook
Deputy Supt.’s I)I'CSOII(;L\_‘ Wl Towr account memoranda must he torn up in the

The Deputy 8 e
and paper a(}i‘ffd\]l?lﬁ}()’f;k\\ Ul see that the Gazette dept. foreman eloses his bill hook
job work, and for I.(‘(_()v(\ll.l(‘)T‘t‘]!])'» and prepares the monthly statement for valumg
Book dept. foreman /;,/riv(\:l'(h.()i moncy through 1]1{- aceount department 5 that 1_114‘
entry in the nmnt]ll): ])i]ll (|L ('”]1")' of (':}(-11 work EERINE finished to the mposer for
monthly to the Stosch f(.)“f\, and for \'ulu:ltum.; that the (l(‘.\‘]{ilt‘('llt‘?‘ pitsses on
completed ; that the \Hl(.l)(l or \'Illllu'tmn all originals and proots ol job work
the StOI‘Ckocl)or for v ]( I:“('L(ill]zl[‘.(l(ll)t‘. foreman passes on monthly his job work to
for entry in the bill‘ll “‘l?}”“, ]llﬁ ‘Nmk\\'ur.k to the imposer of the hook (l('l):.n'tm(-nt
monthly. The bill 1)<)()(1)(\< and for valuation, and closes the vernacalar bill hook
wages paid before t] "" 5 are S(‘Ellt to the Aceountant to cheek all totallings and

The D ¢ they are submitted to the Superintendent.

N .

and quiit),lc(g':u;)rcs:lft_- “:l]1 see that due care is taken of all materials, that ()'1'(1(‘1'
moving about the ﬂ"*}“{f_dlll(,‘tl, and that the departientseare kept elean. W hen
he will dr att ‘»().1(() if he observes irregularitios in any of the other departiments

Wi K (ntmn‘ to them, so that they may he set right.
their (al::l df:l"l‘t‘f-f iyll'lh'(! ]J(‘t\\'v("l‘l ﬂl(‘; workmen the l)(-.lmtd\' Supt. will (\xun_\in(.‘ mto
he will Sen’(l‘t}ux ;:',"l\vc orders 3 if a fine or nt‘]u;r Innnshnwnt should l)_v lll”l(‘i‘(“l)
his views of ] 1 case to the Superintendent for disposal, at the same time stating

s e case, -

WO kLOaVO f()l"tho latter half of a day may he granted by the Deputy Supt. toa
1 rkman, but if frequently applicd for by the same workman the application 13 to
b) v -
e referred to the Superintendent.
The Deputy Supt. must sce that the departmental rules ave strictly carvied out.
Ilowrs of attendunce.~10-30 ad. to 5 poar. The nature of the business will at

times require him to attend carlicr, and more frequently he will not be able to
leave before 5-30 po.

S(’])[('/}(//r'l' ] SNS.
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THE ASSISTANT SUPERINTENDENT.

i Asst. Supt. is in charge of th(z Public, l'{evenue, Mili'tary,-Public Works, and
Revenue Board departments. and 1s 1'0»'1)()1151})10 t‘o" the _bllpcl‘lntcndcut for their
1 wood order. In the ubsencc‘ ot the bupgrll’ltundgnt the Asst. Supt.
will take nstrucetions f}rom.the D(,‘p}lt)* Supt. regarding special or wrgent work
received, afterwards mtornmng ﬂ‘l(‘ bup()rl11}1011(10% of th.c same. In the absence
of Supcrin(mnlmlt and Deputy Supt. he will attend to inquiries and references,
sw hie has dealt -with them. . .

The Head Exanminer, Overseer, Asst. Composing Branch, 1‘3111di11g foreman,
.nd Storckeeper will gi\"o attention to nrd(:rs 1>‘._s'u_cd by the Afs’o. Supt.

The Asst. Supt. will supervise the Fxamining Branch in the absence of the

ped report T

[Lead. Joxaminer. .

The Asst. Supt. will see to ﬂ'm‘ typ<>g1111)111(:211 neatness and aceu racy of the
work ; that all title-pages and halt-titles are (:.url‘c(fﬂy set up, and proofs sent to
the Supvrintvmhmt for “1’1.’3?"“‘13 that \YQ}']{ I3 tu.rm)d out })1:()1111)t1y .L‘ﬁpecml]y
hen dates are fixed, and 1f there are difficultics in keeping time, to inform the

W . - .
jorintendent at the carliest possible moment. When a departmment is pressed

Su X
\\'itl'll work, he will franster work to some of the other departments and so prevent

Arrears.
The Asst. Supt. must see that ordinary papers, ranging from 2 to 6 pages, are
A hulky papers with tabular statements will take longer,
hut their progress 13 not 1o he delayed by smaller papers and they are to be
finished as quickly as possible. e must see jclmt nO IProper use 1s made of
papers sent to be printed s :mfl that papers, lm'mfs or copies are ot taken away by
wnauthorized persons. e will sce t"lmt' there is no delay in stitching currents, &e.;
that timely notice is given to the Binding ‘I'ur.om‘fm \.\’11011 builky papers urc'nearly
(;(nxnplctw[, <o that there may be o delay in issuiing coples; and he will take
particular care that therd”is 1o delay - the hinding department when monthly or
quarterly volumes are ready for hinding. ‘

The Asst. Supt. will vadue, check and initial compositors’ memo. slips for
rough proofs of Ceare’ 1):11)1,‘1',~"bcl<;1'u the ()1‘1;;111:?15 and clean proof are seut out,
and then destroy all the proets.  Ovdinary prools are kept in the department for
3 months for reference s month's files e to e taken cach month to the Asst.
Supt., aned he will see that they are destroved. Printed copies cancelled are at once
to he destroved by the Asst. Supt.

When letters aid references require answering, the Asst. Supt. will draft the
send them to the Superintendent for upprn\'ul.

c(nnl)h&tod 3 elear days:

replies and

When nateriabs are required, the Asst. Supt. must satisfy himself of the need
{or issue before sioning the memorandum and sending 1t to the Superintendent for
He wili see that the work hooks are regularly and neatly kept by the
foremen. mid - twiee vewrly (i Jannary and in July) will check all work books,
fakine the :s‘u[wri':u‘w\.uh-!111\‘ u]-(L-)-.\lus to inquiries hiéing sent to the several depart-
: Jing delay of proots, &e., 5o that tvpe may not he kept standing for

;Ll)l)l‘( )\'211.

nients regar (
an winduly Jong e

'HH“ At Spt. Wil carefully cheek the tabular statements for ach depart-
are entered i the Tine aceount book, udhering to the scale of
valuation n foree: and when 13;1.~‘.\'in;;- t_ho, V‘Iino ot Wil et that tho Pmofs
submiittred s the provt reader’s niame - ull and date at foot of each proot, that
e eorr ety citered, ticking off, initialling and dating

ment hefore thev

cach ('Hill}i’lri'\-’ll' S et



viii THE ASSISTANT SUPERINTENDENT.
each account book before sending it to the Superintendent. The line account book

. - - . G <

are to be passcd twice monthly ; for the fivst half of the month the books should be
passed by the 24th, and for the socond half by the 10th of the following month .
the Accountant will then be able to close the picce abstract and pay WACOS by the

gos )

16th of cach month.  Hour account proofs are to be valued and memos. initialled

by the Asst. Supt. Tmmediately after passing cach account book the line account

.

proofs and hour account memoranda must be torn up in the Asst. Supt.’s presence.

The Asst. Supt. will see that due care is taken of all materials, that order and
uictness are maintained and that the de yartments are kept clea Wi STV
( ) pal pt clean. ¢ will observe
i the messengers are despatched at the times fixed (10 AM. and 3-30 rar), and
- . . . ot Jy [e
report delays when they are not <atisfactorily explained to him.  When moving
» . . .o, . H te)

algout the ()ﬁlCO'lf Le obscrves irregularities m any of the other departiments hoe
will draw attention to them, so that they may be set right.

When disputes arisc between the workmen the Asst. Supt. will examine into
their cause, and give orders 3 if a fine or other punishment should be inflicted,

. N . . .
he will send the casc to the bupcrmtendcnt for disposal, at the same time stating
his views of the case. L

Leave for the latter half of 2 day may be grzmtcd by the Asst. Supt. to a
workman, but if froquently apphod for by the same workman the appli sation 18 1o
be referred to the Supcrmtcndm'xt.

The Asst. Supt. must sce that the departmental rules are strictly arrieoaut

~

Hours of attendance.—10-30 AM- to 5 .M. The nature of the husiness will av
times require him to attend carlier, and remain lager, than the time stated.

——————

nm Q2 \ . Y : ey Q00 N . .
The Asst. Supt. checks the line account for the Pemtentiary Brancli.

S(’ptc,ubcr 1588.

oo Iis duties are to g0 10

! .
/ ) to sce that broken matter 13 set Ty

! 1<
¢! k \
’ GUVI‘ZRI\'MEN'I‘ PRESS. MADRAS
Ao - :
AW / I .
+ 1 cOMPOSING BRANCH.

- partments. The Superintendent directs the
' -Confidential department; the Deputy Supt. is in charge of the Gazette, Book, Job
\ ~and Vernacular departinents ; and the Asst. Supt. 15 1 charge of the Public,
- Revenue, Military, Public Works, and Revenue Board departments. Separate

g departmental rules are in foree for carrying on the work in these departments.
Sl The Assistant Cont Josing Branch is responsible to the Superintendent for all types
}ﬂ : andmaterials in his care. Ile is in charge of all new types, leads, &e., not issued
LA to departments; titling and fancy tyvpes, clarendons, &c.; standing matters and
- 7 distribution in reserve; and sees to the caveful usc of all printing materials.  He
nted for, and takes charge of eXCCsS types and materials (types
| RN and 1p->torm}s are issued on indent initialled by the Deputy or Asst. Supt. and
1 v~ Glanforsigned by the Supm'mtml(lont). 1e issues unserviceable metal to the type
<hdent initialled by the Suporintmldcnt; and receives all types, &e.,

C foundry on e
eust in the foundry, exames them cavefully, and then adds them to the reserve
] ) , s ,

J ‘ OF issues as indented for. 1le is in charge ¢ all stercotypes and woodcuts, and
; ! sees that spccizll woodcuts are gi\:cn to the Supcrintendcnt. Once a quarter i;l the
Sul)(‘,]'illtt‘lldcnt’s presence he weighs up and takes ¢harge of unserviceable types,
y leads, &o, from each depurtment. In Junuary of cach year e prepares a list of

| - doficieneies i type
o indents.

Tuis branch 1s divided Into ten de

/ issues types inde

s, & for Supermtcud(;nt’s guidance n framing the annual

and the composing rooms once at least every day and
. \ examine frames, gallcys,.nnposmg tables, L%Z(‘,., to sce that they are good order;
ont or distributed; to transfer types, leads cll"ls‘OS,
. o R Ny SO
' &e., from one department to another; soeure ¢Xeess material ; and to see that th(;
l Harly gathermgs of pic arc cleared.
r 2 1 OTS ar N L bt . .
The volunteer compositors are ander his direction, and he arranges for their
work cach day. - .
The Asst. Composing Branch assists the Overseer by passing the workmen at
the gate hetween 1 and 2 P, and from 5 to H-30 PO
m oy T )¢ AT o le r .
Phere are pwo despatching ¢l rks. The senior clerk sees to the despatching of
all miscellaneous work, Madras military forms, harrack forms, and municipal t'\lmd
- " . ! 19
Jocal fund reports, and enters up the peons’ delivery books for printed forms and
o e . \. . Lo Rl . . . X ". b IS
N for lotters, &c.5 the jumior clerk sees to the despatching of the Distriet Gazette
’ su])ph‘nwnts and Acts, and otherwise assists as 1'¢:quil'cd. The packer works un'd(
: the sentor clerk. 11
. - -
AN“'“I"'”'“"fl")lll 9 ant to o PO For the outturn of urgent work each person
. . . . . - « TN
: will attend at, and remain until, the time directed by the Superintendent pers
a During ofhee Lours no person s to leave without permission A )')ﬁ('xt'
o . . .. ., hb . N . 1011
for leave are to be i writimg. and must be <ubmitted to the Suporintmll}lcn'; )il‘i
(¢ case of absence caused by sickness, &e., a report i to be sent to the Sll])’m‘int’c{;lol }(1
: . . . ' : dent.
G AMiddui seal.—The Assistant Composing Branch takes from 12-30 to 1 b and
X . . . : ' AL Q1K
- the other persons froil 1 to 2 rar Urgent work may curtail the time -1110\\'0(1( ¢1>r
. s . . o ¢
may delay the tune tor taking 1t. )
§——aTC intlicted by the Superintendent for carclessness in despatching
e s P 7 o

! e
| packages, irregular attendanee, or otherwise infringing the rules S foree

Disiissul—Tfor griasy Dregularities.
| Holidays.—NeW Year's day, Good Friday, Queen’s birthday and Cliristmas
\ During the Faster qnd Christias holidays leave 1x oranted by half turns.
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Books kept by the Asst. Composing Dranch.—Issue hook of types, &c., to depart-
ments trm}ster book of types, &e., from departments to store; unsen iecable type
book ; speeimen book of types, &e., m use; list of cases in almirahs in store; type

foundry book of letters, &e., cut and issued ; volunteer attendance hook,
kBOO/‘"S /fez)t by the senior despatehing elerk.—Postal despateh ho ko dailv despateh
g()i). ; peons’ delivery book of packets, spare copies, proofs and letters; peons’
livery books for printed forms; peons’ delivery hooks for letters, &e.; hook for
fllcmsfer of forms, &c., to binding departiment ; book for ruled forms sent into binding
O.Ifflrtnlent; aCkTJOWIngant books—miscellancous forms, general orders, Madras
military forms, Examiner of P. W. Accounts forms, Acts and books, &e.
Bl Boo‘ks. kept by the junior despalching clerk.—Acts despatehed to - colleetors, &e. s
fl s, official papers, &e., for issue as District Gazette supplements; order books
dﬂl‘ vernacular District Gazette supplements;
OSEatCh book ; acknowledgment books—for Acts, Bills, &e., and for Commissioner
of Coorg.

October 1558, ™,
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GO VERNMENT PRESS—DEPARTMENTAL RULES.

PUBLIC DEPARTMENT.

In this department the currents and proceedings for the Chief Secretariat and for
the Local and Municipal department are printed. When there is no work in hand
and other current departments are pressed with work, the Asst. Supt. will transfer
work and so prevent arrears. ‘

The foreman is in charge of the department, and is responsible for all material
and for the care of papers sent for printing. It is his duty to give out copy to the
compositors, and direct the iplposers as to outturn of. papers; to avoid resotting in
other departments, he is to direct the imposers regarding papers to be kept standin
and to take the orders of the Superintendent before breaking up any of them Hgé
is #o consult the Head Examiner daily regarding the order for examining pzlpers
and instruct the Overseer as to striking off of formes, particularly drawing theil"
attention to orders received as to outturn of urgent and arrear papers. He is to
notify to the Head Examiner and Overseer when he receives orders to work late or
‘attend early. He must keep the press book regularly written up for the guidance
of thé Overseer.

" “Rongl proofs of ¢ care’ papers are valued, checked and memo. slips initialled
by the Asst. Supt. for the compositors before the originals and clean proof are sent
out; all the proofs are then destroyed by the Asst. Supt. Ordinary proofs are kept
in the department for 3 months for reference ; a month’s files are taken each month
to the .Asst. Supt., and he sees that they are destroyed. Printed copies cancelled
are at once destroyed by the Asst, Supt.

The foreman will see that material is regularly supplied to the compositors, and
if there is a scarcity of distribution, sorts, chases, furniture, &c., inform the iXsst.
Supt. of 1t. When there are excesses of sorts and distribution, the foreman will
transfer the same to the care of the Asst. Composing Branch. The daily gatherings
of pie are to be sorted and distributed every morning. When differences arise
between the foreman and the imposers or compositors, reference is to be made to the

"~ Asst. Supt., and he will send a brief statement, with remarks, to the Superintendent

“for orders. )

An impucer_assists the foreman in entering up the line account book, bill book
valuation book, paper account book, and attendance book; prepares the valua’cior;
statements for Local Funds and Municipalities; and otherwise assists as directed
from time to time.

The compositors’ line account is to be taken twice every month, the book being
submitted to the Asst. Supt. for the first half of the month on the 20th, and for the
second half on the 6th of the following month.  The foreman values the tabular
work for each compositor in accordance with the scale fixed, and submits the rough
proofs for the Asst. Supt.’s approval before entering them in the line account book.

- Should a compositor be dissatisfied with the valuation passed for his work, his

rough proofs are to be submiﬁtted to the Asst. Supt. with explanations; if the
compositor desires it, the valuation given will then be referred to the Superintendent
for final orders. ‘

Hour account for author’s proofs will be valued by the foreman, and checked
nd initialled by the Asst. Supt. If the compositor s dissatisfied with the time
allowed, the foreman will again refer the valuation to the Asst. Supt.; if no satis-
factory reason is given for amending it and the compositor is still dissatisfied,

the proofs are to be submitted to the Superintendent for final orders.
When the rough abstract 13 prepared the Accountant will send it to the foreman,

The fore-

who must see Mat each compositor notes the amount of his earnings.
man will then initic! the book and return it to the Accountant.

The imposers illl})(').\‘e all Platters ex.cepting t'he gnngal indices; a'ttend to final
corrections, changes in dockets, &e. 7 give out distribution ; regulate issue of paper
to the pressmen and assist M getting out the work with pl'()mptness and with

:l(',(illl'il('}'.
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PUBLIC DEPARTMENT.

An imposer will not be granted casual or other leave with pay if another
person 1s deputed to do his work.  When no person is put on, or other arrange-
ments are made, and the imposer’s attendance is good and conduct satisfactory, his
application will be favorably considered by granting full or half pay.

The compositors are paid upon the picce-work system : a scale is in foree for
regulating the valuation of cach compositor’s work. [ach compositor is responsible

. . 10 le . . , 1 ¢

for the matter he scts up until it is imposed and a clean proof 1s sent out ; when no \ Ry
proof is submitted for approval, he corrects all proofs ; when proofs are returned, if o

the corrections are few, the compositor makes them without charge; if many, hour ‘

account will be allowed. He must rectify bad workmanship and uneven spacing at
any stage of progress when it is pointed out to him; he must keep his cases s
good order .returning excess types to the foreman, and fill his cases with types
?Vhel} there is no copy to set up. He must take care of brass rules quotations, &e., *
in his charge, and avoid wasteful use of materials. The daily éguthcrings of pe
are to be cleared by the compositors. .

When line account is to be taken each compositor will sce that his rough preofs

4
%re lli)rOperly arranged for checking, and will initial cach entry in the line account~ . S §
ook.

book. He will make out his memorandum for hour account, and after it is passed < A
i)t Vl&;lll be returned to him to he kept until it is entered up in the line account R
ook. Memo. slips will be substituted for rough proofs of <care’ papers. It is

: ). .
the (_Dé)ﬁnposmorb duty to secure his rough proofs and hour account memos.nda, _ -
as without them no valuation will be entered in the line account book. - "

en ‘lll?zflda”“Tfmm 9 a.m. to 5 p.m. When there is an abundance of work, the
guttem 1?6 will be from 8 a.m. to 6 p.v., for which orders will be issued.  For the
urn oI urgent work the whole or a portion of the de

and rIe)mqm until, the time directed by the Superintendent
for lealézmai of’fticebhoprs no workman is to louvg without permission. Applications /
e t}e © be in writing, and must be initialled by the Asst. Supt. before -
o g the same to the Supcrmtendgnt. In cases of absence caused by sickness, -
C., ;{ report 18 to be sent to the Superintendent. !
idda; — i I
may do :l;g/t ﬁe(ﬁm (fr;)or;] t1a 1'2(1)I 12 l:tM Urgent work may curtail the time allowed, or .

Opening a ; . .
Ordinal: hgmsld closing of department.—When the department is attending at
evenin ythe %o Ein imposer will attend at 8 a.m. to open the department.  In the
departglent 1 I“b(llnan will sce that {.LH papers are carefully put awayv, and e
presses afterc}i)be ' hWhen the room 13 kept open by the 4 veea = tor working the

i O.m;’ the Overscer will see that the department is left in proper order.

wmes are infli e . .
spoiling work, usi Cfeﬁl (})y the Supern}t(,ml?“t for bad workmanship, delaymg or
ance, loud or un) r\]g ad language, being dirty in dress or habits, irregular attend-

POQY « . . . .

,D' R l n;l(,cb»ary talking, or otherwise infringing the rules in foree.

wsmissat—1or gry - IRIEIN . ) .
or hour account g Sé’ ‘w:f 1?”’%‘1]‘“”1'0!%, loss of manuscripts or proofs, charging line
have been passed ‘decb(:;rx}o t.lm(f, :ﬂtcr.mlg the valuation on proofs or memos. after they

i 3 mg materials ; . .
several times., ymg materials or stores, or after fining has been flicted

Holidays.—The department is wl [ ri
Queen’s birthday, and %}1rist(1}xlllaslilu‘§f.louy closed on New Year's day, Good Friday,

the department attends by half turns. During the Easter and Christmas holidays ;

partment will attend at, \-

¢ "
—— ‘
- '
Strength of department.— . e
it ,9 3f ‘]0 : f.—1 foreman; 5 imposers (4 permanent, 1 picce); 44 !
compositors; o examiners ; 2 proof readers ) ’ : |

. i} rcudin r b() s. 4 CSSCS Are Uthn]:Q(!
Books kept in the department.— W ork }; k (al & oy plfssu! e N
bok for each department (for Asst. S 00 .(d, 1 papers are entered in it); work .
) 2 \tor Asst. Supt. ) ; dally work book (for 8- serintendent) ;
despatch book ; compositors’ turn book ; : pert ;
hook : attendance book ; fine book : » €xaminers’ book ; pres. vook ; line account
00 ; BLO l £ ; ine book; file 00k ; rough abstracehook ; bill book ; paper
account book ; valuation book for Local Funds and I\I)z.wipalitics? ’

Nep fomber 1888.
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REVENUE DEPARTMENT.

. Jepartment the currents and proceedings for the Revenue Secretariat and
In this C pat Jepartment are printed. The salt administration and the abkdri
for the Pension )(1)1"(\‘ are also printed. When there 18 no work in hand and other
udmlmt.st(i ‘lf)l-:);tlnllcilts are pressed with work, the Asst. Supt. will transfer work and
current depdt
qrrears.
S0 )revcnt arree - . .
1 Tho foreman is in charge of the department, and is responsible for all material,
C ) 4 » o s Ty - 3 r
i 1thc are of papers sent for printing. It 13 his duty to give out copy to the
& . « . 3 [ N . 3
and ()l-t yrs. and direct the tmposers as to outturn of. papers; to avoid resetting 1n
. 15018, € . . T . q o
U”“P"gl o ments, e is to direet the imposers regal ding papers to be kept standing,
vt ;plj{g the 01‘2101'5‘ of the Superintendent before breaking up any of them.  He
anil to b "1t the Head Examiner daily regarding the order for examining papers,
' bg)_u”t‘” ¢ the Overseer as to striking oft of formes, particularly drawing their
i e 10t U dens roceived as o outturn of urgent and arrear papers. lille is to
(Lm‘:ilfltuéo the Head Exammer and Overseer when 111(, i(,u,lv.(i: o1 duaf to t\l\ or .((the or
notity ) e press book regularly written up Tor the guidance
wrlv. He must keep tho press
attend carly.
y (hverscer. T e e \
of 'Ch‘f;“)‘/ l?lv‘ Jroobs of Ceare’ papers are valued, checked and memo. slips }111t1alled ,
oug : bt . . o .
t]ho\l,: tlS'lll’t for the compositors before the ()rLgmala 411(1. clean 1)10(;1 are ﬁenz :
e Asst. dupt. v L s - imary vroofs are
b ‘ "bl{ the proofs are then destroyed by the Asst. bup’g. _Uldm(u)l\pmo slug e%
‘.)ut'i LLd( yartment for 3 months for reference; a month’s ﬁh;s'zu'c ta en cach 11101111 (i
s depe P : , S cane
1“ tal() ,\l«t Supt., and he sees that they are destroy ed. Printed copies cancelle
o the Asst. Supts, & e
o at once destroved by the Asst. Supt. Tolied to the ¢ stors. and
are ri‘l foreman will see that material is regularly supphed to the compositors,
¢ forenu ; ‘ A
¢ the 1is‘ o scareity of distribution, sorts, chases, furniture, &c., 1lnf<)frm the ASS_'{i
- e 18 ¢ N T 2 > IS T
1? t 1@1@{ i{ When fhere are exeesses of sorts and dlbtlll)utl(r)l‘], tic.lmemim w1
bul)t.f . th(. came to the care of the Asst. Composimg Branch.\ }1 he ((1(;; y gatherings
ranster the s ' i .. . ine rCNCes S
tlf‘m;i( are to be sorted and distributed every 111(,)1“!1111%. \"4 1911t a)etiﬁza?tgréﬁz
0 >odle B . o1 OF itors, reference 1s to >
ot ivt‘(‘” the foreman and the mposers ot compositors, 1‘0 ‘u'l' e e Superintendent
)\(/ ’f ,S"upt and he will send a briet statement, with remarks, to the superint
RSy *y
for orders.
Ay, inposer
AT aner account book. .
valuation hion »"'3}51 R';]lf.ﬂa Ai( count is to be taken twice every month, the book heing
The compositors’ lne ace : ' Y :
e compo L . 8 v 20t ¥
! Lt ‘gh(‘ Asst. Supt. for the frst half of the month on the 20th, and for the
submitted “_" e G of the following month. The foreman values the tabular
o half on the bth o sl oo o] ‘ e
second o eompositor in accordance with the scale h)\u.l, and h_ubnutb the rough
work for uL;n \ tl St s ‘11)1)1.”\“11 before entering them the line account book.
) "'f()rf/l(‘ri5‘\'"“1)“\,‘ e -, Yoyt FTTER - his wor Ta
R)}ooifd Y compositor be Jissutisfied with the valy:m,twn }_)(i.\.sul fl()l l;}s \\01.1;, alb
. . LT “ . atic <
» mu] )(1.()()fq are to be <abhmitted to the Asst. bllpt.f W 1t(i LXH «Ué& 10ns ’t 1 1 1‘2
N r D « ‘ . . . N vorre 3 e 2y )
o li{'m' Jdesives it, the valuation given will then be referred to the Superintenden
(',uln])()S - ' ? ’ .

assists the foreman in entering up the line account book, bill book,

for tnlnlul ”‘r(‘ll«(:":;nm for author’s proofs will e vah}‘u‘d by the fn.re‘man, and checked ‘
} 'm'l-‘llk\l by the Asst. Supt. 1 the compositor 13 dissatisfied w1t1.1 thg time
and mutralied DY 2 A1 aeain refer the valuation to the Asst. Supt.; if no satis-
:1”()\\'(“17 the i()r(.\)nd‘l'lv\\\l f‘(,;“nn(‘w“ll“‘ it and the (w)ml)()sitnl‘ s still dissatisﬁed,
Factor reason 1.\‘ ;flf:l“)‘mmm‘l ro the ;uperintcnd(‘“t for final ()1:(1(\.1‘.\‘.
the pre yobs are to H'li Dtret is prepared the Accountant will send it to the foreman,
“Vh{\“ e Yl()‘llt;l (l"(llwl): 1':)1111);).\']itul' notes the ?”““u“t of his carnings. The fore-
who ml‘l]:t see d l‘.lt-"l‘”“' hook and return it to the A(‘,mmmu:t.
BTN "_].',”l L Tues the tabular work for he Revenue Board department.
The foreman Vil e ndex: attend to final
. pose all nlzlt‘ﬂln (,:\(,(,ptnln, ‘;} e reculate issue of paper
L) dockets. & give out distribution ; regulate 185 pap
}n_\;\,, fy oetting ont the work with promptness and with
to the pressmetts REAE .

i

oy .
Yy Jpepose. T 1

H‘n e 1
corrections, changes

Aeeurney.



4 REVENUE DEPARTMENIL

An imposer will not be granted casual or other leave with pay if another
person is deputed to do his work. When no person is put on, or other arrange-
ments are made, and the imposer’s attendance is good and conduct satisfactory, his
application will be favorably considered by granting full or half pay-. )

The compositors are paid upon the picce-work system s a scale is in foree for
regulating the valuation of cach compositor’s work. Fach compositor ix responsible
for the matter he sets up until it is imposed and a clean proof 13 sent out 5 when no
proof 1s submitted for approval, he corrects all proots ; when proots are returned, if
the corrections are few, the compositor makes then without charge; 1 many, hour
account will be allowed.  1Ie must rectify bud workmanship and uneven spacing at
any stage of progress when it is pointed out to him; he must keep his cases in
good order returning excess types to the foreman, and fill his cases with {ypes
yvhen there is no copy to set up.  He must take carve of hrass rules, quotations, &e.,
i his charge, and avoid wasteful use of materials.
are to be cleared by the compositors. ‘

When line account is to be taken each compositor will see that his rough preofs
are properly arranged for checking, and will initial cach entry in the line accornt
p()ok. He will make out his memorandum for hour account, and after it is passed
1t will be returned to him to be kept until it is entered up in the line account
book.  Memo. slips will be substituted for rough proofs of “care” papers. It 1s
the compositor’s duty to sceure his rough proofs and hour account memoranda,
as without them no valuation will be entered in the line account hook.

Attendunce—from 9 a.m. to 5 p.ar. When there is an abundance of work, the
general time will be from 8 A, to 6 P, for which orders will he issued.  For the
outturn of urgent work the whole or a portion of the department will attend at,
ahd remain until, the time directed by the Superintendent.

During oftice hours no workman 1s to leave without permission, Applications
for leave are to be in writing, and must be initialled by the Asst. Supt. hefore
submitting the same to the Superintendent.  In cases of absence ciused by sickness,
&e., a report is to be sent to the Superintendent.

Midday meal—from 1 to 2 p.u.
may delay the time for taking it.

. Opening and  closing of depurtment.—When the department is attendimg at
Ordu}ary hours an imposer will attend at 8 a.w. to open the department. In the
gvcmng the foreman will see that z_Lll papers are carefulfy puat u‘\vu‘y,_‘_:.n_ul‘“t\;lv

epartment closed.  When the room is kept open by the Overseer fu working the
35¢s af " : M T :
presses after hours, the Overscer will see that the (lup;u'tnu-n‘t’l?fvnl 1m proper order.

‘l_Fmes are nflicted by the Superintendent for bad workmanship, delaying or
ZII)lm‘lrig X()rl.(’ using bad lzmgllegc, being dil'.t,y in (1'1.(.S§ or habits, il‘!‘*‘;,"_“l“‘l' attend-

€6, loud or unnecessary talking, or otherwise infringing the rules in foree,

. Dismissal—for grave irregularities, loss of manuseripts or proofs, charging line
or-hour account a second time, altering the valuation on proofs or memos, after they

have beep passed, destroying materials or stores, or after fining has been inflieted
several times,

The daily gatherings of pre

Urgent work may curtail the time allowed, or

I{olz'dqys.—'l‘he department is wholly closed on New Yo
Queen’s birthday, and Christmas day.
the department attends by half turns.

w's day, Good Friday,
uring the Easter and Christmas holidays

L 4
! A\FZ el . - . : .
;Shuzy{/& of deparbmeat, — 1 forcman; 3 imposers (2 permanent, 1 ]n(-(-(\),
I's . : i € . - e o £ . \ , b e e
30 compositors; 2 examiners; 2 proof readers; 4 reading boys. 3 prosses arc
attached. '

DBooks kept in t{w department.—Work Yook (all (4.0s. are enfeded in it_);
genel“dl work book (i(.)r reports, &e.); duily work hook for cach i partment (i‘”;
Asst. Supt. and Superintendent); despatel, book; compositors’_tri book; fmposers
book ; press book; 11119 account book s attendance hook =tine book s file -book;
rough abstract book ; Bill hook 5 paper aceount Hook /

,\'r'/;/r‘/n/u'/' 1858, .
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GOVERNMENT PRESS—DEPARTMENTAL RULLES.

MILITARY DEPARTMENT.

In this department the currents qnd procefzdings for the Militz'zry Secre’car_'iat and
for the Director of Public Instruction are pnr}ted. When there is no work in hand
and other current departments are pressed with work, the Asst. Supt. will transfer
wous and so prevent arrears.

The foreman 13 in charge ofﬁthe dppgtrtment, _and- 1S responsil.)le for all material,

gd for the carc of pupers sent for printing. It is his duty to give out copy to the
¢lmpositors, and direct the imposers as to outturn of papers; to avoid resetting in
otber departments, he 1s TO du‘ﬁ‘ect th.e imposers regarding papers to be kept standing,
and to take the orders of the Superintendent before breakmg‘ up any of them. He
is to consult the Head lixaminer du}l‘_y regardmg_ the order for examining papers,
and instruct the Overseer as to striking off of formes, particularly drawing their
attention to orders received as to outturn of urgent and arrear papers. He is to
notifs-1o tite Head Examiner and Overseer when he receives orders to work late or
stend early. _
R “Ewm,ughy proofs of ¢ care’ papers are Vz'xlued, checked and memo. slips initialled
by the Asst. Supt. for the compositors before the orl‘gmals and' clean proof are sent
out: all the proofs are then destroyed by the Asst. bupt,. Ordinary proofs are kept,
in the department for 3 months for reference; a month’s ﬁlcs'are taken cach month
to the Asst. Supt., and he sces that they are destroyed.  DPrinted copies cancelled
are at once destroyed by the Asst. Supt. :

The foreman will see that material is regularly supplied to the compositors, and
if there is a scarcity of distribution, sorts, chases, furniture, fch., inform the Asst.
Supt. of it.  When there are excesses of sorts ftnd distribution, the_forcmzm will
transfer the same to the care of the Asst. Composing Branch. The daily gatherings
of pic are to be sorted and distributed every morning. When differences arise
hetween the foreman and the imposers or compositors, reterence 1s to be made to the

Asgst. Supt., and he wi$l send a brief statement, with remarks, to the Superintendent

FOYUCTS
for Al IIPOSCY Wbaxty e foreman ip ente.ring up .the line account bookz bill book
and paper account b()«»ks, and othm:wme assists as dl.rected from time to time.

The compositors’ line account 1s to be taken twice every month, the book being
submitted to the Asst. Supt. for the first half of the month on the 20th, and for the
second half on the 6th of the following month. The foreman values the tabular
work for cach compositor in accordance with the scale ﬁxefl, and s.ubmits the rough
proofs for the Asst. Supt.’s approval hefore entering them in the Iine account hook.
Should a compositor be diﬁsutistied with the vu‘llutt_mn passed for hi§ work, his
rough proofs are to be submitted to the Asst. Supt. with explanah«msi if the com-
positor desires it, the valuation given will then be referred to the Superintendent for
final orders.

Hour acconnt for author's proofs will he valued by the foreman, and checked
and initialled by the Asst. Supt. It the compositor 1s_dissatistied wit]} the time
allowed, the foreman will again refer the valuation to the Asst. Supt.; if no satis-

factory reason is agiven for amending it and the compositor is still dlssatisﬁcd, :

the proots are to he su}nnitted"tn the Superintendent for f‘n‘ml 01'de_i‘s.

When the rough abstract is prepared the Accountant w111. send 1t to the foreman,
who must see that eacl compositor notes the amount of his carnings. The fore-
man will the v iitial the hook and return it to the Accountant.

The ['/ll/l//xw/.',‘\‘.‘:“ll)"-\'(? all matters excepting the monthly tables of contents and
. . MELE S BUIE co ety . Sy Ty ) PN A .
annual index for the I filitary Sceretariat ;- for the Director of Public ln.stluctu‘)n
. imaposer fmposes all motters; they attend to final correetions, &c.; and assist
m onttine out the W‘u]"}( with 131"'1”})“”’3-\' and “’1”] accuracy.

v o



6 MILITARY DEPAVIEMENT.

An imposer will not be granted asual or other leave with pay if another
person 1s dcputcd to do his work.  When no person 1% putoon, or other arrange-
ments are made, and the imposer’s attendance is rood and conduet satistactory, his
application will be favorably considered by granting full or halt pay.

The eompositors arc paid upon the picce-work system: a sealeis in foree for
regulating the valuation of each compositor’s work. foael compositor is respe msible
for the matter he sets up until it is imposed and @ elean proof s sent out when no
proof is submitted for approval, he covrects all proofs : when proots are returned, if
the corrections are few, the composttor makes them without charge; it many, hour
account will be allowed.  He must rectify bad workmanship and uneven spacing it
any stage of progress when it 1s })()into‘(l out to him; he must keep his cases 1N
good order returning exeess types to the foreman, and fill s cases with *t_'pes
when there is no copy to set u};. 7
in his charge, and avoid wasteful use of materials.
are to be cleared by the compositors.

When line account is to be taken cach compositor will see that his rough profs
are properly arranged for checking, and will initial cach entry in the line aceount
book. e will make out his memorandum for hour account, and alter it 1s passed
it will be returned to him to be kept until it is entered up in the line account
book.  Memo. slips will be cubstituted for rough proofs of Ceare’ papers. It 1s
the compositor’s duty to secure his rough proofs and hour account menwranda
as without them no valuation will be entered in the line account book.

Abtendance—Erom 9 a. to 5 v, When there is an abundance of work, the
general time will be from 8 A to 6 ro, for which orders will be s, For the
outturn of urgent work the whole or a portion of the department will attend at,
and remain until, the time directed by the Superintendent. C

During office hours no workman 1% to leave without permission. 1}1)};]1(‘;1&1)«»1\5
for leave are to be in writing, and must be initialled by the Asst. Supt. hetore
submitting the same to the Superintendent. In cases of absenee aused by sickness,
&e., a report is to he sent to the Superintendent.

Midday meal—from 1 to 2 vt Urgent work may curt
may delay the time for taking it.

e . Te e \n(li!l"' at
Iment—When the department 1% atte =
of deparim I In the
BN

The daily ratherings of p

ail the time allowed, or

Opening and  closing
ordinary hours an imposer will attend at 8 A to open thg <lt‘p:n-hm\nt. ‘
evening the foreman will see that all papers are carefully put awaxs iy g ﬂu‘

! e pa -orkin >
denartment closed o le rooin 18 kent open by the ( Y. o SO working
. en . .
prosses after hours, the Overseer will sce that the department 1s le

ft in proper order.

| ndli . Fmanshi Jaying or
Fines are inflicted by the Sl.l])(\l-nlt(‘,lltl(-nt for had workmanship, delaying l
‘ rular attend-

spoiling work, using had language, heing dirty in dress or ll:tlnf-*lu 1w ;ﬁf "
: e 1ntr 1 Vruiaes oree.
ance, loud or unnecessary talking, or otherwise mtrmzng the rules m

S

Dismissul—rtor grave il‘l‘(t;:lllin'm_“"" loss of "“'."“S”.ipts or proofs, (hmﬁ;;:lf{l]:l:
or hour account 4 <econd time, ult(-]-}n;: the valuation on pr().nl‘.\' m']".w,“{“:\:]‘: inﬂi(-,t,o.d
have been passed, dostroying materials or stores, or after fining has bee
several times.

Holiduys.—The dnp:l‘rtmvnt is wholly "]‘_"\'“‘l on
Queen’s birthday, and Christmas day.  During the
the department attends by halt turns.

New Year's day, Good Friday,
Faster and Christmas holidays

: R
1 . . N ‘('0 <t
1IN POSETS (2 ])(‘nnan(nt, 1 pie )

41 foremang 3 R
wit.—1 ’ 3} prosses arg nttachs

2 Immf readers 5 4 reading boys.

Strength of departn

compositors; 2 EXAMINers § )
. Y . AY )1( 4

Books kept in the rl(,’/mrhm'n[.—'—\VOI‘k 1)901&.\‘ (all p.l‘p(m drcl L:‘t( S ondent)
d‘tilvr work hooks for each d(\pm'hmtnt (for Asst. buplt. ‘lill(/'{t{(‘ll(lilll('/()
osp ‘ 1 - ine ace t book ;Zat
despatch books; compositors’ turn hook 5 line account BOGECL s,
fine book ; tile hook ; rough abstract book; bill hook © par -

: file

book ;

-

Oclober 1 558,

Ile must take care of brass rules, quotations, &e, o

>. "3
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GOVERNMENT PRESS-DEPARTMENTAL RULES.

PUBLIC WORKS DEPARTMENT.

Iv this d(‘])urtn}ont Ih_e (:urrents zmd proccodi'ngs., and reports, &e., for the Public
Works Sccretariat (Bull@lngs uud. Roads), (Irmgatmn) and (Railways); reports and
returns for the Consulting Engincer for Railways, and financial ‘accounts "and
budget estimates for the Examiner, P. W. Accounts, are printed.  When there 1s
no Seark in hand and other current departments are pressed with work, the Asst
Supt. will transfer work and so prevent arrears. ’ )
,,T\: T]l(‘ h/’m'(’l}m)l 18 m Cllurgc of the d(\p;u‘tlncnt, :llld 18 1-(331)()‘15“)]0 for all llliltCl‘ia]
a"ix‘.;l for the care of papers sent for printing. It is h'}s duty to give out copy to the
coraposttors, and divect the Tmposers as to outturn of papers; to avoid resetting in
other departinents, he is to direet the imposers regarding papers to be kept smnd?n(,
and to take the orders of the Superintendent before breaking up any of them. He
is to consult the Head Examiner daily regarding the order for examining papers
and instruct the Overseer as to striking off of formes, particularly drawing thc'h’-
attention to orders received as to outturn of urgent and arrear p}ipor& ﬁo is to
notify to the 1ead Examiner and Overscer when he receives orders to work late or
attend carly.

Rough proofs (‘)f Ccare’ papers are valued, checked and memo. ships initialled
by the Asst. Supt: for the compositors hefore the originals and clean proot are sent
out; all the pmm‘s‘aro then destroyed by the Asst. Supt. Ordimary proofs are kept
in the departent for 3 months for reference 3 a montl’s files are taken cach month
1o the Asst. Supt., and he sees that they are destroyed.  Printed copies cancelled
are at once destroyed by the Asst. Supt.

The foreman will see that material 1s regularly supplied to the compositors, and
4 there is a scarcity of distribution, sorts, chases, furniture, &e., mform the l\sst.
Supt. of it.  When there are excesses of sorts and distribution, the foreman will
transfor the same to the care of the Asst, Composing B_l'unch. The daily gatherings

of pic are to he sorted and distributed every morning. When differences arise

. k . . | ; :
hetween the foreman aid the imposers or compositors, reference 1s to he made to the

Asst. Supt,-end he will send a brief statement, with remarks, to the Superintendent
for orders. v

An imposer assists the foreman in entering up the line account hook, hill book
and paper account hook, and otherwise assists as dirccted from time to time.

The compositors” Iine account is to be taken twice every month, the book being
submitted to the Asst. Supt. for the first halt of the month on the 20th, and for thz
second half on the Gth of the following month.  The foreman values the tabular
work for cach compositor in wccordance with the seale fixed, and submits the rough
proofs for the Asst. Supt.’s approval before entering them in the Iime account hook
Should a compositor be dissatisfied with the valuation passed for his work hi_;
rough proofs arce to he submitted to the Asst. Supt. with explanations if the L,'()l'll-
positor desires it the valuation given will then be referred to the Supermtendent for
final orders.

Hour account for autho’s proofs will he valued by the foreman, and checked
and initialled by the Asst. Supt. 1f the compositor s dissatisfied with the {,illle
allowed, the foreman will again refer the valuation to the Asst. Supt.; if no satis-
factory reason ix given for amending it and the compositor 1s still dissatistied,

bty are to be aabmitted to the Superintendent for final orders. -

i L . . .
\\’],(.1“‘1\]1(: rough abstraet 1s prepared the Accountant will send it to the foreman
. N 3 . . . b
who must <. -that cach compositor notes the amount ot his carminus.  The fore-
man will then mic «] the book and retwen it to the Aecountant,

The dugosers impo. Al matters exeepting the monthly table of contents and
. . . y 1 L >, R . - . .

routine (Buldimgs and Roi ,j), and the annual indices; they attend to final correc-
tions, &c.; and assistm cotting out the work with promptuess and with acenyae-



PURLHC WORKS DEPARTMIENT

An imposer will not be granted casual or other Teave with pay b another
person s deputed to do his work.  When no person s put ong or other arrange-
ments are made, and the imposer’s attendanee is cood and conduet satisfactory, his

application will he fuvumbly considered by granting full or half pay-

The compositors ave paid upon the piece-work svstem :oaoseale is in foree for
regulating the valuation of cach compositor’s work.  Each compositor is responsible
for the matter he sets up until it is imposed and a elean proof 15 sent out 1 when no
proof 1s submitted for approval, he corrects all proofs ; when proofs are returned, if
the corrections are fow, the compositor makes them without charge; if many, hour
account will be allowed.  He must rectify bad workmanship and uneven spacing at
any stage of progress when it is pointed out to him: he must keep his cases in
good order returning excess tvpes to the foreman, and 1l his cases with f2pes
when there 1s no copy to set u];. He must take care of hrass rules, quotations, &e.,
in his charge, and avoid wasteful wse of materials.
are to be cleared by the compositors.

When line account is to he taken e

The daily gatherings of ]xr:"’f

111
el compositor will see that his rough prenfs
arc properly arranged for checking, and will inttial cach entry in the line account
book. e will make out his memorandum for hour account, and after it is passed

it will he returned to him to he kept until it is

entered up i the line account
book.

Memo. slips will he substituted for roueh proofs of “care” papers. Ito1s
the compositor’s duty to sceure his rough proofs and hour account s randa,
: . J A . > . . RIIN
as without them no valuation will be entered in the line account hook.

Attendince—from 9 A to 5 rot. When there is an abundance of work, the
general time will be from 8 A, to 6 e for which orders will be issued.  For the
outturn of urgent work the whole or a portion of the department will attend at,
and remain until; the time directed by the Superintendent.

During oftice hours no workman is to leave without permission.  Applications
for leave are to be in writing,

_ and must he initialled by the Asst. Supt. hefore
submitting the same to the Superintendent.  In cases of absenee caused by sickness,
&e., a report 15°to be sent to the Superintendent.
Midduy meal—from 1 to 2 p.w.
may delay the time for taking it.
Opening and  closing of deparimen! —When the department is attending at
ordinary hours an mposer will attend at 8 A to open the department. In the
. ) . BRI
evening the foreman will see that all papers are carefully put away, o7 fle
department closed.  When the room is kept open by the Civ ooy S5 working the
presses after hours, the Overscer will sce that the department is left in proper order.
Fines arc inflicted by the Superintendent for had workim:
spoiling work, using had language, b
ance, loud or unnecessary talkin

Urgent work may curtail the time allowed, or

mship, delayimg or
eing dirty in dress or habits, irregular attend-
g, or otherwise infringing the rules in foree.

Dismissal—for grave irregularities, loss of manuseripts or proofs, charging line
or hour account u second time, altering the valuation on proofs or memos. after they
have been passed, destroying materials or stores, or after fining has been inflicted
several times,

,' . T ! . ., .
Holiduys.—The department is wholly closed on New Year's day, Good Friday,
N L3 . . . . . . p . N oo - . s
Queen’s birthday, and Christimas day.  During the Easter and Christmas holidays
the department attends by half turns.

.

Strength of department.—1 foreman; 4

. . Imposers (3 permanent, 1 picee) ; 32
compositors g2 examiners ; 2 proof readery ;

. aftae 1
4 reading hoys. 4 presses are atta ho

Books lept in the department.—Work hooks (
daily work book (for Asst. Supt. and Sul’Ul‘illtt*ll(l(-nt); contents, roytine and index
: v " - . v e - ! e N . YR < "
hook ; (;()1]1]{().\‘1'(,()1.5 turn book; press b(mk; line account book ; attendance book ;
fine book; file book; rough abstract hm)k; bill hook : gy - ‘fiecount book.
!

all papers are enteres in them);

"

iJetfober 18558,

teompositors,
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GOVERNMENT PRESS—DEPARTMENTAL RULES.

REVENUE BOARD DEPARTMENT.

In this department the currents and p)rOCCCdingSa and reports, for the Board of
> oo (Land Revenue), (Separate Revenue), and (licyonug Scttlement, Land
l:‘—"‘f“‘“’r( 1 Aoriculture) are printed.  (The salt administration and the abkari
I\‘V’C‘,’l",ls Ane e orts are printed in the Revenue department.)  When there is no
&dl]llllx'lst}rlultli((i]fulltlp()fhh(‘l' current departments are pressed with work, the Asst. Supt.
rork and ¢ :
t:(l)lll &ti'lul‘nsfcr work and so prcveﬁnt arrears. . _ )
The foreman s in charge of the department, and 1s responsible for all material,
rhe for . of papers sent for printing. It is his duty to give out copy to the
and For the “fl“’l(hi}.;gt the imposers as to outturn of papers; to avoid resetting in
or don: .t,;?:};ts_ he ix to direet the imposers regarding papers to be ko‘pt standing,
Grlecr depil the orders of the Superintendent before breaking up any of them.  He
s to ml\bi' ;}(‘, lead Examiner daily regarding the order for examining papers,
s 4 '-U(‘m?u,é tli(b (')\v;rsoer as to striking off of formes, particularly drawing their
and 1n‘st1u; orders received as to outturn of urgent and arvear papers.  He is to
at’tql.ltil(tm ‘[](1)(‘ Head Examiner and Overscer when he recetves orders to work late or
Z(f)tt;)llil)(l (i:u-lyj. He must keep the press hook regularly written up for the guidance
L e i ieer. . Y :
01\ f}li{‘(;’u‘;;ll p:wlmfs of ¢ care’ papers are v;}luedi ?he‘(_:(lf.ed‘ 1a‘11‘drnllo‘11n\f). sh‘pg flmtéa}l?g |
by the Asst. Supt. for the compositors before t 1?‘ oxé,,mta 3 ((;1‘1(1 : c‘ c‘a}l p_lo(ig‘ «n_ : 1@ .
out: all the proofs are then dostroyed by the Asst. upt. Ordinary proofs are \Lp]
e department for 3 months for reference ; a month’s hl(:s.arc ’ml\cn' cach month
::: t‘o]ic Asst. Supt., and he sccs.tlmt{ they are destroyed.  Printed copies cancelled
are at once destroyed by the Asst. Supt. , ied to fhe store. and
The foreman will sce that material is regularly suppliec to%t)lc g)lfn}j)om 1ors,Aa‘n

i there is a scarcity of distribution, sorts, chases, fur%l,lt}}]m’ L '(ins(ifln-l t1(e 7 Isﬁfi
Supt. of it When there are exeesses o{ sorts _ﬁndl(}f:’“ lal)utl(')ll’ll’ X 11‘("1?1031;{”}_.“1
transfer the same to the care of the Asst. Composing branch. ] N (1-(1,1 }‘ SALEIINES

' hie are to be sorted and distributed every morning. W en ifferences arise
of pic a AT he fimposers or compositors, reference 1s to be made to the
between the foreman ‘.mdt 1¢ mposers or composit ; ) s, £6 the Sunerintendent
Asst. Supt., and he will send a brief statement, with remarks, to the Superintende

for orders. . . . T

' 4 twmoser assists the foreman in entering up the line accl()un]t boqk, bill -})ook,
valuation book, £ 2 weeount book and attendance book, and otherwise assists as
Y{ ] < 1 o~

directed from time to time; :111})‘(]101‘ Imposer ‘pro‘pal"uoswf‘h‘ed }'()ggl\ldlr);llllrliﬁal? 233
rough valuation br)o.k, the 'ulualh()n hooks for (,oultloi ) -fﬁ t\l, mpL a 8,
Acriculture, and is in charge of standing matter dll( ( 1571‘1‘ uti . e ook b
The compositors’ Jine account is to be tzx‘ken twice cwlu} mtr])n‘ ;;)ﬂle )0(1) f chclllg
submitted to the Asst. Supt. for the first half of therl}}mn’;‘ 1 '(tn 1 2 1\, ?In( t:()ll; lle
second half on the 6th uf. the following 1.11011‘(11. I 1(;‘ 70\11(/]“{“& —\v‘l] e l"t‘ 1t(]) abu a}r
work for each compositor in zwcm‘dzmcc‘ with the s *:thi ixed, ‘Hl : i‘_“ )‘n(n)f 10t1‘}()ugk1
proofs for the Asst. Supt.’s 'appr'm:ul before entermg them 1 "1‘(,1 1fn(: (i(,_(‘oul} k)()(l)
Should a eompositor be (11§.<:1t1.<hcd with the valun?};ill \pa?;\(]t(qﬁ;:lg 11\1‘[’“1[1(113 (;01111:
rough proofs are to be sulnlutte(.l to thp Asst. Sup?. f“%;\lltsl)‘c(;l(lzkgl1 pl‘rir\tondenf o
posttor desires it, the valuation given will then be re 0111‘0( 0‘1 ; " ﬂrl)i" oo )
final orders.  (The Revenue {()1‘011‘1211} vnl.ues the tabular W{)l (f or this ( 'li ; k‘.d
Hour account for author’s proofs will he valued by the foreman, and checke

and initialled by the Asst. Supt. If the compositor 15 dissatistied with the time

< . .

allowed, the foreman will again rof_er the valuation t\o the [}sstﬁulguv &f;;‘i:g‘ﬂi

faetory reason is given for znnon<111’1f_>“ it and the (,ompi)s{ 101 1;5 | dissatisfied,

S ape to he submitted to the Superintendent for final orders.

R ouoh abstract is prepared the Accountant will send it to the foreman,
When 10 th cach compositor notes the amount of hig carnings.  The tore-

o must see te ot ) . o .
who 11 then i11itizln e book and return it to the Accountant.
nan wi ’ o

The imposers impose Il matters excepting the monthly series al}d annual
e 16 Lth/nd to final corrections, changes in dockets, &c.; and assist 1o getting
indices; atte - A
out the work with promptuess and with accuracy.



-

IRK REVENTUE BOARD DEPARTMENT.

An imposer will not be granted casual or other leave with pay il another
person is deputed to do his work.  When no person s put ongor other arveange-
ments are made, and the imposer’s attendance 15 good and conduct xatistactory, his
application will be favorably considered by granting full or halt pay.

The compositors arve paid upon the picce-work svstem: a seale i i foree for
regulating the valuation of cach compositor’s work.  Fach composttor is vesponsible
for the matter he sets up until it ix imposed and a clean proot ix sent out when no
proof is submitted for approval, he correets all proofs : when proots are returned, 1t
the corrections are few, the compositor makes them without charge; imany, hour
account will be allowed.  ITe must veetity bad workmanship ad uneven spacing at
any stage of progress when it is pomnted out to him: he maust keep llls. Cases 1
good order returning excess types to the foreman, and fill his cases \\'.1111 typoes
when there 1s no copy to set 1\1;. Ile must take care of brass rules, ‘l””t‘,‘“””‘*‘,&‘."'
in his c¢harge, and avoid wasteful use of materials.  The daily gatherimgs of 3o
are to be cleared by the compositors. _

When line account is to be taken cach compositor will see that his rongh proots
are properly arranged for checking, and will mitial cach entey in the Iine account
hook. e will make out his memorandum for hour account, and after it is passed
it will be returned to him to he kept until it s enteved up in the line account
book. Memo. slips will be substituted for rough proots of Seare’ papers. It 1s
the (:()ml)()sit()r’s (luty to scecure his muj_:h 1)1-”(.1'5 andd hour account -..‘u"nml':m(l:l,
as without them no valuation will he entered in the line account hook.

Attendunce—from ™) aan. to 5 . When there is an abundance of work, the
general time will he from 8 aw. to 6 rar, for which orders will be issued. For the
outturn ()f urgent work the whole or a portion of the departiment will attend at,
and remain until; the time directed hy the Superinfendent.

During office hours no workiman is to leave without permission. Applications
for 10.21-\"0 are to he in writing, and must he initialled by the Asst. Supt. hefore
submitting the same to the Superintendent.  In cases of absence caused by stekness,
&e., a report istto be sent to the Superintendent. '

Midday meal—from 1 to 2 p.at. Urgent work may curtail the time allowed, or
may delay the time for taking it. ° ’

. Opening and closing of departmen).—When the department s attending at
ordlr}ary hours an imposer will attend at 8 A to open the department. In the
evening the foreman will see that all papers are carcfully put away. b e
department closed.  When the room is kept open by the Ovporseer for working the
presses after hours, the Overseer will see that the dui‘):trt‘m('nt is left m proper order.

_Fines are inf.li(st(,‘(l by the Superintendent for bad workmanship, delaying or
spoiling worb using bad language, being divty in dress or habits, irregular attend-
ance, loud unnecessary talking, or otherwise infringine the rules in foree.

Dismessal—for grave irvegularitios, loss of manuseripts or proofs, charging Iine
or hour account a second time, alterimg the valuation on proofs or memos. after they
have })(3(3]1 passed, destroying materials or stores, or after fining has been milicted
several times. ’ .

II’OZ@’]f‘.’/'S'-—T]“" ‘1“1"“"5}“(‘“'0 is wholly closed on New Year's day, Good Friday,
Queen’s burthday, and Christimas day.  Duringe the Faster and Christmas holidays
the department attends by half turns. °

Strength of department.—1 foreman; ¢ Inposers ; T6 compositors ; 4 oXAMINers ;
3 proof readers; 6 reading boys. 7 presses are uttzl(,,-h(‘(l.

Books kept in the depariment.—Work hook (all papers are entersd 110,
duily work hook for e_zu:h department (for Asst. Supt. and Sap "’,"““'“d(\'m%
("‘”“I)‘)Sit”m, turn book; imposers’ books ; press books; series hochs; lme account
book ; attendance book; fine book; file book ; r;)ll;rll ahstr it ]),””],{: r(m;{h b.]”
Look ; bill book ; paper account books; valuation hooks fe-. Court of Wards, Speciul
Funds and Agriculture.

Oclohey [SSS.
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EXAMINING BRANCH.

Tue duties of the Head Ezaminer arc to supervise the examiners, proof readers,

end reading boys. Inthe absence of the Superintendents he will attend to inquiries

ar. references, afterwards reporting how he has dealt with them. In the absence
of *he Head Examiner the Asst. Supt. will supervise the Examining Branch.

The Head Examiner must make himself acquainted with the daily progress of
work in all the composing departments referring to the work books for the necessary

information, and so arrange for the distribution of the reading and revision of

proofs that there is no delay, and that urgent papers are promptly dealt with.
The foremen of departments will inform him when they receive urgent papers,
and ordcists attend earlier, or work later, than the ordinary hours; and the Head
Ex.aniner will arrange for the examining accordingly.

The Head Examiner must endeavour to scttle all queries in proofs, and if
necessary refer them to the Asst. or Deputy Supt., or to the Superintendent, hefore
the quertes are referred to the author or to the department to be settled.  Ile will
carctully look through the work examined to sce that due attention has been paid
to the examining of proofs, that head-lines and sub-heads in proceedings are in
suitable type by a judicious usc of capitals, small capitals, and italics, and that the
directions given regarding spelling, use of capitals, and punctuation are carcfully
attended to, and bad divisions of words are avoided.  He will see that each ¢ care?
paper is read and revised by an examiner ouly; and that India and Madras Acts
are read three times, and all other work read twice.

Leave for a few hours may be granted by the Tlead Examiner, but if
frequently applied for by the same person the application is to be referred to the
Superintendent. - . .

mLa-Head Examiner attends at 9-30 ., and will remain after 5 pt. when
the work in his Lrav<l »equires his supervision.

The ezaminers pass final proofs, and are responsible for the aceuracy of papers
examined by them, that directions regarding spelling, use of capitals and pune-
tuation are attended to, bad divisions of words are not passed, that the letter
press 1s properly Ieaded out, and the columns of tabular work are of proportionate
width and rules neatly joined; the proof readers vead rough proofs and revise
forme proofs, and attend to the directions regarding sp(rlhing, wse of capitals and
pmu:tuution. As opportunities present the more ',ul)ul')lc of proot readers will pass
final proofs, and sonte of the reading boys will be given an opportunity to read
vough and forme proots. - . .

“When a proof reader has finished a rough proof he will write the eompositor's
name, his own name, :}ntl‘tlu.z date of pa,j'sing it at tho.bnttmn 1‘1g’11t—‘]1u1u1 corner of
the pr(mf: the compositor’s line account is paid upon his rough proot, and the proot
reader must carvefully attend to these details to prevent attempts at fraund, or the
line aceount being rejected byvaus_e the_ proof has not 1)0(‘1‘1 prul_wrl_\' pussc.l. The
examiner writes © examined.” adding his name and .dutc ot passing. at the top left
hand corner of the proof; when he sees a revisp afterwards he writes Srevised,?
puttnig his initials and the date at the top lcit—]lulu! corner. Forme proots are
only initialle d and dated at the top left-hand corner of the proof.

Attendance—ivom 9 aan to 5 P When there is a pressure of work in the
composing departments. or urgent wmjk,' n hand, ﬂle )\"]]ul(} or Iu_n-nmlx of the
Examining Branch will arend aty and remain until, the thne directed v the Heyd

Ioxamier.



X
TXAMINING BLANG T

Jurine 1o . .
](_\a\'(\I :lllil\nt: ‘\')?”i?\ ]\l:f:‘t:? ]1("””“ i to leave withont permission. Applications for
submitting the sime t tl}“L;”Hl ot bee fnitialled by the Tead Vxaminer hefore
Con e i ] o 11[wrm‘t--ml"-m. In s of absenee caused l»_\'..\'n'klu‘h'?‘)
. port must he sent to the Superintendent through the Hewd Fxmmmer.
‘1[["{’/",’/ medd —Arom 1 to 2 po.

mav del . . Urgent work may curtail the time allowed, of
nay delay the time for taking it.

Promotion —will e by senjonty the Superintendent considers {he exammel
e eaede Croad; S B ! X
proof reader or reading boy 18 qualitied, and his attendanee and conduet have heen
H(ltlsf:l(‘h)r)’.

v . - .
Fines—are inflicted by the Superintendent for earclessness mn ]mssinin'

y l)rnofsy
ate attendance, or otherwise infringing the rules in foree

Dismissul—for grave irregularities.

][u[l'tltu/s‘ —T1 1 1 i 1 1

S, 1¢ l()lld’lys given in the Com ¢ leay,
- . ¢ )()Hlllgf > rerulate tll ¢l
for this branch, l Branch re; ulate y

Strength.— s caminer: 9 examine , :

10 r(l)fc”.’]”’-l 1 11[‘3‘“1 I‘IT*“"“N‘T, 9f“-“*‘"l”“‘ rs, Ist grade; 8 examiners, 2nd grade;
) ¥ ' . e e . o~ .

P readers, 1st grade; 7 prool readers, 2nd grade; 35 reading hoy.

attendance

- -

. 1‘I)’oo/s‘.*z kept.—Attendance books; fiue and dismissal book; volunteer
0OK. '

<
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PRESS AND MACHINE DEPARTMENT.

and supervises the inferior servants.
< . :

- . Jepartment P AT
ThE Overseer 1s in charg® of Ihlll‘ -'11‘ }Ml'fm. s’ of work 1 the C({mpongdlimnt(l}}]l’
Bis dutics are to watch the da voprogre , striking off does 1o clay the
and so ‘:il\mltlr(( tt](n‘ pre=s qud machine \V”r]{ that tthqb(\(\ that ﬁlc messengers leave at
(1 so arrange L L ust see it .
. N - oyrinting. e ‘eory cach evening and
completion of papers sent 101 prinuns. ST eels for delivery ed ’
pletion ol pi L eons take their P‘““h r J Jharee after office
the proper time, that the peots When 1n chargo €

. ar N )1‘(‘nlih'CS- A S
the might peons ave O duty 1o eusrd th:} that are expected, and telegrams, and

. . N -'; COVe . M 3
hours, hie will open urgent o1 -1’““1 ' ng the Supurmtendcnt how he

v orwards infornit
see that they are attended o, afterwards

- . - 18 Y ore
has dealt with them. e the office; if a department 18 to attend befo
The Overseer Opens and closes the )

. - e s res yonsible for
8 oman will open his own dol)m-hmn‘t ‘(:‘111‘).1&“ e Cﬂ—i(,iclmly M T
., the foreman « of the workmen, and that the sear o fciently @
the mgress and ('LIN\I.T )u ,m;t o the pi‘(}llli.\'t‘ﬁ are 5\\'01_)1/ at ‘(11'0 proper JOUrs ;
out by the peens v.L tls- are attending to their 1‘051)0('{1\'0.duhcs. o
Shat, the inforior SO ']‘. (Overseer the Storekeeper will attend to his duties.
In the abseht of the T asses the workmen at the gate between 1 and
The Asst. Composing }5‘1;““:1‘ passes tho
2 and frow 9 0 ')"5‘ P.,Al'; of the dopurtmcnt, and prepares overtime and pay
e, ot k1u:1-)ii -tltll(ie ):lv;t:‘.“dmwe of all permanent employ¢s.
lists, ke 1o . ) - 4« the Overseer by secing that there is no delay at any
The press maistrif HSMSFB ,kuhél ys 1n rgolt‘imr the formes ready for striking, and
stago in tuning out the «unln‘iwsf the {)31'055111011 and inkers.  The pressmen
keeps grood order and quictness @ u

arc¢ res I ‘ e ( 1 %Al \b i * ¥ 1(‘r ()f “l(‘il‘ 1) "CSSCS 1]131‘: l’(,‘ddy
5' € " > '10'11\1111(‘»\\ 1d- ()11\\]1” Ord ‘ )8,
Ln‘l)()ll-‘l )1 > f‘)l 11 < - 1 N

the inkers keep their rollers i working condition, Feg ’
up colour :m«{ even distributiont of ink. . .

Tho machine maistry assists the Overseer by se(nln;; fth‘at )t‘h’e‘rells fno delay at
any stage in turning out the work, }‘01])3 m gct'tmg‘t 1 m,‘;‘l{“b‘ }Lm)/y. ’t»r‘§111~fl.<111g,
and keeps good order ;111«1'(1111(411(‘.*% m the nuu'l'nnc—ltxgnl}. L \f/ .){U;u z‘i‘m, )“41{“ u‘s are
responsiblc for the working order and cleanhiness of t 1({11‘1] 1‘1121(,/('11?1‘01 1'nddco 10“‘1}’
each forme, regulate the ink-d}lt"f, ﬁ'lld lay on the sheets. 16 lakers-off and wheelers
see to the rollers and work oft copies. .

When necessary, the re}novul of press plant, stores, &e., to different parts of
the office is carried out by this department. )

Hours ry’atlmultuu‘d'-g A, to & P The Overseer and clerk attend at 8 A
Inkers, takers-off and 2 lmited nun}bcr of whe?lcrs attend half an hour earlier to
get their rollers into condition. It is seldom this dcpartmcnt. lcaves' before 6 v..

Midday meal—from 1 o 2 P Urgent work may curtail the time allowed, or
may delay the time for taking 1t-

Fines—are inflicted by the Superintendent for bhad \vorkn}mlship, delaying or
ax Vg work, using bad language, being dirty in dress or habits, loud or unneces-
sary talking: or otherwise infringing the rules in foree.

Leave—on full pay is rarely granted ; for casual and sick leave half pay 1s
usually gmnted if attendance is good and conduet satisfactory.

P;«o;no{ion——will be b seniority if the Supeyintendent considers the workman
is qualified, and his attendance and conduct have heen good.



xiv PRESS AND MACHINE DEPARTMENT.

destroying materials or stores, irrcgular

Dismissal—for grave irregularitics,
cted several tumes.

attendance, or after fining has been infli
II,,[g',[,Q/s,_—'l'lxc holidays aiven in the Cnmpusing Branch, and work to be done

at the tune, regulate the leave for this branch.

——

Strength of Jcparhn(’nf.——l Overseer; 1 clerle; 1 press maistry ; 34 pressmen
. : 1 3 . 3 : v . N 3 M ~ ’
11 galley pressimen; 34 inkers; 1 machine maistry 5 16 machine minders; & takers-
off ; 22 wheelers; 1 counter; 2 dampers.
Books kept in the (I(’/mrlmmzt.——Attcndzm(‘,e hooks of permanent establishment ;
M » < N . 7 ’
overtime book; fine hook ; volunteer attendance book; cooly attendance hook ;
vnlgntccr and cooly abstract book ; gcncral leave register ; press and machine 1(::1\'0i
register.

e —

Inferior servants.—2 jessengers 15 peons; 1 glazier; 1 masalchee ; 2 cart-

men ; 2 toties; 6 sweepers.

October 18588.
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BINDING DEPARTMENT.

TrE foreman is In charge of this department, and is responsible to the Superintendent

for the care of books and papers sent for binding, stitching, ruling, &e., for all

material issued for use, and for the working and good order of the department. In

the temporary absence of the foreman the clerk will be in charge.
It 1s the foreman'’s duty to see that current papers are stitched as soon as
received ; that monthly and quarterly volumes of proceedings, annual indices and
the monthly part of the Madras Law Reports are taken in hand as soon as the last
‘sheets are printed off ; that a sufficient number of men arc told off for the Gazette
on gazette days; that the District Gazotte supplements arc folded for issuc as
cm‘nplctcd . that urgent work is specially dealt with and the Deputy or Asst. Supt.
info.med of its despateh s that annual reports are promptly issued after G.Os. are
* gtruck off ; that care is taken when stamped paper is received for ruling and when
watermarked papex ‘< in his charge. Lle must scC all work before d(,*:i)at('hinrr to
ensnre that it has been propcrly finished, and that dircetions given arc carried %ut
He will take the orders of the Supcrintondent regarding dcscl'il)ti£)11 of binding t(;
be used when 1o istructions are sent with the work.
He will so arrangc the work amongst the binders that there is a regular daily
outturn, and when there s @ large number of sheets or books to be ruled, paper
covered, or bound, he will arrange for a fixed quantity being issued weekl’y llllltil

the whole 18 complctcd.
A clerk assists the foreman 1n keeping the hooks of the department. (The

junior despatching clerk sees to the despatching of the District Gazette supplements
“and Acts.) .
A#endance—Irom 9 aat to 5 par. When there is an excess of work the
1 1 . 3 : . . y
encral tine will he from 8 A 10 6 p.r., for which orders will be issued.  For the
outturn of urgent work the .\Vh()l() or a portion of the department will attend at
and remain until, the time directed by the Superintenden’c. !
During office hours no workman 1s to leave without permission. Applications
for leave are to be in writing, and must be initialled by the foreman before submit
. ~ . A 4 -
ting the same to the bupermtendent. In cases of absence caused by sickness, &e
a report 18 to be sent to the Supcrmtcndcnt_ ’ 9
Midduay med %“11"_““ 1to 2 DML Urgent work may curtail the time allowed, or
may delay the time for taking it. /
and closing of f/,,’/mr[mmzf.——\thn the department is atten dine at
RPN -1 N o, e ¢
the foreman W ill open the department; whon it is necessary to S o
the department at an earlier hour for special we 2k the Overseer will dﬁpen }the
dcpurtmont and put the scunior binder present in charge. In the cevening the
: -1 - el 1Q = o 1
foreman will see that we yrk i1 progress 18 carcfully placed on the tables, or put away
and the department closed. , or put away,
P""m”ﬁ””‘“‘"‘n be by seniority if the Supcrintcndont considers the binder is
attendance and conduct have heen satisfactory
Ty,

Openinyg

ordinary hours

o (.
quuhiu:d, and his

Fines—are inflicted by the Superintendent for had workmanship, delaying
or spoiling work, using .])““1. languaze, heing divty in dress or habits, loud or unnéce;
Bary talking, or otherwise mfrimgmg the rules in force.

Dismissal—10" grave irregularitics, destroying 11_1&t01‘ials or stores, irregular
attendance, or atter fining has been inflicted several times.



X¥v1 ’ BINDING DEPARTMENT.

Holiduys.—The department is wholly closed on New Year's day, Good Friday,
Queen’s birthday, and Christmas day. During the Kaster and Christmas holidavs
the department attends by half turns.

Strength of department.—1 foreman; 1 clerk; 1 gilder; 12 binders, 1st grade;;
26 binders, 2nd grade; 3 ruling machinemen ; 47 binders (piece).

Books kept in the departmiont.—Book showing receipts and issues of articles;
work register; ruling register, with alue; perforating register, with value;
numbering register, with value; binding valuation book ; map register; file hooks ;
contingent book; rough abstract (piece); absence book (picee); overtime hook ;
overtime abstract; attendance book ; engagement, fine and dismissal book ; acknow-
ledgment books—DBoard of Revenue proceedings, and general work.

October 1558,

P
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