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PREFACE. 

The Handbook of the Goveinm.ent of India Pre11ses, of whic4 the present 
edition is the fi.rst under this title, 1s in fact a revised edi.ion, corrected up 
to the 30th June 1929, of the Handbook of the Central Printing Office, 
published in 1899. The latter publication should now be regarded as obsolete. 

2. The new publication has been treated in a m&nner similar to the former 
Handbook, covering similar ground, and generally setting out the administra­
tion of the Government of India Presses. The salient features which have 
been added to the present edition of the book are the incorporation of classi­
fied tables of thtt personnel, with their salaries, of the various presses, and the 
addition of Appendices embodying all relevant Government orders relating to 
internal. administration. 

3. The Handbook is essentially a guide for the management of the presses 
and for the use of the controlling authorities. 



CONTENTS 

CHAPTER I 

BRIEF HISTORY OF THE GOVERNMENT OF INDIA PRESSES. 
Para. 

I. Covenament of laclia Press, Calcutta • 
Z. Ccwenuaeat of laclia Prea, Delhi 
3. Covenuaent of laclia Press, Simla 
4. Coverament of laclia Pr-, .Aiigarb 
S. Goveromeat of India Form1 Preas. Calcutta 

• 

CHAPTER ll 

ADMINISTRATION AND ESTABUSHMENTS. 
CENERAL 
ADMINISTRATION-

&. AdmiaUtrative ataff • 
7. Rate of par ·• 
8. Manager 
9. A.mtaat Manager 

ESTABLISHMENTS-
10. Specialappoiatmeata • 
1L Cerical eatablishment • 
12. Rate of par • 

• 

CLASSIFICATION OF ESTABLISHMENTs-
13. Covet'DIDellt of laclia Press, Calcutta 
14. Detaill of c:laai.licatioa aad ntea of par 
IS. Coverament of laclia Pnu, Delhi • • .. 
16. Detail• of claui.&catioa aad ratea of par 
17. Covemment of laclia Prea1, Simla •. 
18. Detaill of c:laai.licatioa aad ratea of par 
19. Covemment of laclia Prea, Aligarh 
20. Detall• of cl-ificatioa aad ratea of par 

.. 
21. Covenunent of laclia F0rm1 Prea., Calcutta • 
22. Detaill of claui.&catioa aad ratea of par 
23. Arraagement of eatablisbmeata 
24. Piece-work e~tablishmeata • 

. . 

CHAPTER lll 

GENERAL RULES. 
25. Recruitment of clerb aad compaton 
26. Recruitment of appreatiee~ • 
'Zl. Recruitment of iadutrialatal 
28. Workiaa boan • 
29. Atteadaace 
30. OvertiJM 
31. lclle time 

• 

• 

• 

. 

• 

. . . 

Page 
l 
2: 
2 
3. 
a 

B 

5 

5 

8 
9 
9 

9 
10 
12 
13 
It 
15 
17 
18 
19 
20 
)I 
22 

23 
25 
26 
26 
'Z1 
28 
29 



11 

Para. 

/32. Hours for meals • 
33. Leave 
34. Casual leave. 
35. Leave applications 
36. Absence without leave • 
37. Medical certificate 
38. Leave (in/edious diseases) 
39. Gazetted holidays 
40. Special payments for holidays 
41. Sunday attendance • 
42. Option of remaining under existing rules 
43. Classification of piece workers • 

. 44. Transfer to the permanent establishment • 
45. Acting Allowance 
46. Disbursement of pay • 
47. Disbursement of pay of absentees and deceased employees 
48. Secrecy to be observed regarding work · 
49. Lending or borrowing money 
511. Bribes 
51. Obedience to orders • 
52. Punishment of clerks 
53. Conduct • 
54. Pass-out 
55. SerVice books 
56. Service rolls 
57. Leave Account • 
58. Transfer of services to other offices 
59. Transfer from one branch to another 
fiO. Special concessions 
61. Medical attendance for subordinate sta&s 
fi2. Pension and gratuity • 
fi3. Grant of Quartet-s at c:oncessional rent to employees of the Delhi Press • 
fi4. Fines and the fine fund 
fiS: Fine and class reduction registers • 
fi6. Works Committee 
&7. Memorials 

CHAPTER IV 
omcE PROCEDURE. 

·. 

With definition of the duties . of responsible officers. 

L-ADMINISTRATION AND ACCOUNTS BRANCH. 
CENERAL-

68. Head Assistant 
Reports and Returns 
Important files and unofficial cases 
Printing department handbook 
Work d~cket system • 
Daily work progress book 
Work docket for payment work • 
Arrear list 

Page. 
29 
30 
32 
33 
33 
33 
33 
34 
34 
35 
35 
35 
38 
39 
39 
39 
39 
39 
39 
40 
40 
40 
40 
40 
40 
40 
40 
41 
41 
41 
41 
42 
42 
43 
44 
45 

47 
47 
50 
so 
50 
52 
52 
53 



iii 

P;u-• 

RECEIVING AND DESPATCHING SECTION­
fill. Dak and town rec:eiven 
70. Register keepers 

Transit book 
Registering ordinary -rk • • • 
Registering confidential andlecret -B . 
Registering payment -rk 
No~tionof~n 
Requisition form 
Reminden 
Filing letters • 

71. Despatcben 
Numbering of vouchers 
Work files 
Requisiticma diapoeed of. 
Mode of despatch , 
Packing consigmnents Rail_, credit notea Rail_, receipts 

72. Town despatcher 

73. Dak despatcher • 

CORRESPONDENCE SECTION-

74. Senior ...utant •. 

.. 

Telegrama •. . ,. , • 
Prompt isau~ of letters ancl telegrams • 
Recorda 

PUBUCATIONS~ON-

75. Gazette 

ACCOUNTS S~ON-

16. Accountant 
Payaheeb. 
Admioiatration and accounts letters 
Remittances 
Payment-rk 
Budget 
Monthly atatements 
Checking of billa 

.. 
• 

'·. 4: 

• 

Checking receipts and iuues of Mnic:e poatare m.m.- . 
Refunda 

77, Coat adaeme and annual repol1 
78. Eatimator • 
79. Eatabliahment derk • 

Service boob 
Service rolla • 

80. Stock ledger-keeper 
Unaerviceable artid• 

.. 
• 

Depreciation • • • • • · 
Stock-takin& of paper, bindinc materialland dead atod! .rticl.e 

Pap. 

53 

u 
54 
5$ 
5$ 
5$ 
5$ 
5$ 
55 
5S 

55 
56 
ss 
5S 
56 
57 
57 
57 

57 
ii 

51 
51 
sa 
sa 

sa 

59 
59 
59 

60 
60 
60 
60 
60 
60 

6l ., 
Bf 
Bf 
If 

• 85 
87 
87 
87 

B2 



IV 

PuL P~ 
MATIOI\"ERY AND STORE SECI'ION-

81. GeDerai Store-keeper • sa 
A.--Ceaeral Storee-

Cassificatioa of stores-
(a) Euglish stores 88 

Forecast of English stores • 88 
(b) Local stores 88 

OrderiDg local stores • 89 
Delifti'J' of local stores • 90 
Bills for local stores • 90 
lssae of stores 90 
Ceaes-al store ledger • 90 
Pettr plant ledger • 9% 

(c) Uaseniceahle stores 9% 
B.-statiODef'J. Paper aDd BindiDg Materials-

.Iodents for statiooery stores, papel' aDd biDdiDg materials • 92 
Receipts of statiODei'J stores • 92 
Receipts of paper -aDd bindiDg materials • !14 
Receipts of D. 0. papers aad en'ftlopes, etc:. • 94 
Waste paper 95 
Casing ledgers aDd strikiDg ba1aaces • 95 

BZ. lssae ded: 94i 
PostiDg of issues 9& 

(a) Issues of paper for printiDg. etc:. • Si 
PostiDg 9& 

(b) Issues of paper aad materials for biDdiDg • 9G 
PostiDg 97 

(c) Issues of proof paper • 97 
Postiag 97 

(d) Issues of stationery for office- 97 
PostiDg 97 

COMPUTING SECI'ION-
83. Head computor 97 

Change of computon 98 
Computon • 98 
Clec:kiDg compositon • charge 61es • 98 
Storing charged 61es • 99 
Piece workers working ia secti- other thaa their •- • 99 
Computing haad compositors • charge files 99 
Secret wod: charge 61es • 99 
Confidential wod: charge 61es 99 
Monthly report of haad compositioa 108 
linotype charge files aad computing operators" oattuna 100 
Monotype charge 61es aad computing operators • oattuna • 100 
Computing caster attendaats' oattara • 101 
Computing distributors' charge files 101 
Pye sorting aad pye distributing aCCOUDt 102 
Computing impositors' charge fi:es 102 
Computing machine aad haall pressmea 's charge files • 1112 
Bindery charge 6les • 111% 
Disposal of charge 6les • 102 
BiD books • • · 102 



v 
p....., 

CASH SECI'ION-
84. Cashier • • • • •. • 

A-Receipte-

Remittaac:es • • • • • • 
Receipt. at the counter 
Payment. into the 'bauk • • 
Seeariti•. 
Stampe • 

85. Collecting lirkar 
B.-&penditare-

Contingenc:i• •. 
Payaheeb • 
lmprestadvaDCe 
Refunds 

TIME-KEEPING SECI'ION-
86. T'JIIltlookeeper 

Atteudance register · 
Checking attencLmce • 
Factori• Act • · 
Holiday book 
Piece -rkers papers 

SANITARY AND MENIAL SECI'ION-
87. Caretaker • 

• 

.. 

N"aght -tchmen • 
luue olator.. to the aenitar)' ud menial aectioa 

.CHAPTERV 

.fag e. 

• 105 

• lOS 
106 
106 
106 
106 
107 

107 
107 
107 
108 

108 
108 
109 
110 
110 
110 

1111 
1111 
110 

PRESCRIBED ROUTINE FOR DEAUNG W1TII WORK IN ITS VARIOUS 
·STAGES •. 

GENERAL 
88. Braach aupervilioa • 
89.0veraeer 

D.-coMPOSIN~ BRANCH. 

lmpectioa ol aectioa holden • boob . 
Receipt of -rk by oveneen 
Secret-rk 

90. Time checken 
91. Foremaa • 
92. Sectioa holden • 

Receipt of -rk by aec:tioa holden 
Progren of -rk and arrear liat 
Disposal of authon • proo& 
Burning confidential proo& 
DUpoaal of reading proo& 
Type kept atanding • 
Type diatributed • 
Supply of atanding matter •. 
lmtructiona received direct from a department 

93. Colinr monthly ac:couab 
St. Complaint. rerardinr account. 

.. 
.. 

lll 
111 
lll 
111 
Ill 
112 
112 
112 
112 
112 
113 
113 
113. 
113 
113 
113 
uc 
llt 
Ut 
Ut 



Para. 
HAND COMPOSING SECTIONS-

9i. Serving 01..-t copy • 
96. Serving out time work 
97. Equal distribution of work .• 
98. Use of rough records forbidden 
99. Uniformity of style 

100. Care of unfinished copy • 
101. Type cases • 
102. Pyed cases 
103. Shortage of types and materials 
104 Distribution of matter 
lOS. Papered-up type • 

106. Sorts 
107. Turning for scarce sorts 
108. Picking scarce sorts 
109. Pye 
110. Leaving pye on the imposing slab 
111. Careless composing work • 
112. Excessive blanking out 
113. Unnecessary corrections in proofs 
114. Forwarding proofs to be read 
115. Proofs • 
116. Correcting proofs on time 
117. Queries in proofs 
118. Forme proofs • 
119. Instructions as to size of pages • 
120. Making up pages 
121. Confidential current work • 

-VI 

122. Charge files of confidential and leCI'et work • 
123. Confidential book work 
124. Press order proofs • 
125. Formes to be revised before being sent for printing 
126. Additional copies 
127. Office file copies • 
128. Binding file copies 
129. Unfinimed work 
130. Overtime requisitions 
131. Hour work • 
1 32. Charge files 
113. Details on charge files • 
134. Receipts for charge files 
135. Suspense register 
136. Acting allowance 
137. Multiplication of pages to save press work 

IMPOSmON-
138. lmpositon 
139. Arrangement of pages • 
UO. lmpositor responsible for margins • 
141. lmpositor responsible for checking length of page 
142. Duties of forme-carrien • 
143. Brushing galleys and formes 
144. Responsibility for bad spacing • 
145. Charge files 

.. 

-. 

Page. 

115 
115 
116 
116 
116 
116 
116 
116 
117 
117 
117 
117 
117 
117 
118 
118 
118 
118 
118 
118 
118 
119 
119 
119 
119 
119 
119 
120 
120 
121 
121 
121 
121 
121 
122 
122 
123 
123 
124 
124 
124 
124 
124 

125 
125 
125 
125 
125 
125 
126 
126 



vii 

Pua. 

MACHINE COMPOSING-UNO OPI.RATING SECTION­
US. Section holder • 
147. Seniag out copy • 

148. Equal distribution of work 
149. Charge file~ 
150. Operaton' Daily docket 
151. Operaton' correc:tioaa 
152. Stoppage~ 
153. Hour worJ. • 

Care and cmclition of mac:hine1 

LINOTYPE CORRECI'ING SECTION-
154. Changing dug• and making np • 

MACHINE COMPOSING-MONOTYPE OPERATING SECTION­
ISS. Sec:tioa holder • 
156. Serviag out copy • , 
157. Equal distribution of work 
158. Charge file~ 
159. Key-board opuaton' daily docket , 
160. Hour work 
161. Stoppage~ • 

MONOTYPE CASTING SECTION-
162. Section holder 
163. Stoppage~ 

Care and eoaclition of mac:hine1 

MONOTYPE CORRECTING SECTION-
164. Sectioa holder • 
165. Correc:tiag 
166. Making up 
167. Overtime 

TYPE STORE SECTION­

GENERAL 
168. Type •tore keeper 

DISTRIBUTION-
169. c.- . 
170. Batter boa 
171. CareiH• cli.tribution • 
172. Secreting matter 
173. Dispoql of ca- and .orca • 

• 

17C. Di.tnbution of MCI'et and confidential work • 
175. Hour work • 
17&. Charge ru .. 

PYE SORTING AND PYE DISTRIBUTION-
177. Pye .orting and cli.tributina (accouab) 
178. Sortiag 
179. Distributing 
180. Overtime 

STANDING FORME SECTION-
181. Stancliag forme keeper 
182. la•uiag •tancliag matter • • • 

• 

• 

Par• 

121 
121 
127 
127 
127 
127 
128 
121 

.129 

130 

131 
131 
132 
132 
132 
133 
133 

133 
1K 
134 

135 
13S 

• 136 
136 

131 
131 

138 
138 

• • 138 
• 138 

• 131 
• 131 

131 
139 

ltD 
uo 
140 
141 

IC 
• • tU 



Para.-. · 

READING SECTION-

183. Head Reader 
184. Proof readen 
185. Copy holden • 
186. Revisen 
187. Classification ofreaden • 
188. Classification of proofs 
189. Method of reading and marking proofs 
190. Incorrect and turned letten 
191. Attention to spacing, making up, etc. 

· 192. References 
193. Reading fo\- press 
194. Style of the office 
195. Reading lino work 
196. Revising 
197. Revising for press 
198. Reading broken matter 
199. Signature of reader on proofs 
20!1. Daily outturn sheets • 
:Z01. Extra time allowance 
202. Overtime requisitions 
203. Scale of outturn for readen 
204. Scientific and technical signs 
205. Special instructions for book work 

viii 

.· .· 

ID.-MACHINE AND PRESS BRANCH 

.GENERAL 
206. Machine and press room overseer 

Inspection of foreman's books 
Instructions regarding work 

207. Issue of miscellaneous stores 
208. Counter 
209. Charge files 
210. Washing formes 
211. O~ertime requisition 

MACHINE PRESS SECTION-

212. Machine foreman 
213. Machine operatives • 
214. Machine revise • 
215. Making ready and final proofs • 
216. Printed copies to be counted 
217. Delays in correcting proofs or in the issue of paper • 
218. Hour work • 
219. Spoilage • 

Special io:~tructions to machinemen 
Care and conditions of machines and moton 

HAND PRESS SECTION-
220. Hand press foreman · 
221. Hand press-men 
222. Hour work • • 

Care and condition of presaea 

Page. 

143 
143 
143 
144 
144 
144 
144 
145 
145 
146 
146 
146 
146 
146 
146 
146 
146 
147 
141 
141 
1-19 
150 
154 

158 
158 
158 
158 
158 
158 
159 
159 
159 

160 
161 
161 
161 
161 
162 
162 
162 
163 
164 

164 
164 
164 
165 



ix 

ROTARY PRINTJNG SECTION-
223. <>veneer • • • • • 
224. Operatives 

UTHO SECTION-
225. Lithographic clraugbtsmaa • 
226. Lithographic pl'ellmall 
227. Daily docket 

IV.-BINDING BRANCH. 
CENERAL 

228. Overseer • 
229. ForeiiUUI 
230. Binding orcler • 
231. Receipt of binding materials 
232. Despatching bound copies • 
233. Despatching publications 

BINDING SECTION (Piece)-
234. Serving out work 
235. Binden 
236. Binden" accounts 
237. Hour work • 
238. Machine cutting 
239. Unfiniahecl work • 
240. Overtime requisitions 

FINISHING SECTION-
241. Finiahen • 

ENVELOPE-MAKING SECTION-
242. Eovelope-maken 
243. Eovelope-maken" accounts 
2C4. Charge filea 
245. Hour work 
246. Overtime requisitioa 

MACHINE RULING SECTION-
247. Machine rulen 
2411. Diviaioa of earainp 
249. Subatitutea 
250. Charge filea 
251. Unfinished work 

. . . 

Care aad condition of machines aad moton 

DIE STAMPING SECDON-
252. Die atampen 

.. 

. . 

• 

• 

V.-FOUNDRY BRANCH. 

STEREO. TYPING SECDON-
253. Stereo-typer 

nPE-CASDNG SECDON-
254. Type-c:uten 

NICKEL FACING SECTION-
255. Nickel facing 

Pace. 

• • • 165 
• . 166 

166 
167 
167 

167 
167 
167 
168 
168 
168 
169 

169 
170 
170 
170 
171 
172 
172 . 

' 
. . 173 

173 
173 
174 
174 
174 

174 
174 . 174 .. 174 
174 
174 

174 

175 

• 175 



Para. 
' VL-MECHANICAL BRANCH. 

GENERAL-
256. Head mechanic • 

MECHANICAL SECTION-(Repain)-
257. Mechanics. 

ROLLER CASTING SECTION-
2i8. RoUer caster 

Materials 
. CARPENTERING SECTION-

259. Carpr-.nters • 
LORRY SECTION-

260. Lorey driver 

CHAPTER VI 

RATES. 

I.-COMPOSING BRANCH. 
PIECE RATES FOR HAND COMPOSMON-

261. "Casting up " or method of computing work 
262. Rates for common matter 
263. Computing tabular and table matter • 
1.64. Column heads . 
265. Definition of heading or colwim heads 

• 266. Blank tables 
' 267. Title headings 

268. Notes to tables 
269. Common matter occurring between table or tabular work 
270. Tables belonging to a work 
271. Boxed tables 
272. Method of charging a page 
273. Ready Reckoner tables 
274. Interspersed common matter, foot notes and extracts 
275. Small type in tabular matter 
276. Side notes 
277. Cut-in notes 
278. Justifications 
279. Title pages having one line in the centre 
280. Correcting final press proois 
281. Rates fo1' special work • 
282. Interspersed tabular matter 
283. Covers, half titles and titles 
234. Dedications, prefaces • • 
285. Common matter having lines at wide intervals • 
280. Matter overrun • • 
287. Composition from imperfect manuscript • 
288. Foreign languages • • • , • • • • • • 

Page 

175 

176 

111 
177 

117 

177 

17!t 
17!t 
180 
180 

• -180 
180 
181) 
181 
181 
181 
181 
181 
181 
181 
181 
181 
181 
181 
181 
181 
1st 
182 
182 
182 
182. 
182' 
182' 
182: 

223. Matter composed in Bengali, Hindi, Urdu and similar languages in their own 
characten. • • . • . . . • • • • • • 

290. Emergent wo1'k 
291 Wo1'k partly standing • 
292. Rates for spec:iaJ work 

182. 
182 
182 
182: 



Para. 

PIECE RATES FOR MAKING tJP-
293. Making up common maHer 
294. Making up tabular matter • 
295. Making up lioo and mono matter • 
296. Making up blaob anclltaDcliDc heaclinr• • 
297. Skeleton pagea 
298. Rule clressinr • 

JOB WORK-
299. Casting up • 
300. Ratea for job work • 
30L Unclauifiecl work 

FORMWORK-
302. Casting up 
3C3. Classification ancl ratea .. 
304. Matter placecl at the foot of a form • 
305. Forme beaclinp • 
306. Half titlea 
307. Skeleton cloc:ketl 
308. Column beau • 
309. lnterspenecllinea. 
310. F'agure colUJDDI. 
311. Ratea for lpeCial form work 
312. Form where open matter edeDc1e ac:roM the page • 
313. Full title pagee 
314. Unclusified work 
315. Ready Reckoner Table 

.. 
• 

.. 

RATES AND RULES FOR CALCULA.TING OU'ITURN OF LINOtYPE OPERATORS­
CALCUlTA PRESs-
31&. Casting up 
317. Ra• • 
318. Authors" correctiODI 
319. Scale of paJ .• 
320. Decluctioo of pay .• 
321. Bonae • .• .• • 
DWII AND SIMlA PRESSEs-
32%. Caatiag up . -
323. Author•" c:orrectiou • 
324. Foreiga lauguagea 
325. Sc:ale of paJ 
326. Bonae. 

RATES AND RULES FOR CALCULATING OU'JTURN OF MONOIYPE OPERA­
TORS-
CALCUTTA PRESs-
327. Ceatiag up eolicl matter 

Eumplee of eolic1 matter • 
328. Caatiag ap tabular matter • 

Eumplea of tabular matter 
329. Rat.el • 
330. Sc:ale of paJ 
33L Decluction of pay • 
332. Bouae 
333. l.earaer1 OD IDODO c:aetiq matm-

• 

Page.· 

183 
183 
183 
183 
1M 
181 

lM 
1M 
1M 

185 
185 
185 
185 
185 
185 
185 
185 
186 
186 
186 
18& 
18& 
18& 

186 
186 
187 
187 
187 
187 

187. 
187 
187 
188 
188 

188 
188 
189 
189 
190 
190 
190 
19G 
190 



xii 

Para. 
RATES AND RULES FOR CALCULATING OUTI'URN FOR MONOTYPE OPERA• 

TORS-amtd. 
DELID AND SIMLA PRESSES-
334. Casting up . 
335. Foreign languages 
336. Seale of pay 
337. Bonus • · 

PIECE RATES FOR IMPOSmON-
338. Rates for imposition 

PIECE RATES FOR DISTRIBUTION-
339. Casting up • 
3411. Rates 
Z41.· Blank forms 
342. Side and cut-in notes and column beads 
343. Foot notes, interspersed common and tabular maHer • 
344. Extras • 
345. Dockets 
346. Blanks · 
347. Coven, half titles, title pages and job work 
348. Head line type distribution 
349. Rates of imposition by distributors 
350. Ready Reckoner Table 

PIECE RATES FO~ PYE SORTING AND PYE DISTRIBUTION-
351. Pye sorting 
352. Pye distributing • 
353. Distribution of vernacular type pye • 
354. Standing maHer 
355. Case sorting 

2.-MACHINE AND PRESS BRANCH. 
PIECERATESFORMACHrnEPruNTING­

. 356. Rates • 
357. Rates for large and small machines. 
358. Rates for special work • 
359. Ready Reckoner Table 
360. Scale of ouHurn for Babcock and Paynes Wharfedales in Simla Press. 

PIECE RATES FOR HAND PRESSEs-
361. Rates 
362. Classification 

. 363. Rates for special work 
364. Rates for erasing and stamping • 
365. Clean proofs 
366. Division of earnings • 
367. Substitutes 
368. Ready Reckoner Table 

3.-BINDING BRANCH. 
PfflCERATESFORBINDING-

369. Warehouse work .. 
370. Stationery Binding 
371. Book Binding · . 
372. Rates • 

Pa~. 

190 
190 
190 
190 

191 

191 
191 
192 
192 
192 
192 
192 
192 
192 
192 
192 
192 

192 
193 
193 
193 
193 

193 
194 
194 
194 
195-

197 
197 
197 
198 
198. 
199. 
199 
199. 

199 
199 
199· 
2110-



Xlll 

Para. 

PIECE RAT£S FOR BINDING-cmtJ. 
Warehouse Department-
373. Relief ltamping 
374. Cameo stamping • 
375. Plain stamping 
376. PUDc:turing holes • 
m. Pasting white paper on hoards • 
378. Label pasting • 
379. Cutting doth by hand and pasting both eidea of cornen of oflice f-. 
380. Interleaving with tissue paper 
38L Interleaving with tiaa•.ae paper and banding 
382. Rates for special-rk 
PERFORATING--
383. Rates • 

NUMBERING-
~Rates 

ENVELOPE. MAKING-
385. Clauificatioa 
386. Rates 
RULING--
387. Rates • 
388. Substitutes 
389. Division of earninp • 
390. Rates (V arioua deacriptioua of binding) 
BINDERY-
391. Binding in half eoUDti'J leather 
392. Binding in full eoUDti'J leather • 
393. Binding in quarter eountry leather • • • 
394. Forwarding of boob of Demy and Medium folios bound in leather or doth 
395. Binding in art canvas • 
396. Ooth joint with joint Oy leaves • 
397. File boards 
398. Interleaved eopies 
399. Pasting coloured end papers • 
400. Puling white papen • 
401. Cutting strings and beating 
407. Rebinding old boob • 
403. File eopies of books • 
404. Folding 
405. Sewing 

.• 

406. Black bordering • • • 
407. Counting ruled abeeta into quires, folding, packing into reams and paatiDg labela 
408. PrelimiuarJ forwarding 
409. Cluing up the backs of books sewed OD the sewing machine 
410. Folding by machine 
411. Perforating 
412. Cutting boards • 
413. Cutting thin boards • 
414. Cutting Indian pulp b011rds • 
415. Cuttinc board• into envelope shape for stamp booklets • 
416. Countinc, packing and banding • 
417. Punching and pa•tina paper -aber • • 
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PIECE RATES FOR BINDING-contd. 

418. Rounding comers in mac:bin~ 
419. Books bound exactly like leather 
420. Folding tables, charts, maps, etc:., to size of book , • • , 
421. Cutting open folded sheets of foolscap folio and all quarto sizes (except foolscap 

·quarto whic:h is equal to royal octavo) for pasting in plates, charts, extra leaves, 
etc:. • • . 

-422. Cutting open folded sheets of all octavo sizes (except foolscap or.tavo which is 
equal to demy 16 mo) for pasting in plates, charts, extra leaves, etc:. • • 

423. Cutting open folded sheets of all16 mo sizes • 
424. Cutting guard in a map and folding to size of book 
425. Pasting plates, etc:., on guard, making into sections and inserting them into the 

folded sheet~ • . • • • • • • • • • • • 
426. Pasting mapll ... tc:., into the sheets 
423. Collating of maps, charts, etc: •. 
·428. Rates for special work . 
429. Wanting sheets. 
430. Unclassified work 

TIME WORK-
431. Time work (rates) 
432. Ready Reckoner Tables 
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ment Presses • · • 232 
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2. DEAD STOCK- 235 
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8. HOLIDAYs- 253 
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the existing system of granting compensation leave • • • • 258 
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:9. LEAVE- 261 
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Question of leave salary admissible to the Linotype Operators of the Govern• 
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12. RATES AND PAY-eontcl. 

Revision of the pay ancl.trengtb of the establishment of the Covenunent of 
IncU. Press, Delhi • • • • 286 

Improving the pay of Linotype Operators. Coverament of India Press, SOW. 287 
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13. PENSION-contd. 

Admissibility to pensionary status of workers employed in the Government 
of India Presses . • • • 300 
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of India Presses 300 

. Interpretation of the term " continuous and approved service " • 300 
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Transfer of certain classes of employees in the Government of India Pressel 
from inferior to superior service 301 

Grant of pensionary concessions to the employees of the Government of India 
Presses 302 

Pensionary status of Press employees 302 
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