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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. 
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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 

APPENDICES 

I 
Page. 
I 

I 

225 
225 
225 

226 

226 
226 
226 

2Z1 
227 
227 
2Z1 
228 
228 

228 
228 

App. Page. 
No. 

1. COSTING SYSTEM AND DEPRECIATION FUND- 229 
Introduction of a revised system of costing and the creation of a depreciation 

fund in Government presses 229 
Amendment of rules (1) and (2) of the Rules for Depreciation Fund in Govern-

ment Presses • · • 232 
Amendment of the Rules for Depreciation Fund in Government Presses 233 

2. DEAD STOCK- 235 
Standardized rates of depreciation for dead stock articles and maintenance 

of ledgers, etc:., in Government presses. List of dead stock articles from 
the value of which deductions at the rates should be made 235 

Procedure regarding the maintenance of dead stock registers, both for receipts 
and issues 239 

Elimination of Glazed Boards from the list of dead stock articles 241 

3. ESTABLISHMENT- 241 
Appointments in the Government of India Press, Calcutta, the holders of 

which will be treated as " Salaried " and entertainment of substitutes in 
place of salaried men on compensation leave • 241 

Reorganisation and reduction of the stereo and electro and mec:hanic:al 
branches of the Government of India Press, Calcutta 242 

Abolition of certain posts ia the Government of India Press, Calcutta • 243 
. Sanction to the entertainment of additional establishment required for six 

additional Linotype mac:bines installed in the Government Central Press, 
Delhi. Revision of the pay of the existing 6 Linotype operators 244 

Measures to be adopted for securing the appointment of members of minority 
c:ommunitiea in the Government of India Secretariat Offices (clerical 
establishment) 244 
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3. ESTABLISHMENT-amttl. 

Meuuree .. he adopllecl for--~'~~~ Hp-~Qioa ia .. uulustrialn.ff 
of tbe eo-n-at oiiDdia P.- • • • · • • • • 26 

AmalgiUDiltion and revision of eatablisbment.w of tbe Covemment Central 
Branch and Moaotype Pr-. Simla. Abolitioa of .naia a-t• 24) 

Retentioa of some permanent employ- e1 svpemameraries agaimt tem• 
porary poets ia tbe Coverament of India Press. Aligarh • 24S 

Removal of tbe restrictioa regarding subetantive appoiatment.w ia tbe ecw. 
erument of India Pr-. Delbi • • • • • • . • 24& 

Creatioa of aa additional pod of Assietaat Sectioa Holder ia tbe Covemment 
of India Press, Delhi 247 

Creatioa of an additioaal post of Cuter Attendant ia tbe Coverumeat of 
India Prest, Delhi • • • • • • • • • • • 247 

Transfer of tbe post of a Monotype Operator from tbe Covermnent ollndia 
Press, Calcutta, to tbe Government of India Presa, Delbi • • • 247 

Abolitioa of a post of damp counter ia tbe Calcutta Pren 247 
Abolition of tbe single eadre of tbe clerical establishments of tbe offices of tbe 

Stationery and Printing Department located ia Calcutta 24S 
Change in tbe desipatioa of the Head RuleS" of tbe Government of India 

Pren, Calcutta end tbe revisioa of bit pay 2-3 
CassiJicetioa of tbe eervice of tbe material aupplier ia tbe Covenaa.1t of 

India Press, Calcutta 248' 
Creatioa of a post of Addrenograph Operator in tbe Government of India 

Pren, Simla • 248 
Eatablisbment of tbe Forma Presa, Calcutta, oa a permaneat bam and its 

equipmeat with new plant and macbinery 249-
Placiag of tbe leave reserve poets in tbe Central Forma Stoae uul tbe Govern-

ment of IDdia Presa, Calcutta, on a permanent footing • 249-
Transfer of tbe post of tbe Monotype Operator from tbe Government of 

India Prea, Aligarh, to the Covermnent of India Pren, Delhi ZG 

4. DELEGATION OF POWERs- 23 
Delegation of powen to tbe Managen, Government of India Pr-, and 

to tbe Controllel' of Printing ud Stationery, J.,dia, of tmployil!g t£m• 
porary banda against grants for temporary eatablishments 249' 

Delegation to Managen of Government of India Pre~~e& of power to sanctioa 
advances from tbe General Provident Fund • 250· 

Delegation of power to sanctioa compensation payable under tbe Workmea '• 
Compensatioa Act, 1923 • • 250 

5. FINES AND FINE FUND-. 2Sit 
Inatitution of fine fundi in tbe Covemmeat of India Pressea and maintenance 

of certaia accounts for tbe funcllaad amendmeats of certaia rules tberoo 
of 250-

6. GENERAL- 252 
Government orden oa tbe report of tbe Pieca-worb Committee, 1922 zsz· 
Check oa tbe use of lel'vice postage •tamps • • 253 
Fiaiac of aale price of publicatioas priatad periodicelly 253 
Tran1fer of the audit of the Covenuaeat ollndia Pres-. Delhi and Aligarb, 

from Calcutta to Delhi • 253· 

7. GENERAL PROVIDENT FUND- 256· 
Prompt dispoul of applicatioat few tbe paymeat of the c-al provident 

fund balanc:e~ and the iuue of pemiODI to off. cen who retire er p on leave 
preparat«J to retiremeat 256: 

Inatructimu ia coaaecti- with the pa.,_t of Nlaaeae ia the pneral pro
vid•t funcl to aubalriben OD retir-t ud• Rule19 of t:.e Fun • .Rules 25't 
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8. HOLIDAYs- 253 
Payment at special rates to the ind111trial employees of the Government of 

India Presses for attendance on gazetted holidays and sundays in lieu of 
the existing system of granting compensation leave • • • • 258 

Payment at class rates to piece-workers of the Government of India Presses 
for the holidays on account of the demise and funeral of Her Majesty the 
Queen Mother • , • , , • • • • • • 259 

Holidays in the Government of India Secreta1·iat as applicable to the estab• 
. lishments of the Government of India Presses, Delhi and Simla 259 
Reduction in the number of gazetted holidays in the Government of India 

Presses, Delhi and Simla 260 

:9. LEAVE- 261 
Grant of casual leave to press employees on the occurrence of infectious di· 

seases in their houses or on their detention in plague camps and appoint• j 
meat of substitutes in place of the absentees under certain conditions. 
List of diseases declared infectious • 261 

Question of leave salary admissible to the Linotype Operators of the Govern• 
ment of India Press, Delhi . • • • • • • • • 262 

Leave salary of Linotype Operaton 262 
Grant of early leave to Mohamedan employees of the Government Central 

Presses, Calcutta and Delhi, during the month of Ramzan 262 
Leave rules applicable to permanent salaried industrial and piece-worken 

employed in the Government of India Presses who are not classed as 
"inferior " . 263 

Grant of leave to industrial employees of the Government of India Presses 264 

.10. MEDICAL TREATMENT- 265 

Provision· of facilities for medical attendance for the subordinate staH em• 
ployed in the Stationery and Printing Department • 265 

Location of the dispensary in the Government of India Press, Calcutta~. 266 
Sanction to the recurring expenditure on account of cooly hire for bringing 

medicines from the hospital for the employees of the Government of 
India Press, Simla 266 

'i1. OVERTIME- 267 
Grant of overtime allowance to Industrial hands in the Government of India 

Press, Aligarh • 267 
List of employees of the Government of India Presses, Calcutta, Simla and 

Aligarh, who are entitled to overtime allowance 267 

.'12. RATES AND PAY- 273 
Improvement in the condition of service and· the rates of pay, etc., of the 

employees of the Government of India Presses, Calcutta, Simla and Delhi 273 
· Rest interval for persona employed in the Government of India Press, Simla 

and reduction in the houn of attendance in the Government of India 
Presses, Calcutta and Delhi and abolition of the system of payment to 
piece-worken for the refreshment and prayer intervals in the various 
Government of India Presses • 278 

Payment for idle time to piece-workers in the Government of India Presses 
and exercise of a careful check over such payments • • • • 278 

Revision of the pay and strength of the superior supervising staH of the 
Stationery and Printing Department • • • • • , • 279 

Revision of the pay of the Lino and Mono Operaton in the Government of 
India Press, Calcutta, and alteration in the rules for calculating their 
outturn • , • , • , 280 

.Revision of the pay and strength of the Ministerial and Menial staff employed 
in offices in Calcutta under the Administrative control of the Controller 
of Printing, Stationery and Stamps 284 
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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 
Reorganisation of the Government of Inm. Press, Aligarh . • • 288 
Responsibility for rec:ordiog correct head of classification on billa presented 

for en .... ..bment and watching of expenditure against sanctioned grants • 288 
Revision of the pay of the Managers of the Covei'IIIDent of India Presses. Simla, 

Aligarh and Delhi and the grant of passage and pension concessions to 
the latter and the ~puty Controller, Printing. • 288 

. Increase in the piece rates for hand composition in the Government ~f India 
Presses, Wicutta and Delhi • • • • • • • • • 289 

Revision of the· pay of the salaried industrial employ- of the Coverament 
of India Press, Calcutta • • 290 

Revision of the rules for the clanification of piece.worken in the CoveJ'Dment 
of IncU. Presses • • • 291 

Fixing outturn of Monotype Operaton in the Coveniment of lncU. Presses 
at Simla and Delhi • • 29Z 

Raising the rates of payment fetr piece-work in the case of distributon em .. 
ployed in the CoveJ'Dment of lncU. Pret-, Calcutta, Delhi and SOW. 
by 75 per cenL • • • • 29Z 

Crant of 50 per cent. extra to the Lino Operaton in Delhi Press for author'• 
corrections • • 293 

. Pay of Linotype Operaton in the Government Central Press, Delhi • 293 
Crant of SO per c:ent. elrtra to the Linotype Operaton in the Government of 

IncU. Pre~~, Simla for author'• corrections • • • • • • 293 
Revision of the pay of Chaukidarl and Watchmen employed in different 

bi'IUlChes of the Stationery and Printing ~partment at Calcutta and 
employment of an additioaal Bight watchman for the Central Formt 
Store, Calcutta . 293 

Increese in piece rates in the Coverament of lncU. Press, Aligarh • • 294 
Revision of the Kille of the pay of the electric mistry in the Government of 

IncU. Press, Delhi • • 294 
Introduction of piece rates for c:ertain bindery work in the Government of 

lncU. Press, Calcutta • 294 
Abolition of deductions for blanb in common matter in the Coverament of 

IncU. Presses, Calcutta and Delhi • • • 296 
Acting allowance in the case of both the derical and industrial establishments 

of the Government Central Presses, Calcu~ and Delhi, Government 
Central Branch Press, Simla and Government Monotype Press, Simla • 297 

Charging of Lino and Mono composition work at fisecl rates in the Govera .. 
ment of India Presses • • • • • · • • • • • 297 

Fiation of the initial pay of a piece-worker on his appointment to a post on 
a ~e of pay • • • 297 

Memorial from the Copy.holden of the Government of IncU. Press, Delhi. 
praying for the revision of the acales of pay, etc. • • • • • 298 

Revision of the 1cale of pay of Farashes employed in the various branches of 
the Stationery and Printing ~partment in Calcutta • • • • 298 

13. PENSION- 298 
Maintenance of service rolls for temporary employ- and for ialerior am .. 

ploy- of the Government of India Presses. Sanction of pensions to •uch 
employ- for the period of continuous and verified .ervice • 298 

Payment at dass rates to pioce and daily paid -rkers in the Government of 
India Presses to cover absence~ on account of holidaY~. sickness or lea...., 
Treatment of the absentee allowance in the calculation of average amolu.. 
meats for pension • 299 
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13. PENSION-contd. 

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

Grant oi pensionary concessions to temporary employees of the Government 
of India Presses 300 

. Interpretation of the term " continuous and approved service " • 300 
Inclusion of periods of leave without allowances in calculating the total con• 

tinuous and approved service of press employees for purposes of pension 301 
Distributors in the Government of India Presses, Calcutta, Delhi and Simla, 

whose monthly earnings exceed Rs. 15 shall be classified as superior 
servants . 301 

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 
Interpretation of the term" uninterruptf'CI "occurring in this Department's 

letter No. A-220, dated the 28th May, 1924 302 

14. RESIDENCES- 303 

Applicability of Fundamental rule 45-A to the officers of the Stationery and 
Printing Department • • • • • • • • • • 303 

Interpretation of the temi "emoluments" as used in Fundamental rule 45(b) 
in respect of the emoluments of piece-workers in Government Presses • 303 


