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APPENDIX—I, PART -1

(Paragraph 31.5)

Receipt Register for Dak Section

Consgcutive Frem whem To whom Whether Regis-| No. and date Remarks
Number received addressed tered letter or g
Insmred Article

Note:—(I} Tbisn]Regiltcr may be maintained for registered letters and Insured articles
| only. J

| 2) Thg date of receipt may be cntered at the begimning of the entries fo L
ay.

APPENDIX—I, PART—2

(Paragraph 36°1)

Register of Letters Reccived

Consecutive From whom | No. & date Subject im | Initials of Assi-| File No. in which

Number received of letter brief stants to whom| dealt with
made Over
I —
1 2 3 4 5 6

Mote:—The date of receipt may be entered at the beginping of the entrics for the day.
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APPENDIX—I, PART—3A

(Pasagraph 124)
Register of Fileg Recsived Unofficially

Consecuative Date of |[From whom | File No. | Title of | Movement , Date of return
Number receipt | reteived the File | of the File 4

e

{Assam Schedu!e Vv, Form No. 62 by imterchanging somc of the columns)

APPENDIX~I1, PART—3B

: ~ (Paragraph 125)
Register of Files lIssued Unofficially to other Departments

i :
Consecutive Date of | To whom sgent [File Number Titleaftbe, Date of I Remarky
Number Issue File return i

i

Note:—Date of issue of a reminder will be entered in “‘Remarks” column.

2. Date of retum in Column 6 will be the date on which file is returned by
outside Department. .

LY



i 141

APPENDIX—I, PART~—#4
(Paragraph 48)
Log Book of Assistants

———

I Fils number where receiptis placed { Date cf Act!ss

}

ate:—The date of receipt of a C(dmmunicaifon will be entered at th:
beginning of the entries for the day.

i e | | 7 T

APPENDIX—I, PART—5
(Paragraph) 81.2)
Logbook of Typists

No, of lines typed from
ject matter l Priated/ yped matter l Manuscript

Tabulation/Stencil
cutting.

_ 1 ‘ —2\ , > 4_ .

Date of work may be entered at the beginning of the entriesfora day.

. Pending work should first be entered in column (1) below the date
line drawn below the list of pending work. Next, below the line, the
ved during the day should be entered, When any work either pen-
reccived during the day will not be done in the day a cros ‘X’
‘should be given against the subject matter in columns (2), (3) and (4 for
g book. In case of any work which could not be compleied during the
e number. of lines of that work done during the day should be entered
¢ respective columns (2), (3) and (4) amd the word ‘incomplete’ should
ed below the number of lines.
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3. An illustration of making entries in the log book is given below:—

i —

Subject matter No. of lines typed from

Printcd/typed | Manuscript | Tabulation ltud

'mntter | ]l eqtiing
: 2 If s ‘
17th January 1976
Letter No. AR. 47/74(3 _ s e 20
Letter No. AR. 12/75/14 £ 30 iy
Office Note (File No. AR. 50/75) - 50
Administrative Directory . e 150
(mcomplem

80 170
18th January 1976
Administrative Directory "5t 05 : <
Insiruction for typewriting .. 250

: (incomplet)
Letter No. AR, 10/75/27 aa 25
U. O. No. AR. 25/74/60 s 20 <
Lesser No. AR. 18/75/3 ' A
Assam Co-operative Service Rules 53 50
: - (incomplete)
19th January 1976 . 70 275
Administrative Directory 250
Instructions for Typewriting & 100
' (incomplete)

Letter No. AR. 18/75/3 ‘ - 25 . s
Assam Co-operative Service Rules 100
Letter No. AR. 12/75/19 12
Copy from Assam Public 18

Commission Regulations.

18 187 350
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4. At the end of cach month a monthly total of each of the columns
(2), (3) and (4) should be drawn up. Similarly, at the end of the year an
annual total of the work should be drawn up from the monthly totals.

] 5. The Branch Offiecer will make some toest Checking about
made in the log book at such interval as he may deem fit and in any case
not less than two such checks in a week. The Superitendent of the Depart-
ment will keep a close vigil on the entries made in the leg book.

APPENDIX—I, PART—#6

(Paragraph 50.1.4)
Certificate for Return of Stamps Affixed in Excess of Legal

Requirement.
FORM
“No,
Office
Court of the
Dated... . ...
CERTIFICATE

Cortified that...svemsanis co svavy e stamp(s) of the wvalue of affixed
to the petition in...... e sluighe oyt ... Petition/Case/File No. of 19........ in this
Office/Court isfare in excess of Legal requirements......ceeceeeeei.v venn.... and
has been unnceessarity affixed.
have ;

HEAD OF QFFICE
JUDGE
MAGISTRATE
APPENDIX—I, PART—7
" (Paragraph 64)
Precedent Register
J ~
Subject File Number I Decuion/Ruling

1 : 2 | ]
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APPENDIX—I, PART—8
(Paragraph 68. 1. .I)

Acknowledgement Card

N\l-u-u- Pemree iwe ...Dab. L L L L

©
To
Subject;—
Sir,
I am directed to acknowledge the receipt «f your letter No.... .,
I have the honour
Dated..........« e and to say that—

*(1) It has been transfered to ....c..coeemeeeevnnncto which it

(2) Action is pending the receipt of a Court Fes Stamp ¢
Rs....cceie.eaee.which may be sent to this Department at g
early date.

(3) You will be informed in due course of the action
your letter.

Yours faithfally,

*Delete the items not applicable.



145
APPENDIX—I, PART—9

Serial No. - Name ef addre.see

=

= (Paragraph 85.2)
. Peon Book
i i =
Letter No. & date | Signature of addiess».s

2 f 3 : 4

' |

[ 1

Note:— 1. The date of issue will be entered at the beginning of the entries for
a day 3

2. Name of Peon may be given below serial Nunber where necessary.

APPENDIX—I, PART—IO
(Paragraph 90.1)

Despatch Register

& 1
Serial No. | Scrial No | | Letier No. l Whether by regi- Postage
including ; To whom addressed : &Date ! stered and insared stamps
copies l 4 !‘ ' cover !
i
1 2 ! 3 { - 4 5 l 6

Note:—!. The date of despatch will be entered at the beginning of the entries
for the day

2: Column 1 will indicate ore number for one issue excluding copies.

8. Column 2 will indicate the total pumber of issues including copies.
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APPENDIX—I, Part—I11
(Paragraph 93.1)
REQUISITION FOR SERVICE POSTAGB STAMP

Bill N0 T «oivansbososiid

Not payable in cash bat by book tramsfer

Voucher..... . ..

Bill for service postage stamps of the gﬁice OF .. ot v 1 T

for the month of ... .isece  cvr  covorsuens
Head of scrv:ce :

Department ... .....

Postage stamps required of the following denomipation

1 rupee stamps
50 paise stamps
25 paise stamps
i 20 paise stamps
10 paise shmp.
5 paise stamps
3 paise stamps

2 paisc stamps

"1 paiss stamps

Rupees (in words)
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ount of contingent Allotment Expenditure . |
. of Allotment i S ,
duct expenditure: —
" Amount - S

Rs. | P |

al of present bill

tal of previous bills as shown in bill Ng. ’

tal Up-to-date s = i

Balance o ; e | _
i I

ceived payment in -service postage stamps, and certificd that the expen-
charged in this bill could not with due regard to the interests of the
¢ service be avoided, and also certified that the stamps will be uscd om pre-
postage on communication bonafide on the service of Gevernment, and for
ther purposcs as are authorised by the Post and Telegraph Deperiment.

Head of office nd designation
PAY RUPEES...

(R$: «ee:vvevwe oo ....) by transfer credit to Post Office.

oo obih LeRhedbe Fadai s v oo TreusneyiOficer,

FOR USE IN ACCOUNTANT GENERAL'S OFFICE
Audit Register Page . .eecer:ivemnicrenivenneiniins

Admitted Rs. .
Objected to Rs. ... ...
Superintendent.

Auditor
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APPENDIX—I, Part—lx
(paragraph 93.2)

Stamps Account Register

Value of <tanips used during

| é’ ' ;_-' = .the day. ;
L R S
T L ] .
J& 1% Hdabdct., | <1
§° | & e | 3 | = | & -
1A, | 8 28 & [£s ; E |8 2
g= ! | E'g = 82 | w | 3 z
Date « & i ¥ | g i g
a. I E —o I i o= & | = é
B | §. | ©% FE= E | R @ %
St i 2ty 8. | Be 2 | 5 s B
55 | wv S 3 : SIS WS ¢
] i
v e 38 ) ' = [ e ) & & < | o~ v [-4
;g ; - - 85 ! ol i e { e 5
- i = ] : - 1 ' =
= E I e i 3% =9 ! ..u:,’g : -2 ! 52 | & |
>3 >8  RE P PE | Ze ¢ R i S8 | e
! { !
T S ; Bl (" { - l
] ]
1 2 l 1t I 6 O . 9 10
APPENDIX—I, Part—I13
(Paragraph 122.1)
" File Repister
File No. . sesivi e 5 8
MR- IS .oy e o rah Datag RN @ meEaw e s sabidaes | v TR Lo o
Connccted files ] Date of opering { Dawe of recording
1 89 4 2 k 3)
Movement of main file ] Movement of part files, if any
i . & o : . |
’ 3 , 4 | s . 6 Port 1 Paa 11 i Part 1NN

/In modification of Assam Schedule V, Form No. 61)

Note:—1. The movements with dates should be indicared along the verti
columns downwards starting fiomn column I.

2. There will be an index to the registr which will be maintained alphs
betically subject wite, giving file No. and page number in the maij

register.
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APPENDIX—I1, Part—i4
(Paragraph 125.2)

Assam Schedule II, Form No. 47

'REMINDER FOR U.O. FILES

Department Braach
Date , the 19
The
Will the office of the

~ Please return with the necessary notes
the following files which were issued un-
officially on the dates noted against each ?

Date File No. ! Bricf subject

Reply.
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APPENDIX—1, Part—I15

(Paragraph 132.1)

N

Assam Schedule V, Form No. %6
Index SHp

Title File No.

(1) L & (2)

APPENDIX 1, Part—16
(Parngrabh 141.2)
Register of Files for Record

i
Classification ‘ Date on which l Remarks
(i. e., Class ‘A’,| sent for resord !
‘8" or ‘CY) | !

1 I 2 l 3 ] 4 1 5 j g

Sl No. ] File No. E Subjest

Note:—1. Tvo separate registers will be maintained—one for Class ‘A’ a.d
Class ‘B files and the other for Class ‘C’ files.

2. A number of pages will be allotted for cach year accordingtoan
index which may be maintained at the beglining of the Register,

3. The entries will be made according to the year of opening the files
and not according to the year of recording.




Assam Schedule V, Form No. 34.

REFERENCES TO FORMER CASES

Nos. or File No. and year l -

ke

—_—

REFERENCE TO LATER CASES

Dlplﬂm;!nl, date and Brief Title of File
os.

——

(to be eontinued on back if necessary)

Papers other than Proceedings
1—Printed

Notes and orders

_ 11.—Not printed

151

APPENDIX — 1,

Part—17

(Parsgraph 142.3.3)

19

File No...... we.e 1Y
A—Cellection

ASSAM SECRETARIAT

............ Department

v.s+.e..Branch

19

——— ——

— o —

Brief Subject

Table of Contents
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REFERENCES TO LATER CASES—Continued

Departmen:, date and Nos.

Brief Title of File

Table of Contents— Continued
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APPENDIX —1, Part—I18 -
! ( Paragraph 144..1)
REQUISITION FOR SUPPLY OF PAPERS FROM RECORD ROOM
Record Section,

-

Please sepply the following paper : -

File No. | Subjeet 1 File/purpose for which required
(1) 2) (3
‘ —
Dste :— NRNE . s v ek | s
DesigOation. Moo ooadietne, oo e i ol 8

Name of Deptt./Office...........

APPENDIX—I, Part—19
( Paragraph 144.1)
Record Room Issme Register

L =
%5 *sg 3 . F Es
" S0 3 &3 3 s g8
2 Q3 g-_a' 3 .§ =
§. .| Ea¥ | g3 g T, 5 Ee
=1 o (S o 9
«,;-.-g; grﬁ‘s a% g 32 g8 &
3 Ser | 34 2 5.3 5 E
i3 cmi | o 5 &3 °s g
¢ e L e g8k 8B Vg B
2 j Lo 8 W S s K St S
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APPENDIX—I, Part—20
(Paragraph 1.45-3)

List of files recommended for destruction by Kecper of Records
during the year.............c.ccceee0f | eenn.. .. ... Department

! |
L]
Serial | File No. Subject , Classification Year of closing Remarks
No. ! | the file
5
1 2 3 4 5 6
¢

2 Keepe:; of Records.

NOTE :— The comments of the Department should be sent within 15 days -_"I
receipt of this letter. If comments are not received within this periog
it will be presumed that there is no objection to their destructio;
and the records will be destroyed accordingly.
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APPENDIX —I, Part-—2I
(Paragraph 153.14)

Form of Detention Memorandum

B caesiiss s i s h S eomae s sass DEPARTMENT. bt omistan s nnen 3 iikn. HIADCS

Subject:—
Bl anofcialireference Noo... el covoon oned GAEEH 0« raeean oo vaouseses

from the........e.cocccomem - =2 sn.....Department on the subject noted above has

been detained in  this Department for the purpose of making a reference to the

Superintendent,

. .Brancn

Dated the

ty
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APPENDIX—I, Part—IR%
(Paragraph 161.2)
T T NN Dl T T LY S VPR B L oo

sesasb v o s n @ --o-n-n-u-‘Bmch
ARREAR LIST—A (WEEKLY)

Balance of receipts in hand at the clesc of the ... ......(the last working
day of the weck) (U/O files also afe coamsidered as receipts) -

Sl. Name of Assigtants ? < o s k-
No. G < “E ! F
g |2 =0 |
g 2 3 1o B i
: 2 2 :: : 8
o - . ba s 1
4 2 + 23 5 s
2% . F 5 il Bes 2 .
=~
E2 | & £ L3 5] 33
< x a < < o
1 2 3 4 5 6 7 8

t

—_—

Note:—1. Thbe assistant should prepare and submit this arrear list on the
1st working day of the next week.

2. Su erintendent (the Junior wnost Superitendent where there are
more than one Superintendent in a Department) should consolidate
and submwit to the Branch Officer, the Arrear list om the 2nd
working day of the next weck.
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ii
EXPLANATIONS TO ACCOMPANY WERKLY ARREAR LIST A

Explanation for cases of over 7 days.

Subject Jtialet Date of receipt | Dats o freceipt Explanation
fetter in office by Asshitan t for delay
2 3 ' 4 5 6
1
»

Signature of the Superintendent.
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APPENDIX 1, Past—23
(Para raph 62.1)
Assam Schedule V, Form I

Arrear List B.

File Nog. subject and date . ! _
on whieh action started Reminders | Pregsent pesition Order of ranch Officer ang
in- Department - higher officers
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AP PENDIX—I, Part—24A

(Paragraph 165.1)

Check list of ouigoing periodical Returns..... Branch
i Actual date of ., mission
AR TS |
! n= = ‘ L y
7‘ ""d E % g E. 'f..‘ i X _8 5 E‘ E
o o z - ® : a ! ﬁ = “ a E 0 8 g
7 g $ |3 (g|4|5(E 5|25|28/3]8) ¢
52 £ ig‘ a < |5 S ‘ < |2 o :-a-. < !u_: (®] E‘ E
— - — | —!r—-mil— el i ff ~
1 3 4 5 6|7 181|910 011 |12 13 14 |15 )¢ 17
| |
| s |
Superintendent

Qaszctted Officer-in-charge,

Note:—1. The returns will be placed in differen groups under columns 2 according to their
pai::ilg:y, placing the returns with higher periodicy above those with less
pen Y.

2, Column 4 **due date” will show the date on which the return is due e. g. in
the of case of a particular anoual retura due on lIst July, the entry will be 1/7.

3. Column 5 will indicate the authority under which the return has been preseribed
such as the paragraph from the Manuual or relevant rule or imstruction.

4. Column 6 to 13 will show tho date under the particular month at whic t.¢
return i8 actually submitted e. g. if the return mentioned in Note 2 is submied
on 7th July. figure 7 will be entered under column 12 for the menth of July
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AFPENDIX—I, Pari—24B
(Paragraph 165:1)
List of incoming perlodical returns

Actual date of rec n}
& 1 R
E g ‘ | ’
- i e 33t |
) tr B © < E
A o o = i i
; z & _g = b{ A 5 B £ f
o8l s e i liMERk aa;;ggg
} z = a < ....ln.|2<l —'!H-duO\ZlEl
|
‘]“‘-_ e
1 \ 2 l 3 4 8 t!?ilo ‘ ll’ll 113 i4 15| 16| 17
Supérintendent. =
Gazetted Offiser-in charge. o
NOTE:— I. The rcturns will be placed in different groups under column 9

according to their periodicity, placing the retwrns with higher
periodicity above those with less periodieity. '

2. Column 4 “due date” will show the date on which the return
is due e¢. g. in the ease of a particular amnual return due on
Ist July, the entry will be 1/7.

3. Golumn 5 will indicate the authority under which the retury
has been prescribed such as the paragraph from the Ma-
nual or relevant rule or instruction,

4. Columns 6 to 13 will show the date under the particular
month at which the retarn is actually submited 6. g, i
the return mentioned in Note 2 is submitted oa 7th July,
figure 7 will be entered under column 12 for the month
of July. ; !



(Paragraph 168.5.3)

Register for Assembly Questions, Session 19.........
.”“ ,1 d ]
.2_..,. - et i = I _ l
|
s | B '
z = Wheiher Name of the M.L.A. Subject File | Material for reply re-| Progressof | Date on Remarks
= a starred or | by whom questioned No. | quired by— ——— .. activn | which reply
G .2 unstarrsd Department sent
4 | %
| = : l T
1| 2 3 | s s ‘ s | 7 s P -
[
| ‘ | o
!
| |
o
i P -
I
PA T | '

NOTE:—The Register may be maintained in this form by the offices other than the Secrtariat Departments also,



APPENDIX—1, Part—25B _ :
(Parsgraph 169-7)
Register for Assembly Resolutions /| Motions

E.HI"“ of re<| By whom to be moved Subject File No. | Resolution | Date on | Whether | Remarks
ceipt of No. which  [carried cut/
notice (ballotted) | moved rejected
1 1 3 4 5 6 7 8 9
T i —iu ek
B
. La

NOTE:—1. Name of Assembly Session will be indicated at the beginning of the entries for a Session.
2. If there is no Resolution/Motion in a particular Session, it will be indicated as “NIL™.

3. If the Resolution come up in baMot it will be indicated in the “Remarks” column.
urment Motions only will be included in this Register.
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APPENDIX —I. PART—26

(Paragraph 177.3)
Register of Assurances given in Legislative Assembly

Date on which

Dat rence Subject | Assurancc How
E e ? given fulfilled
Sent_ to the| Laid on the
Legislative |Table of the
Assembl House
B | Secretariat
2 3 ! 4 1 5 6 7 8

4. The Assurances wi
vﬁlhmh

—1. Column 2 will show date on which the Assuranece was given.

2. Column 3 will show No. of Qucstion, name of Bill, Resolution, Mo~ °
tion, etc,, in conuection with which Assurance was given and also the *
Legislative Aspembly Secrctariat reference with which it was receiveo.

3. Colsms 4 will show specific poivt on which Assurance was givea.

1 bpxur.? tq,l-t&“ detbo na-e.é! the session

- - oo
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APPENDIX—1, PART-—27

(Paragraph 181.1)

Requisition for Printing Works

(To be filled in and forwarded to Press along with the manuscript)

Ref. No, Date

Title of work

(s
Nature of urgency, if amy, for printing.

Period within which the work should
be completed.

(a) Number of fair copies

(b) Size and face of type.

(c) Size of publication

(d) Approximate number of pages.

(e) Quality of paper.

(f) Type of binding and cover,

Special instruction, if any.

Type to be kept standing/distributed
after fair copies are printed.

(Signature of Indenting 0':

- ~ - : 5
- : (Designation)
e b g R 5 L ol acly =20
) ; S (55*'-‘.':ﬁ ; Jmade” by the Press) oy ne3r ve
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.................. Date and hour of receipt........coeet

R T

Preparation of “Copy"—Copy sent to press should be properly edited
neatly typed oa one side only and should be in its final form.

Signing of Requisition®~Requistions for ordinary printing work shorld be
- signed -in- full by the Braach. Officer. of the Department ar by a higher

officer. Only in case of routine printing work the requisitn  will be
signed by the Superintendent.

To facilitate proof-reading and composing to be carried on simultaneously
the proof should be forwarded by the Press to the Department in bai=
ches in respect of volumloous publications. : ;

Number of proofs supplied—If the corrections in the first or author’s
proof are not many, the crder to print the number of copies Tequired

should be given siraightay. ©therwise, a second or someumes eveu
« third proof may be nccessary,
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APPENDIX—I, PART—28

(Paragrab 181.5)
Register of Publicatdon Issued

Authority , Frequency " Duedate of ; ‘ Actual date of Remarks
publication publication E
| ]
1 2 i 3 4 3
| | |

No te;—1- Column 1 will indicate the decision for printing the publicgtj
It may be based on a provision in the departmental mu

or the rules or an office decision.

9. An index at the beginning of the register will be maints
indicating the page numbers allotted to each publication,

"8, One or more pages may be allotted to each publication.
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APPENDIX—], Part—29

{Paragraph 183.1)
Aggam Schedule II, Form No. 98

INDENT FOR THE ASSAM GOVERNMENT BOOK DEPOT

Please supply the undermentioned publications:—

Title of Book Number of | On payment or New acquisition Whether name
copies free ? of replacement should be placed
of old book? on dist ibution Hst
of correction slip ?
i 2 3 4 5

atmye amd designation of indenting officer
Required for

gnature of Under-Sccretary, Printing and Stationery (where necessaay)

Jfficer in—charge, Book Depot

Dat Page 3 of Register.
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APPENDIX~—I, Part ~30
(Paragraph 211.1)

Page No.........e0)s

STORES REGISTER ‘

-

Name ol TATHCle. . . hoeass vy ses
Receipts .
Date of receipt | Voucher No, and | F.om whom Quantity or Cost
date received number S— —
Rs. P,
e N TTe
1 2 i 3 4 5
Issaes
Date of issuc To whom issucd Number or Balance in stock Remarks
: quantity issucd
6 7 L 8 9 10

Note :—1. The Register will be vertical with col, 1 to 5 onthe left
side and eol. 6 to 10-on the right hand side.

2 The disposal of an article by suction or otherwise will beshoy
in the Remarks column,

3, Different Registers will be maintained for different kinds of store
e, §,, furniture, stationery, forms, etc, -

4, An index at the beginning will be given indicating the nlll'ﬁ.:':
of pages for each item of stores,



Assam Schedule V, Form No, 53

Requisition Stationery for ..............19

‘ o © 2} A
! ol B 2R (S TR R 1 b : !
Name :g. 2151338 12|33 3 _g " Receipt of
= z - o Z ] = A 1) & Assisiant
1 2 3| 4 5 6| 71 8 91 10 | 11 | 2 | 137 t&t 15 ;.16 | 17 18
- 5

sns o i

Naziy, please supply

Superintendert/Head Assistant, Déparimeut.
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APPENDIX—I, Part—32
(Paragraph 213.4.4
Service Card of Typewrit;ers Duplicating Machines

No. and makc_

Date of Purchase

Year 19.: ...
=7 &1 l 5 E
Ist Quarter ; 2nd Quarter 3rd Quarter 4th Quarter
B 1
Date of Service.........| Date of Servics.........{ Dateof Sexvice........ Date of Service....,
€
Signature of the typist/ Sigoature of the Sigoature of the Signature of
Assisiant typist/ Assistant typist/Assistant tvpist/Assistant
1 2 3 4

APPENDIX—I, Part—33
(Paragraph 213-4-5)

Register of Typewriters and Duplisating Machines

Repairs To whom allotted Signature of Remark
Dats of P g 5
sefvicing allottee with date !
Details Cost
1 2 i L 4 5 6

NOTE :—1. An Index at the beginning of the Registcr will te m:inta
indicating the number of pages allotted to each machine.

9. The following entries will be made at the beginning of the fit
page allotted to cach machine.

1. No. and make
2. Date of purchase

5 Price
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APPENDIX—1, Part 34
(Paragraph 213.5.2)

Register of Periodicals Received

fol. No- | Year l Month/8eason l Date of receipt " Remarks

B 3;' . —_

@

NOTE 1—1. An index will be maintained at the beginnimg of the register
indicating the pages allotted for each publication.

2. Entries as far as possible will be made nlphabétically.

3. The following entries will be made at the beginning of the fist
page allotted to each publication : —

(a) Name of publication,

(b) Name and address of supplier.

" APPENDIX—I, Part—35
(Paragraph 213.6)

Register of Railway Receipts

1
j.No. and Date of receipt |Date of receipt Dateof  iDemurragepaid| Remui::.
by the Depart- by the Nazir | taking Dcli- |if any and
ment . very by reasons
Nazir I
|
2 ‘ 3 4 [ 5 ; «

NOTE :—Nazir's signature on receipt of the R/R will bs tars. in the
' remarks column.



APPENDIX—I, Part—26
( Paragraph 229.1)
Register of Posts

(a) Register of temporary posts:i—

Serial | Name of Officer| Name of post

Date of creasionl
No. and Head

~ post.

of the post | ing letter creating thej  ning letter

No. of original sanction-| No. of existing sanctio—| Date ofeapiry/Remarks
of sanction

1 2 3 4 3

(b) Register of Permanent posts:i—

Date of ecreation

Name of Officer and
of post

Head Quarter

Serial No. Name of post \

-
MNo. of lelter sanctioning

permanent retention of
the post

* Remarks

1 2 3 ‘ 4
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L]

APPENDIX—1, Part—37
( Paragraph 1292 )7
Register of Members of Cadre

Dafe of Date of posting] Remarks

 Name withf Date of | Date of ;
birth joining the |confirmation | with effective
post dates
2 3 4 5 6

NOTE:—1. The Register may be necessary for transferable posts only.
2. The Register may be bound and maintained alphabetically

3. An Index may be given in the beginning with two sheets
allotted for each person.

4. This form may be modified if any additicnal information
regarding service of the member in the junlor cadres
required.

APPENDIX—I, Pari—38
( Paragraph 2293)

Register of Increments

Serial Name Stale of | Date of | Date of Present | Pay after| Rema rk
No. pay |last incre-present pay increment
ment Increment




APPENDIX ], Part—39A
( Paragraph 237-1) -
(8) Stock Register of Liveries Uniforms for the year

PART—I
: Account of Cloth
: Receipt Issue
L N ] f 3
Kind of Opening Quality Rate Amount | No., date | Date of | No,and| Quty.| To whom|Total Qunty.| Closing
. cloth balance on and amount| issue | date of igsued i | wala
1st April of the bill order ° Ll o
1 2 3 4 5 6 7 2 L 10 i1 12 —
S 2 ~3
iy
"




PART—II

Agcount of Lijveries/Uniforms
. .
Receipt aganist issues vide Column—}
Description | Opening balance | pate of No. date and No.
T | Ton Ist April | recior St of - the : i« Wyl B e e Kpatis
T bill '8
13 14 15 16 . 18 19 20

€
cLl

NOTE :—1. rhe register will be divided into two parts; first part will contain “Account of Cloth;' and the
second part will contain “Account of Liveries/Uniforms’ .’

2. An index at the biginning of the registrer will indicate the number of pages allotted to each of the
parts and different items of livery/Uniform.

8. The register in form [a) will be maintalned where cloth is purchased and converted ints npiform.
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(b) Stock Register of Liveries/Uniforms for the. .........c.ccocrneerrians
* .

-

>
-

=]

" Receipt during the year |

1 * : o A R
e scription | Opening Date of | No. date [Total No.| Closing | Remarks
5 - balancc | No. | Rate |Amnt | recelpt | & amnt. | Tssued | balance ]
of the bill] dyring

the year

SR I 3 N B R R R )

Notz—1. The register in form (b) will be maintained where stitched
forms are purchased.

2. An indem at the beginning of the register will indicate the numib
of pages aliotted to different item of livery/uniform. i

APPENDIX—I. PART—39B

(Paragraph 237.1)
Issue Register of Liveries/Uniforms for the Vesr......

T LT

. Name Cost 8hirt Trouser Cap, etc, s Ackonowledgement/ Remark;
signature of the
- recipleat
1 J 2 3 4 5 6 7

Nete—The date of issue may be entered at the beginning of the entries fo: th
day.




177
APPENDIX—I, PART—40

(Paragraph 2412)

Register of Black-Listel Contsacters/Firms

— »
W 1 | ! |
N . 5T | periodfor |
e  $F whabmai B 4
8 1 g_é Listed Foi bt
— - — e —— e | o K™
é T §§ From | To E ] 3
B i ' £% S
- | 2B . 2 l 'Eé -
= | 5 G5 ; 58 g
= N o
z i & 1 o8, !
| y e : | = e
f z°= < i z '
f i e
! 3 | a4 5 ’l 6 | 7 l 8

=l. The register will bec maintained in two parts, the first part containing
- the order issmed by the depariment concerned, The zecond part will
_contajn the orders issued by other departments in the State Govern-
ment and by other States.

2. Reasons for black-listing of Contractor/Firm, where available, will be
. fecorded fu the “Remarks” colume,
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APPENDIX-II, PART—I
(Paragraph 6.2) ]

List of subjects to be dealt with normally in Secretariat.

(1) All matters of policy.
(2) Inter-departmental Co- ordination.
(3) Cases involving interpretaiion or relaxatmp of existi
rules or orders and instructions of Government, ‘
(4) Laying down general pringciples of office methods
procedure,

{(5) Matters relating to legislative measures, rules and rggul
tions.

L

(6) Exercise of powers vested in the State Government ung

Acts, Rules and Regulations

(7) Matters relating to exercnse of financial, legal and a
strative powers vested in the State Government ; inel
appeals, revision and review petitions within the o
of the State Government. .

(8) Matters to be placed before the Parlzament and Legislati
Assembly or their Committees.

(9) "Appointment of Commissions and Committees.

(10) Matters relating to all India and State level confergpees
(11) Correspondence with Foreign Governments. :
(12) Creation of new Districts and Sub-divisions or chapge |

their boundaries.

#13) Creation of Administrative Units.

(14) Change of Headquarters of offices at block or sub'"
sicnal level and above.

(15) Creation of new offices, amalgamation, bifurcation
abolition of offices.

(16) Emoluments and general service conditions of Gover
ment servants. k
(17) Administration of services of which the Governor is {
appointing authority, unless any  powers secifical
delegated. i
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[18) Matters relating to All India Services. including trans-
~ fer, posting, promotions and disciplinary proceedings of

officers of All India Services undef the administrative
~ control oi the State Government.. .

19) Inspection reporis and tour notes recorded by Heads of
Departments.

20) Matters affecting the economy of the State.
) Scrutiny and approval of departmental budget estimates,

~ supplementary. grants, sanction of re-appropriation, sur-
render of funds. ¥

22) All proposals involving new items of expenditure.

(23) Financial sanction not within the competence of the Heads
of Departments and gther sybordinate authorities.

24) Sanction of expenditure from the Centingency Fund.
25) Appropriation Accounts.
25) All matters relating to preparation or adoption of new

plan and non-plan schemes and important modifications
in the existing schemes.

(28) All matters regarding which reference to Finance, Legila-
tive, Judiclal and Personmel/etc., Departments and Cabinet

is necessary under the Rules of Executive Business.

APPENDIX-II, PART—2
(Paragraph 5.5)
Hlustrative List of Matters to be Submitted to Ministgr
1. Matters involving new policy or principle.
. Al} matters relating to preparation or édoption Hf new

plan and non-plan schgmes and important modification in
the existing schemies.
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3. Progress of the plan s-hemes.
- 4. Matters relating to legislative measures, rules and regulations.

5. Exercise of powers vested in the State Government under Acts,
Rules and Regulations. 4

6. Matters to be placed before the Parliament and the Legislative
Assembly or their Committees.

7 Scrutiny and approval of Departmental budget estimates,
supplementary grants and sanction of re-appropriation by 3
resolution.

8. All proposals involving new itemis of expenditure.

9. Sanction of expenditure from the Contingency Fund.

10. General Service conditions of Government servants under the
Department.

11. Appointments to the posts for which Governor is the Appoin
_ Authority.

12. Disciplinary cases of the officers where Disciplinary Authorf'
is Governor. b

13. Tours of officers outside the State.
14. Appointment of Commissions and Committees.
15. Matters relating to inter-state relation and foreign Governmen_

16. Any other matters which the Minister may specify by general
or special order.

APPENDIX—III, PART—I
(Paragraph 7.4.)
Duties of a Branch Officer.—
The Branch Officer, is m—charge of one or m.ore Branches
He is responsible for efficient functioning of the Branch unde

him. An illustrative list of his duties is given below :—

(1) to be responsible for prompt disposal of work in the Branchs
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(2) to go through the dak and give directions to office for
its disposal ;

(3) to deal with urgent or important receipts himself and to
dispose of as many cases as possible on his own initiative
and responsibility after discussion with higher officers ;

(4) to submit important receipts at dak stage to higher offi-
cers ;

{5) to keep a wach over timely submission of weekly and
monthly arrear lists and other returns and - scrutinise
them ;

(6) to allocate subjects to Assistants in consultation with the
Superintendent ;

(7) to make surprise visits to the Branch to check atten-
dance and to see that other instructions are correctly
observed :

(8) to inspect the Branch once in six months and submit an
inspection note to the Secretary;

(9) to keep himself acquainted with the morale and conduct
of ti.e staff working under him :

(10) to discuss with the Superintendent from time to time mea-
sures necessary to expedite disposal for improvement of
business in the Branch :

{11) to deal with any other work assigned by the hizher officers.

APPENDIX-III, PART—2
(ParagrapH 7.5:1.)
Duties of a Superintendent 3

The Superintendent is directly in-charge of the Branch un-
der him and is responsible to his Branch Officer. His duties are :-

(1) to see that the Branch is kept neat and tidy and that files.
papers, etc. are arranged in an orderly manner :
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(2) to see to the maintenance of discipline among and punctuz
lity in attendance of the staff in his Branch:

(3) to see to the training of the Assistants under him;

(4) to see that the Attendance Register is maintained correel]
and submitted to the Branch Officer in due time;

(9) to  maintain an up-to-date distribution list of work ame
\ . 5 1
the Assistants in the Branch; and to see that the ,,-
the .Branch is uniformly distributed among the staff in
Branch. For distribution of work amongst assistants, he y

duly assess the ability of each assistant to handle dif
kinds of job;

!
.

\6) to make arrangement for the disposal of work entrusted
an  Assistant during the Assistant’s absence;

(7) to submit to the Branch Officer all receipts and files
es

dak stage, unless there are instruction to the contrary :
(8) to keep a careful watch on any hold up

in th e
of dak between the branch and higher o € moveme

flicers ;
(9( to mark the receipts in the p

] ames of  Assistants in
Branch and to glve direction

s to the assistants for .x:_;"

(10) to deal with im

* portant or complex receipts or cases
sell ;

(11 to scrutinise the notes and drafts of Assistants for @
rectness and accuracy and add his own remarks o sugpe
tions where necesary before submitting the case to ¢
higher officers ;

(12) to deal with such cases himself as may be required by
her officers ;

(13) to give priority markings on dak, drafts, letters, etc, ap
to remove or revise such markings as and when neps
sary ;

(14) to mark a draft for "issue” after it has been approved ;

(15) to give special instructions, where necessary, on the d
as to the macner o? its issue, e.g., "By Registered Post
"Insured Cover”, etc. :
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) to see that all routine duties, including maintenance of regis-
sters, etc., are carried out promptly and thoroughly ;

) to see that all quuals, Rules, ete., of the Branch are kept up=
to-date by inserting latest corrections slips:

) to check the Receipt Register at least once a week ;

f;' see that the file numbers for receipts are entered by the
Assistants regularly in their log books;

)) to see to the proper maintenance of the following :—
(a) Guard File.
(b) Precedent Register.

(c) Register of Assurances

(d) Registers of Assembly Questions and Regulations.
{e) Check List of Returns.
see that reports and returns are submitted on due dates:

9) to ensure timely submission of fixed date cases, other impor-
~ tant cases and papers required by officers by keeping a note
in the Engagement List and to keep a watch on progress of
action :

Lo ensure that the arrear lists are compiled timely and
accurately ;

) to inspect regularly the racks and tables of Assistants at least
‘once a week and satisfy himself that no paper or file actual-
ly pending with an Assistant is excluded from the arrears
as shown in the arrear lists;

5) to check that the staff comply with the security instructions
and to bring immediately to the notice of his superiors
any breach of security regulations:

5) to ensure timely recording of cases and to classify cases in-
to A, B or C and arrange their despatch to the Recording
Section, Records Room :
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(27) to attend to the periodic disposal or destruction of a
ephemeral files and papers ;

(28) to attend to the disposal of all registers and records of th
Branch which have crossed the prescribed period of pr
servation as laid down in Appendix XI ; '

(29) to examine the list of spare copies and of -circulars
destruction ;

(39) to deal with such confidential or other work of the By
as may be entrusted to him by the Branch Officer or oth
higher officers.

APPENDIX-III, PART—3
{(Paragraph 7.6.1.)
Duties of a Dealing Assisfanf s—
(1) To examine promptly all receipts made over to him and
(a) deal with‘the receipts according to their priority ;

(b) check the enclosures and, if any is found short or missin
take action for obtaining the missing papers ; .

|

fe) to forward receipts or extracts from receipts to other cor
cerned Branchas;

(d) to make entries in Column 2 of the Log Book for A
tants ;
i
(2) to collect materials required for taking action on a g
ceint ;

(3) to open, where necessary, new file for taking action on ¢
receipts, after obtaining orders of the Superintendent ;

i
(4) to put up a case after examination to the Superintende
on the date required and, where no date is mentioned, n
later than seven days of its receipt :
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5) When putting up a case t—

) to see whether all the facts, so far as they are open to
check, are correct ;

b) to point out any mistake or mis-statement of facts ;

¢) to draw attention, where necessary, to the statutory or
ustomary procedure and to point out the law and rules
and where they are to be found:

to supply other relevant facts and figures available in
‘the Branch and to put up the Standing Guard File or
other papers containing precedent or previous decisions of
policy ;

fe) to state the question or questions for consideration and
‘to bring out clearly the points requiring decision, but to
‘avoid his personal opinion or recommendation ;

(6) to note the file number and the date of disposal against
‘the diary number of a receipts on disposal by him in the
Log Book ;

(7) to prepare and keep up-to-date a “running summary of
facts” or precis on a case where it is considered necessary
by the Superintendent or the Branch Officer ;

{8) to consolidate the replies as and when received in cases
where many outside offices are consulted 1

(9) to see that—

(a) acknowledgements to communications received from
Members of Parliament Legislature, Public bodies and
members of the public are issued promptly, and

(b) interim replies are issued if delay is anticipated in sen-
ding out final answer ;

(10) to consult the Superintendent or higher officers in cases
of doubt for speedy disposal of his work :

{11) to furnlsh accurate information in the weekly and mon-
thly arrear lists or other periodical returns on due
dates .



186

(12) to maintain a Reminder Diary to be examined every mornif
by him and action taken accordingly;

(13) to compare the fair copy with the draft and to see that ¢
corrections made in one of the fair copies is made in all ¢
other-copies and the original drafts 4

(14) to check the list of periodical returns, both in-coming a
out-going, for timely action; ‘

(15) to take prompt action regarding recording of cases;

(16) to maintain the part of the Guard File of important circula
and instructions concerning him;

LY
(17) to keep all Manuals, Acts,, Rules, etc. with which he is co
cerned, up-to-date by inserting correction slips as and wh
received;

(18) to attend to such other work as he may be assigned by
Su perintendent or any higher officer.

APPENDIX—III, PART-—4
(Paragraph 7.6.1.)

Duties of a Diarist.—

(1) to place all receipts in the “‘dak tray’’ on the Superintenden
table as and when received;

(2) to submit to offieers concerned files and receipts in dakp
for perusal at the dak stage as directed;

(3) to bring to the notice of the Superintendent any papers, wh
are not received back from officers to whom the papers we
sent for perusal at dak stage; ]

4) to enter all receipts in the Receipt Register (Government
India’s letters to be entered im red ink)
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4o distribute the receipts among the Assistants to whoo
they have been marked »fter entering in column 1 of the
‘Log Books for Assistants ;

| to enter file numbers in column 6 of the Receipt Register
against each entry by noting them from the log books of
the Assistants ;

to bring to the notice of the Superintendent all entries in
" the Diary Register against which no file numbers could be
-.., by the Diarist for want of corresponding entires in
s,e Assistants’ Log Books;

3) to be responsible for proper maintenance of :—

(a) Diary Register,
(b) Movements of files in the File Register.

‘lj Register of Files received un-officially from other De-
' part_ment.

(d) Register of Files issued un-officially to other Depart-
- ments.

(e) Register of Files for Record.

) to issue all postals and local communication promptly
through the Issue Branch or special messengers ;

) to make a note of the files sent to record in the File Regi-
~ ster besides a note in the Register of Files for Record;

'tﬂ fill up columns 1 to 3 and column 5 of arrear list ‘A’ and
" submit it to the Superintendent before evening of Friday
the next working day;

enter the names of all Assistants and Typists in Atten-
ance Register a few days before close of the current

to do any other work assigned to him by the Superinten-
dent or higher officers, including  dealing with routine
receipts and files.
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APPENDIX-I1I, PART—5
(Paragraph 7.6.2.)
Duties of Typist:—
(1) To type all matters marked to him

(2) to maintain a log book in the preseribed form ;

(3) to report to the Superintendent or Assistant in-char
regarding the position of un-finished priority work at
end of the day ; '

(4) to observe the instructions lor the guidance of typisis give
in Appendix VII, part 4; ‘

(5) to observe the instructionsof the maintenance of type
given in Appendix VII, Part 4

(6) to compare fair copies as directed by the Superintendent

(7) to do any other work as may be assigned to him by the Supa
rintendent or higher officers. 1

APPENDIX -III, PART—6
(Paragraph 27.1))
Duties of the Nazir

The Nazir is in-charge of the Nazarat Section. . He work
under the direct control of Under Secretary, Secretariat Admir
stration Department (Establishment). In so far as control ap
supervision over the Nazarat Section are concerned, his dutj
are the same as those of a Secretariat Superintendent. His dut
ana responsibilities as Nazir include the following :— E

A. Procurement and supply of forms and Stationery articla

1. He is responsible for muintaining adequate stock
form and stationery articles and their issue to Departments, ¢
ficers and ministers. For this, he will—
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(a) prepare annual indents for forms and stationery on due
dates and submit to the Printing and Stationery Depart-
ment through the Under Secretary, Administration De-
partment (Establishment);

(b) maintain accurately stock registers of forms and stationery
articles in_ prescribed forms,

2. He is liable for any deficiency in his stock.

3. He will purchase only those articles for which previous
sanction in writing from Under Secretary, Secretariat Admini-
stration Department (Establishment) has been obtained.

-

4. He will scrutinise an irregular or extravagant demand
for supply of such articles and bring the matter to the notice
of the Under Secretary, Secretariat Administration Department.

5. Before any article is brought on the stock register, he
will satisfy himself about the quality and quantity of the
article.

6. He will ensure that everv issue of forms and stationerv
articles is supported by a written requisition.

7. He will submit every month the stock registers for forms
and stationerv for inspection bv the Under Secretary, Secre-
tariat Administration Department (Establishment) and annually
for annual stock verification.

B. Furniture and office equipment.

. B He will supply furniture and office equipment to all De-
partments, officers and Ministers .according to the prescribed
scales.

9. He is responsible for the custody and due care of the
furniture in the Secretariat. He will ensure that carpets in the
Secretariat are duly dusted.

10. He is responsible for removal of unserviceable furniture.
and equipment and arranging their disposal by sale.

11. He will check the furniture in the branches and office
rooms and residential officers of officers and ministers once a
_year for stock verification.
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12. He will maintain properly the stock registers for furni-
ture and office eguipment and submit them monthly to the
Under Secretary, Secretariat Administration Department (Esta-
blishment) and also with the results of annual stock verification.

C. Liverv for Grade IV staff.
14. He will purchase and issue livery and umbrellas ete., to
different categories of Grade IV staff according to the prescribed
scales of supply. For this, he will —

(a) prepare estimate of issue of liveries to be made in each
season and their cost;

L |
(b) arrange for the purchase of the sanctioned requirements
14. He will maintain stock-registers for livery etc.

D. Control and supervision over Grade IV Staff.

=
ih

15. He is responsible for all service matters relating to the
temporary Grade IV staff, including casual staff, their contmﬁ
and allotment of work.

16. He will personally supervise the work of sweepers, maI;_
and day ard night chowkidars and make surprise check.

17. He will maintain attendance registers for all catego:
of staff under his direct control.

18. He will check that the Grade IV staff attend office in
their uniform.

19. He will be responsible for the generél cleanliness and
tidiness of the Secretariat buildings and premises.

20. He will check that the Grade IV staff keep the offi
rooms clean and tidv by remov-ing waste papers ete.., and d
them properly. '

E. Miscellaneous.
21. He will make arrangements, including supply of re-

freshment at Government cost, for meetings conferences, e
held in the Secretariat from time to time.
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22 He will ensure regular winding of clocks in the office
of gazetted officers and ministers.

23, He will attend to office accommodation for Departments
nd officers and supervise their shifting from one room or buil-
dling to another.

- 24, He is responsible for control and supervision over Dak

APPENDIX - 1{I, PART—T7
(Paragraph 27.4.2)

-
Duties of a Peon.

. 1. He should come to office not later than 9.30 A.M.

2. As soon as he comes to oftice, he should open the win-
ws unless there are instructions to the contrary. He should
. the office tables. chairs, almirahs, windows, book-shelves,
nots, file cabinets and other furniture and keep the office
clean and tidy.

3. He should remove all waste paper ete., for disposal direc-
2d by the officer or the Superintendent of the Branch concern-

4. If he is attached to an officer,

(a) he should keep the pen cils sharpend, the ink pots filled
and put other articles like pin-cusion, blotting paper
holder, pen, scissors eraser, clips, etc., in the proper
places ;

(b) he should put all the abovementioned office articles in-
side the almirah or table drawer before leaving office ;

(c) he should keep slips of paper within easy reach inside
the room for use of his officer and outside for use of the
public ;

- (d) he should lift up the receiver and answer the telephone
calls during the absence of the officer or P.S./P.A,
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5. He must not leave office until all in the Branch have
left. If he is attached to an officer, he should not leave before the
officer has left. If he has to go early, he must take prior per-
mission of his officer or of the Superintendent of the Branch
to whom he is attached.

6. Before leaving office he should switch off all lights, fans
and heater. if anvy, and close the windows.

7. He should fill up the water jug/glass for use of the ofﬁ-..
cer or staff. if so reqguired.

8. He should assist in any office work as may be required

of him.
9. He should have a general itiea about the arrangement for

receipt of local and outside dak.

10. He should know the priority involved in the movement
of papers marked ‘Urgent’. ‘Immediate’ and "Priority’ and act
accordingly. -

11. He should know the location of —

(a) Secretariat Departments and Branches and other impor-
tant offices such as of Heads of Departments, Central
Government offices. Government Boards and companies;

(b) residence of Ministers and high ranking Government
officers, particularly of his Secretary, Joint/Deputy See-
retary, Under Secretary and Superintendent.

12. He should know the working hours of local Post and
Telegraph offices, Treasury and Banks. '

13. He must avoid personal work when he is sent out on
official work. '

14. He should know the description of stationery articles
and various kinds of forms used in the office.

15. He should be polite and respectful toward all officers
and staff.
16. He should be very courteous and helpful toward memd
bers of the public visiting the Secretariat.

17. He must always come to office in uniform which should
be clean and his appearance should be neat and tidy.
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APPENDIX-IV
(Paragraph 27.2)

" Rules Governing Secretariat Library

The Keeper of Records-cum-Librarian is in-charge of the
Gecretariat Library. The Library is under the administrative
trol of the Secretariat Administration Department. It remains
n during office hours and the key of the Library Room is
kept under the charge of the Librarian.

9. The Library is intended mainly for the use of the Secre-
tariat. In special cases, the Librarian may allow it to be used
by Heads of Departments ang other Government offices at the
‘head-quarters. ‘

y 3. The Librarian is responsible for the efficient administra-
tion of the Library and attached staff. He will see that all regis-
ters are maintained up-to-date, that books are  supplied
promptly and their return too carefully watched.

4. All books received in theLibrary will be stamped to show
the date of receipt and their class number and then entered in
the Accession Register. A table will be posted on the back of
each volume, showing its class numbers and the author’s mark,
before it is arranged on the shelves.

5. Books in the Library are classified according to Dewey’s
Decimal Classification.

6. A card-form of catalogue will be maintained in the
Library and the Librarian is responsible for keeping it up-to-
date. A new book will be catalogued immediately on receipt. The
arrangement of the catalogue will be under’author, title and sub-
ject alphabetically arranged on the model of a dlctlonarv

7. Maps received in the Library will be entered in a separate
register properly classified. .

8. A book or map will be issued from the Library on receipt
of a requisition in the approved form signed by Superintendent
or higher officers and its issue will be entered in the Issue Regis-
ter. Requisition slips will be retained by the Librarian unti] the
books or maps are returned.
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9. The normal period of retention of books is 15 days but it
may be extended by the Librarian upto a total period of three
months. If after the lapse of this period z book is still not return-
ed the matter will be brought to the notice of the Chief Secres
tary or the Secretary of the Department concerned.

10. No one will write upor.. damage or make any mark up
on any book or map belonging to the Library, nor any pin
should be used for making reference to the Library books.

11. Copies of books and publications of the Secretariat De-
partments will not be stocked in the Library and entered in the
catalogue nor will their distribution be undertaken by the
Librarian. The Library should net be used as a repository fo
useless or surplus copies of books.

12. Borrowers are not allowed ‘to sub-lend books belonging
to the Library. The Librarain may, in exceptional cases, allow
private persons, not belonging to the Secretariat, to read books
in the Library.

13. Rare and valuable books, which cannot be replaced ip
case of loss or damage, should ¥nder no circumstances be remoy-
ed from the Library. They can however, be consulted in the
Library for reference purposes. ]

14. The Librarian is responsible for loss of books in the
iibrary. He will report any such loss to the Under Secretary
Secretariat Administration Department. If a book is damaged or
lost the person who borrow the book will be responsible to re-
placed the book or pay the cost of its replacement to the Library
The price of rare or out of print books will be assessed by the
Librarian. It will be the duty of the Superintendent concerned
and the officers to see that books obtained from the Libr
are not unduly delayed and are returned as soon as they are ng
longer required.

15. The Librarian will ersure that all books of reference in
the Library are kept corrected up-to-date. The books will be
corrected immediately on receipt of correction slips. The Libra-
rian will check this periodically and initial it in token of having
done so. The correction of Manuals, Rules, etc., will be done
according to paragraph 62.

16.1. There will be an Advisory Committee to advise the
Librarian regarding selection of books. procedure for receipt
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and issue of books and general arrangements regarding the
use of the Library. The Committee will consist of the follow-
ing -—*
(a) Secretary, Finance or his representative.
(b) A Secretary to be appointed by the Chief Secretary.
(c) Joint/Deputy Secretary, Secretariat Administration De-
partment-Member- Secretary.

16.2. Any Government servant in the Secretariat mavy send
his suggestions regarding improvement in the Library or selec-
tion of books to the Member-Secretary of the Advisory Commit-
tee or to the Librarian. If the suggestions are sent to the
Librarian, he will place them before the Advisory Committee.

- 17. The Librarian will on the advice of the Advisory Com-
mittee, purchase new books ¥or the Library with the approval
of the Printing and Stationery Department and on the orders
of the Joint Secretary, Secretariat Administration Department.

18. No book ete., of the Library will be struck off from the
catalogue without specific orders. As soon as sufficient quantity
of surplus books and publications no longer required accumulate
in the Library, the Librarian will take up their sale with the
Under Secretary, Secretariat Administration  Department. The
covers of books, reports etc., if fit for use should be detached
nd sent to the Government Ppess to be used for binding work.
Any officer requiring any such book for his private use will have
to pay the price that may be fixed by the Under Secretary, Secre-
ariat Administration Department in  consultation with  the

Librarian.

19.1. Newspapers and periodicals will be preserved in the
Library. Important newspapers will be preserved in the Library
for one year and the rest sold half-yearly. The Librarian will
Jbrary and watch their receipt on due date according to para-
ibrary and watch their receipt on due date accoring to para-
graph 213.2.2, of the Manual. If any irregularity is noticed in
their receipt, he will take up the matter with the Supplier
and also inform the Printing and Stationery Department.

19.2. The periodicals which are to be kept in the Library,
rill be bound at the end of the year. ;
20. When books, such as Manuals, Acts and Codes are
required from the Book Depot, the requisition will be sent ac-
rding to paragraph 182.
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21. The stock verification of books in the Secretariat
Library will be done once a year in July. Before stock taking
all officers and Departments will be asked to return the books
borrowed by them. Where the return of any particular book
is not possible, the officer concerned will furnish the Librarian
with a list of such books and with a certificate that the books
are in his possession. '

22. The Library will be inspected by the Under Secretary
Secretariat Administration Department once in six months a
by the Joint/Deputy Secretary, Secretariat Administration
partment once a year as in the case of any other Branch. A
member of the Advisory Committee may also inspect t
Library after giving a prior intimation to the Joint/Deputy
Secretary, Secretariat Administration Department. .

APPENDIX-V
(Paragraph 51.6)
Style in Notes and Drafts

The style in notes and draft is as important as their con-
tents. The following instructions* will be observed in drafti
and also in writing notes :— ‘

(1) “Government” will be treated as a plural noun.

- (2) “Information” is singular. If information is called for on
many points, it does not become “Informations”. '

(3) “Work” must not be confused with “Works”. There ap
construction “Works” and you “work” when you are gn
duty. p

(4) The words “Proximo”, “Idem” and “Ultimo” should
avoided. They are not necessarily even abbreviations a

Adapted from an Amaend!x of the Government of Maras
Secretariat Office Manual. g
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they possess no other recommendation. On the contrary,
they lead to confusion and one has to take the trouble
of looking at the date of the letter to find out what they
- mean. The names of the months must be used instead.

5) “The same” must not be used instead of “it” or some other
simple word.

§) Such needlessly formal words as “therein” and “thereon”
should not be used instead of "in it” or “on it”.

7) The preference for passive verbs over active verbs
generally make the style vague and clumsy, as "It is not
understood” for “I do nat understand”; “It should be
- reported by the Tahsildary’ for “The Tahsildar should
. report” or “The date of issue of the order should be re-
ported by him” for “he should report when he issues the

8) Instead of a simple verb, long phrases are wused or long
words are preferred to short ones as "make the assess-
~ment” to ‘assess”; “purchase” to “buy”; “commence” to
“pegin”’ and “omitted to” or “failed to” to the simple
“did not” (the two latter ones are very common): "make
enquiries” for ‘“enquire” ‘“‘building purposes” for ‘“buil-
dings”. Where "“omit” by itself is proper and sufficient,
. the love of such redundant phrases is displayed as “has
been omitted to be entered in the register” instead of
" “has been omitted from the register”. Another wides-
. pread error is the use of “for being” instead of "“to be”
. and “for doing” instead of "to do” and ‘“returned for
being stamped” instead of “to be stamped”. If the Chief
- Secretary orders that an assistant should be punished
“for being impertinent” it does not mean “in. order to
“make him impertinent”.

9) Foreign or classical words and expressions should be avoi-
" ded as far as possible: Vernacular words should only
- be used when their meaning cannot be expressed equally
~ well in English.

[0) Short sentences should be vreferred to long ones.
“Secretary’s attention is invited to OM...... ... . .........

"

o s requested...... ooanli is better than “The
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Secretarys attention is invited to O.M...... ..... SR and
he is requested!’. “In cases in which” is a clumsy phrase
for which “when”, “where” or “if” can usually be sub-
stituted. The word “necessary” is usually superfluous in
such phrases as "the necessary entries”, the necessary cor-
rections, the necessary instructions”, ete.

f11) The phrase “do the needful” should never be used.
Either state definitely what is to be done or say “do what is
necessary’”. The word “avail” is a very awkward one, as
it is a reflexive and also takes “of” after it. It is better
avoided, moreover, if you do wuse it, you must not say
“the leave was availed of” or “I availed of the leave”,
still less ‘“he is permitted to avail the holidays”. You
must say “I availed mysel f of the leave” and so on. But why
not simply say “took” the leave ? “available” also
is a bad word. A register*not readily available” may
mean anything, for example, that the book was needed
for reference by one of the members, or had been sent
some-where out of the office, or was locked up and the
key was elsewhere. It is very annoying to have one’s
work increased by having to send a note back to ask what
it means. :

(12)"Split mfinitives” should be avoided, that is to say, write
“kindly to state” and not "to kindly state”. A very coms
mon and equally objectionable feature of official com-
munications is a similar splitting of other verbal phrases
for instance. “The Deputy Commissioner will, in the
circumstances now stated, be requested” is not good
English. It is quite as easy to say “In the circumstances
now stated, the Deputy Commissioner will be requested
tousc . ad.. ” Do not write “marginally noted” which
could only mean “having marginal notes”. Write “note
in margin”. Similarly “plan marked” could only mean
“marked with plans” ({Compare “pock-marked”), and
“plain mentioned” neither does nor possibly mean any-
thing.

{13) Instead of such a phrase as "the figure for 1949, 1950 and
1951 were 256, 257 and 348, respectively” which is con-
fusing, write “the figure for 1949 was 256, that for 1950
was 257 and that for 1951 was 348. This little, if at all.
longer and is perfectly clear. “Former” and “latter”
should adso be avoided as constant sources of confusion,
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. Do not ride any phrase todeath. Some persons begin every
letter with the phrase “with reference to”. It is better to
vary the phrase so to make it more definite. Say "In reply
. to”, “As directed in” and so on; or begin in narrative
form “in their order...... Government directed d.cbeil . oinne P
~ Avoid the phrase “with advertence to”. In ordinary Eng-
lish “in case” does not mean the same as “if”. “I shall
take my umbrella in case it rains” means “so as to be
prepared for rain”’. Nor does “as well as” mean the same
ag "and’. It is much more emphatic. It would be absurd
to'say “a man was 5 feet 8 inches high as well as 21 years
of age”’. But you might well say that he “was a good
painter as well as a remarkable musician™.

) The fondness for writing “as well as” for “and” and
case” for, “if” presumably arises from the foundness of
the users for a longer expression. “In case if” is a stage
further on the downword path. “I am unable to” for I
cannot” and ‘hand over” for “give’” are other common
examples of the preference for the longer phrase. “By thc
time” is sometimes wrongly used for “then”. By that
time means “then”. Always be as definite as possible.
Some examples of this rule have been given above. Use
the first person rather than the third as a general rule.
The most appalling perversion of the third person con-
struction is the formula “Has the honour to enquire,
R S " without any subject. **As such” is often
misused. It is correct to say “Mr. A was then the Superin-
tendent and as such was bound to report...... ” but “Mr.
A was not then the superintendent and as such he is not to
be “Mr. A was not to be blamed” is meaningless. “While
such being the case” is a famliiar embellishment of crimi-
nal comnlaints, ete. *“While” is here redundant.

5) Tenses and moods are misused in almost every note or
draft. The misuse of “had” is one of the commorest

errors. The pluperfect ."*had” is rightly used to emphasize
the priority of one event in the past to another. It is cor-
rect to say “T had gone to bed when the house caught

fire” but senseless to say T had gone to bed at 10 o’clock
last night”-(“I went” is correct)-unless the meaning is
that you had gone to bed before 10 o'clock. The present
tense is wrongly used for the incomplete perfect. i.e.. they
write “I am record-keeper from 1906” “I have been
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record- keeper since 1906 is correct” “Government pres
for a reply” should be “Government are pressing |
a reply”. “The following men now act” is wrong. |
should be “are now acting”. “Act” means “usually aet” g
“habitually act”; “are acting” emphasizes the fact thg
they are doing so now. The future is often misuseg
owing to the unintelligent copying Government orders,

(16) “Must have” is sometimes misused for “should have” ¢
“ought to have”. “Must have done it” means that &
certainly has done it. It is used to mean that he has not dog
it but should have. "Till” is commonly misused in a wa
that it is positively misleading. “No reply was recei
till January 1st” implies that a reply was received g
January 1st; but it is ¥sed to mean that even on Ja
ary Ist no reply had been received. To convev this la
meaning ‘‘up to” with the pluperfect is the correct
lish—"up to January 1st, I had received no reply”. Di
guish “all the stamps have not been punched”, which
ambigous from “Not all the stamps have been punck
or “the stamps have not all been punched” which m
that some have been punched and some not. These p
ses are commonly con fused. “The Tahsildar has
to collect Rs.1,000” is not ordinarily modern  Eng
“Still has” is correct. “Y et” may be used with a negat
e.g., “has not yet applied” and is only used with a p
tive verb in special phrases such as “I have yet to 1
“Sop” is not equivalent to “very”. It is sometimes wri
“the peon is so impertinent”, “I warned him so m
times” meaning “very im pertinent”, “very often”. “No
bad” means “rather good”, but this is a colloquial ph
Similarly, “too’”” has gen erally a relative sense, that is
implies excess relatively to a certain standard or ob
not absolute intensity—so to speak—I(except in a
colloquial: phrasges, such as "it is'too bad”) : but it ise
monly written “it is too hot” meaning “it is very hot”

(17) The verb “to hope” implies pleasurable anticipation,
used sometimes instead of a neutral word such as “'thi
and thereby produce comicallv . inavboropriate  phr
such as "I hope vour honour is ill”. Omission of article {
an. the) is a common fault It is permissible in a telegran
for reasons of economy-not elsewhere. But articles
be used correctly. It is written “appellant is the inhahi
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tant of Barpeta” which implies that there is only one
inhabitant. "An inhabitant of Barpeta” is correct. “This
is serious ommission”’ should be “This is a serious ommis-
sion’,

18) “As to” is a common redundant form, e.g., “The Deputy
Commissioner is directed to report as to whether” ;
“whether” alone is sufficient. So, “‘as against” or “‘as com-
pared with” are commonly used in comparing figures,
where "against” or “compared with"” are sufficient and
correct. It is correct to say “as compared with last har-
vest, the yield was poor”, but not the "yield was 4 annas
as compared with 8 annas last year”. “As” means nothing
in the latter phrase. Pseudo-accuracy accounts for much
unnecessary  verbiage. “If any” is a common example
of this fault. It is quite unnecessary to say “The Deputy
Commissioner is requested to report the number of
cases if any”. If there are none, the Deputy Commis-
sioner will say so. In the same way it is wunnecessary to
say “The Deputy Commissioner is requested to report
whether it is advisable or not to............... ” The use of
the word “ask” instead of order” or “direct” produces
a curiously important effect when a lower subordinate is
referred to. “The Sub-Deputy Collector may be asked
to report” sounds silly.

(19) On the ccher hand, the use of such phrases as “at all”,
“care to”, "in spite of”’ sometimes sounds needlessly
discourteous as well as unidiomatic. “In spite of three
reminders the Deputy Commissioner has not at all cared
to reply” is rude as well as un-English. “It will be
enough if the Deputy Commissioner...... ” is not English.

| “The more appropriate phrase is the Deputy Commis-

sioner need only”., Avoid pretentious words such as

“penultimate”. “Last but one” is quite good enough.

(20) “I am directed to reque st that you will be so good as to
furnish me with information as to whether” is the sort
of stuff that we come across frequently. “I am directed
to enquire whether” means exactly the same and is not
unduly curt. Never use several words where one will
do. Do not write "make an application” but ‘“apnly” or
“a label of the value of fiftv naise only” instead of “a
fiftv-paist stamp”. Sych inversions as “fiftv-paise” and
the addition of the word “only” after anv sum of money
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are in place in a bill or cheque not elsewhere. “In f}
connection” at the beginning of a sentence is a favour
bit of hackneyed padding. It means nothing at all.
returning herewith” is afavourite but in-appropria
type of opening phrase. It is often aggravated by maki
the subject of the main sentence different from the it
plied subject of “returning” or by changing to the pa
sive construction. You can say “In returning:........ Ia
directed to point out”. You must not say “In returni
herewith the statement received with his letter...... t
Deputy Commissioner is informed”. But this is quite co
mon. On the other hand, such phrases as “Turning
paragraph 1, it may be observed” and so on (“Regs
ding’’, “Concerning”, “Considering”, etc.), are unobje
tionable though “Turning to paragraph 1, I may obse Ve
is no doubt more strictly correct.

(21) A needless anxiety to avoid repetition gives rise
various faulths. Sometimes instead of repeating a maj
name, an assistant will say “the individual” which is g
good English. The use of “former and latter”, “
tively” and “the same” have been mentioned
and also some under this head.

(22) The words “comprise”, “compose” and “consists” gaj
confused with each other. It is written “the land con
prises of 3 plots” or *‘is’ comprised of”. The correct fory
are “the land comprises/consists of/is composed of thrs
plots”. It is also written *“the old building was substitug
by a new one”. You can say “a new building was sy
stituted for the old one” or “the old building wasp
placed by a new one”. “Dispose it off” is a commg
error for “dispose of it”, also “tear off” for “tear up” gy
“stick up” for “stick in”. (you can stick a thing “up”;
a wall of course but not “up” in a book.) ‘stick up to”
used for “Stick to” itself a slang phrase. “He stuck
to the agreement” is WT'OHP‘ It is also written “slins hag
been pasted” and the *‘papers have been qhtch
whereas “pasted” and “stitched” (or vpreferably “sewn
together are correct. To “leave off” means to stop, ep
“It has left off raining”. Tt is used to mean “let go” “H
left him off” is meaningless. “My/Applicant’s/His- a
another brother” are not good Enelish. You write “anothe
brother of mine/applicant’'sfhis”. “To list” in the sen:
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of “make a list of” is not good modern English. “To list”
means either “to listen” (poetic), or “to desire” (old Eng-
lish), eg, “The wind bloweth where it listeth” or “to
lean” (nautical, e.g.,, “The ship listed sharply to port”).
“Agree’ and “tally” cannot be wused actively. Figures
may agree or tally. You cannot “agree” figures or “tally”
them. Generally used unpretentious words rather than
pompous ones. “I went to camp” not "I proceeded”
(almost universal) “live” or “dwell” not ‘“reside”. The
. word “portion” is used for “Part” which is much usual
in English. “Portion” has some special meanings, e.g.,
“marriage portion”. Similarly, “instead of” is much more
usual in ordinary English than “in lieu of”, which is a
phrase - used mainly in legal documents. “Stamp” is
the ordinary English wotd not “label”: and “envelope”
or “letter” not ‘“‘cover”.

23) You sheuld not say “He told/expressed that he was
unwilling”. It must be “he told me that he was unwil-
ling” “he expressed his unwillingness”, "“he expressed
himstlf strongly”. “I know to speak English” is wrong.
You must say "I know how to speak English”. “Enough
of money” is not good English. Say “enough money” :
“of”  follows “enough” when for any reason it is neces-
sary to use “enough” as a sybstantive. e.g., “I have had
enough of this” “I don’t know engiely ... . of the
language to ...... ...... " but “I know enough English to
............ ”. “None” for *no one” is obsolete or peoetical
Do not write “None made any offer” but “no one made
any offer”. Do not say “it is not used by any” but “it is
not used by anyone”. Do not say “this is known to all”
but “everyone knows this” “There is no use of sending”
is wrong. Tt should be “it is no use sending” it is no
use to send” or “there is no nse in sending”. Do not qua-
lify expressions needlesssly. To do so produces flabby
style. It is often written “this is not aquite satisfactory”.
Similarily words like it seems” and “it appears” are
used when there is really no doubt. "He was absent in
his house” meaning that he was elsewhere than in his
house is a contradiction in terms. “Absent from” is cor-
rect, but the ordinary English would be “he was not
at hgme” or simply “he was awav” or “was out”. “Alyy”
is misused with negatives. “He did not address the letter

and did not also stamp it” should be “nor did he stamp
it”.
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(24) “He ptits himself mp at...... sl ” or “he is puth
at”, are wrong. The correct English (and it is collogui
is “he is putting up at”. “"Wooden piece” for “piece
wood’’ 1§ a eommon error. '

(25) "I ‘enqguired’/‘enguired into’ the witness” 1s anoth
frequent mistake. You "examine” a witness and “enqui
into” a case. But one does not "nvestigate into a casg
One “investigates it”". "Male member” should not bhe u§
to mean “male” or "man”’. You can say ‘'the male
bers of my family”. Do not say my family membi
“Through” meaning ‘past” and “eross” meaning ™
past” are frequently used®e.g.. I went through the temp
or "I crossed the temple”. You “eross” a river or a p
when vou go from one side of it to the other. Do
use such phrases as "has breathed his last”, or “ig§
more”’, for *is dead’. It is high time to do” so and so
an idiomatic English phrase. "As it was high time, th
Court adjourned the case till next day” is not English.

(26) "In view to do” so and so is wrong. Pou can say “wif
a view to reducing” meaning "in order to reduce”, a
you can also say “in view of these circumstanceas
meaning "“‘having regard to them”. “In view to is impos
sible.

(27) “The Sub-Deputy Collector should insist on {h
Tahsildar to replv” 1is wrong. It should be “should in
sist on his replying”.

f28) “address” is used sometimes as though it means “ask"
Government will be addressed to reconsider their order’
is. strictly speaking. meaningless.

(29) “Government sanction a peon to the Sub-Deputy Collector” should be
“for the Sub-Deputy Collector”™ Petitioner wants that the land should
be transferred” is wrong. It should be “wants the land transferred/to be

transferred”.
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APPENDIX—VI
(Paragraph 70)
CHANNELS OF COMMUNICATION*

1. Channel of Communication between the Government of
India and Foreign and Commonwealth Governments (ex-
cept those of the United Kingdom and Pakistan).

(i) No Communication of whatever nature to the Govern-
ment of a foreign or Commonwealth country, where India has
no locally established Mission or is not represented through an
Indian Mission in another cduntry shall be addressed directly

by an Governmental authority, except by the Ministry of Exter-
nal Affairs.

(ii) All Communications with the Governments of countries
where India is represented which involve negotiations, questions
of policy, as well as communications of a kind which though
thevy do not initally raise or involve such questions, mav lead to
them, should be made only through the Ministry of External
Affairs which shall decide the form and manner in which they
shall be made.

Communications which do not fall in the above category
mayv be addressed directly to the Representatives of the Govern-
ment of India in the country concerned for favour of onward

transmission or communication and a copy sent simultaneously
to the Ministry of External Affairs.

iI. Channel of Communication between the Government of
Indiac and the Government of the United Kingdom.

BEER R R K kok kKKK K

(D) Communications between the State Governments in
India and the Government of the United Kingdom.—State Govern-

ments will not correspond directly with the Gnvemment of the
United Kingdom.

—— -— e w

*Extract taken from the Government of India’s Manual of
Office Procedure as applicable to the Government of Assam.
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Heads of State Police Forces (as also the Inspector Gener
of Police, Special Police Establishment, and the Director Intell
gence Bureau, Ministry of Home Affgirs. Gov_ernment of Indi
may however correspond with their opposite member in th
United Kingdom and her colonies in connection with the inves
tigation of specific crimes of a non -political character. All refe
rences about political crimes and any other reference involy
ing matters of policy and general infirmation, should howevg
be made through the Director, Intelligence Bureau, Ministry g
flome Affairs, Government of India. -

III. Channel of Communication between the Governmes
of India and the Government of Pakistan,

T EZTEEE T BLEE RS S

L9

(C) Correspondence hetween Indian State Governments ap
Pakistan Provincial Governments.—(1) The partitioned States ¢
West Bengal, Assam and the Punjab may continue to correspon
directly with the partitioned provinces concerned in Pakistan g
partition problems and other allied matters not involving ques
tions of poliev This permission is usually extended from yeg
to vear by agreement between the Government of Pakistan an
the Government of India. Copies of such communications shoul
be forwarded simultaneously to the Ministry of External Affaip
and to the High Commissioner of India in Pakistan and, wher
concerned, also to the Deputy High Commissioner of India
East Pakistan.

(2) There shall be no direct communication between Staf
Governments in India and the Provincial Governments in Paki
stan save as provided above and save as mav be otherwise sneei
fically authorised by the Government of India.

(D) Correspondence between Indian State Governments ang
the Government of Pakistan.—There shall be no direct corres
pondence between the State Governments in India and the Centra
Government of Pakistan. ke '

(E) Correspondence between Indian State Hovernments ang
the Pakistan Missions accredited to them... Direct corresnondenc
between these authorities shall onlv be on routine matters no
involving policy.
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Correspondence between the subordinate authorities in Indian
and similar authorities in Pakistan.— There shall be no
direct correspondence other than in the execution of the
v processes of law in accordance with agreements bet-
the two Central Governments and in matters that may
pecifically authorised.

VI. Channel of Communications between State Governments
and (1) Foreign Missions in India, (2) Indian Mission in
overseas Countries and (3) Foreign Governments.

(A) Between State Governments and Foreign Mission in
2—(1) All official communications with foreign Missions in

should normally be addressed to and by the- Ministry of
mal Affaims, Should any gommunication be addressed by a
Mission direct to a State Government, including invita-
0 Ministers, Senior Government Officials, ete., to visit
, the latter should consult the Ministry of External Affairs
earliest opportunity. A reply will be sent by the Ministry
nal Affairs who mav, alternatively, ask the State Govern-
o send a reply adding a polite request that such communica-
hould, in future, be addressed to the Ministry of External

There is no objection to direct correspondence hetween
sul General, Consuls and Trade Representatives of for-
overnments and the Deputy High Commissioners of Com-
salth countries in India or the one hand, and State Govern-
1 the other, on routine matters, such as, a request for
information of a non-confidential nature on technieal sub-
When in doubt, the advice of the Ministry of External Af-
hould invaribly be obtained. If securitv considerations
the Ministrv of Home Affairs and/or the Ministrv of Exter-
airs should be consulted.

Correspondence which relates to a matter involving
or indirectlv. a question of policy or one which. though
ally. mey eventuallv raise a policy issue, should be made
ough the Ministry of External Affairs.

* ok k kX

The Registrars General of Births, Deaths and Marriages
es in India mav forward certificates of hirths. deaths and
ges in respect of foreign Missions conecerned direct.
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(B) Between State Governments and Indian  Missions in
Foreign Countries.—(1) There may be direct correspondence
between State Governments and the Indian Missions abroad on
routine matters, provided copies of sych correspondence are en-
dorsed to the Ministry of Externa] Affairs as well as to the Admi-
nistrative Ministry concerned.

The following types of case s belong to this category :—

(a) Enquiries relating to births, deaths, residential addresses,
antecedents, whereabouts and welfare of Indian nationals reSIdmg
abroad or in India.

A
(b) Verification of statements that may have been made by

certain applicants for securing Indian or foreign travel docu-
ments.

(c) Verification of the services of ex-employees of foreign
Governments, their medical examination, ete., and vice-versa.

(d) Petitions and complaints from Indian nationals asking for
miscellaneous kinds of assistance either from a Mission abroad or
a State Government in India. Correspondence on questions of

policy should in variably be sent through the Ministry of Exter-
nal Affairs.

Exceptions.— Correspondence in the following shall continue
to be sent through the Ministry of External Affairs :—

(i) Completion of D1-91. N R P.-78 and 127—Forms of rela-
tives of ‘-Indian Residents in South Africa, Northern
Rhodesie and Southern R hodesia, respectively :

(ii) Entry of educated entrants into South Africa ;

(iii) Applications for temporary visits and entry into South
Africa and any of the East an@l Central African ter-
ritories :

(iv) Transmission of iudicial documents, Once, however, the
documents have been transmitetd, all further correspon-
dence in the matter may take place between the
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‘State Government ¢oncerned and the Indian Mission
abroad, copies of correspondence being sent to the Mini-
stry of External Affairs. for information.

{2) Subordinate Officers of State Governments are not aut-
horised to correspond direct with indian Missions abroad.

. Exceptions o

(i) Ll t 2 xEk k¥

‘- (ii) Between a Licensing Authority and Indian Missions
abroad.—Licensing authorities in India authorised to issue
licences under the Indian Arms Act and " the Rules framed
thereunder may entér into direct corespondence with the
concerned Indian Missions abroad in connection with the
renewal of a licence granted by the latter, or the grant of a
licence to a person residing in Nepal. Copies of the com-
munications made should however be simultaneously
endorsed to the Ministry of External Affairs. .

(iii) Between Directors of Public Instruction/Education and
Indian Missions.— Directors . of Public Instruction
/Directors of Education or other officers holding eguiva-

. lent posts in the States may correspond direct with In-

. dian Missions, abroad in reply to the latter’s request for

verfication of the Education of the Educational quali-
fications and service rendered by teachers who were irll-

" tially employed in India.

(iv) Between the Registrars General of Births, Deaths and
+ Marriages and Indian Missions.—— When an Indin Mission -
or Post abroad is approached by an Indian citizen for a
copy of a certificate of birth, death or marriage. Mission
t may enter into direct correspondence with the Registrar
' General of Births, Deaths and Marriages of the State
Government concerned. The Mission or Post should also
recover, on behalf of the Registrar General, the requisite
fee for the issue of such-a certificate. The head of ac-
countto which such a fee is to he credited shall be indi-
cated by tHe Registrar Genemal. _

‘e

{v) When a foreign Government approaches an Indian Mis-
Sion for the grant of an emergency certiﬁt;at_e_ to person
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pf. Indla.n origm to em\lble ;hat Government to deport such:
person to. ; 1dia for violaj g local laws, the Mission, un-
less specific orders to the contrary exist e.g., in the case
- of .Ceylon, should contact the distriet authorities in India
dlrectly and satisfy itself that the person . concerned is
an Indian citizen in accordance with the Constitution of
India or/and the Citizenship Act, 1955 and in aucordance
with such executive Instructions as the Government of
India may have issued or may issue in future in regard
to citizenship. Copies ofall such correspondence should
simultaneously be endorsed to the Ministry of External
Affairs. If a Mlssmn/Post abroad considers that a partl-
cular deportation has political implications, or if there *is
Iarge-scale deportation of Indian nationals, it should ob-
tain the prior orders of the Government - of India from
the Ministry of External AMfairs before issuing emer-
gency certificaies to or agreeing to the deportation of,
~ the persons concerned.

_ (G) Between State Governments and Foreign Governments.—
State Government should not correspond directly with foreign
Governments. Normally, such communications are riot acted up-
on by the foreign Governments concerned, but are made over
by them to the appropriate Indian or British Diplomatic Autho-
rity. The proper channel of commumcatmn with foreign Govern-
ments is the Government of India in the Ministry of External Af-

,falrs and the Indian Diplomatic Post in, the country concerned
or, where there is no Indian repres entatlve channel -deemed ap—
propriate by 'the Ministry of External Affairs.

Exceptlons —

(ll) t#t *kk “"
tll} *kk P *“ =

(iii) Between Indian Courts and ’ Foreign Courts.— Indian
Courts respons1ble for enforcmg foreign majntenance
orders may _vorrespond dlrectlv with foreign Courts in
routine . matters_relating to such maintenance orders, and
the rezmttance of payments due undar them. .

Slmllarlv, the Malayan Comrmssmner Labour ‘Federation,
and the Indian, C.omrmssmner for Wnrkmen s Compensation may
correspond dlrectlv
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(D) Between CentralJState overnments and pnvate indi-

. yiduals/ orgamsatmns abroad-—Ministries of the Government of
India, their attached and subordinate qfﬁces State
Governments and other Government organisational in

India may correspond directly with appropriate . individuals/
non-official organisations abroad on routine matters. Copies of
such communications need not be sent to the Indian Missions
concerned abroad, if it is unlikely that the matter will subsequen-
tly have to be pursued further through the agency of those Mis-
sions.

The term Gpvernmental organisations also includes Munici-
pal Committees, District Boaxds, Local Bodies, Port Commis-
sioners or other Authorities legally entitled to or entrusted by
the Government with the control or the manag'ement of a- Muni-
cipal or a Local Fund.

i

(E) Between Local Bodies and = Foreign Governments.—
Local Bodies should be advised by the State Governments that
when they receive a communication from abroad, including in-
vitations to visit abroad, they should refer it to the State
Government, along with the proposed reply, for instructions. If
the matter under correspondence is of a routine and non-political
character, and the communication is not from a foreign Govern-
ment authority, the State Governments may authorlse the local
bodies to send a reply direct. But if a political issue is raised or
it appears that the correspondence may have importart or embar-
rassing implications, the advice of the Government of India in the
Ministry of External Affairs should be sought. *

VIII. Miscellaneous.

. {1) The Indian Mission in the country concerned should be
kept fully informed about important orders or contracts being
placed or nesotiated direct with foreign firins or industries by
Ministries of the Government of India. or other wovernmental
authorities. Failure to do so places the Indian MlSsions concer-
ed in 4n awkward poisition when enduiries are made from
ahem in regard to.such matters, and they have no information .
on the subjeet. : .

/

Ny
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(2) Invitations to_foreigners to visit India.—No _invi'ta ior
should be sent by a Government, semi-Government institutio;
or organisation or local body in India to official or non-ofl
delegations from foreign countries to visit India, nor is it de
ble that®private organisations should do. so, without consulfig
the Ministry of External Affairs as well as the Ministry of Hon
Affairs. Whenever it comes to notice that an invitation is bein
extended to a foreign delegation by any organisation, Govern
ment or private, the organisation should be advised to do s
through the Ministry of External Affairs. An ‘“invitation”, in i
above context, includes an invitation for paljticipation in faip
and exhibitions.

Indian Missions abroad should correspond with the ;'espe
Ministries .of the Government of India only through the Mi
stry of External Affairs in such matters. - A

(3) Indian Delegatio_l_ls visiting foreign countries.—A.n.orga i

tion abroad should be advised that an invitation to send a
invitation to send an Indian Delegation to visit a foreign county
should not be accepted without the knowledge and consent ¢
the Ministry of External Affairs. Such organisations should als
be informed that, if the Ministry of External Affairs is not kep
in the picture, it may not be possible for it to render facilities i
the matter or passports, etc., or other necessary assistance to -
delegations. If any facilities in a foreign country are requlred
visitors/visiting delegations from India, the Ministry of Externa
Affairs should be approached immediately for the purpose. _
direct approach in the matter should be made to foreign missior
in India. When there is no time to do so, Indian Missions abroa
mav be approached direct, copy of the request being simultane
ously endorsed to the Ministry of External Affairs. Commu
tions of this kind should indicate clearly what specific faci
are required. If the wisit is one in which the Government o
India is directly concerned it should be specified whether :—

{a) transport arran}zements are required at the time of '?:
val and ~during the visit : A

{b) hoteI accommodatlon is reauired. If so . the atatUS
pav as well as full d'etaﬂs of the accomoanvmg fam1
ete,, should be given : 1
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(¢) any payments have to be made by the Missions abroad.

‘ If so, the requisite sanctions should be forwarded as early
as possible. All such sanctions should be specific in re-
gard to compensatory allowances, the party’s entitlement
of railway fares, daily allowances, etc., and whether any
salaries or other allowances are to be paid in foreign cur-
rencies,

. Indian Missions/Posts abroad are placed in an awkward posi-
jon if Indian visitors for whom they are asked to make appoint-
hents and hotel reseryations, and secure other facilities without
dequate notice, either fail to turn up, or arrive so late that it
ipsets all their previously arranged programme. This apart from
eeacting the reputation of the Mission concerned, and seriously
pairing its capacity in future to make the best arrangements
br Indian visitors, generally affects Indian prestige as a whole
the country concerned. There fore, Indian visitors should stri-
adhere to the programme drawn up for them, and if for
avoidable reasons they are compelled to alter it, they
1d endeavour to give notice of their inability to adhere to
he programme and make appropriate apologies to all the parties
pncerned as early as possible.

4
Requests for facilities for the inspection of and visits to
-vernmental or private institutions abroad should be made to
he Indian Missions in the countries concerned well in advance,
5o that whenever it is practicable, full information about their
pgrammes may be supplied to them well before thev leave
ia é)r at an early date before they arrive in the country to be
risited.

(4) Public Bodies and private persons.— Indian Missions
ad are occasionally approached direet by public bodies in
ia about proposed exhibitions, snorts tournaments, etc., to be
ought to the notic of local Governments and other organisation
foreign countries. They are also asked bv such bodies to col-
information or other materials required by them for one pur-
or the other. Tt is not feasible to direct private persons or
public bodies in India to route all their reauests to Indian Mis-
sions through the Ministry of External Affairs. Tht question
ether and, if so, to what extent such reauests should be com-
d vxiith. is left to the discretion of the Head of the Mission to
deal with on its merits. The Mission mav volitelv refuse snuch
requests of private individuals or public bhodies and ask them
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to apply through the Government of India, if it thinks that th"{
are unsuitable or not worthwhile complying with.

(5) Indian students and Missions abroad-—Indian students ap=
plying for educational or practical training abroad from Indiag
shall not, as a rule correspond directly with the Indian Missions
concerned. They should apply through the Indian University
last attended by them, or through the Ministry of Commerce
and Industries, or of Labour and Employvment, according as they
are private students, or already employed In some concern in
India. The Ministry of Labour and Employment will scrutinise
applications for training facilities to the level of Foreman and
Ministry of Commerce and Industry for practical training above
this level. Indian students already abroad may carry on direef
correspondence with the Mission concerned, and copies of sueh
correspondence need not necessarily be sent ta the Governmenf
of India.

(6) Requests for the recovery of loans from private Indian
students, as well as requests for the reception of the studen
returning to India on grounds of health should not be addresed
the Ministry of Education, if the student concerned is studying/
undergoing practical training on his own or under the auspices
of a State Government. All such correspondence should be ad-
dressed direet to the State Government concerned.

APPENDIX-VII, PART—1
(Paragraph 7.6.3.)
Role and duties of Private Secretaries and Stenographers®

1. General—1.1. A Stenographer will not only do the short-
hand work of the officer to whom he is attached, but will -als
perform such other functions as may be assigned to him  from
time to time by the officer. : -

= . - L ] .

-*Adan_ted ‘frnm a pagper prepared by the Department of [A 5
ministrative Reforms, Ministry of Home Affairs. Govern-
ment of India. :
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11 2. He should be prepared with a filled pen or sharpened
si] and the notebook always kept in the same place on the
k so that he can instinctively collect them when they are ne-
He should keep an extra pencil well sharpened as well as
a notebook.

2. Speed.—2.1. The shorthand speed obtained shoul be kept
A stenographer should attempt at improving it and should
B at such a speed that his officer can dictate freely without fear
interruption and confident that the stenographer can cope
th the dictation.

9.2. The shorthand outline$ should be legible as accuracy in
pscription will depend on them. Regular practice in transerib-
5 correctly from the shorthand is, therefore, necessary.

9 3. By reading and copying printed shorthand, a working
swledge of the correct outlines for thousands of words and
es can be acquired. Theref ore, a stenographer should read
i copy printed shorthand as a practice.

92.4. He should compile a list of the errors he makes most
ently which will help him to detect thern when checking
8 transcription of a dictation.

3. Requisites for verbatim reporting.— 3.1. For taking ver-
tim reporting, a speed of at least 160 words in English per
e is required. In order to reach such a speed, a steno-
er must practise regularly, think clearly, act promptly and
rt. He should read literary books in the language of his
O and.

3.2. In transcription of notes on debates, it might be neces-
rv to correct little lapse of grammar. to shorten un-dulv
g sentences and to complete unfinished ones. To make an ac-
te report of words spoken, hich speed is an indispensable
cal requirements, but to produce from those notes a cor-
report-correct in every literarv detall-ls a hallmark of supe-
or professional abilitv.

4. Helning the - Officer.— A stenographer “should know to
his officer in various wavs such as maintenance in a
dical manner all secyet and personal paners to be retained
7 him and arranging of meettinos tours, ete This can be
shieved by adopting the followineg. i
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(1) Planning the Work.—A stenographer can be more effg
tive by planning his work. He should arrange to confer wil
his officer for a few minutes preferably at the beginning of ea
day. He should give him agenda for the day which covers urge
matter and routine appointments. He should obtain instructio;
at this time on other matters. :

. He should make provision for delays and interruptions
so far as they can be foreseen. He should check the officel
agenda before leaving in the evening so that business not transa
ted may be carried over and attended to early in the next da
He should see that equipment and supplies are available for ea
job and that essential task receive priority.

(2) Cultivating proper public relation.— He should maintg
a courteous manner and greet everyone cordially.

He should note the purpose of each appointment so that {
officer can be prepared. He should arrange the telephone calls 3
visits aceording to the instructions given by his officer.

(3) Telephone habits.—(a) He should answer calls prompt
and pleasantly and should identify the office and himsg

(b) He should relay telephone messages promptly and reeg
the name of the caller, the purpose and time of eg
call.

{c) He should keep a special index of the telephone numb
most frequently required. He should arrange for someg
to answer the telephone when he is out.

{d) He should know how to make long distance calls, per
nal calls and gather other general telephone informati

(e) ‘He should keep his personal calls to a minimum_

(4) Correspondence.— (a) Initiate a control system for |
‘officer’s dak so that it can be correctly routed to |
Departments. He should observe care in opening ma

and see that personal and confidential letters are g
opened. He should know how to handle the dak dur

. the officer’s absenee. o i 1 A g k-
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b)) He should be sure that each envelope is completely.

. emptied and check for enclosures mentioned. He should
inaﬁe a note of any ommission before passing on the

_letter to the officers.

{c) He should know the correct form of social and other
.~ forms of communications which he is called upon to

write.

j He should make notes of special instructions  on corres-
pondence given by his officer. He should make sure that
the letters ave properly set up and that carbon copies are
clean.

le) He should see that copies have been marked for the per-
" sons to whom they should be sent.

[f) He should check each letter to see that it is sigr.ed. He
. should know who is authorised to sign in the ahsence of!
. his officer.

gg) He should be sure that all enclosures mentioned in a
- Jetter have been sent, He should keep a record of mail
time-tables, postal and telegraphic rates.

[h) He shauld see: that inside address corresponds with that
~ on the envelope.

(i) He should maintain address books, both personal and
~ official, for the officer’s correspondence.

) Filing.—He should arrange filer which are required to be
ained by bhis officers so that docums®nts can be produced
y. He should keep files in good order. He should ensure
‘security of confidential files and check this before leaving..
' office. He should make 1 periodic check of files and destroy
out-of-date material after obtaining authority from his.

{6) Keepine reference books.—He shquld keep on hand up-
Jate reference books such as Telephope Directories. Dictio-
Administrative Directories. Statutes, Manuals, Rules and
sgulations. St ] gt
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(7) Travel Arrangements—(a) He should prepare the to
programme according to the instructions received |
him and issue copies as required.

(b) He should make arrangements with the persons
contacted or interviewed on tour by letter, telegram ¢
telephone.

(c) He should arrange for transport and hotel accommods
tion in advance of journey. !

(d) He should hand over the papers which the officer will re
quire on tour. He should deliver tickets and ackn
ledgements of hotel reservations, etc., together wi
copy of the tour progremene before the time of depa;

fure.

(8) Meeting and Conferences.—He should maintain a cale
of forthcoming meetings and conferences. He should collect
materiels which might be required and assist in preparatio
the agenda and conference programme. He should check
the room is arranged and stationery is provideg. He should
names of persons present and keep an up-to-date list for
distribution of minutes. He should ensure that after a mee
the papers or belongings which may have been left are retu
to the persons concerned.

{9) Special duties.—({a) He should see that the officer’s offi
and desk are neat and furnished with necessary supplies

(b) He should order repairs for machines and other offig
equipment as necessary.

{c) He should bring news-worthy items to the notice of
the officer. § QR

.

f{d) He should keep a note where the officer can be con-
tacted when in or out station. -
M
(10) Keeping the confidence — He should maintajn
confidence about the information yeceived By him éu’ﬁng
course of his official duties. He must be discreet and loval
not only be able to keep a seeret but should refrain from
hinting about the seerets he knows. 1
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"APPENDIX—VII, PART—2
(Paragraph 81.3)

Standard output of the work of Typists.

1. In order to provide loss of time for filling up entries in the
Log Book and for fatigue, 5 hours for typing work in a day may
be taken.

2. The details of workload in terms of lines and the nature
of typing like typing from printed/typed matter, from manus-
eript, tabulation/stencil cutting having been taken into account
the standard output of the work of Typists 1as been assessed as
900 lines. 540 lines and 360 lidles per day for typing from print-
ed/typed matter, from manuscript and for tabulation/stencil
cutting respectively.

3. The ‘line’ mentioned above consists of 10 words.

APPENDIX—VII, PART—3
(Paragraph 82-10)

' General instructions regarding Typewriting, Stencil Cutting,
Carbon Manifolding, etc

1. Spacing for Punctuation Marks.

"~ The following rules of spacing the Punctuation marks are
to be uniformly followed in all typewritten work :—

A

Spac Spaces
b-efnl?g after

Period i .
Exclamation mark | at the end of sentence i = 2
Instrrogation mark | X

—

*From the Central Sesretariat Manual of Office Procedwre.
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Comira
Semi-colon !
Colon |
Hypheu
Dash " . L d |
Quotation majks : —
Biginning
Closing
Brakets :(—

Beginning g e ) 1

Closing

2. The period after abbreviated words like viz., ete.,, M
is followed by only one space. When an abbreviation consists ¢
groups of letters such as U.S.A,, M.A, 1LAS,, no space shoul
be left between the letters of the group, but one space should k
left at the end of groups. In the case of initial letters of g pe
sonal name, each letter is followed by a period and a spacg
thus Shri A. B. Roy, not Shri A.B.Roy.

3. Comma used for punctuating figures is not followed |
a space e. g., 1,00,000.

II. Margins.—

4. Fair copies are typed ith the following margms all roung
the paper: Left margin: 1” on foolscap (8"x13") or quort
{(8”x10”) paper, and 1/2” on octavo (5”x8") paper. {1” is equal #
10 space of Pica type, 9 spaces of large Pica type, and 12 space
of Ellite type.) 1

Right margin :—2 spaces on all kinds of paper.

Top margin :—1” or 6 single line deep on' foolscap ang
quarto paper 1/2” or 3 single lines deep on octavo paper,

Bnottom margin:—Same as top margin.
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5. Drafts are typed with a left margin of 2} which is
lecessary for correction or additions.

I, Line Spacing —

6. Fair copies are to be typed in single spacing with double
e space between paragraphs.

7. Double line space is required for drafts, and between
aragraphs only double line space is left. There is no need for
extra line space between paragtaphs.

V. Continuation work.—

. 8. When the work is to be continued on the next page, the
ollowing points are to be observed :—

(i) Catchword.— This refers to the official practice of writ-
ing at the foot of the page of continued matter the first
word appearing on the next page. After typing the
last line on the first page the catchword is placed on the
right-hand side of the bottom margin of the page. An
oblique 1is typed before the catchword. If the first word
to be typed on the next page is a word of one or two let-
ters or the article “the”, or the number of a new para-

graph, the following word should also be included as the
catchword.

(ii) Pagination.— Pages are to be numbered at the centre
of top margin of the page. thus—2—or (2).

(iii) Transposition of margins.—Secretariat filing system makes

" it necessary that the margins of the front wpage should

be transposed when typing on the back page. Thus _the

e broad margin an the Ieft side of the front page will be
shifted to the right side of the back page.

fiv) Superimposition.— Neat apnearance of the tvpescript re-
quires the Tines on both sides of the paper to be supe-
rimposed, T.e.,, typed on the same level, so that the white
space between lines remains unaffected.
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V. Numerals.—
9. Numbers can be expressed in the following ways :—

Arabic figures Roman fgures small Roman Alphab:ric In-spe'_‘!
figures letters

] 1 (1) (a) ' One |
2 11 (li) (b; Two
3 111 (iii) fe) Three
€
etc. ctc. ete, efc, ele.

10. Arabic figures are widely used in figures work, bes
being useful in numbering pages and the main paragraphs
work. Roman figures are used for numbering chapters and i
sections of a Bill or Act of Parliament. Small Roman figures ;
alphabetic letters are used in numbering the subsidiary Parag
phs; the former are also used for numbering the pages of perf
and appendix of a work. Figures should be spelled out w
they begin a sentence, and when they can be expressed in
or*two words an indefinite number is also spelled out, eg,
read five or six pages at a time.In case several numbers g
within a short space, all of them are to be expressed in figy

IV. Paragraphing.—
11. Paragraphs can be typed in three ways:—
{i) Indented Paragraph.—The first line of the paragp:
is indented five spaces from the left margin, and
other lines being from the margin. This is the usual sf
of typing paragraphs.

10 15
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(ii) Block paragraph.—All the lines of the paragraph are
level with the left margin. This style is used for sub-
paragraphs or sub-sub paragraphs.

(iif) Hangin paragraph.—The first line begins from the left
margin, and all the other lines of the paragraph are in-
dented three spaces. This style also is used for sub-
paragraphs or sub-sub paragraphs.

10 13

12. Numbering paragraphs.—There are three styles of
aumbering the main paragraphs, but only one style should be
used uniformly throughout one work. Usually the first main
paragraph is not numbered ; numbering starts from the second
paragraph onward. The three styles are illustrated below :(—

0 15
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13. Subsidiary paragraphs following under main paragraphs
may be either indented, block or hanging, but they must be
aumbered and given a left-hand margin distinctly from main
saragraphs. The following three styles may be noted, but only
one style should be used in one piece of work.

10 15 20
Main para 2 .
Sub-paras

indented. (i)

Sub-paras.
bleck. i) 15N

B ol e 1t Rl Tt

Sub-paras.
hanging. R Rl 0

(i)

14. Sub-Sub paragraphs under any sub-paragraph should
have their distinctive appearance, being typed either in inden-
ted or block style. But they should not be typed in hanging style,
as this would cause slope of typescript too far to the right.

10" 15 20025

Main para 2
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15. Headings are of two kinds.—Main headings and sub-
adings, Main headings should always be typed exactly in the
> of the type area. Triple line space is generally left bet-
den the main heading and first line of the paragraph under-
ith. No fult stop need be written after main heading.

" 16. There are several ways of typing sub-headings, as fllus-
ated below :— P
MAIN-HEADING

Sub-heading one
Sub-heading two
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Sub-heading

Sub-heading five—— —

The above illustration shows the methods of displaying
heading s
11) Immediately below the main heading properly
tralised;

(2)immediately above paragrdph in the centre of type arez

3) at the beginning of the paragraph and forming part ¢
the first line of the paragraph when it is to be indente
five spaces from the left margin; -

(4) at the beginning of paragraph and not forming part
__ the first line when it is level with the margin ;

) rreTs

- (5) in the margin. o -2

- 17. All these styles of typing 'su-b-hea'di'ng are recog
but only ane'style -should be-used throughout one piece of wor
PO :  allge o5 SIRIG

.. 18.- Main headings or sub-He adings_.should - not, be .typed :
the foot of the page unless it is possible to type at least tw
lines of the matter relating to;heac_]i‘ng. on the same page.

VIII. Footnotfes.— T . e

19. Footnotes in the body of a matter can be indicated &
figures slightly raised from the line of writing and immedi:
- tely following the words to which they refer. Figures typed
this way are better than asterisk (*) or other symbols except:
statistical tables where figures_for  footnotes might be conf

20. Symbols and marks like %, @, & + should not B
used as reference marks of footnotes as each _of them has
meaning of its own. Other symbols as shown below are suitab
and can be got by combination of characters. |
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4-cwb £ ol 2ds om .-

fomid on key board can Lbe E‘_On.é m twb ways)

— —team— o aa =

1 “X" and hyphen or

L

tal “A” and small “v” 7.sl‘i'ght1y lowered by using the in-

t S é;r »s 1, Capital “I” and hyphen
h shghtly raised, or
2. Obhque and hyphen slight-
. ly raised or

B

3. Capital "I” and apostrophe
- slightly raised. _
uble dagger t « 1. Gapital ‘I and equation
. ] sign or two hyphens, or

3 2. Oblique and equation sign
__ortwo hyphens, or

daa "™ 3. Capital "I" and two apos-
2 1 trophes. a

n markg PR e One capital “S” and small
e partly over another

. In typeseript Intended to .be printed, the footnote
be typed immediately after the passage to which it re-
A line should be typed above and below the footnote In
not intended for the printer, footnotes should bBe tvped in

- \

l. This is the way to insert footnotes in material intended for the printer.

oacing at the oot of the page on which the particular
e marks appear. The footnotes are separated from the
a line ‘extending reference from Jeft margin to right or
L Way across.
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IX. Variety in Typescript.— _ _ s« s -
& o

99. Printers have various sizes of types which they use

best advantage in the display of their matter. It is possible

achieve similar display in type-scnpt by making use of the

eight styles of typing as given below, especially {for headings

{1) Style One 2 {5) STYLE FIVE. L
§2) Style Two {6) STYLE SIX. e
{3) Style Three {7) STYLE SEVEN. =

(4) Style Four [8) STYLE EIGHT. -

23. It is to be noted that when typmg words in spaceg
letters, three spaces are to be Ieft <between words. Undarlininy
should be done carefully to cover the letters of the word T,j-.
the punctuation mark, if any, at the end of the word shoul 1
not be underlined. . o

X. Syllabification.—

24. Syllabification is the practice of breaking up a word_ a
line-end and carrying a part of jt to the next line. It 1is neces
sary to do this in order to secure a moderately even r1ght ha'
margin, which gives a neat appearance to typescript. The impor
tant rule to be observed in wordbreaking is that the split sho :
not hinder rapid reading of the typed matter.

25. Word-breaking is done as follows :—

{i) Division of words should correspond as nearly as possibl
to the way in which the words are pronounced :
Light-ning, statis-tics, resig-nation, cre-ate, fra-gn
nce, Pecu-lar. '
Prorsunciation o} the first part of the word should
be affected by break. Hence:

Prop-erty (not prao-pertv). chil-dren fnot child-ren
Pr-mary (not Prim-ary). AT e }
fii) In words containing Prefixes or suffixes the natup
point of division is at the junction of the prefix or su
con-stant, intro-duce. Pro-gramme, accom—phsh el
ing, plenti-ful, friend -ship, aCQUIST-tlon finane:
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In words contamin double consonant mecpall divi-

'|';‘_,‘ I“

-“')‘ when words cqntam medially two or three different
R consoha'ﬁt’s withott mte'i-vémﬂg vowe'l division can be
. made ‘dfter the firt c¢orsonhdnt
' ﬂ’ﬂ'éﬁ Adur, g ‘main t’xih efr- c'led frus-trate, hun-dred
'V) Compound words and hvphenated WOI‘dS are divided
_only where existing hyp hens occur : :
under eshmate fnot under-es- -timate), pre-eminent (not
pre‘ -emi- nent) >
following hyphenated wo rds be tYDed on the same line

bvious reason :
~ re-mark (mark again), re-cover (cover again).

51} Abbrewated words, ﬁgu re items a_nd proper names.
{i ') When previous two lines end with hyphens.

Words of one syllable, their plurals or similar in ex-
tions : Cause, causes, ploughed, strerigth.

- ) When syllable consists of only one or twfo letters :

afraid (not a-fraid), ready [not read-y), bravely (not
- brave-ly), proﬁted (hot" proﬁt’-éd) éncient (not an-cient),

dvi) When there is doubt as to correct divlsion.

er Carbon Manifolding

. 27. In order to take good carbon copies the following
ints are to noted :— ¥

(i) The carbon should be clean and crisp.
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(ii) The paper used for the original and duplicate should b
consistent with the number of copies to-ba . taken. Obs
ously thinner paper must be used where. the number
copies required is large. There are several methods |
use for arranging carbons and sheets. A quick techniq
is to insert first the required number of sheets and tur
ing the cylinder just for enough to hold the shee
securely. Then the carbons are to be inserted-with i
surface facing the typist between the sheets-and
whole collection is to be twirled up to the point whe;
typing is to begin.

{iii) The cylinder should be moderately hard, and free fro
ridges or indentations. Some machines are fitted wit
interchangeable cylinders,and in this case it is easy
substitute the ordinary medium cyliner with a hard or
for carbon copies.

(iv) The types of the machine should be in good order. Baf
tered or worn out types cannot give clear prints. Type
are to be cleaned before work.

{v) The types should be struck evenly so as to give unifor.
impressions, as any unevenness is emphasized on the ea
bon covies. The keys shculd be struck a little harde
particularly such large types as w, g, m, the capitals
figures and fractions. The more the copies required. th
harder should be the stroke. Obviously onlv a standap
machine can stand this hard touch. Sharp characters lik
comma, period and semi-colon should be struck with,
lighter touch.

{vi) When placing carbons between plain sheets, the carbon;
should be allowed tn profect about half an inch helow the
bottom of sheets. When the typed matter is withdraw
from the machine. all the carbons can be separated fron
sheets by gripping them where they proiect. Thus tha
handling of carbons being reduced to the minimum
fingers do not become dirty.

28. Carbon Economy.— The carbons should be reversed from
time to time so that all the inked surface mav be utilised. Car.
bons should be kent in a sneefal box or drawer. On no accouni
should thev he rolled ar folded. Thev shon’d he utilised to theip
fullest capacity and utility. '



231
XII, Stenoil Cutting.

- 29. Quality of Stemcil.—The stencil sheets used = now-a-days
| superior to the old wax sheets. They are ‘“indestructible” 1n
nse that they may be prepared and used again and again
il completely worn out. Unlike the old variety they are not
le to crack or break, and are, therefore, very easy to handle

- 30. Selection of a Typewriter.— The typewriter to be used
producing the stencil should have good sharp types and a
ther hard cylinder. A machine with blunt or worn types and
eylinder should not, as far as possible, be used for this
rpose. Such a machine can, however, be improved by using an
itional hard backing sheet |

. 31. General Instructions.—The following instructions should
Eborne in mind :——

(i) The tvpes should be thoroughly cleaned.

ii) The ribbon should be thrown out of gear by means of the
stencil switch so that the tvpes mav strike directly on
the stencil sheet If the ribbon switch is out of order,
ribbon may be removed from the machine.

{iii) A carbon paper should be laid smoothlv on the backing
sheet of the stencil and the stencil sheet above the car-
bon. so that the inked side of carbon remains in con-
tact with the back of the stencil sheet. This will make

. the impressions visible as the stencil is cut.

: ) The stencil should be inserted into the typtwriter with
~ the backing sheet next to cylinder.

" [v) Placement of the conv well within the printed frame of

" the stencil sheet mav now be nlanned. T1f there is diffi-

- cultv about correct nlacement. a preliminary cony of the
matter mav be made on a sheet of paper exactlv as it is

' to apnear on the dunlicated copv. This ovreliminary copy
mav bhe used for reference when cutting the stencil.
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{vi) The keys should be struck with a definite sharp and
touch so that the stencd may be cut cdeacly @and eveal
The punctuation marks and the letters "0o” and “g
require a lighter touch #sanh the ebtier characters; "w
and “m", a heavier tdueh than ysual Any centres punch
out, such as the centre of "0" should be picked up on ¢}
tip of a moistened finger and replaeed on the stencil. {

(vii) A good rate of speed for stencil cutting is about 20 wore
less than one’s normal speed of typipe® This will make fo
accuracy which is so essential. :

(viii) A stencil is very likely to wrinkle if it s
back in the machine for the purpose of correction. T
avoid this, the lower edges should be held securely :

without wrinkling., it may be removed from the machin
and reinserted.

(ix) Rulings for statistical work on stencil are better don
with a ruler and the stvlus pen, using a light touch

XML Corrections,

32. All errors in typescript are to be erased and corrected
Frasing should be done as neatly and_mconsplcuouslv. as possible
The following points are to be noted in regard to erasing :—

i) A good quality eraser should be used.

[ii) The carriage should be drawn to the side and the pa et
moved a fow spaces upwards to factht.ate erasing, | any
to prevent the 'eraser dust from fa“ini! into the math!ne_,

fiii) A soft eraser should be used first to remove the fres
ink from the impressions. and then the hard earaser
verv light presure so to remove as little of thesurface
of the paper as nocsinle. If the eraser i< moved in diffes
rent"dif'er"ﬂnns it will prevent the rubbing of a hole inty

the paper.
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iv) Dust should be blown away from the machine in the
- course of erasing.

fv) Damping either the eraser or the paper should be avoi-
. ded. When the eraser becomes dirty, it can be cleaned
by rubbing lightly on a piece of fine sand paper.

The correction should be typed lightly so as to have the
same impression as the original letters.

i) If letters are to be squeezed or spread within a given
space back spacer or spacebar can be used to move the
carriage half at a time as is done in the following exam-
ples :—

o > < 3 £
He will do To change I were here
were
(0
He would o was T was here

f correction is to be done after reinnertion of a types sheet
ting line should be adjusted to original level with the help
e line scale and letters like "I, “i”, “.” on the originally
| line. Adjustment of these characters with reference to the
le should be noted by the typist.

(viii) When correction is to be done during carbon manifol-
ding soft eraser alone can be used to erase the errors
on carbon copies, but care should be taken to prevent
smudging of copies under the pressure of eraser. The
method is to place a fairlv stiff card behind the paper
to be erased. and to shift the card behind others pap-
ers before erasing. When all copies are erased the
card is removed and the correction typed.

o

- [ix) Correction on stencil paper:—

(a) The surface of the stencil paper containing the errors
. should be smoothed over with nail or any round smooth
~ object. This will aid in closing the incorrect perfora-
tions. A wvery thin coat of correcting fluid should be
put over the error After itis drv the correction mav
be typed.
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{b) Where a large correc.tion has to be made it may be neces.
sary to resort to “patching” or “grafting”. The part of
the stencil which contains the incorrect wording is cutou
and a piece of stencil paper is pasted overy the gap with
gum and correction fluid over the edges. The requireqd
correction is then typed over the patch.

APPENDIX-VII, PART—4

(Paragragh 213.4.1)

Instructions regarding use and maintenance of Typewriters

1. A typewriter is a costly machine and should be treated
with great care to prolong its life and extend its efficiency. As g
matter of fact, it should be regarded as an extension of the
typist’s personality, and should be given the same smartness as
personal appearance. Subject to normal wear and tear, a types
writer is expected to work well for over ten years in its office
use, but giving careless treatment and rough handling it can bg
spoiled within a very short time. The life of a typewriter can be
increased to 15 to 20 vears provided instructions regarding upkes
ep and maintenance are followed. It should, therefore, be han-
dled and maintained carefuilv.

2.1. Dust.— Dust is the deadliest enemy of the typewriteg
as it will get in to the delicate parts and hinder the free action
of the machine making the machine slower and heavier to work,
as well as causing unnecessary wear. Therefore, the dust-cover
should be used to cover the tvpewriter whenever the machine
is not in use. i.e., at the end of the dav, during lunch-time ang
even during short intervals.

2.2. The typist should srend a few minutes every mornm
in dusting the machine and the table on which it stands. It
cshould not be left standine in the hot sun. Nor should it he
placed unsteadilv on the desk where it may be knocked off hy a a
nacser-by.
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! 2.3. When putting away the machine at week-ends and holi-
- days it is necessary to draw the paper-release and paper bail
- forward so as to lift the feedrolls and rubber rollers off the pla-
ten. This prevents the “flats” developing on their rubber parts
when under continous pressure.

2.4. At the end of the line, the carriage should not be ban-
ged, the tabulator should not be pressed unless one is sure the
stops have been already set The puctuation keys should always
be struck more lightly than the rest to avoid undue wear on the
ribbon, perforation of the paper and the pitting of the platen.

3, Dusting.—The touls required for cleaning the typewriter
are a soft-bristled brush andsa duster (a soft cloth which does
not shed fluff). The procedure is (1) to clean from top down-
wards-starting from tht topmost carriage parts to the base of
the machine, and (2) to dust awayv from the machine. Thorough
cleaning should be given to segment  slots, typebars, ribhon
vibrator and platen. If the platen is interchangeable it can be
removed for cleaning. After cleaning. the duster should be used
to polish all the enamel and nickel parts.

4 Cleaning the types.—A type-brush with hard bristles 1is
.required for cleaning the - types in the morning before the work
starts. If should be done frequently in the course of stencil cutt-
ing. The brush should be used firmly over each type : it should be
moved backwards and forwards. Pressing the brush too heavily
and moving it sidewavs may strain the typebars and cause defect
in alignment. If the tvpes are clogged with ink. the brush mav
be placed at the printing point and the clogged tvpe struck
over it a few times. Using petrnl for cleaning with a brush no
doubt quicklv disselves the ink. hut it is not a clean work-the
liquid will be splashed all over the machine and the hands Pri-
cking the types with a pin is verv harmful to types, and should
never he done. A tvpe-brush after long use itself becomes dirty :
it can be cleaned with petrol and dried on waste blotting
naner,

5 Erasing—Eraser dust which consists of <and or olass
narticles mixed with rubber is eanable of doing the greatest
harm to the tvpewriter When this nowder together with paner-
dvst falls into the moving parte nf the machine like tvpe-gnide
and the tvnehar slote trouble je «iive ta serur. Therefore. eras-
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ing should never be done in the centre of the machine. The pro
per way is to draw the carriage to the side with the help of Mar
gin Release key so that the debris from the paper and eraser i
deposited on the desk and nof into the machine.

6. Oiling.--A typewriter kept well dusted and in constant us
needs a litile oiling. Too much oiling is worse than lack of oil
ing. This is because excess of oil in moving parts catches dus
and causes more friction than before. Therefore, oiling shoul
be done in minute quantities by a pin drop, and never with &
oilecan. The materials required for oiling are (1) a good type
writer oil which does not become gummy, (2) two pieces of rag
(3) one pin for oiling the inner parts with minute drops. Dali
oiling is needed only for the carriage-ways: first, the stale gj
from the carriage-ways should be*removed with one piece {
rag : secondly fresh oil should be applied on the carriage waj
with another piece of rag; thirdly, the carriage should be maove
to and fro to distribute the oil evenly on the ways. Oiling &
moving parts inside the machine is not to be done daily, it is be
ter done by the servieceman during periodical servicing. It
important to take the precaution not to drop oil on rubber part
Oil can be applied to stop the rust on steel parts. '

7. Periodical servicing-—All the office machines are und
quarterlv servicing contract with various typewriter Companig
The serviceman is expected to do thorough cleaning, oiling a
adjustment for the machine. The typist in-charge of the machj
should supervise this work and see that it is done to his enfi
satisfaction. A machine is likely to drop out small screws, e
ings. ete.. in the course of its daily ‘use. These dropped par
should be carefully preserved until the serviceman fits them
in the machine. :

8. Overhauling.—A machinewhich has become too heay
siow or noisy in its working may be given for overhauling on
in five vears. Overhauling means (1) stripping the machine tg
comvonents (2) cleaning and oiling the parts individually, (3) 1
placing the worn-out parts, (4) assembling the components w
correct adjustments.Obviously all this work cannot be done in ¢
office room : the machine must be sent to the workshopof ¢
*vnewriter company. The machine becomes as good 8s new aff
ite overhaul '
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