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GOVERNMENT PRESS, MADRAS.

ACCOUNT AND SALE DEPARTMENT.

In this department the permanent and piece abstracts are made out and salary
bills drawn, all returns and statements are prepared, cash accounts kept, payments
made, correspondence drafted, copied and filed, service registers written up, issues
of publications made to officials and subscribers, and sales made to the public.

The Accountant is in charge of this department.
from the line account books the wages due to each compositor ; to check the totals
and cost in the departmental monthly bill-books; to check all bills of private printers
according to the sanctioned scales of valuation, and the indents for press materials
for district presses; to see that bills are periodically submitted for printing the
University examination papers, and for printing work done for the Madras Harbour
Works, State Railways, Madras Municipality, Madras Literary Society, &c.; to see
that the cost of private advertisements and advertisements for municipalities and
local fund boards appearing in the gazette and on the wrapper of the Madras series
of Indian Law Reports are recovered either before issue or immediately afterwards.

The Accountant prepares the following returns, statements, &c., keeping to
the periods fixed : ,

January—statement showing dates of publication of vernacular Aects for half-year endin
31st December forwarded to Government. March-—statements of Indian Law Reports to be
forwarded to Accountant-General for audit. April—annual indent on Secretary of State for
machinery, binding materials, &c., submitted to Government in triplicate ; acknowledgment to
Accountant-General of Rs. 500, permanent advanee. May—detailed and other statements in
connection with permanent establishment sent to Aceountant-General in duplicate and triplicate ;
balance sheet and cash expenditure for press annuat report. . June—submission of press annual
report, with summary, to Government ; submission ¢f store ‘Teturns to Accountant-General, with
a review ; value of Sanitary Commissioner’s quarter} roceedings sent to the Accountant-General ;
the value of work done for Commissioner of Paper 8urrency, Presidency Port Officer, Deputy
Conservator of Port, Inspector-General of Registration, Inspector-General of Police, Registrar-

His duties are to work out

General of Births, Deaths and Marriages, Superintem{lent of Lying-in Hospital (for calendar year) -

July—proceedings of Liocal Fund and Municipal department are valued, and statements submitted
to Government ; statement showing dates of publication of vernacular Acts for half-year ending
30th June forwarded to Government. August'—the‘value of work done for Board of Revenue for
Special Funds, Court of Wards, an Agriculture lis forwarded for adjustment.
Budget estimate submitted to Government and Accountant-General.

(In August the Storekeepgr prepares the statioxhery estimate for Europe and country articles
for submission to Supt. of Stationery ; Government {ire informed that the stock of press stores are

ready for verification (the audit is usually taken i September). In November the stationery
indent is submitted to the Supt. of Stationery.] ju

In the absence of the Accountant the cashkeeper attends to his duties.

The cashkeeper is responsible for the y ceipt and disbursement of all monies
received into the press: memos. or hills foI(j payment must bear the signature or
initial of the Superintendent. He remits to| the Bank of Madras twice in a month
the cash balances in hand; prepares the pelf-manent and piece abstracts; pays the
establishments; writes up the cash-book ; prpares all bills for drawing money, and
disburses the same; receives the subscriptions for the gazette and law reports;
attends to sales of Acts and publications efffected by correspondence ; keeps the
attachment book ; prepares the monthly dedwetion list for submission to Accountant-
General; and otherwise assists as directell. On appointment the cashkeeper
deposits Rs. 2,000 as security. ‘ (

The first clerk is responsible for the ¢orrect distribution to officials and sub-
scribers of each issuc of the Fort St Geoprge Gazette and its supplements, the
G.0.C.Cs. and the G.0.Gs.; sces that the coifrect amount of postage is affixed on the
wrappers for each issue; isin charge of the Jfists of officials and subscribers ; submits
lists of officials receiving gazettes to Secrotapfies to Government for revision; keeps
a sufficient stock of wrappers on hand ; and $ees that the surplus stock of gazettes is
given to the store attender. He is alyo resl)onsible for the correct distribution of
the monthly parts of the Madras series of the Indian Law Reports ; sees that the
correct postage is affixed for each issue, and pbn packets; is in charge of the lists of
officials and subscribers to the Madrag series| and complete series; drafts replies to
s11bsc;‘ibers ; s n charg_e of the surplus stockf of law reports;

y 20d private gpbscribers’ distribution list, Ife is in

communicated to those officers; the press accounts “f;).re ready for audit by Accountant-General.

September—
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xx ACCOUNT AND SALE DEPARTMENT,

charge of the sale-room, and attends to persons applying for copies of Acts and
publications, and otherwise assists as directed.

The second clerk attends to the tclephone; enters in the telephone booR ‘all

messages received and replies sent; values work as shown in the line accoint
books; enters up the job-work in the daily and in the monthly valuation ‘300 8,
and prepares the annual job-work statement ; and otherwise assists as direeted.

! The third clerk is the correspondence clerk ; h(; copies all correspén(ilen(f:e into
¢ the letter book, files all letters received, and assists as directed. All drafts are
" initialled and letters, &c. signed by the Superintendent.

The fourth clerk enters up the day-hook, and prepares bills for advertisements:;
values work as shown in the line account books ;¢and assists as directed.

The under-warehouseman is responsible for tho safe custody of all Acts am%
publications received for sale, keeps the stock books showing receipts and h1tssulelz-3 0
the same, and attends to the indents for Acts and other publications. When he 1s
pressed with work the store attender assists him. ' .

The packer makes up packets and parcels ready for the post or for delivery,
and assists in the sale-room. ‘

Attendance—from 10-30 a.m. to 5 p.M. for the Accountant, cashkeeper, ar}lld
clerks #9 ay. for the under-warchouseman and packer. When necessaigy the
department will work earlier, or later, as directed by the Superintendent. , urlal;g;
office hours no person is to leave without permission. Applications for .tez{tve are
to be in writing, and must be initialled by the Accountant bpfore su(}z)ml ing 1o
same to the Superintendent. In cases of absence caused by sickness, &c., a repo
is to be sent to the Superintendent. d clerks :

Midday meal—from 1-30 to 2 p.m. for the Accountant, cashkeeper, and ¢ ?Irth ;
1 to 2 p.u. for the under-warehouseman and packer. Urgent work may curtail the
time allowed, or may delay the time for taking it. £ th

Opening and closz'ng.—'%he account-room is opened at 10-15 A.m. by one o The
clerks, and in the evening the cashkecper will see that it is properly closed. The
sale-room is opened at 9 A.m. by the under-warehouseman, and In the evening
the first clerk will see that the room is properly closed. ] L. 1

Flines are inflicted by the Superintengent for inattention to duties, irregular
attendance, or otherwise 1afringing the rules in force. Lo 1

. Dismissal—for grave irregularities, or after fining has been inflicted severa
times. .

Holidays.—The department is wholly closed on New Year’s dax, Good F f}gayr
Queen’s birthday, and Christmas day ; during the Easter and Christmas holidays
the department attends by half turns.

Strength of the department.—1 accountant ; 1 cashkeeper; ¥ clerks ; 1 under-warehouseman ;
1 packer.

Books kept by the Accountant.—Abstract transactions for each montb ; rO}lgh d&beootlfcé
day book ; advertisement bill book; counterfoil receipt book for Aots, &o.; ditto .fo(;— tﬂf‘;’ ‘k
subscriptions ; ditto for Indian Law Reports subscriptions ; correspondence book ; -mﬁ en b Ok :
for Acts, &c.; job valuation book ; monthly job valuation book ; dismissal book ; nfeb'l(l)o of
requisition book for the local purchase of maferials; book showing number and amount of bills
private presses passed for payment. . c

Books kept by the cashkeeper.—Ledger ; rough cash-book ; cash-book ;» contingent i‘eg?te:s ;
permanent establishment acquittance roll; piece establishment acquittance roll ; vo. “f‘ ‘Sgok
acquittance roll ; sslary attachment book ; day book of cash sale of Indian Law Report; 0o
showing the receipts of money orders and choques ; service postage books ; abstract statemen der
expenditure ; bank receipt file bock ; leave statement file book ; permanent and piece office orﬂl,’5
file books; extra estahlishment and overti ne file book; G.0. file book; accountant-gener:
circular file book ; bill file book ; tenderers’ 'ile book.

. - y oy . le-
Books kept by the first clerk.—Private ]ostage book ; Gazette subscribers’ re ster ; supp
ment subscril?;rs’ register ; peon's gazette de ipatgx book ; file book. Indian I,Jaw_ ﬂqpor@s—sltizzlf
ledger books ; despatch books yofficial dist ibution list ; private subscribers dlstnbutl:gﬁ o
Calcutta subscribers’ list ; Madtas subscrib rs’ list ; Bombay subscribers’ list; Allaha
scribers’ listX G.0.G. and G.0.C.C.—subscr bers’ register ; despatch book.

Books kept by the under-warehouseman.—, Ledger of India Acts, english, tamil, telugu, canaf::?,
malayalam, and hindustani ; ledger of Madr 18 Aots, english, tamil, telu%;x, canarese, mnlag' 8 tous
and hindustani ; acknowledgment book of A ts, &o., supplied to officials ; book showing gratur
supply of Acts, &o., to officials; book showin g Adts, &c., received ; file book for Acts, &o.

August 1889,
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