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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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CHAPTER I 

A BRIEF HISTORY OF 
THE GOVERNMENT OF INDIA PRESSES 

L Government of India Press, Calcutta,_:_In 1863, the GovernmP.nt of 
India decided to establish in Calcutta a central press, in which adminis
tration reports, codes and miscellaneous work could be printed, the secretariat 
printing offices then in existence confining themselves to current despatches 
and proceedings. For this purpose the Military Orphan Presi, locat.!d at 5, 
Ban . .shall ::.tr et, was taken over by Government in October 1863, and the 
post of Superintendent, Government Printing, India, was created. In addition 
to the work specified above, the Army List and military forms, formerly 
printed at the Military Orphan Press, were transferred to the Central Press. 
In January 1864, the orders of the various departments of the Government of 
India, and the Acts and Bills of the Governor General's Council, which were 
formerly published in the Calcutta Gazette were trari.sferred to a new publica
tion The Gazette of India, to which was appended a Supplement containing 
official correspondence on subjects of interest to officers and to the general 
public. The printing offices attached to the Financial Department and the 
Comptroller General's office were abolished, and the work of those offices was 
transferred to the Government of India Central Press. In 187d, a svstem of 
payment by piece rates was introduced in the composing branch, and subse
quently, in the distributing, printing and book-binding branches. In May 
1882, the printing, storage and distribution of stock forms was made over to 
contractors. Ia October 1884, the Foreign Department Press was abolished, 
(ex:cepG for a small section retained specially for urgent work) and the work 
was transferred to the Central Press. In June 1885, the pre~ses of th • Homo 
and Public Works Departments were amalgamated with the Central Press. 
The expansion of the Central Press, from 109 employees in 1863, to 2,114: in 
1899, necessitated the provision of additional accommodation. Pending the 
building of the Secretariat, the Press was located from 1882 to 1885 at 166, 
Dhuramtollah Street. On completion of the Secretariat building the com
posing, machine, press, and warehouse with the administration, accounts 
and computing branches were in 1886, removed to 8, Ha.stingJ Street. At 
the Dhuramtollah premises were retained the vernacular and female com
posing sections, the bindery, typefoundry, mechanical and book! branche:J. ~ 
The Dhuramtollab premises were rebuilt in 1910. As a result of the change of 
capital a branch of the Central Press was opened in Delhi in 1912, becoming 
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an independent press.in 1923. Owing to the efforts at economy in the use 
of forms and printing, and to the introduction in 1924, of labour saving 
machinery, the establishment of the Central Press, which, in 1910, reached 
the high water mark of 2,667, was reduced in 1926, to 1,029, with the result 
that the Dhuramtollah premises were completely vacated by the press 
in that year, and made available for use as a forms store and forms press, 
Government having decided to undertake the storage and distribution of 
forms with their own staff. On June 30th, 1929, the establishment 
totalled 981 only. 

2. Government of India Press, Delhi.-By the announcement by His 
Majesty the King-Emperor at the historic Coronation Durbar held at Delhi 
in 1911, Delhi became the capital of India and some of the Imperial Secre
tariat Departments were transferred to Delhi in 1912. A portion of the Gov
ernment of India Press at Calcutta was alf?O moved to Delhi in that year, to 
deal with the urgent requirements for printing at the headquarters of Govern
ment. In 1923, on the general re-organisation of the Government of India 
presses, tbe Delhi Press was separated from its head office at Calcutta 
and made an entirely separate press. Certain operatives of the composing 
branch of the Delhi Press, such as compositors, distributors, etc., are paid by 
piece rates, the others are on salaries. The staff at the establishment of the 
press in 1912, consisted of 452 men. The strength, on June 30th, 1929, 
was 405, the reduction being due principally to the substitution of mechanical 
tor hand labour. 

3. Government of India Press, Simla.-The old Government Central 
Branch Press, Simla, was established in 1872, at the site of the present Ripon 
Hospital, but having been destroyed by fire it was subsequently· transferred 
to " Clarefield " in 1879. In the Government of India, Finance Department, 
Resolution No. 4005, dated the 1st November 1881, the Simla Press was sanc
tioned as a permanent local establishment with a strength of 231 men. The 

· Adjutant General's Press was amalgamated with the Simla Press in 1885. 
The establishment of the press was increa~ed gradually and before the amal
gamation in March 1924, the sanctioned strength of the staff in the press was 
781 men. The compositors, distributors and pressmen were on piece and the 
rest of the establishment were employed on monthly salaries. 

The old Government Monotype Press was established in February 1904, 
at "Benmore," Chota Simla, during the viceroyalty of Lord Curzon when 
the presses were administered by the Finance and Commerce Department. 
Only confidential and urgent cases of the· Govern.'llent of India offices were 
printed in th · Monotype Press. The press started with a staff consisting of 
22 men including the manager. 

In 1905, the Monotype Press was transferred to a site below the old Govern
ment Central Branch Press, where the goods ftation of the Kalka-Simla Rail
way now stands, and in 1908, was again transferred to the present site at Tuti
Kandi which is about 2 miles away from the town. All the worlnnen in this 
press were salaried. 

The present Government of India Press, Simla, is the result of the amal
gamation in a more suitable building on March 1st, 1924, of the Government 
Central Branch Press and the Monotype Press. The establishment of these 
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two pr•!sses previous to the amalgamation was 781 and 187 respectively. By 
the introduction of modern electrically driven machinery and up-to~date 
equipment, the combined establishment was reduced to 406 only, which has 
resulted in a substantial annual saving on establishment while at the same 
time maintaining the necessary output. This press is equipped throughout 
with new and highly efficient machinery, much of it being automatic and some 
of it of special design, and the lay-out is such that the work passes directly 
through the building · from the time of receipt to the time of issue with the 
least possible handling and along the shortest possible lines of transit. Every 
method of ensuring efficient and economical working has been thoroughly 
examined and the best, cheapest and most efficient is that which has been 
adopted. On Jime 30th, 1929, the establishment totalled 352 only. · 

4. Government of India Press, Aligarh.-The Government of India Press, 
.A1igarh, was brought into existence towards the close of the year 1879. 
Probably .Aligarh was chosen for the press for two reasons, first, because the 
Pcstal Department un~er which the press was started had already its work
shops here, secondly, because .Aligarh was expected to afford greater facilities 
in distributing the books and forms, as it was within easy reach of the various 
postal stock depots in Northern India. Steam power was used for 
th~ first time at .Aligarh in 1902. In 1908, the Bombay Postal Press was 
abolished and all its stock of Marathi and Gujrati type and some plant and 
furniture were transferred to the .Aligarh Press. Piece work for machine 
printing was introduced in 1913. Some time after, distribution of all forms 
in the U. P. Circle and retail and bulk supplies to the Punjab Circle was 
undertaken by the Aligarh Press. During the war the press was invaluable to 
the department in supplying books and forms to the different centres of war 
activities in Europe and .Asia. There were originally about 350 post office 
and R. 1\1. S. books and forms (including vernacular translations). This 
number was more than doubled, when in the course of about two decades a 
large number of Post Office forms, previously used in manuscript, were stan
dardised and printed and called" S. F." forms. A large number of telegraph 
forms were added to the list. All machines were worked by hand previous to 
1902, from which year the machines were wo~:ked by steam power. The 
present building occupied by the Government of India Press, .Aligarh, was 
completed in Aprill926. Electricity was then installed for running the print
ing and cutting machines, etc. In April 1924, the administrative control of 
the Postal Press, Aligarh, passed from the Director-General of Posts and 
Telegraphs, to the Controller of Printing and Stationery, India. The 
present .Aligarh Press, however, exists as before, entirely for work fo: th& 
Indian Posts and Telegraphs Department. The press consists of a small case 
and reading Section, but is fully equipped with the very latest printing (rotary 
and flatbed) machinery, binding machinery, and many special machines for 
making envelopes, tag labels, typewriter rolls, etc. The manager is also 
superintendent of the Postal Workshops, a separate institution directly 
under the control of the Director-General. On June 30th. 1929, the 
establishment of the press t.('ltalled 511 only. 

5. i'he Government of India Forms Press, Calcutta, was brought into 
existence in August, 1924, on the tetmination of the printing contract for 
Government of India standard forms with Messrs. Lal Chand & Sons, Cal 
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cutta, and the creation of the Central Forms Store for the storage and distri
bution. of Government of India forms. At this time the Central Press was 
undergoing reorganisation, and could not undertake the heavy volume of 
work resultant on the termination of the contract, and the printing of a large 
number of forms was entrusted to the Forms Press. 

The press continued to function from year to year on a temporary basis 
until March, 1929, when it was placed on a permanent footing. New and 
up-to-date machinery is being installed throughout for efficient and economical 
prodP.ction of forms in large quantities. 

On June 30th. 1929, the establishment totalled 89 only. 



CHAPTER II 

ADMINISTRATION AND· ESTABLISHMENTS 

GENERAL 

The Printing Department is established for thtt e:x:ecutlon ot the . pnnting 
work of the Government of India, the presses at present existing for tms 
purpose being the Government of India Presses at Calcutta, Simla, Delhi and 
Aligarh-the work of the latter being confined to work for the Indian Posts 
and Telegraphs Department, and a Forms Press attached to the Form~ 
Stnr~. A limited amount of form work · is · executed by outside con
tra::tors. Each press is in charge of a manager under the orders of the 
Controller of Printing and Stationery, In lia. The managers are respon• 
sible for the efficient and economical working of the presses. 

No private work is undertaken by any Government of India Press, nor 
are supplies of printing materials made to private presses or bodi~. 

ADMINISTRATION. 

6. Administrative Staff.-The administutive staff of each press consists of 
a manager and an assistant manager, and in the case of the CJ.lcutta Press, 
three overseets in addition are employed. The Deputy Controller, Forms,· 
is also the administrative head of the Forms Press. 

7. Rate of Pay.-The rate of pay sanctioned for the administrative staff 
of the presses is as follows :-

No. Rs. 
Calcutta.-Manager • 1= 1,250-50-1,500 

Assistant Manager • 1= 250-25- 550* 
Overseers 3= 250-25- 550* 

Simla. -Manager • 1= 850--00-1,250 
Assistant Manager ·• 1= 250-25- 550* 

AZi.garh. -Manager • 1= 850--00-1,250f 
Assistant Manager 1 = 250-25- 550* 

Delhi,. -Manager • 1= 850-50-1,250 
Assistant Manager • 1= 250-25- 1550 

(Dept. of I. and L., No. ,A.-1)70, d. 2'1-3-25, A-431, d. 31-3-2'1 and A-1)'10, 
d. 13-1-28, App. 12.) 

• One of the present holders of these posts may be promoted to tbe aele:lt.ioa grade of 
Re. liao.-..ro-.-760 a month, provided that he ,.. .. employed io the Deputment oo ln A.rril 
192•, hia 01Vll rate of pa.y being kept io abeyanoe. 
. t Out of this, a sum of R.. 250 i1 debitable to the Indi&ll Poatl &ad Telegraph• Depe.~ 
ment, oo e.ocount of the.t portion of his dutiel which il oomaecteclwith the Polt&l W 01bhop~~o 
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8. Manag6r.-The Government of India have delegated to the Managers 
of Government of India presses, powers to the extent noted below :-

Appointments.-Employment of temporary hands in the presses against 
their grants for temporary establishments. 

Piece ko:nds not exceeding the number· of the sanctioned establishment. 
· Salaried hands up to a pay no1t exceeding Rs. 50 per mensem in each case. 
(Dept. of I. and L., No. A-550, d. 15-1-25, App. 4.) 

Suspension and dismissal.-Managers of presses may suspend or dismiss 
any of the employees for gross neglect of any of the rules laid down for their 
guidance, insubordination, or dishonesty; .but every subordinate so dismissed 
has the privilege of appeal to Government against their orders. The follow
ing procedure should be adopted in all cases in which the dismissal of a per
manent employee, whether salaried or piece, is involved:-

(a) A definite charge must be drawn up in writing, in which the circum
stances which appear to justify his dismissal must be clearly stated. 
where a breach of rule is involved, the rule must be definitely 
referred to. Each charge must be dealt with separately. In no 
circumstances should a charge be based on mere hearsay, unless 
strong corroborative evidence exists. 

(b) A copy of the charge signed by the manager must be made over 
personally to the employee, and his signature obtained o:r sent to 
him by registered post. He should be required to submit his 
reply to the charges in writing within a reasonable period, to be 
prescribed by the manager. 

(c) On receipt of the reply, the manager will record his decision in writing, 
stating in brief the nasons fo:r arriving at his decision. A copy 
of the decision must be made over to the employee as in (b). 

(d) When the decision is one of dismissal, the proceedings should be sent 
to the Controller for perusal after the orde.rs have been passed in 
order to see that they are in proper order. The Controller will 
not interfere with any orders passed (except on regular appeal) 
but may require fresh proceedings to be drawn up, if the original 
proceedings are defective. (C. P. S. and S., Pg.-19, d. 1-7-24.) 

Men shall not be dismissed for ordinary breaches of rules unless they arc 
incorrigible, and until all lesser punishments, such as fine or reduction in 
grade have failed. When an employee on account of dishonesty is charged 
before a criminal court, the manager shall place the accused under suspension 
until the decision of the court is made known ; and, if a conviction is obtained, 
the accused shall be dismissed. In all cases of suspension, the manager shall 
furnish the accused with a copy of the order of suspension, and shall call on 
him for an explanation of his conduct ; and he shall not proceed to pass any 
order of dismissal until the explanation has been submitted. 
- Payments.-Managers of presses may not make any payments to tempo
rary piece-workers at class rates for any special holidays in excess of the 16 
days sanctioned in Dept. of I. and L., No. A-382, d. 30-5-22 (Apps.13 and 9), 
unless the sanction of the Government of India has first been obtained. (Dept. 
of I. and L., No. A-648, d. 16-4-26, App. 8.) They may also make payments 
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to the permanent salaried industrial employees below the grade of overseer 
or assistant manager and permanent piece workers and whose services are
classed as superior under .Art. 396, Civil Service Regulations, for leave on 
average pay, etc., as defined in Finance Department Resolution No. F. 119-R. 
1.-28, dated 8th September 1928, App. 9. 

Purchase.-They can purchase any one article or any number of similar 
articles, purchased at one time, included in the list of printing stores, up to 
Rs. 250, or with the sanction of the Controller of Printing and Stationery, 
India., up to Rs. 1,000 in each case. (Rules for t"M Supply of Stationery and 
Printing Stores for t"M Public Bert-ice, Rule 11 (d).) 

NoTE.-These powers are subject to tbe ru:es of the budget system. and to such limitatioD& 
as may be imposed by the Government of India regarding the power to enter into contracts. 

Watching Expenditure.-They are primarily responsible for watching the
progress of expenditure against the sanctioned grants and should see that the
~rrect head of classification is recorded on the bill itself. (Fin. Dept. &s. 
No. 10242-A, d. 18-12-24, .App. 12.) The ultima.teresponsibility for control 
over expenditure rests with the Controller of Printing and Stationery, India. 
he being the head of the department. 

They are personally responsible for expenditure from the contingent granft 
and for checking the contingent register, that everything entered therein 
is correct and necessary for the administration of the branch under their 
controL (Pg. 14, d. 15-4-25.) 

They are entirely responsible for the postage stamp accounts. {Fin .. 
Dept., No. 4689, d. 13-10-24, App. 6.) 

Submission of work according to rule.-Managers of presses are authorised: 
to return all matter submitted contrary to Rule 10 of the Rules for Printing• 
and Binding, and in the case of exceptions (a) to (g) of that rule, shall exercise
all the powers of the Central Printing Office, as defined in rules 26 (a) and (ct, 
27, 29, 30, 31 and 3.2 (Rules for Printing arul Binding, 1925 edition.) 

General Provident Fund.-They have been delegated with the powers of 
the head of a department for the purpose of sanctioning advances from the
General Provident Fund, under Rule 20 (i) (ii) of the General Provident Fund 
Rules in their respective offices. (Dept. of I. and L., No. A-316, d. 23-2-25, 
App. 4.) They are responsible that there is no delay in the payment of balance& 
in the General Provident Fund and also for any delay in dealing with applica• 
tions for pension. {Fin. Dept., No. F-51-F. E., d. 16-'l-24, F-129-C. S. R., 
d. 15-8-24, F-49-F. E.-24, d. 28-8-24, F-3'14-C. S. R.-2'1, d. 28-9-2'1, App. 7.) 

Workman'& Compensation.-Managers should familiarise themselves with 
the Workman's Compensation Act 1923, and with the rules framed under the
Act and especially. Act Sections 2 (1) (n), 3, 4, 5, 10, 11, 28 and 29. Rules-
11, 12, 17 and 44 a.nd also the Trade Disputes Act, 1929. 

Any cases which arise under the Act should be reported to the Con· 
troller in detail without delay. (0. P. S. arul 8., Pg.-137-14, d. 31-'l-2-J.) 

The managers have been delegated with powers to sanction compensation 
due for temporary disablement up to a period of six months. (Dept. of I. an4 
L., No. A-'lO'l, d. 15-3-28, App. 4.) 
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9. Assistant Manager.-The assistant manager will assist the manager 
in the technical work of the press. He should be a thoroughly trained prlliter 
IIJld capable of supervising the working details of every branch of the 
press. He will acquaint himself with the Cost .Accounting system and Dep
reciation Fund rules. He shall have control of all workmen employed in the 
press and be responsible for the prompt and careful manner in which the work 
is executed. He must exercise a close supervision over the workmen and 
see that all men on salaries give a proper daily outturn. He will see that all 
material. the property of Government, receive proper treatment at the hands 
.of the workmen and that all machinery and fittings are main.ained in a state 
.of the highest efficiency. He shall in particular exercise a strict supervision 
-over the supplies sent in to the press by the various contractors and see 
that the quality contracted for is in every instance rigidly adhered to. He 
will bring to the notice of the Manager for further action all supplies which 
.are not up to standard or according to sample. He is responsible for issues 
f>f Dead Stock articles disposed of and no such article will be allowed to leave 
the p.t:ess 11remises except under his signature. (Pg. 232-1, d. 27-8-24, App. 
2.) . . 

The assistant manager is not authorised to engage, promote, degrade or 
dismiss any workman but his reports shall be considered before any workman 
is engaged, promoted, degraded or dismissed. He may for the purpose of 
work transfer men from one branch' to another, provided the transfer does not 
entail a reduction of rank, grade or earnings ; and all workmen under pain of 
dismissal shall obey his orders in' this respect. 

ESTABLISHMENTS. 
10. Special Appointments.-.A few posts for men holding charge· of the 

difirrent sections of the presses have been treated as special appointments 
at srecial rates of pay. (B. of I. and jjJ., A-31, 15-7-20, App. 12.) These 
are enumerated below:-

Rs. 
Oa.iruUa.-Head .Assistant • 250-10-300 

.Accountant 200-10-250 
Cashier 200-10-250 
General Store-keeper . 200-10-250 

(Dept. of I. and L., No. A-431, d. 27-12-24, App. 12.) 
F()T111.8 Press.-.Accountant . . 15~10-200 

Stationery and Stock-keeper • 100-5-140 
(Dept. of I. and L., No. A-586, d. 25-2-29, App. 3.) 

Simla.-Head Clerk -. · • • 2()()....,-10-300 
(Dept. of I. and L., No. A-413, d. 13-11-23, App. 3.) 

Delhi.-Head .Assistant • 175--10-225 
.Accountant and Cashier . • 1~0-10-200 
Genf'tal Store-keeper . . • • 100-10-200 

(Dept of I. and L., No • .A.-431, d. 31-3-27, .A.pp. 12.) 
..4.ligarh.-He&d Clerk 200-5-250 

.Accountant 100-5-140 
Storekeeper • • · . . 100-5-140 

(De'/Jt. ~f 1. and L., No. A-627, d 28-4-26. App.12.) 
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11. Clerical establishment.-The clerical staff is allocated amongst; 
the following sections. the head of each being responsible for regulating the 
efficiency of his particular section and for seeing that the prescribed routine 
is strictly observed- · · · 

Receiving and Despatching. Computing. 
Correspondence. Cash. 
Accounts. Time-keeping. 
Stationery and Stores. - ·Sanitary and menial 

. Publication.* 

12. Rate ol paJ.-The clerical and computing staff has been classified in 
the different grades given below :- · 

Calct4tta-
(i) Assistant scale- . 

8{}-80-100-5-150-10-200 with efficiency bar at. 150. 
(ii) Upper Clerical scale, Grade 1-

45-45-50-3-65--4-85--4--105- . 
. 5-140 • • • ·; 

(iii) Lower Clerical scale, Grade 11- "· .. .. 
40-40-45-f-70-100. . .. . .. ,. 

(Dept. of I. and L., No • .A.-431, d. •27-12-24, .A.pp. 12.) 
Simla.-120-8-200. . · Delhi • ....--80-4-140. 

5o-3-125. . .60-3-105. 

85. 

7() 

35-2!-90. 35-2!....--80. 
(Dept. of I. and L ... No • .A.-413~ a. 1.1-11~23 and No. A.-431, d. 31-3-2'1 • 

.A.pp~. 12 and 3.) . 
.A.Zigaf'A.-70-3-100. .• 

35-2-75.' 
(Dept. of I. and L., ~o. 'A.-627, d. 28-4-26, 1-PP• 12.) 

CLASSIFICATION OJ' ESTABLISHMENTS. 

13. Government ol India Press. Calcutta..-The Calcutta Pre>s was 
reorganized with effect from January 1st, 1925, in accordance with the sanc
tion received in the Dept. of I. and L., No. A-4:31, dated 27th December, 
1924:. (App. 12.) Further reorganizations sanctioned were received in 
the Dept. of I. and L., Nos. A-570, tl. 27-3_-25, A-431, d. 18-4-25, 16-6-25, 
4-3-26, 9-3-26, 24-12-26, 8-6-28, 21-6-28, and 29-11-28. (Apps. 12 and J.) 
The classification of establishment as it stood o.n June 30th, 1929, is as 
follows:-

811PBIIIOa. IJri'BBIOL 

- ·--- --- --·- -- Tour.. 
Salaried.,~ TMU., Salaried. Pteoe. TMU.. 

--~-·--

I 
Permanent . 

u• ~ 505 76 5. U2 I M7 
Temporary . : i 69 189 259 57 19 76 I 3M 

TOTAL . ' 323 .S2 764 133 1731 218 l 981 

•Delhi and Simla Presses only. 
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14. Details of classification and rates of pay;-The staff of the presses 
is ·classified as "superior", "inferior", "permanent", "temporary", 
"' salaried ".and " piece ·~ for the purpose of the 0. S. R. and Funda
mental Rules. The statement following shows the strength and rates of pay 
under the respective classifications. . . 

Calcutta Press. 

Des~natlon, jPermanen~)Temporary.l Rate of pay. 

Superior. 

No. No. Rs • 
.S:~hriedr-

Manager. . . . 1 . . 1,250-50-1,500* I 
Assistant manager . . 1 . .. 250-25-550 1 
Overseers . . . 3 . . 250-25-550 3 
Head assistant. . . I .. 250-10-300 1 
·Cashier . . . . 1 .. 200-10-250 1 

. .Accountant . . . 1 .. 200-10-250 1 
General store-keeper . 1 .. 200-10-250 1 
.Assistants . . . 4 .. 80-80-100-5-150-10- 4 

200. 
Estimator . . . 1 .. 80--80-100--5-150-10- 1 

200. 
Clerks (Class I) . . 10 .. 45-45--50-3-65-4-85 10 

-4-105-5-140. 
.Clerks (Class II) . . 19 . . . . 40-40-45-!-70---1--100 19 
Leave reserve (Class I) . . . 7 45-45-50-3-65-4-85 7 

-4-105-5-140. 
Leave reserve (Class II) . .. 7 40-40-45-:-t-70-----l-100 7 
·Head computor . . 1 .. 150-10-200 1 
"Computors . . . 14 ... 45-45-50-3-65--4--85 14 

--4--105-5-140. 
.Assistant computors . 7 . . 40-40-45-!-70--i-100 7 
Head reader . . . 1 .. 350-10-400 1 

· 'Senior readers • . . 2 .. 300-10-350 2 
"Re~ders . . . . -7 .. 200-10-250 7 
Readers • . . . 8 . . 160-10-200 8 
"Readers • . . . 8 .. 110-8-150 8 
Readers • -~ . . . 10 12 60-4-100 22 
Revisers • . . 10" 6 60-4-100 16 
"Copy-holders . . 30 18 40-45-3-60 48 
Foreman . . . 1 ~ .. 200-10-300 ·1 
.Assistant foreman . . 1 .. 70-4-98 1 
'Section-holders . . 10 .. 125-5-175 10 
.Assistant section-holders • 2 3 70-4-98 5 
"Correction checkers . 2 .. 70-4-98 2 
Warehousemen . . 3 .. 20-l-27 3 
Galley and Forme Proof 10 4 25-1-35 14 

Pressmen. 
.Standing forme-keeper . 1 .. 50-3-80 1 
.Assistant a tanding forme- 1 .. 40-2-60 1 

keeper. 

• With free quarters. 



Deslgnatloa. 

Balariedr-
Type store-keeper 
Type suppliers 
Mono mechanic 
Mono key-board operators 
Mono casters • 
Lino mechanic 
Lino operators 
Machine foreman· 
Jamadar 
Press foreman 
Draftsmen 

Litho pressman 
Reportwriters • 
Bindery foreman • • 
Assistant bindery foreman 
Jamadar 
Finishers 

Examinel'll 
Numberer 
Despatcher 
Paper counters 
Material supplier 
Head mechanic 
Mechanics 

Stereotyper • 
Finishers · 
Carpentel'll 
Collecting sircar 
Stamp counters 
Press apprentices 

Piece-
Compositors 
lmpositors 
I>istributors 
Mono correotors 
Lino corrootors 
Printing machinemen 
Hand pressmen 
Binder• • 

Salariedr-
Peon jamadar. 
Peon1 • • 
Record Suppliers 

• 

11 

Bate of pay. 

Superior-oontd. 

No. No. 

1 
8 
1 

14, 
12 
1 

12 
1. 
1 
1 
1 

1 
2 
1 
1 
1 
2 

2 
1 
1 
3 
1 
1 
3 

1 
1 
1 
1 

s 

100 
8 
8 

29 
8 

2' 
15 
75 

1 
17 
8 

3 

1 

2 
1 

1 

50 
! 
7 

u 
2 
9 
s 

100 

l'llferior. 

Rl. 

70--4-98 
30--2--40 

150--10--200 
80-4-1~125 

30--1-35 
1 ()().-..5-125 

80-4-1()()-5-125 
1()().-..5-125 
w..-2-60 
50-3-80 

1 on 70 
and 1 on30 
30-1--40 
,0--~ 

125-0--150 
60-4-80 
w..-2-60 

1 on w..-2-00 and 
l on25-1-35 

30--1--40 
30--1--40 
20--1-30 
25-1-3!) 
25-1-35 

200--10--250 
1 on 40-~5 and 6 on 

30--1--40 
60-4-80 

1on2,and2on25 
30--1--40 
25-l-35 
15-1-20 

50 

..... 

··-

15-l-20 
15-f-19 
20--t-27. 

,. Tour.. 

1 
ll 
1 

1' 
12 
I 

12 
1 
1 
1 
2 

I 
2 
1 
1 
1 
2 

2 
1 
1 
3 
1 
I 
7 

I 
3 
2 
I 
1' 
s 

150 
10 
13 
'3 

B 

s 
33 
20 

175 

I 
17 
8 
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Designation. IPermanen+emporM7.
1 

l Balaried- I 
:raper suppliers : l Forme carriers 
Metal melter 
Paste supplier • : I 
:iiremen • . I 
Dnrwans 
Chowkidars 
Mehtars • 
Farashes . 
Bhisties • 
Labourers 
1toller moulder 
Assistant Roller moulder • 
Inrry driver . 
M!!.li . 
:Mechanical labourers 
Litho labourer 

l'aece
Inkers • 
Ylyboys • 

No. 

4, 
12 
1 
1 
2 
1 
2 
6 
I 
I 

I9 
1 

1 

39 
15 

I nferior-contd. 

No. 

10 

I 

6 
1 
1 

32 

1 

1 
3 
1 

14 
5 

Rate of pay. 

Rs. 

25-1-35 
20-1-~ 

19 
I8 
14 

11)-i-19 
2H-25 

15 
I5--f-19 

13 
21 on I9 and 30 on 18 

~1--40 
25-1-35 

70 
13 
18 
18 

Tor.u.. 

4 
22 

I 
1 
2 
2 
2 

12 
2 
2 

51 
1 
1 
1 
1 
3 
1 

53 
20 

; 15. Government of India Press, Delhi-The Delhi Press was reorganized 
with e:ffect from 1st April, 1927, in accordance with the sanction received in 
Dept. of I. & L. No. A.-431, d.13-3-27. (A.pp.12.) Further modifications 
were made in I. & L. Nos. A.-431, d. 3-2-2-j, 11-9-28, 15-10-28 and 29-11-28 
and ~4.~10, d. 13-1 28. (A.pps. 12 and 3.) The classification of establishment 
as it stood on June 30th, 1929, is as follows:-

SUPBBIOL IBI'BBIOL 

-
Salaried. I Tor.u. 

Piece. TO'UL. Salaried. Piece. Tor.u.. 

I 

Permanent . . I 
184 I IM 288 48 8 56 344 

i 

'l'emporary . . 27 I 17 44 15 2 17 61 
' 

TOTAL . 2ll ~~-:l 63 .IO 73 405 

·-
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16. Details of classification and rates of paJ.-The statement following 
shows the classification under "superior", "inferior", "permanent"., 
" temporary", "salaried" and "piece". 

DeelgnatioD. 

Balari,ed,-
Manager. • 
Assistant manager • 
Head &BBistant • 
Accountant and cashier • 
General store-keeper 
Assistants • • 
Clerks (upper scale) • 
Clerks (lower acale) • 
Timekeeper • 
Paper issuer • 
Head computor 
Computora • , 
Assistant oomputon. • 
Caretaker and tr8Jll!it clerk 
Addresaograph operator • 
Head reader • 
Readers • 
Readers • 
Readers • 
Readers • 
Reviser • 
Revisers. 
Copy-holders • 
General foreman • 
Correction checkers • 
Type store-keeper • 
Standing forme-keeper 
Type suppliers 
Section-holders • 

• 

Assistant section-holder& • 
Lino and Mono Mechanics 
Mechanic (mechanical) • 
Assistant mechanic (Lino). 
Assistant mechanic (mecha· 

nical). 
Lino Operator& 
Proof pressmen 
Distributor • 
Machine foreman 
M achinemen • 
l'llachinemen 
Stereotyper 

• 

Assistant atereotyper • 
Machine & foundry report 

writer. 
Proof preesmim 

Delhi Pres,. 

Bupmor. 
No. No. 

1 
1 
1 
1 
1 
3 
8 

11 
1 
1 
1 
3 

" 1 

1 
2 

" " 

l 

8 " 1 
3 

19 ' 1 
2 
1 
1 

" 5 
4 
2 
1 
1 
1 

12 
2 
1 
l 
9 

l 
1 
1 

6 

3 

• With free fla&rtAin. 

Bateofpa;r. 

Ra. 
85()..-lj()-1.250• 
250-25--650 
175-10-225 
150-10-200 
100-10-200 

8()...-4-140 
60-3-105 
35-21-80 
60-3-105 

.35-21-80 
8()...-4-140 
60-3-105 
35-21-80 
f0-1-60 

4,5 
300-10-350 
200-10-250 
160-10-200 
110-8-150 
60-4.-100 
60-4-100 
45-3-75. 
4.0-2-50 

175-10-225 
60-3-75 
60-3-75 
50-21-65 
25-1-35 

100-5-150 
40-4--80 

100-5-125 
8()...-4-100 
45-1-60 
35-1-40 ' 

85-100 
20-l--25 
25-1-35 

8()...-4-100 
30-2-60 

30 
.o-1-f5 
20-1-25 
~1-60 

1 
1 
1 
1 
1 
3 
8 

11 
1 
1 
1 
3 

" 1 
1 
1 
2 

' 4 
12 
1. 
3 

23 
1 
2 
1 
1 

' 6 

' 2 
1 
1 
l 

12 
I 

.1 
l 
9 
3 
l 
l 
I 

6 
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Designation. '. 1-~--j Rate of pay. 

I 
TOTAL. 

Buperior--()ontd. 

No. 
Salaried-

No. Rs. 

Bindery and warehouse 
foreman. 

1 80-4-100 I 

Mono operatot' 1 50-2-70 1 
Mono operators . 4 80-4-100 4 
Mono caster attenda.nts 3 35-3-50 . 3 
Mono caster attendant 1 30-1-35 1 
Bindery and warehouse 1 40-1-45 1 

reportwriter. 
Binders • 2 50 2 
Binders • 2 1 45 3 
Binders . 3 1 40 4 
Binders 3 2 35 5 
Binders 5 2 30 i· 7 
Warehousemen 5 2 25 7 
Warehousemen 5 2 22 7 
Warehousemen 4 2 20 6 
Warehousemen 6 3 18 9 
Electric mistry 1 65-3-80-4_:100 1 
Carpenter 1 40-1-45 1 

Piece-
Compositors 88 12 100 
Impositors 3 1 ...-, .. 4 
Pressmen 4. 1 5 
Distributors 9 3 12 

Inferior. 
Salaried-

Electric labourer 1 20 1 
Duftries • 2 15--!-20 2 
Labourers . 11 10 16 21 
Paper supplier • 1 20-1-25 1 
Forme-carriers .. 8 . .. 18 8 
Machine inkers 9. 20-!-25 9 
Roller moulder 1 20-!-25 1 
Metal melter . 1 18 1 
Peon jamadar • 1 ... 17-1-20 1 
Peons 8 15 8 
Peons 4 14 4 
Durwans 2 1 2 on 15 and 1 on 14 3 
Farash . 1 14 1 
Chowkidars 2 16 2 

Piece-
lnkers 4 1 5 
Flyboys • 4 1 5 

17.· Government ol India Press, Simla.-The Simla. Press was reorga
nized with effect from 1st March 1924, in accordance with the sanction 
received in Dept. of I. ana L. No. A-413, a. 13-11-23 (App. 3), modified 
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later (Wk Dept. of/. and ~. No. A.-525, d. 1'1-11-25, A-413, d. 6-7-28, 
A~431, d. 31-3-27, and A.-570, d. 13-1-28, Apps. 12 and J}. The classi
fication of establishment as it stood on June 30th, 1929, is as follows:-

BVPBILIOB. lilnBioB. 

- Tor.u.. 
Salaried. Pleca. Tor.u.. Salarlecl. I Piece. I TO!r.U.. 

Permanent . . 182 6 188 31 10 41 229 

Temporary . . 89 3 92 26- 6 31 123 
.. 

' 

.• 

Tour. . 271 D 280 57 15 72 352 
' 

18. Details of ClassiJlcation and rates olpu.-The statement following 
shows the classification under "superior~·, "inferior", "permanent", 
'' temporary ". · " salaried " and · " piece ". . 

! . 

Simla Press~ 

Dealpatioa. H-1 Bate of pay •. I TH.U.. 

Superior. 

No. 

l 
No. Ra. 

Balaritil-
Manager. . 1 1 •• 850-l)G-1.250• 1 
Assistant manager .. 1 25G-25-550 l 
Headclerk • 1 200-lo-300 1 
Upper grade clerks • 3 120-&-200 3 
Clerks 12 . 7 50--3-125 19 
Clerks . . 4 35-21-90 ' Gazette despatcher • 1 50--3-125 l 
Gazette duftry 1 15-1-30 1 
Paper issuer . . • 1 2o-1-25. l 
Storekeeper . 1 80-4-100 l 
Section-holders . ' 1 125-lG-175 6 
Assistant section-bolder 1 

. 55-3-85. I . 
Binding and warehouse· 1 8o-4-100 I 

jamadar. 
Press jamadar . 1 125-1G-175 1 
Assistant press jamadar . l 65-2-75 1 
Head reader . I 325-15-400 1 
Senior readers 3 245-10-326 3 
Senior readers 2 2 18G-1G-220 ' Readers • 3 2 125-8-165 6 
Readers • 4 3 ' 7o-4-110 7 
Revisers. 3 I 7o-4-110 ' Copy-holders . l2 8 4:o-2-60 20 

• With free quartera. 
0 
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· Designation. ···IPermanent.,Temporary.l Rate of pay. 

Bu,rerior-contd. 

No. No. Rs. 

8a'la¥ied-

Compositors 21 2 on 90, 3 on 80, 4 on 75, 21 
6 on 70 and 6 on 65. 

Compositors 10 8 60 18 

Compositors_ • 11 10 "55 21 
Mono keyboard operators 9 1 80--4--100 10 
Mono caster attendants 12 31)-...,3-50 J2 

Lino operators 12 85---100 12 

Random-men 5 55 5 

lmpositors 1 1 45 2 

lmpositors 1 1 40 2 

Machine men 7 5 .on .i5, 1 on 40 and 1 on 7 
35. 

Binders 5 ion 50,1 on45 and 3 on 5 
40. 

Binders • 2 I 38 3 

Binders • I 1 35 2 

Binders 3 6 30 9 

Warehousemen 2 2 25 4 

Warehousemen 2 9 22 II 

Warehousemen 2 1 • 20 3 

Warehousemen 2 7 18 9 

Time checker . 1 125---10-175 I 

Forme proof pressmen 2 25 2 

Forme proof pressman 1 22 1 

Galley proof pressmen 4 22 4 

Galley proof pressmen • 2 20 2 

Stereo-typer 1 45 1 

Suppliers 2 1 on 30 and 1 on 27 2 

Suppliers 1 1 25 2 

Suppliers 1 4' 22 5 

Head mechanic 1 150-10-200 1 

Mechanic 1 125---5 -150 1 

Motor attendant 1 25 1 

Standing forme-keeper 1 65---2-75 1 

Assistant time-checker 1 50-3--125 1 

Carpenters • • • 2 1on50and1on45 2 

Blacksmith and mechanic. 1 60 1 

Assistant standing forme- 1 50-2-60 1 

keeper. 

Piece-
Pressmen 6 3 --



No. 

Salaried-
Jamadar of peona 1 
Peona . 6 
Chowkidare 3 
Peona 3 
Peona . 
Machine inkera 6 
Roller moulder 1 
Forme carriere 6 
Forme carriere 6 
Forme carriere 
Metal Melter 
Cooly 

Piec&-
Ink era . 7 
Flyboya • 3 

1., 

Inferior. 

No. I 
I 
I 

.. 
,. 

3 ! 
' 7 i 

1 ! .. i 
6 I 

3 
6 
1 
1 

2 
3 

• Rate af pay. 

Rs. 

15-1-20 
IIi 
IIi 

" 13 
18' 
25 
18 
17 
16 
25 
17 

. ... 

Tour.. 

1 
6 
3 
8 
7 
7 
1 

11 
9 
6 
1 
1 

9 
. 6 . 

. 19. Government of India Press, Aligarh.-The Aligarh Press was :te
organized with effect from 1st April, 1926, in accordance with the sanction 
received in Dept. of I. ana L. No • .A-627, a.; 28-4-26 (App. 12). Further 
revisions took place (vide Dept. of I. anaL. Nos. A-627, a. 15-2-27 a•~l 
A-570, a. 13-1-28, 8e8 also A-570, d. 21-3-25, Appa. 12 a1'1,a 3). 

' . 
The classification of establishment, as it stood on June 30th, 1929, is 

as follows :- · 

SUPJIILIO&. llmlluoa. 

- Toru, 
Salarlecl. l'leoe. TOr.t.L. 8alarlecL ~ Tour.. 

----

Permanent . . 201 

J 
225 112 4,6 158 383 

Temporary . . 56 56 72 .. 72 128 

--- . 
ToTu. . 257 2, I 281 18, 4,6 I 230 511 

D 
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20. Details of classiflt'latioii and rates of pay.-The statement following: 
shows t~e classification under " superior ", " inferior ", " permanent ",_ 
'' tempotary ", " salaried '' and "piece ". 

Designation. 

S*aried
Ma.nager. 
Assi!ltant manager • 
Head clerk • , 
H~ad assistant 
Accountant 
St~rekeeper 
Clerks 
Clerk 
Cashier • 
Timekeeper • • 
Assistant timekeeper 
Clerks • 
Forwarding clerk 
Reader • 
Reader • 
Vernacular reader (com· 

positor). . 
Copyholder-reader (ur!lu) • 
Copyholder 
-Paperissuers . ._ ..• 
Foreman (machine and 

press). 
Foreman (mechanical) 
Foreman (bindery) . 
Foreman (composing) 
Foreman (stereo typing) • 
Machine jamadar • • 
Assistant foreman (bindery) 
Compositors 
Compositors 
Compositors 
Rotary printers. 

Tag machineman 
Rew1nder 

. Counters 

Binde-rs • 
Binders • 
Binders • 
Stereotyper 
Stereotypers 
Power station engineer 
Line and wireman 

A.ligark Press. 

No. 
1 
1 
1 
1 
1 
I 
2 
1 
1 
1 
I 

43 
1 
I 
I 
I 

I 
I 
2 
1 

1 
I 
I 
I 
I 
I 
4 
4_ 

8 

) 

I 
25 

I2 
20 
34 
1 
8 
1 
1 

Superior. 
No. 

•.• 

l 
2 

16 

I3 
17 

1 

Rate of pay. I TOTAL. 

Rs. 
850-50-1,250*t 
250-25-550 
200-5-250 
125-5-175 
I00-5-140 
I00-5-140 
80~I20 
70-3-IOO 
70-3_:_100 
35-2-75 
35-2-75 
35-2-75 

30 
90-4--IIO 
65-4-85 
50-5-75 

45-2-55 
25-2-35 

25 
I00-5-I25 

75-5-125 
80-4--100 
70-5-100 
50-4--70 
40-2-50" 
40-3-70 

1 on 45 and 3 on 35 
30 
20 

2 on 50, 4 on 40 and 2 on 
35. 
30 
25 I 

3 on 22, 5 on 20 and 33 on 1 

I8. 
I on45,3 on 35 and 8 on 30 

25 
20 
35 
25 

I50-I0-200 
60-5-100 

1 
l 
I 
1.: 
1 
1 
2 
1. 
I 
l 
I 

43-
1. 
I 
1 
l-

It 
I 
2' 
1 

r. 
1 
]· 
I; 
l 
I 
4' 
5· 
2 
8-

I 
l 

41 . 

12" 
33" 
51 

1 
9 
1 
I 

* Out of this, a sum of Rs. 250 is debitable to the Indian Posts and Telegraphs Depe.rt
m"'nt, on accoun~ of that portio11 of his du~ies which is connected with the Postal Workshops. 

t With free quarters. 



' DeelgoatloD. 

.Salaried
Engine drivers 
.Mechanioa 
Carpenters • • 
Standing forme-keeper • 
Ae&etant (tag and rewin· 

ders). 
Blacksmith • • • 
'Switch Board Attendanta • 

Piec&-
. Hand preBBmen 

M&ohine printers 

.Balaried-
Lorry driver • 
<:leaner driver. 
.J'amadar 
Peona 
Peona • 
Chowkidara 
Gatemen • 

• 

. I 

. -
Furaeh • • • • 
Waste paper sorters. r'. 
Galley preaeman ~ 
.Rota.rymen • 
.Roller moulder1 · 
Beltman 
Coolies • 
.Coolies • 
.Boys • 
oCJe&nel'l 0 

.P&ekel'l • 

:Piecrr-

.. 
-· .. 

Envelope makers 
Hand preBB inkmen 
Hand press ftybo,ra 
Machine ftyboye . , 

19 

· 
1 Rate of pay. 

BuperW..-oontd. 

No. No. 
3 ' •• 
4: 
2 

.. 
2 

10 
14: 

1 
3 

1 
. - 1 . 

: --~-- :: -

I •• 
4: 

6 
2 
I 
6 

.I 
16 
2 
1 

IS 

25 
I 

30 

19 
9 

' 14: 

... 

I 

16 .. , 
12 
I 

36 l 
I 

Ra. 
4:0-2-4JO 

I on BS.I on55and2 on (5 
35 
25 
20. 

35. 
30-5--40 

..... 
.: .... ·.; . 

30 
20 
20 

13-f-18 
. 13 ... ' ' 
·~~~~a· 
13-i-18 

.13-i-18. 
10 ·i 
.8 

8on25and8on20 
I on25 and 1 on 18 

. 20 
1li 
14: 
12 
18 
IS 

. • ... 

·' 

3 
4: 
2 
1 
3 

1 ' 
3 

10 ., 

1 
1 

. I . 

' 2 
·a 

2 
I 
8 
I 

18 
2 
I 

31 

' 37 
2 

66 

19 . 
9 

' 14 

21. Government of India Forms Press. Calcntta.-The Forms Press was 
-started in August, 1924, in accordance with the eanotion received in the 
Dept. of I. and L. No • .4.-586, tl. 29-8-2-l. The final sanction placing the 
..Press on a permanent footing was received in Depl. of I. an<l L. No. A. ..586. 

»2 .. 



d. 25-2-29, App. 3. The classification of establishment as it stood on Jun~ 
30th, 1929, is as folloW'S :-

SUPJmio-. IlinBJOB. 

-
1 

TOTAL. 

8alarlecL Piece. Total. Salaried. Piece. Total. 

I 
Permanent . . I5 19 34 8 8 I6 50 

Temporary . . .. I6 16 I5 8 23 39 

TOTAL ·f151 35 f501 23 I 16 I 39 89 

22. Deta4Js of classi~cation and ra.tu of ray.-The statement following 
shows the classification under " superior ", " inferior ", " permanent ", 
"temporary", "salaried", and "piece":-

: 
Designation. Permanent. Temporary. Rate of pay. TOTAL. 

I I ' , I 

Superior. 
Salaried,- No. No. Rs. 

Accountant I 150-I0--200 t 
Assistant Accountant 1 4~~ 1 

-4--105--5-140. 
Stationery and . stock- 1 100-5-140 :t 
·keeper. 

Clerk (grade I) I 45--45-50--3-65--4-85 1 
-4--105--5-140. 

Clerk (grade m 2 40-40--45--!--70----j--1001 2: 
Leave reserve (grade II) I 40-40-4s-i-70-.;-100, 1 
Reader . 1 110--8-150 1 
Copy-holder I 40--45--3-60 :a. 
Foreman I 200--I0--250 l 
Forme proof pressman 1 25--I-35 1 
Standing forme-keeper 1 40--2--00 1 
Machine foreman I 60-3-90 1 
Mechanic I 40--3--55 1 
Motor attendant· 1 40--3--55 1 

Piece-
Compositor 3 1 4 
Impositor . . I 1 
Printing ma.ohineman 9 7 16 
Bindem • 6 8 14. 

Inferior. 
Salaried,-

Peons . 2 1 15--l-19 3 
Paper supplier 1 25--1-35 1 
Forme-oa.rriem 2 7 20--1-30 9 
Durwan • 1 15---l--19 1 



Designatloa. 

Salaried
Sweepers 
Fal'Bilh • 
Labourer 
Beltingman 

p~ 

Inkers 

21 

I I I 
Permanent. Temporary. 
, ' I 
I I ! 

I nferior-eontd. 
I 
I 3 • I 

• I 1 
2 2 

I 

:s 8 

B.ate at par. 

15 
15--i-19 

3 on 19 and 1 on 18 
18 

TOTAL. 

3 
l 
4 
l 

16 

23. Arrangement of establishments.--The establishment of the Gov
ernment of India Presses at Calcutta, Delhi, Simla and A.ligarh ia arranged by 
branches as under :-

I.-Administration and Accounts Branch. 

Receiving and despatching. 
Correspondence. 
Accounts. 
Stationery and stores. 
Computing. 

Hand composing. 
Linotype operating. 
Linotype correcting. 
Monotype operating. 
Monotype casting. 

I Cash. 
Timekeeping~ 
Sanitary and menial. 
Publication. • 

D.-Composing Branch. 

llonotype correcting. 
Type store {distribution). 
Standing forme. 
Reading. 

IlL-Machine and Press Branch. 

Machine press printing. 
Hand press printing. 

B1nding. 
Finishing. 
Envelope making. 

Stereotyping. 
Typecasting. 

Mechanical repair. 
Roller casting. 

Rotary machine printing. 
Lithographic drawing and printing. 

IV.-BindiDg Branch. 

Machine ruling. 
Die stamping. 

V.-Foundr:r Branch • 

.Nickel facing. 

VI.-Mechanical Branch. 

Carpentering. 
Lorry. 

• Delblan4 Simla Pr- Clllly. 



22 
. \ 

. --24. Piecework establishments.-In the Government of India Presses the 
following sections a~e pie-ceworkers, the others being on salaries. 

Hand composing. 
Imposing. 
Type store (distributing). 
Monotype correcting. 
Linotype correcting. ' 

Hand composing. 
Imposing. 

· Monotype correcting. 

Uand pres1 printing. 

.. 
Machine press printing. 

- Hand press printing. 

Calcutta. 

Delhi. 

SimltJ. 

A.Ugark • 

Machine press printing. 
Hand press printing. 
Binding. 
Finishing. 
Envelope making. · 
Die sta~ping. 

Linotype correcting. 
Type store (distribution • 
Hand nreBB Drintinl!:. 

Envelope making. 



CliAPTER III 

GENERAL RULES· 

' . . 
25. Recruitment of Clerks and Computors.-In Calcutta recruitment to 

and promotions and transfers of the clerical and computing sta:lf of the press, 
clerical staffs of the Central Stationery Office, Central Publication Branch. 
and the Forms Store and Forms Press will be governed by the rules below 
which supersede those issued. under Controller of Printing and Stationery, 
India, endorsement No. 0..33, dated the 23rd January 1925. The l'lla.nagers 
of the Simla, Delhi and Aligarh Presses are responsible for the recruitment 
of the clerical and computing section of those presses, but new ·appointments 
shall be reported for the approval of the Controller. (O.P.S. and S. No. G-
33, d. 23-1-25.) When making new appointments managers will. take steps 
to ensure that the orders of Government conveyed in Ho'TM Departmene 

·Memorandum No. F-176-25-Ests., d. 5-2-26andl. &; L. Dept. letter No. A.-631. 
d. 2-3-29. App. 3. regarding measures to be adopted for communal repre-, 
sentation in the clerical and industrial establishments of the Government of 
India presses .are given effect to. 

RULES FOR PROMOTION IS' AND APPOINTMENTS TO ·THE l'tll:tli"'STERIAL 
ESTABLISHMENT OF THE BRANCHES OF THE GOVERNMENT OF INDIA, 
STATIONERY AND PRINTING DEPARTMENT, AT CALCUTTA. 

These rulllll shall take effect from the 26th March 1929 and shall supersede those 
issued by Mr. Ascoli with his end~ent No. G-33, dated 23-1-25. 

In these rules the term " bra:nches •: include~~ the - · 

Government of India Central Stationery Office. 
Government ·of India Press, Calcutta. 
Government of India Central Forms Store, and Forms Press. 
Government of India Central Publication Branch. 

Gtneral. 

1. Each Branch including the Stationery Store~~, will from the date specified abov~. 
have its own clerical cadre and shall maintain a gradation list of its clerical establish
ment separate lists being maintained for the Stationery Storee. An up-to-date copy of 
the list shall be forwarded to the Controller each April for record. 

2. Character rolls shall be maintained for every individual in each cadre. In April 
of each year officers-in-charge shall record in each roll their opinion of each clerk. eto.. 
who bas worked under them during the previous year. Cbaraoter rolls will be submitted 
to the Controller whenever rropoeals for promotions are made. 
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0 fficiating Promotion& 

3. Subject to the Controller's approval in each case the officers-in-charge of the 
bra:JChes noted above are empowe~ to make all officiating promotions from within 
their own clerical cadres, provided that such appointments are for a short duration only. 
Promotions to a higher grade or appointment shall be by merit provided attendance and 
conduct are also satisfactory. 

Permanent or Semi-Permanent Promotions and Appointments. 

4. All permanent or semi-permanent promotions and appointments including appoint• 
menta to leave vacancies in the case of men proceeding on leave preparatory to retirement 
in any of the Branches shall be made only with the sanction of the Controller. In sanc
tioning such appointments the fact that a permanent or semi-permanent vacancy occurs 
in a particular Branch shall not ordinarily give an officer of the clerical establishment 
working in that Branch a preferential claim to the vacancy and the Controller shall, 
therefore, take into consideration the claims of all those in the various offices mentioned 
above who were in employ on the 26th March 1929. To enable the Controller to exercise 
an efficient check over proposals for promotions or appointments to permanent or semi
permanent vacancies-which in all cases should be submitted through the Deputy Con· 
troller, Stationery-the Deputy Controller, Stationery, shall maintain a consolidated 
gradation list of the clerical staff of the officers mentioned above employed in the Branches 
on 26th March 1929 and shall submit a revised and up-to-date list in the month of April 
each year to the Controller for record. Promotions to a higher gra'le or appointment 
shall be governed by merit provided attendance and conduct are also satisfactory. 

5. In the absence of fully qualified men to fill any vacancy in any of the above con
stituted cadres, the Controller is authorised to fill the vacancy (a) by appointing a man 
with practical or technical qualifications from the industrial establishment, or (b) by 
appointing an outsider in accordance with rule 11. 

N JTE.-Wbenever an Industrial band is appointed to a clerical poet, tbe reasons for such appointment shall 
be recorded by the Controller. 

6. No officer of the clerical establishment holding a permanent appointment in and 
of the above constituted cadres is ordinarily eligible to act in or be promoted to fill vac
ancies in the temporary establishment carrying a higher scale of pay, but it shall always 
be within the discretion of the Controller to waive the rules, and in all such cases where 
this is done, the Controller shall record in writing his reasons for having so acted. 

7. Officers-in-charge are authorised to sanction increments as they fall due, provided 
that they are satisfied that the increments have been fully earned. 

8. All leave should be sanctioned by the officer-in-charge in aocordance with rules 
1 aid down for this purpose. 

9. No officer of the clerical establishment shall be permitted to pass the efficiency 
bar without the sanction of the Controller. Such sanction shall be given only on a cer• 
tificate from the officer-in-charge that the officer of the clerical establishment is thoroughly 
efficient. Laziness, incompetence, and irregular attendance shoukl be a bar to the 
granting of a certificate of efficiency. 

.Recruitmenl. 

10. Recruitment to fill vacancies in any of the individual cadres shall be made by the 
Controller. 

11. Direct recruitment of outsiders to posts of assistants or higher posts (excluding 
stenographers) on an initial pay of Rs. 80 or more shall be made only from graduates, 
from experienced hands from other Government offices when considered necessary in 
the interests of efficiency, from duly qualified men who have passed the test of the Gov
ernment of India, Staff Selection Board or the Public Service Commission examination. 
Recruits for lower grades must have passed a matriculation or equivalent examination. 

12. The Head of each Branch shall maintain lists of qualified candidates, arranged in 
order of merit for upper and lower grades separately. 



13. In preparing and maintaining the above lists, the Head of each Brancb shall caU 
for candidates by public advertisement from time to time and shall subject them to such. 
examination oral or otherwise, as he may think fit. 

14. Recruitment shall be subject to such age limits as may be laid down by the Gov
ernment of India from time to time. 

Becruitmenllo the Btoru Cadre&. 
15. Recruitment to the ·stores Cadres shall be made by the Controller from nomina

tion made by the Store Keepers. Such nominations must be made in accordance with 
rules 11 and 14. · 

.Application. to othl!f' Ojfi£u. 

16. The above rules shall apply mutatis mutandis to promotion in and recruitment 
for, • he clerical establishn.ents in the Government of India Presses at Simla., Aliga.rb 
and Delhi. Lists of approved candidates need not be prepared and maintained but new 
appointments shall be reported for the approval of the Controller. 

·17. The Controller shall exercise the power of transferring any officer of the clerical 
establishment between these branches and any of the Calcutta branches, and vice ver&i. 

. ' 

26. Recruitment of Apprentices.-,A.pplications for the recruitment of 
apprentices are called for by advertisement every year by the Manager, Govern
ment of India Press, Calcutta. Candidates must be graduates with degrees 
not below the B.A., or B.So. The following are the rules for the recruitment 
of apprentices. 

RULES FOR THE RECRUIT1t!El>."T AND TERMS OF SERVICE OF 
APPRENTICES IN THE GOVERK:MENT OF INDIA PRESS, CALCUTTA. 

1. Applications for the recruitment ~~ one apprentice every year will be called for by 
advertisement. Candidates must be in possession of a university degree. Preference 
wiU be given to applicants who have had practic&J. experience of printing, or who hav& 
been educated in a technical or engineering institute. Candidates must not be below 1 'l 
years, or above 22 years of age, and must produce a certificate of physical fitness from a. 
civil sur~~:eon or presidency surgeon. They must also produce certificates of respectability 
aod charllcter from two respectable persons not related to them, as well as from the Head 
o{ the illlltitlAtion in which they were educated. 

2. A. successful candidate before enrolment, must sign an agreement of service aa a a 
apprentice on Rs. 5 stamped paper, the cost being met by him. The agreement will b~t 
drawn up in the following form:- · 

I hereby agree to serve as an apprentice in the Government of India Press. 
Calcutta, for a period of 5 years and to be bound by the terms and conditions of 
BMvice set forth in the rules appended to the letter from the Government of India. 
No. , dated 

3. The period of apprenticeship will be five years during which an apprentice will bp · 
paid Rs. 50 per mensem aa subsistence allowance. One-tenth of this amount will be 
deducted every month and will be deposited in the Post Office Savings Bank to the credit< 
of the apprentice, and the whole amount so deposited, together with interest, if any, will 
be paid to him on completion of the terms of his apprenticeship; but will be liable to 
forfeiture in the event of his leaving the press before the prescribed period of training 
is complete, or if he fails to pus such tests as may be prescribed by the mansger of the 
press on the completion of such period. 

4. Selected apprentices will undergo practical training in the Government of India. 
Press, Calcutta, and will be recommended the study of certain prescribed books. They 
will be placed under the direction of the supErvising officers in the various branehea of t.he 
p1·ess, and when they have acquired sufficient practical knowledge, their studies oc. the 
theoretical side will be assisted by the press officers. Euminationa to test their progre~• 
• ill be held from time to time. 
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5. The apprentices must attend the press for the full normal working hours fi.x~d for 
the press, .and will in all other respects be subject to the disciplinary rules in force In the 
press. 

6. An appr13ntice will be eligible for 15 days' casual leave in each calendar year and 
will be allowed subsistence allowance for that period, such allowance will not be granted 
:for other absences on working days. · 

7. Qualified apprentices will be granted certificates on completing the prescribed term. 
No certificate will be granted to apprentices who fail to complete the prescribed course, or 
who fail·to pass such tests as may be prescribed by the manager of the press on the com
pletion of the full course. 

8. The Government of India reserve to themselves the right to dispense at any time 
with the services of an apprentice, who is proved to the satisfaction of the manager of the 
press to be unsuitable for retention, on the ground of his conduct, or inability to profit by 
the course of instructions. · 

9. Apprentices who pass the final test on completion of the period of apprenticeship 
will have no claim to an appointment under Government. 

27. Recruitment of industrial statf.-Men are recruited to the per
manent or temporary establishment, or transferred from the temporary to the 
permanent establishment, only under the orders of the manager. Heads of 
branches and sections will be held personally responsible that those employed 
-under them are of good character. 

Readers.-Candidates for the posts of readers may be required to 
:aubmit themselves for examination to test their proficiency before they can 
be employed in any of the presses, or if already employed, before they can 
:receive promotion to a higher grade. 

Oompositors.-Compositors ·are recruited only after trial before one of 
-the supervising officers. They will be classified after 3 months• earnings on 
piece only, after which they will be entitled to an increase of class as 
provided in the Rules for Classification of Pieceworkers in the Gove-rnment of 
Indi1 Presses (para. 40). 

28. Working hours.-The hours for the clerical establishment are 10 A.M. 

to 5 P.M. The normal working hours for all industrial workers are. 
8! hours on 5 days of the week and 5! hours on Saturday, making a total of 
48 hours ordinary working hour:~ wee~ly, exclusive of rest intervals. They 
will also be allowed to work ordinary overtime up to 12 hours during any one 
week. (B. of I. an-i M., Res. No . .A-31, d. 15-7-20, App. 12.) 

Olerks.-10 minutes' grace after the no:rm'tl opening hour of the office is 
.allowed. Any clerk arriving after that time will be marked late. Ordinarily 
4 lates in a month will be excused. When this limit is exceeded, one day's 
easual leave should be forfeited for every four days' late attendance. 
When all casual leave are absorbed, deduction should be made from leave 
<>n average pay at the credit of the men concerned. 

Clerks, on entering office will enter their time of arrival in a book kept 
:for the purpose in the accounts section. No one will be allowed to sign the 
book after 10-45 A.M. without special permission from the manager. Late 
-attendance, i.e., after the time allowed as grace, will be entered in red ink. 

The nles and orders in this Chapter applicable to the Government of India Press, Calcutta . 
lllrill also apply to the Forma Press. . 



'lndustrU.U staff.-In the case of morning and day attendances, 1~ 
minutes' grace (15 in Calcutta) after the normal opening hour of the press,. 
is allowed. Men arriving after that time will be marked late. Exceeding 
10 minutes, (15 in Calcutta) but not exceeding 30 ~utes late will be 
called ordinary late. Exceeding 30 minutes, but not exceeding 45 minutes 
late will be called double late. One double late will be calculated as
two ordinary lates. 

Five ordinary lates (6 in Calcutta) in a month will be excused. Admission 
after 45 minutes after the normal opening hour requires the special permission 
of the manager. Readers will enter their names and time of arrival in a book 
kept on the time-keeper's table. A~er the time allowed as grace the writing. 
must be in red ink to indicate late comers. . .. .. · . · • · · 

(a) Salaried kands.-When the wD.it of 5 lates (6 in CalcutM) is exceeded 
a deduction of half an hour's pay for each ordinary late, and three-fourths of 
an hour's pay for each double late will be imposed. 

(b) Pieceworkers.-When the limit of 5 Jates (6 in Calcutta) is exceeded, & 

deduction of half an hour's pay at class rate for each ordinary late, and three
fourths of an hour's pay for each double late will be imposed. In the 
ease of men engaged on time work, half an hour for each ordinary late, 
and three-fourths of an hour for each double late will be. deducted from 
each day's total working hours. 

When Iates are due to unavoidable causes, such as breakdown in the-
means of transport, they may be excused. · ' 

In the case of habitual late attendaooe, suitable departmental action,. 
such as stoppage of in~ent or reduction to the next lower grade may bt" 
taken against the individual concerned.· 

(O.P.O. 9-328, d. 29-12-26, O.P.O. 12.,P-27, d. 7-10-27 antl27-10-27.) . . .. . . 

29. Attendance.~n ·entering office at the proper time or within the
period of gra.ce allowed each ticket holder must take his ticket from the board 
and drop it in a box placed outside the timekeeper's room. The time-keeper 
will remove the box on expiry of the period of grace, and place another box 
for late comers. Any one arriving after tlie hour of morning or day attend
ance will drop hiS ticket in the late box which will be emptied after " ordi• 
nary late " and again placed outside the time-keeper's room for " double 
late" comers. Any man having his ticket in his possession after the board 
is checked will be fined one anna. Any man found taking the ticket belong
ing to another, or neglecting to take his own ticket off the board, will be 
marked absent, and, if a piece-rate employe, will be fined one day's pay 
according to his class in addition. .Aily man taking more than one ticket 
will be dismissed. Any man. losing his ~cket will be charged two annas for 
a new one. r 

I I . . 

An assistant or a workman, who forgets to sign the attendance book or 
take his ticket off the board, must make an application on the day of att('nd
ance ; failing which, he will be marked absent, and no subsequent applicaticn. 
will be entertained. · 
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30. Overtime.-Ole'rical establi.shment.-The clerical and computing estab
lishment does not draw overtime except in the case of the following posts :-

Calcutta.- -Time-keeper, assistant time-ke~per and paper issuer. 
, Forms Press Time-keeper. · 

Simla.-Time-;k:eeper, assist~nt stationery keeper, gazette despatcher, 
tJress report ·writer and paper issuer. 

Delhi.-Time-keeper, one cle:~;k, paper issuer, bindery and warehouse 
re_port writer and machine and. foundry report writer. 

Aligarh.-·Time-keeper, assistant time-keeper and paper issuers. 
Industrial establishment.-'--Overtime to men on salaries is paid for at the 

rate of their salaries. Overtime to men on piece-rates is paid for at their 
class rates. For ~ach overtime hour worked they will receive a~ 
additional payment of 25 per cent. of their salaries, or class rates per hour. 
Allowing for 25 working days to a month, no man will ~e required to work 
more than 250 hours in a month (including overtime) except in cases of real· 
emergency. But to ensure that occasions of this nature are as few as possible, 
and to give adequate reward for work performed under such conditions, the 
additional payment for each hour worked in excess of 10 hours on any day 
will be 50 per cent. of the salary or class rate. This does not apply to the 

. clerical ·or computing branch with the exception of time-keepers, assistant 
time-keepers or paper issuers, etc. (B. of I. and M., Res. No. A-31, d. 
15-7-20, App. 12, I. & L. Dept., No. A-627, d. 18-9-26, App. 11.) See list 
of employees eligible for overtime in A.pp. 60. 

The holders of the posts ell:umerated below draw overtime. only after 
10 hours work·on.any one day, when .the rate of overtime will be 50 per cent. 
of the rate of pay. · 

G()'l)ernment of India .Press, Calcutta. 
No. Ra.te of pa.y. 

Head reader . 1 350-10-400 
Senior readers 2 300-10-350 
Foreman (case) 1 200-10-300 
Section-holders • 10 125-5-175 
Binding foreman 1 125-5-150 

(B. of I. and M., Res. No .. A-31, d. 15-7-20, Dept. of I. and L., 
No. A-431, d. 27-12-24, d. 16-6-2,5 and d. 21-6-28, App. 12.) 

G()'l)ernment of India Press, Delhi. 

Head reader 1 300-10-350 
·General foreman 1 175-10-225 
Section-holders • 5 100-5-150 
:Bindery foreman 1 80-4--100 

(Dept. of I. and L., No. A-431, d. 31-3-27, App. 12.) 
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GoverntTUmt of India Press, Simla. 

No. Rate of PaY• 
Head reader 1 325-15--400 
Senior readers • 3 245-11}-325 
'Time checker 1 125--10-175 
Press jemadar 1 125-10-175 
.Section-holders • 5 125--10--175 

(Dept. of I. and L., No • .A-413, d.13-ll-23, .App. 3.) 

GoverntTUmt of India Press, .Aligaih. 

R£'ader 1 90-4-110 
lRM.der 1 65-4--85 
.Foreman compositor . 1 70--5-100 
Machine foreman 1 100-5-125 
Bindery foreman 1 80--4-100 
Foundry foreman 1 50-4-70 
Foreman (engineer)* 1 75--..5-125 

'(Dept. of I. and L., No • .A-02'1, d. 28-4-26 and 18-9-26, Apps. 12 and 11.) 

Except in cases of sickness and emergent private affairs, men refusing to 
work overtime when required are liable to suspension from duty or dismi>sal 
Every man working overtime will report_ the. number of hours worked h the 
head of his branch or section, who will send a list to the time-keeper for 
note in the attendance roll. Readers keep their own outturn sheets ; and 
their overtime is certified by the head reader. Men who fail to attend for 
morning work, after having been· duly warned, are fined an hour's pay. 
'To allow for cases of ca~ua.I sickness, men will be excused four mornings in a 
month. Men who fail to attend, after having been specially warned for 
.emergent work, are fined one day's pay. Readers absenting themselves 
are fined, in addition, the overtime allowance of their copy-holders if the 
latter are not employed in other ways. 

31; Idle time.-Idle time sanctioned in B. of I. and M., No • .A-31, tl. 
15-'l-20, App. 12, is not paid to pieceworkers who were recruited subsequent 
to the 16th July 1925. (Dept. of I. and L., No. A-528, d. 16-7-25, App. 12.) 
"The supervising staff should exercise a careful check over payments made to 
pieceworkers for the time during which they remain idle on account of lack 
.of work. 

32. Houra for meals.-Calcutta and Delhi Presses.-The time allowed for 
breakfast; is half an hour, another half hour being allowed for tiffin, but with 
the consent of the majority of the industrial employees and with the previous 
f!anction of the Local Government, one of the refreshment intervals allowed 
at present J.e., 10 A.M. to 10-30 A.M. may be abolished. 1fhen morning 

• The pay of this post is based on 8 hours but no overtime is perml88ible for attend
•·10e in a0011 of 8 boura. 
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overtime .is worked on any day, it will be compulsory under the Indian 
Factories Act to give half an hour rest to the men concerned. This may 
be given from 10 A.M. to 10-30 A.M. (Dept. of I. d': L., No. A.-350, d. 
21-6-28, A.pp. 12.) ' . 

Simla Press.-The rest interval of this press has been fixed at half an 
hour per day for not more than 8! hours on each working day. This rest 
interval will be so arranged that no employees shall be required to work 
for more than 5 hours continuously. (Endt. No. 217-5088, d. 17-8-26, frmn 
the Secy. to Punjab Govt., A.pp. 12.) 

Abolition of the system of payment for the refreshment and prayer intervals.
Managers are instructed to see that no pieceworker is allowed to wo.rk during 
refreshment intervals. Payment for refreshment intervals will not be made 
to any pieceworker engaged on time work from 1st July 1928. Prayer inter
val will be allowed to Mohammedan pieceworkers, but no payment will be 

,-made for the period. (Dept. of I. and L., No. A-3.50, d. 21-6-28, App. 12.) 

33. Leave.-General.-The following general rules have been so framed 
that with ordinary attention paid to them no man need render himself 
liable to the prescribEd penalties. The rules will be strictly enforced. h
regularity in attendance retards work and causes expense to the office. Men 
requiring leave should make application before absenting themselves, and, if 
the state of the work permits, leave will be granted; there is, therefore, no 
excuse for absence without leave. 

Leave durir.g Ramzan.-Mohammedan employees of the Calcutta and 
Delhi Presses are allowed to leave their work half an hour before sunset 
during the month of Ramzan. No payment for this period will be made 
to pieceworkers. (Dept. of Industries, No. A.-240, d. 29-7-21, A.pp. 9.) 

Leg,ve salary of Linotype operators.-Under rule 87 ~f the Fundamental 
Rules, the average pay of non-gazetted officers, whose pay is less than Rs. 300 
a month, shall be taken to be the pay which he would draw in the permanent 
post held substantively by him at the time of taking leave. But as the pay 
of the linotype operator fluctuates on the basis of outturn his leave salary will 
be regulated in the following manner ~- . 

" The pay which he would draw in the permanent po~t held s~b;tan:tively 
'by h!m at the time of taking leave" should be taken as meaning the monthly 
rate of pay. Thus if a linotype operator proceeds on leave on the 16th of 
September and for the period from 1st to 15th September draws pay at Rs. 85 
per mensem, this rate of pay, i.e., Rs: 85'per mensem should be taken as the 
b~sis for the determination of his leave salary. Again if an operator draws 
pay for the month of September at the rate of Rs. 100 per mensem and takes 
leave with effect from the 1st October, Rs. 100 should be taken as the basis 
for the determination of his leave salary. (App. 9.) 

The following leave rules apply only to permanent salaried industrial 
employees below the grade of Overseer or Assistant Manager and permanent 
pieceworkers. whose services are classed as superior under Art. 396, Civil 
Service Regulations. 

Leave on average pay to permanent salaried superior industrial employees.
Leave on average pay will be allowed at the rate of one month's leave for 
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ev:ery complete period of eleven months' duty, and as regards incomplete 
periods, one day's leave for every eleven days' duty, provided that no such· 
leave can be earned by any employee who has four months' leave on average 
pay to his credit. · 

Medical leave to permanent salaried superior industrial empwyees.-On the 
production of a medical certificate, leave on half average pay up to three 
months, and a further· extension of leave not exceeding three months on the 
production of a fresh medical certificate granted by the Chief Medical Officer 
-of the district in which the employee is residing will be allowed subject to the 
proviso that the total amount of leave on medical certificate admissible to an 
employee during his service shall not exceed two years. 

Without pay leave to permanent salaried superior industrial empwyees.~ 
Leave without pay will be allowed when no other leave is due. 

Injury lea.ve to permanent salaried Buperior industrial empw!JUs.-Injury 
leave at half pay rates will be granted from the commencement of disable
ment irrespective of whether their pay exceeds Rs. 300 a month or not, who 
are injured in circumstances which would give rise to claims for compensa
tion in case of a workman as defined in the Workmen's Compensation Act. 
This leave shall be granted for so long as ~necessary subject to a limit of two 
years for any one disability and five years duririg an employee's total service. 
It shall not be taken into account in calculating the limit laid down under 
medical leave. Leave salary payable under this rule will, in the case of a 
workman to whom the Workmen's Compensation Act applies, be reduced 
by the amount of compensation payable under Section 4 (1) D of the 
said Act. 

NoTB.-Such permanent salaried superior in.dustriaJ. employees who are in service on the 
8th September 1928 and are in the enjoyment of the benefits of the leave rules in the Fund&· 
mental Rules will retain their ensting privileges. ' · 

Leave on average pay to permanent superior pieceworkers.-{a) Leave o:a 
average pay V{ill be granted according to service as under:-· 

Length of service. 
Less than 10 years 
10 years but less than 15 years 
15 years and above 

Leave admissible. 
16 days in each calendar year. 

• 23 days in each calendar year. 
• 31 days in each calendar rear. 

(b) This leave will be non-cumulative, i.e., any leave not taken during 
the year will lapse without any monetary compensation. 

(c) Gazetted holidays actually enjoyed may,· at the option of the piece
worker, be counted against any leave admissible to him under rule (a), and if 
so counted, will be paid for. · . ' 

(d) The grant of leave under these rules cannot b~ ~laim~ as a matter of 
right, and can be refused by the manager on admuustrative grounds. It 
may also be withheld on account of irregularity in attendance • 

. Medical leave to permanent superior piecework£rs.-Leave on medical certi
ficate on half average pay will be granted ~t the rate of one month:aleave for 
ewery complete period of eleven months duty, and as regards moomplete 



32 I 
periods one day's leave for every eleven days' duty. It will be eumulatip-e 

· and will be granted only when no average pay leave is admissible, provid,ed 
that no continuous period of leave with pay shall exceed one year ; any exten-
sion over one year shall be leave without pay. / 

- I 
Witlwut pay lea1:e e,.. permanent superior pieceworkers.-Rules applicablEt 

to permanent salaried superior industrial employees will apply to pieceworkers. 

Injury leave to permanent superior pieceworkers.-Injury leave at half 
pay rates may be granted from the commencement of disablement to all piece
workers who are injured in circumstances which would give rise to claims for 
compensation in the case of a workman as defined in the Workmen's Compen
~ation Act. This leave shall be granted so long as is necessary subject to a. 
limit of two years for any one disability and five years during a pieceworker's. 
total service. It shall not be taken into account in calculating the limits 
laid down under medical leave. Leave salary payable under this rule will, 
in the case of a workman to whom the Workmen's Compensation Act applies, 
be reduced by the amount of compensation payable under Section 4 (1) D oi 
the said Act. 

NoTE.-Pay or average pay of the pieceworker means remuneration at cla."'l rates. 

(Fin. Dept. No. F. 119-R.I.-28, d. 8-9-28.. App. 9.) 

34. Casual Ieave.-Salaried workers.-Delki and Simla Presses.-Casua} 
leave Lot exceeding 10 days may be granted in any one calendar year ro 
.salaried employees of these presses. 

It may be granted to all salaried hands, superior or inferior, overtime 
drawing or non-overtime drawing. (B. of I. and M., Res. No. A-31,.d.15-7-20,. 
and O.P.S. &; S. 4718-Pg., d. 16-11-20, App. 12.) 

It may not be combined with any other kind of leave, and may not 
ordinarily extend to more than ten consecutive days in one calendar year 
~xclusive of gazetted holidays. In exceptional circumstances, the sanctioning 
authority may grant, for urgent special reasons, a few days more than the ten. 
days. In Calcutta the maximum has been fixed at 15 days. In Aligarh the 
maximum is 12 days. 

Casual leave cannot be claimed as a matter of right. 

It may only be granted if the state of the work will permit, and on 
condition that no additional expense whatever, either in the establishment 
itself in which the leave is granted, or in any other establishment is thereby 
incurred. (Aligarh, Pg.19-7903, d. 12-6-25; Delhi and Simla, O.P.S. and S.,. 
Pg.-34-40-41, d. 6 and 7-1-24.) 

Short· .periods.-ln the case of salaried men, if leave is granted foJ!' 
mort p~riods of absence exceedlltg one hour, it will be set off against thEt 
casual leave at the credit of the men concerned, but when no leave is 
due, the pay of the time taken on leave will be deducted. (O.P.S. and S., 
d. 31-12-26.) 

J Pieceworkers.-Temporary rieceworkers are paid at class rates for 16 
~ays (including the King Emperor's Birthday) each year, to cover absences: 
jon account o~ ·holidays, sickness or leave, provided ~at the worker haa 



33 

been in regular employment for the previous 12 months. " Regular empl~~-· 
ment" should be interpreted as not less than 90 per cent. of the requir ~ 
working hours, excluding the hours of gazetted and communal holidays, 
regard however will be had to absence in case of sickness. (Dept. of I · 
and L., No • .A-382, d. 30-5-22, .App. 13.) . 

lJOTB.-This leave on class rates being of the nature as casual leave, the period 
spent on such leave will consequently count as service qualifying for pension, and. 
the allowances paid to the men during thi1 leave will be taken into account in calculating 
the average emoluments for pension, but acting arrangements a.re not admissible in
the places of the absentees. (F&nl. D. letter No. 150..(]. 8. R.-26, d. 18-5-26, .App. 13.) 

35. £eave Applications.-Applications for leave of absence must be
submitted before absenting, except under unforeseen circumstances, such. 
as sudden illness, etc., and should be countersigned by the head of the branch. 
to which the applicant belongs. Leave during office hours is not granted, 
except in cases of sickness and emergent private affairs. . The cause and 
hour of leaving, and the man's ticket no. should be stated in the application. 
or pass out which should be signed, if a piece hand, by the incharge of JUs.. 
section and general foreman. In the case of salaried men, the application.a 
or pa~s out will be signed by the heads of their respective branches. They 
may fill up from overtime or casual leave the time thus spent on leave if it 
exceeds one hour. On returning to office, men should report themselves· 
to the time-keeper, otherwise they will be marked absent for the day .. 

36. Absence without leave.-Absence without leave from day attend-
ance makes the absentee liable :- · · 

(a) if a salaried hand, to a deduction of one day's pay for each- day's· 
absence without leave previously obtained, or without medical 
certificate; The latter to be in accordance with para. 34. 

(b) if a pieceworker, to a fine of two annas for each day's absence 
in the case of compositors, and one anna for distributors •. 
pressmen and others. Leave previously applied for may be granted 
to piece-workmen by the assistant manager. 

Frequent absence, and absence without leave for more than fifteen conse
cutive days will render the employee liable to be suspended from duty, and if 
the irregularity continues, his name will be struck off the roll. 

37. Medical certifica.te.-In cases of absence due to sickness, the certi
ficate of a medical practitioner will ordinarily be accepted, and no fine for 
absence will be imposed, unless the member of the supervising staff who· 
receives such applications (ordinarily the assistant manager) has good reasons 
for doubting the correctness of the certificate. 

38. Leave.-lnfectious disease8.--Men in whose houses are cases of infec
tious diseases, such as small-pox, etc., should submit a medical certificate to· 
this effect and obtain leave of absence from office until another medical 
certificate 'can be produced that all danger of infection has ceased. 1\Ien
whose houses have cases of infectious diseases will, if they attend office, be 
liable to be suspended from work. (For list of diseases d.eclaml " infectious ,.. 
see App. 9.) 
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' I Employees, compelled under the above orders, to absent themselves fiom 
office not on account of their own sickness, but on account of the occurrence 
.of infectious diseases in their houses, may be allowed casual leave for the period, 
not exceeding thirty days, during which they are prevented from attending. 
Casual leave up to 30- days will also be admissible to press employees returning 
from leave, who are detained in plague camps on the way to rejoin. 

During casual leave salaried workers will receive full pay. 
If the period of absence exceeds 30 days, employees may be allowed leave 

with leave salary of any kind which may be due to them, and thereafter leave 
without leave salary. 

The Controller of Printing and Stationery, India, in respect· of employees 
appointed by him, may sanction a substitute for an absentee who is pro• 
hibited from attending his duties on account of detention in plague campa 
on the way to rejoin, or on account of some infectious disease in his house 
and whose duties cannot be arranged for without prejudice to his pay ; 
provided that the absence does not exceed 30 days and the pay of the 
absentee is not more than Rs. 100 a month. 

In the case of pieceworkers pay or salary should be taken to mean remu
neration at class :rates. (Dept: of I. and L., No. A-640, d. 20-10-26, App. 9.) 

39. Ga'l.letted holidays.-Oalcutta Press.-All employees of the press are 
allvwed the gazetted holidays according to the list published annually in the 
Cal~utta Gazette, which must not exceed 42 days. Of the total number of 
.holidays only 23 days will be regarded as closed holidays for purposes of the 
special payments applicable, and the remainder as non-closed holidays. U 
work permits, employees may be allowed to absent themselves in the case of 
the latter class of holidays, but no extra payment or compensation leave will 
be allowed for work on such holidays. Compensation leave will not be 
allowed to industrial employees for attenl!anca on gazetted holidays, not 
falling on Sundays, on which the press is ciosed. The holidays tJ be tr~ated 
as closed holidays should be fixed in consultation with the Works Committee, 
and the possibility of so arranging the holidays that they do not fall in the 
husy season should be considered . 

.A.Zigarh Press.-The same rules as for Calcutta Press are applicable to this 
press, with the exception that the total number of holidays is 40 only. 

• 4 ~ ... 

Delhi and Simla Presses.-The same Nles as for Calcutt.~. Pres; apply also 
1lo these preJses with the exception thafi ten ciosed holidays in a year (Home 
Dept. No. D-4562-Public, d. 20-10-23, .App. 8) will be observed on the 
.analogy of the practice in the Government of India, Secretariat Offices, and 
each man will be allowed, in addition, 6 communal holidays in a year. 
Winter leave allowed to the pieceworkers in the Government of India Press, 
.Simla, in lieu of attendance on gazetted holidays, will be discontinued from 
1st July 1928. 

40. Special payments for holidays.-Twenty five per cent. over the 
-ordinary rates will be paid to all industrial employees eligible for overtime, 
whether on a monthly rate of pay or at piece rates, for attendance on 
~' closed " holidays. This allowance will be paid irrespective of the total 
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number of hours worked during the rest of the week, and that the hours 
worked on gazetted holidays will not be taken into account in calculating 
(\rdinary overtime. The extra payment in the case of pieceworkers will be 
made at class rates. · 

41. Sunday attendance.-llen on the industrial establishment required 
to work on any Sunday will be stood off work on one or other of the three 
days preceding or succeeding that Sunday, in order to comply with the 
provisions of the Factories Act. No extra payment will ordinarily be made 
for attendance on such days. In the rare cases in which the compensatory 
leave for attendan~e on Sunqay has to be withheld, payment will be made 

·at 50 per cent. over the ordinary rates. This allowance will be paid 
irrespective of the total number of hours worked during the rest of the week, 
and that the hours worked on Sundays will not be taken into account in 
calculating ordinary overtime. Compensatory holidays for Sundays can be 
withheld only when an exemption has been secured from the provisions of 
Section 22 of the Factories Act. ' . -_ ....... ·· · ·--

42. Option of remaining 11nl!.er existing rules.-Salaried industrial 
employees in service on 1st July 1928 of the Government of India Presses 
are allowed the option of remaining under the existing· rules in regard to. 
h<tlidays (i.e. they may continue to get compensation leave instead of the· 
special payments as defined in para. 37), if they so desire, but all existing. 
piecework employees, as well as all future salaried and piece hands who may 
be employed in the presses, will not be allowed to exercise this option~ 
(For paras. 36-39 see Dept. of I. d L., No. A-662, d. 19-6-28, App. 8.) 

43. Classification ol pieceworkers.-The classification of pieceworkers. 
employed in the Government of India Presses, Calcutta, Delhi, Simla, 
Aligarh and the Forms Press, Calcutta, will be .regulated in accordance with 
the following rules as sanctioned in Dept. of I. d L., letter No. A-501._ 
d. U-6-28, App. 12. 

RULES FOR CLASSIFICATION OF PIECEWORKERS IN 
THE GOVERl!t."TMENT OF INDIA PRESSES. 

GBliTDAL R11LBS. 

1. Rules 2 to 5 are applicable to all pieceworkers except fly boys. 

2. The time rates for the various classes of pieceworkers employed in the Government 
of India Presses, and numbers to be plaeed in each of the classes above the efficiency bar •. 
are given in the Schedule to these Rules. 

3. Every pieceworker. will be entitled to go up one class biennially until he reacbea 
an efficiency bar, below which he will remain, until selected for the series of classes above 
the bar. Promotion to the &P.lection classes above the efficiency bar 11·ill depend on the 
number of vacancies. SenioJity in service, quick and oorrect work, general conduct and 
regularity of attendance 11·ill be considered in promoting employees to the selection classes. 
Promotion from one selection class to another wiH also depend on the number of vacancies; 
but in cases where the number of selection classes is in excess of the number of men allotted 
to these cl&~~sea in the schedules, the promotion of men from one selection class to the nut 
vacant highet class will be given biennially. 

'- Piooewerkers are liable to be relegated to a lower olass for miscond?ct or irregular 
or late attendl\llCe. An increment due wtdcr these rules, may al~o be wtthheld by the. 
manager of the preBB, on accoutJt of inefficiency or careless work. 
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5. Newcomers will be firs~ classified after three complete months' earnings on piece 
.only, after which their promotion will be regulated in accordanC'e with the above rules. 

6. The time rate for fly boys will be one anna per hour. 

Class rates for piece-workers.-The class rates ior. piece-workers working 
..on time, are as follows :- · 

SCHEDULE. 

CLASS BATES FOB COMPOSITORS. 

Class. • Hour rates. 
Ao l'o 

1 1 0 
2 1 1 
3 1 5 
4 1 10 
5 2 2 
6 2 7 
7 3 0 
8 3 5 
9 3 10 

10 4 2 
11 4 7 
12 5 0 
13 5 5 
14 5 10 
15 6 2 

. Efficiency bar. 
16 6 7 
17 7 0 
18 7 5 
19 7 10 
20 8 0 
21 8 7 
22 9 0 
23 9 5 
24 9 9 
25 10 2 

Number of compoBitors in the •election c1asBe8. 

.Class. Calcutta Press. Delhi Press. Forms Press. 
i6 12 3 1 
17 8 2 
18 4 2 
19 4 2 
20 4 1 

'21 2 1 
:22 2 1 
-23 2 1 
:2i 1 1 
:25 1 1 



'Cia sa. 
Ui 
16 
17 
18 

Cl.&ss BATES I'OB BINDERS, MACHlliBIID!:li 4liD PRBSSMB •• 

Class. Hour rates. 
A. 1'. 

I I 0 
2 I I 
3 1 3 

' I 6 
5 I 9 
6 2 0 
7 2 3 
8 2 6 

(9 2 9 
10 3 0 
II 3 3 
12 3 6 

,13 3 9 
14. 

' 0 Efficiency bar. 
15 ' ' 16 ' 8 l7 li 0 
18 :o ' 

Number of Binilus in the Bi/..edw, clo.Bsu." 
Calcutta Press. DeliU Press. Simla Press. 

20 
10 

' . 1 
.. 

Forms Press. 
1 

2 

Number of Mac:Ainemen and PruBtne"' ;,,., lie Bi/..edioft claBsu. 1 ~.,-} s. Delhi~ess. S}imla.· ;- ifuo. F=a:-

18 1 ' I' . 

CLAss JU.TBS I'OB bn>osrroas .um DIST~UTORB. 
Class. Hour rates. 

A. 1' • .. 
1 I 0 
I l I 
3 I 2 

' '1. ' li l ,6 
6 l 8 
7 I 10 
s 2 0 
i 2 J 

10 ! ' 11 ! 6 
12 2 8 
13 I 10 
14: 3 0 •. 

Etfioiency bar 
16 3 3 
13 !I 6 
17 3 9 
u ' 0 
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Nv-mber of lmpositors in the Selection claBBes. 
Class. Calcutta Press. lDelhi Press. Simla Press; Aligarh Press. Forms Pres&. 

~: } 2 I I* I7 
I8 

Number of Distributors in the Selection classes. 
Class. Calcutta Press. Delhi Press. Simla Press. Aligarh Pre&s. Forms Press. 

~:} 3 3 
17 
18 

Class. 
9 

IO 
11 
I2 
I3 
14 

CLASS BATES FOR I:NKERS, 

Class. Hour rates. 
A. p, 

I 1 0 
2 1 1 

·3 I 2 
4: I 4: 
5 I 6 
6 I 8 
7 I IO 
8 2.' 0 

Efficiency bar. 
9 2 2 

10 2 4: 
11 2 6 
12 2 8 
13 2 IO 
I' 3 0 

Number of lnkers in the_Selectio11 cla888&, 

Calcutta Press. Delhi Press. Sun.la Press. Aligarh Pres&. 
3 

.2 
1 
1 

-1 
1 
} . . 1 1 2 

Forms PreH. 

If any substantial alteration is made. in the strength of the piece esiablishment of any 
press, proposals sliould be submitted for the sanction of the Government of India fo~ 

increasing or decreasing the numbef of posts in the selection classes referred to in th~t 
nlles. · 

44. Transfer to the permanent establishment.-Men will not, ordinarily 
be transferred to the permanent establishment if they are above the age 
of 25 years. If, however, the age exceeds 25 years, ·controller's sanction should 
be obtained to the transfer. Quick and correct work, as well as general good 
conduct and attendance, will be considered, before promoting a man from 
the temporary to the permanent establishment. A health certificate must 
be produced. No man will be sent for medical examination until his record 
in all other respects has been approved. See also z;ara. 2 of I. & L. No. A. 
220, d. 31-10-28, App. 13. 

• Retains old class 11 rate 4 a. 7p. 
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45. Acting Allowance.-Acting allowances are permissible to both the 
oelerical and industrial establishments of presses. It should be allowed in 
.all cases in which an officer isappointed to act in an appointment carrying 
.a higher salary than his own as all such arrangements involve the assumption 
.{)f duties or responsibilities of greater importance or of a different character. 
No acting allowances should, however, be given in the following cases:
{a) Computors unless they act as head computor or as clerks. (b) Readers 
unless acting as head reader. (c) Revisers. (d) Standing forme-keepers 
.and (e) Binders. (Dept. of I. & L. Memo. No . ...4.--{J69, d.,10-9-23. App. 12): 

Provided the above oonditions are fulfilled actmg "arra~em:ents. are per
missible during the absence on compensation leave of salaried industrial 
.employees. (Dept. of I. & L. Memo. No • ...4.-369, d. 10-9-23, No . ...4.-469, d. 
11-6-27 and Dept. of C. & I. No. 7300, d. 26-6-17, para. 3, App. 12 and 3). 
· 46. Disbursement of pay.-Each indW:trial employA will rece'ive a,: pay 

:eJip before payment, to enable him to see the total amount earned, the nature 
and extent of the deductions made, and the net amount to which he is entitled. 
'This slip must be produced before the cashier when the ·employe goes to 
receive his wages. . . ' · ...... ·· . . 

47. Disbursement of pay of absentees and deceased employ~-The 
pay of absentees and deceased employes, should be drawn by a man on 
the permanent establishment with not less than 10 years' service, and guaran
teed by two other men on the permanent establishment. In the case of a 
deceased employee the following documents are required to be. produced-

( a) Death certificate. 
(b) Certificate of heirship. 
(c) Letter of authority or identification.· . . 

48. Secrecy to be observed regarding work.-Although the employea 
are not under oath, it is a part of the professional honour of a printer not to 
disclose wantonly, or from venal motives, the nature of the work upon which 
he is employed. If an employe should be questioned by an unauthorized 
person regarding the work of the office, he should know nothing. In the. case 
of confidential work he should see and hear, but be mute. Employes are 
therefore, warned against communicating anything, however trivial, regarding 
the work of the pres3 to any person who is not engaged on the work, or to any 
person who is not employed in the press. . Men found guilty of this offence 
will be dismissed, and debarred from future employment under Govem
.ment. 

49. Lending or borrowing money, or signing security bonds for each 
-other, is strictly forbidden among employes. Men found guilty of any of theae 
.offences are liable to be dismissed. 

50. Bribes.-Pcrsons having authority to distribute work are warned 
against taking bribes from the workmen, or from any person on their beltalf, 
either in money or any. valuable thing, as a motive or reward for the distribu
tlon of an extra and unfair share of advantageous work, or for any other consi
-deration. Workmen are also warn('d against offering bribes, or from employ
:ing any person to ofier such bribes on their behalf, either in money or any 
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valuable thing, to such persons having authority to distribute work, as a;. 

motive· or reward for an extra or unfair share of advantageous work, or for 
any other consideration. Written complaints regarding the above offencesr 
which must give full particulars of specific cases, will be made over to the person 
accused, who at the discretion of the manager may be suspended from duty 
until he can exonerate himself from the charges made against him. The
complainant may similarly be suspended until the case has been decided. 
No attention will be paid to anonymous letters, which will be destroyed. 

51. Obedience to orders.-Men having a grievance should first carry 
oti.t orders, and afterwards represent their case. 

52. Punishment of clerks.-The fines prescribed in any of the foregoing 
. or subsequent rules do not appiy to clerks, unless specifically mentionedr 
who are specially dealt with for m"sconduct by official reprimand, addition 
to work, postponement of increment of pay, stoppage of promotion, reduction.. 
of existing pay, entry of misdemeanours in the service book, suspension, or 
dismissal. · 

53. Conduct.-The· employes should abstain from holding unnecessary 
conversation with each other, from talking in a loud voice, and from doing 
anything which may cause annoyance to their fellow-workmen. Men quarrel
ling and causing a disturbance will be fined or suspended from duty. Smoking 
in the work-rooms is strictly prohibited. 

No one is allowed to loiter about the premises after his work is done. Any 
man not being booked, found on the premises after office hours, is liable to be
searched, and dealt with. 

54. Pass out.-No man, having once left the premises for the day, is
allowed to return, unless he has a pass from the head of his department, which 
thl} durwan shall demand and hand over to the time-keeper the following 
morning. No man is allowed to leave the press premises during working hours
without a pass out, signed by the head of the branch. 

55. Service books.-Every non-gazetted Government servant employed 
on the superior permanent establishment must have a service book, which is
to be deposited with the establishment .clerk. The establishment clerk will 
make the necessary entries in it each month from the attendance roll, and 
submit to manager for attestation. The entries in the first page of the 
service book should be renewed or re-attested at least every five years, and 
the signatures in lines 8 and 9 should be dated. 
· 5ti. Service rolls.-Every other class of servant must have a service

roll which is to be deposited with and maintained by the establishment 
clerk (App. 13.) 

57. Leave Account.-The establishment clerk will maintain in accord
ance with para. 76 of the Fundamental Rules a leave account for each Govern
ment servant who has elected the Fundamental Rules in terms of leav~ on 
average pay. . 

58 Transfer of services to other offices.-It is the duty of a govern
ment official, who wishes to transfer his services to a different government 
office or department, to obtain the consent of the authority which appointed 
him to hie existing post before taking up the ne'Y employment. If he takes 
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Clp the new employment without such consent, he commits a breach of 
discipline and is liable to be punished, i.q the last resource, by dismissal from 
hls former post and consequent loss of pensionable service. Resignation of 
his former appointment will not, it should. be noted, protect him from this 
penalty. 
· In granting, or withholding consent, to the acceptance by a subordinate 
of other government employment, the head of an office, or department must 
.consider whether the transfer will be consistent with the interest of the public 
i!ervice. Permission should not be refused, however, without strong reason, 
which should be recorded in writing. · 

The head of an office, or department shall not ~mploy, either .temporarily, 
()r permanently, an official whom he knows, or has reason to believe, to belong 
to another establishment. without the previous consent of the head of the 
office, or department in which he is employed.· In the rare cases in which, for 
reasons which appear satisfactory to the new employer, an official cannot ob
tain the required consent before taking up the new appointment, the employ
ment may be made conditional on consent being obtained at the earliest 
.opportunity. ' · ·' · · -

The foregoing instructions apply equally to officials ·on leave, whether with 
.or without allowances. All leave allowances must ipso facto cease on the taking 
up of new employment, other than work of a purely casual nature. 

59. Transfers from one branch to another.~Men nia.y be tranSferred from 
.one branch to another whenever necessary at the discretion of the manager. 

60. Special concessions.-Applications for special concessions . which 
do not come within these rules should be made to the mallll:ger. _ 

61. Medical attendance· for subordinate staffs.---(]alcutta Press.-A dis-. 
pensary is located in the building occupied by the Government of India 
Press, Calcutta, for use of the subordinate staff. A Sub-assistant Surgeon is 
.in attendance. · · 

Delhi and Simla Presses.-A first aid chest is maintained and also a 
Sub-assistant Surgeon visits the press every alternate day. 

Aligark Press~-First aid chest is mamtained. 

(Dept. of I. & L., No • ..4.-669, d. 19-6-28 and 3-9-28, App. 10.) 

62. Pension and gratuity.-?tlen ·on the permanent 'esta-blishment are 
-eligible for pension and gratuity under rules laid down in the Civil Service 
Regulations. ' 

All press employees, whether salaried or piece, including clerks and menials 
who were in employment on the 15th July 1920 and who render 25 yeau 
continuous and approved service whether such service be classified as per
manent or temporary shall be eligible for pension. The term " continuous 
and approved service"" means"" total uninterupted service including periods 
.()f leave without allowance, underage and inferior service. The amount of 
pension admissible in each case should be calc~ted omitting those peri~ds 
.()f leave which are not allowed to count for pens10n, the underage and infer10r 
.service, however being treated as non-qualifying in calculating the amount 
.()t superior pension admissible. 
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Superannuation or .invalid pensions will also be granted to these men 
provided ·they either have been permanent from the start, or are absorbed 
in permanent service before retirement. In the latter case, credit will be
given for temporary service prior to confumation and the ordinary pension· 
rules will apply. Those who are not absorbed in the permanent establish
ment, if obliged to retire before qualifying for pension after 25 years con
tinuous service, will be granted a bonus on the same terms as the Govern
ment of India have promised to concede to a press employee recruited on or 
after the 15th July 1920, on provident fund t~rms. 

(Dept. of Industries No. A-371, d. 30-11-21, A-371, d. 14-6-22, Dept. of 
I. & L., No. A-382, d. 30-5-22, A-220, d. 7-9-23, A-220, d. 28-5-24, A-220,. 
d. 20-10-25, A-220, d. 6-10-26 and A-220, d. 31-10-28-App. 13.) 

. 63. Grant of quarters at concessional rent to employees of the Delhi. 
press.-Employees of the Delhi press are allotted Government quarters at
a concessional rent, which is 5 per cent. of the emoluments in the case of. 
Indian employees, and 10 per cent. in the case of Anglo-Indians. 

For purpose of Fundamental rule 45, the monthly emoluments of a piece-· 
worker employed in . a Government of India press is equivalent to two· 
hundred times his hourly class rate (Fin. Dept. letter No. F-100, O.S.R. 26, d-
29-3-26. App. 14.)' 

64. Fines and the fine fund.-All £nes realized from the workmen will 
1:e shown in the establishment pay bills under one or other of the two heads :-

. (a) Fines credited to government. 
(b) Fines ~redited to the fine fund._ 

The accounts have to be submitted to the Controller of Printing and Sta
tionery, India, half-yearly (see Ru.le 7 of Fine Funds) and they must show:-

Opening Balance 
Receipts from intere~~t • 
Receipts from Fines • 

Total-

Rs. Rs. 
Expenditure (i) • 

iU (ii) • 
.. (iii) 

Closing Balance • 

Total 

(Dept. of I., No. A-240, d. 24-3-22 and O.P.O. Pg.-17, d. 15-1-25, App. 5.} 

RUl.ES RELATING TO FINE FUNDS IN THE GOVERNMENT OF INDIA 
PRESSES. 

1. All fines realised from workmen, except pye and other fines which are levied for 
neglect or bad work, entailing loss or extra expenditure on Government, will be credited. 
to the fine fund of a press. This fund will be in all respects, separate and distinct from 
the general provident fund, or any special provident fund established specifically for 
press workers. · · · 

2. The .assets of the fund will be applied to the relief of distress among workmell" 
or their families. For example, grants may be made to sick workmen, or to the fami
lies of workmen left in impoverished circumstances by the death of the bread
winner. 

3. L'lerks. or members of t-he supervising or other staff, from whom fines are not 
ordinarily levied, will not be eligible to participate in the benefits of the fund. 
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4. No grants will be made except upon the recommendation of th.& officer-in-charge 
«Jf the press. and with the sanction of the Controller of Printing and Stationery, India. 
It will be open to the works committees of presses to bring to the notice of the officer-in
~harge any special cases which they may consider deserving of relief from the fund. 

i. The amount of any such grant will be fixed with reference to the rate of pay of 
-the workman affected, and the length of his service, and having regard to th.& balance 
.-ava.ilable in the fund. 

6. Recoveries on account of fines will be deposited in the post office savings 'bank, 
.u soon as they are realised each month, to the credit of the officer-in-charge of the 
-press. 

7. Regular accounts of receipts and expenditure will be maintained by the pre&ll in 
the prescribed form, haU-yearly accounts being submitte<:l to the Controller of Printing 

.and Stationery, India. 
- 8. The accounts of the fund will be audited by the Examiner, Government Press 

.Aooounts. · 
9. If a fine ia remitted after it has been drawn in the establishment bill and credited 

to the fine fund in the post office savings bank, it should be withdrawn from the 
it&vinga bank under the sanction of the Controller previPusly obtained, and paid to the 
party concerned. 

Fine Fvrul Accounl of IM.: •••••••••• Prtlll. 

Date of Name of Date of Am01111' No. and date of ~==-::. wlthdr&WIL workmen to p&flllent. paid. Controller'• 
:=:J_ whom paid. eanoliloa. 

I I a • 6 • -

. 
(Dept. of I. and L., No • .A-2-10, rl. 24-3-22, · A-461, rl. 21-3-24 and d. 1-Z-25, 

.App. 5.) 

65. FiDe and class reduction registers.-Two registers, one for "Fines" 
.and another for ,. Class Reductions "; are maintained and examined, rf\vised 
.and signed by the manager every month before they are sent for action to the 
aooounts section. · 

Fi~im~~rlvn.~----------------------~19 

lled&I:No. Date. Name ud aaue. J.mOUDt. K&llager'l IDI&I&I. 

...... 
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Register of Glass Reductions. 

... ... 
~ 

.. 
.. g .. i 

~ Name. 0 Cause of 
"" ~ Initial of .s Initial ot RlllllURKS. :g reduction, fl "" -Manager. "' Ma~r. 

§, ~ ! .. 
iii = ~ j "iii .. 
i o<:l ., 

r::: ~ r::: "' A "' - ---
~-

66. Works Committee.-Works committees have been established in. 
the Calcutta, Simla, Deihl and Aligarh Presses to afford the employees regular 
opportunities of discussing with the supervising staff inequalities and diffi
culties which may arise under working conditions. (B. of I. and M., Res. No~ 
A-31, d. 15-7-20, App. 12.) 

.RUJ~ES FOR WORKS COMMITTEE. 

I. The Committee will consist of the manager, the assistant manage~, one special 
member chosen by the section·holders and heads of branches and five ordinary membel"B' 
elected by ballot by-

( a) the reading section ; 
(b) the lino and mono operators; . 
(c) the hand-compositors, lino and mono correctors and store sections; 
(d) the machine and p1ess branch ~d standing formes section; 
(e) the binding, mechanical and stereotyping branches. 

The term of office of the special member and the elected members should be one yea&-
2. The members will elect one of their members as secretary; his appointment shall 

be subject to the-approval of the manager. 

3. T4e Committee will hold general meetings at least once a month on the dates-
fixed by .the manager, who will preside. • 

4, A special meeting of all the members of the committee (other than the manager· 
and assistant manager) will be held at least three days before each general meeting. At 
this meeting the members will prepare and submit to the manager a list of the subjecta
which they desire to be discussed at the ensuing general meeting • 

. 5. Meetings may be held during working hours and treated as working tim., up to a. 
limit of four hours monthly. 

6. The subjects to be discussed by the committee shall include :-

(1) Allocation of holidays ) . · 
(2) Fixation of working hours }·within the limits prescribed by Government. 
(3) .Rest intervals J 
( 4) Recommendations regarding grants from the fine fund or compassionate fund. 
(5) Distribution of work by section-holders and heads of branches. 
(6) Questions relating to the means for the prevention of accidents. 
(7) Questions relating to the cutting of time, etc., by the checkers. 
(8) Questions regaTding computing. 
(Q) Questions affecting the welfare of the employees generally such as the pToper

ventilation and heating and lighting of the workrooms. 
(10) Questions relating to safety in working of machinery, eto. 
(11) Questions tegarding classification of pieceworkers. 
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(12) Punishments and individual grievances. 
(13) Suggestions as to promotions (excluding heads of branch-the suggestioDF· 

not to be in any way binding on the ma.nager), 
(14) Vacancies and transfers. 
(15) General questions regarding leave or late atten4ance. 

(0. P. 0. No. 13-6965, d. 8-10-25.) 

8'7. Memorials.-Copies of memorials addressed to the Secretary of State~ 
or to the Government of India are not to be forwarded direct.· Such actioll
is in contravention of the Memorial Rules. 



CHAPTER IV._ 

OFFICE PROCEDURE . 
' 

with definition of the duties of responsible officers 
i 
' 

I.-ADMINISTRATION AND ACCOUNTS BRANCH 

GENERAL 

68. Bead Assistant.~ The head assistant· in Calcutta and Delhi (th~r 
head clerk in the other presses), is responsible for the general supervision of th~r 
clerical establishment. He should see-

(a) that all letters and indents received are duly registered and passed 
on to the branches or sections concerned, and when finally dealt 
with, are properly recorded ; 

(b) that all work ready for despatch is properly packed and duly sent out 
by the prescribed mode, and all work vouchers are duly 

· · • receipted and returned for production .when required ; .... 
(c) that file copies of all such work are carefully maintained; 
(d) that all instructions received from the several branches and section& . 

for the issue of replies or , reminders are carefully followed out,. 
and , . 

(e) that all letters issued are intelligently and brie.fly registered, and offioo 
copies preserved. ' · 

NOT•.-The head clerk in Aliga.rh Press in addition watches work in the Forml Stonr 
Aooounta, eto. ; · 

Reports and Returns.-He should also see that the reports and returns 
specified, are prepared by those responsible, in time for submission to the 
officers, and departments by the dates mentioned :-. . . 

Serial Period :Branch 
No. Detalll ollleturn. required. Date doe. or Section To whom aubmltted. 

COD-..ed. 

t-

1 ~ter or [etten, eto., llllned llonthl:r I at Despatch· :Manager. 
( ak). log. 

I Stat .. ment ahowlng eamln1111 of Do. 15th Computing Do. 
plene workera on pi- and on 
time with ave~a~e e&rnlngl 

I per hour. 

• Fine Fund to be deposited In Do. lotb Aecountl Do. 
Post omce Savings Bank. -



No. 

4 

5 

6 

7 

8 

9 

!10 

ttl 

12 

as 

:14 

. :16 

·17 

·19 

~1 

. 22 

·24 

48 

Statement of ReturnB shewing date.of submission, etc.-contd. 

Details of Return. 

Statement showing consumption 
of Store articles. 

Statement showing deposits In 
Post Office and refunds of 
undisbursed pay and deduc
tions for courts. 

Cost Accounts, Part A 

Cost Accounts, Part B 

Departmental Register 

Reading Cost Abstract Book 

Report from Dead Stock Ledger 
regarding stock. 

Annual indent for local stores 
purchased through the 
Stationery office 0r the Indian 
Stores Department. 

Progressive statement 
expendltnre. 

of 

Statement of expenditure in· 
curred in executing printing 
work for the Paying Depart
ments. 

Statement of actual debits for 
the whole year against Paying 
Deparuments. 

Book value of plant, etc., 
disposed·or. 

Statement showing printing 
work done for various medical 
store depOts. 

Renewal of window delivery 
ticket for following year, also 
mail bag ticket. 

Jury List for High Court 

Period 
required. 

I 

Quarterly 

Monthly 

Do. 

Weekly 

Fortnightly 

·Monthly 

Do. 

Annually 

Monthly 

Do. 

Annually 

Quarterly 

Do. 

Annually 

Do. 

Day book of issue of paper , . Fortnightly 

Statement of Printing work 
done for Patent and Design 
Office. 

Registration of motor lorry 

Annual Indent for Imported 
articles and office stationery. 

Statement showing details relat· 
ing to gazetted officers In the 
Government of India Presses 
for inclusion In the list of 

~ffii:~fri~ ::~ ~~~~~ent 
Statement of printing materials 

supplied to other presses. 

Monthly 

Annually 

Do. 

Half yearly 

Quarterly 

Due date. 

15th January, 
15th April, 
15th July, 

15th October. 

lOth 

15th 

Weekly 

1st and 15th 

15th 

1st 

2nd January 

lith 

8th 

As soon as poss
ible after end 

of year. 

15th July, 15th 
October, 15th 

January, 15th 
April . 

15th July, 15th 
"October, 15th 

January, 15th 
April. 

24th March 

. 7th February 

1st & 15th 

15th 

.19th May 

15th May 

S1st May, 8oth 
November 

1st February,. 
lstMay, 1st 

~~~,!\,!;~ 

Branch 
or section 

concerned. 

Stores 

Cash 

Accounts 

Do. 

Do. 

Computing 

Accounts 

Stores. 

To whom submitted. 

Manager. 

Do. 

Do. 

Do. 

Do. 

Do. 

Do. 

D, C., S., Calcutta. 

Accounts Controller. 

Do. 

Do. 

Do. 

Do. 

Do. 

Do. 

Stores 

Accounts 

Do. 

Stores 

Accounts 

Do. 

Controller, P. and A. 
Officer, Secretariat, 
New Delhi and E, 
G. P. A., Calcutta. 

P. and A. 0. Seore· 
tariat, New Delhi. 

P. & A. Office. 

Individual Medical 
Store DepOt. 

Post Office. 

High Court. 

Manager. 

Patent & Design 
Office. 

Dy. Commissioner of 
Pollee. 

D. c., S., Calcutta. 

Controller. 

I 
Pay and Accounts 

Officer. 



Statement of Re!uma skewing date of BUbmiBBion, dc,-eontd. 

No. Det&Da of Retlll'll. Period 
required. Due data. 

Bra neb 
or section To 11'hom submitted, 
ooncerned. 

-1---------1----1-----1---r-------
t5 Administn tlon Jleport • AnnuaDy 

~0 Appropriation Acconnt State- Do. 
meniAl (Store Account, Pro 
forma Trading Account, etc.). 

~7 Indent for paper on Stationery Quarterly 
Oftlce. 

~8 List of biDa outstanding • Monthly 

~9 Quarterly otatement of •·ork Quarterly done tor High eourt. 

.80 SIAitement showing eoot (~JIB· Do. 
rately for printing, binding 
and stationery) of OV«• 
printing postal stationery. 

15th Angoot 

October 

5th .January, 
5th April, 
5th .July, 

5th October. 

lith 

8th March, 8th 
.June, 8tll 

September, 8th 
December, 

15th .January, 
15th April, 
15th July, 

16th Ootober. 

:81 Fine Fund Account Half-yearly 4t!~J':J!~d 

.82 

:81 

Jl& 

.85 

:80 

117 

:811 
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Statement of printing work done 
for ot110011 of the A..ealgoed 
Tract.a of B&ngalore. 

Budget Estimates , 

Forecast and Jlevlsed Estimate~ 

Return showing oommunal oom· 
posittoa of c:WioU .. tabliih
ment. 

Total amount of depreciation 
during the year {AprU to 
March) to be Intimated to the 
Pay and Acoolln!AJ Oftlcer 
when forwarding the 4th 
quarterly statement of Book 
value of plant, etc., disposed 
of. 

Statement showing oompen· 
oatlon aanctloned under the 
Compe1188tlon Aot. 

Return ohowlng BBnctloned 
at.rength, eto., of oompooltora, 
Llno and JCono Operatora 
and oorrectora, atoppageo, 
outturn, and requlrameot of 
freah work for following wook. 

Annual Indent for opere parta 
and other lmportad printing 
atorea. 

Annual Establishment Jletorn 
u It atanda on lot ApriL 

Acknowledgment of permanent 
advanceo (lrupreot). 

42 Pye Fine Account 

4 I Jl.et.urn of workmen onder Work· 
men'a CompenaatJon Aot. 

Quarterly 

Annually 

D<t. 

D<t. 

DG. 

Monthly 
and 

Weekly. 

Annnally 

Do. 

Do. 

Do. 

Do. 

loth March, 
lOth .Tune, lOth 

September, 
lOth Deoomber. 

lot September 

lOth December 

Blat Deoom'ber 

.Annually 

lOth April 

At the end of 
each month, 

Monday. 

lot AprU 

15th May 

lith .lprU 

16tb :Hay 

let FebruarJ 

AOC01lld8 Controller and B. G. 

Do. 

Stores 

Acoounta 

Do. 

Do. 

Do. 

Do. 

Do. 

Do. 

Do. 

P • .A.. 

Do. 

D. C., B., Calcutta. 

Controller. 

D. C., S., Caleotlla. 

Controller. 

Controller and Pay and 
Accounu Ollie.. 
Bangalore.. 

Controller and Pay 
and Aecollnts 
Officer, 
Do. 

Controller. 

Do. Pay and .AOCCIUDta 
Offioer. 

Do. Controller. 

Computing D. C., c. P. 0. 

Store. D. C., S., Calcutta. 

Accoun!AJ Controller and P. • cl: 
ACOOUDta OJilc.tr. 

Do. P . .t A. om-. 

Do. 

Do. 

C'ontroll<w, 

Comm!Mioner, Work
Dtt'B'I ('ompensa. 
tJon A at. Court ol 
District and Sea· 
lio,. 1 udge. Delbl. 

B 
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Statement of Rdurns shewing date of BUbmis&ion, etc,-eonold. 

Period Branch 
No. Details of Return. required. Due date. or section To whom submitted. 

concerned; 

--
44 Annual Return of Factory with 

Statement of wages. 
Annually 15th January Accounts Inspector of Factories, 

Punjab, Lahore. 

45 House rent Statement . Monthly 20th Do. Accounts Officer, 
Central Account& 
Office, P. W. D,, 
New Delhi. 

46 Statement of receipts under Do. 5th Do. Pay and Account& 
" 34-Stationery and Print· Officer. 
lng." 

47 Final statement of debitslnclud- Annually 1s~ week of Do. Pay and Account& 
ing the overhead charges in August. Officer, Secretariat. 
respect of payln~ departments New Delhi. 
and Provincial overnments. 

48 Income-tax Return . Do. April Do. Income-tax Officer. 

4ll Notice of Sundays and Holidays Monthly 20th Do. Inspector of Fac· 
tarles, Lahore,. and 
Assistant Inspec-
tor of Factories. 
Delhi. 

50 Income-tax Statement Do. 6th Do. Income-tax Officer. 
Salary Circle. 

51 Statement showing the amount 
of Idle time paid. 

Half-yearly Half-yearly Do. Controller. 

ii2 Sale proceeds of gazette • Do. Do. Publication Manager, c. P. B., 
Calcutta. 

NOTiil.-Only those Returns applicable to a particular press need be attended to. 

Important files and unofficial cases.-The head assistant also deals with 
all special administrative matters under the direct orders of the manager,. 
and with all unofficial references made by departments, and by the Controller of 
Printing and Stationery, India. A register must be maintained for all unofficial 
receipts and issues, and care should be taken to see. that replies to them are 
not, on any account, delayed. The branches concerned should be reminded 
of any outstanding cases, and failing immediate attention, the matter should 
be brought to the notice of the manager. 

Printing department handbook.-He will bring to the notice of the manager 
all changes necessary in the handbook for further reference to the Deputy 
Controller, Printing, Central Printing Office, who will arrange for the issue of 
amendment slips. · It may be noted that most of the sp~cimen forms given: in 
the handbook are those in u-se in the Government. of India Press, Calcutta, and 
they may be adopted in all the other preRses with minimum modifications 
where necessary to suit local conditions. 

The head assistant in Calcutta and Delhi (the head clerk in Simla and 
Aligarh), is responsible for seeing that the routine work involved in the work 
docket system detailed below is properly carried out :-

Work docket system.-Immediately on receipt in the press, and after entry 
in the receiver's registers, every job is enclosed within a Work Docket, in which 
the essential particulars are inserted, and made over to the head assistant. 
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W ori Docl:et,l. 
GOV.EJI.NMENT OJ' INDIA PRESS, Ac.bo,..~ SliJM. 

WOBK DocKBI', 
Prl'IIB Regr. l'fo. 
WbeD reqcL 

- l'rom B.BcErvnro 

Date P. 0. Jksr. No. l'lom Dept. T 
Date--Tim 

lf o. of MS. page. 
Received .......................... 

SVBnlo:r. 
PrMS Regr. No.--
Wbeahqcl. 

J!'rom C'<llll'OSIIIII 

T 

' 
Date Tim 
Received -proof(a) wanted by ooplea wanted b)' ............................ 

8PIIOIAJ. IBBHVCft0118. Presa Regr. No. 
Wbeu. hqcl. 

I To 
From RllaBivma 

Date Tim -Received 

........ ················· 
LillO. l£0110. BAIID. p,._ Regr. No. 

Wbeu. hqcl. 

Trpe :Heaanre Bet. Des. Type )(easnre From CoJII'OSDI.1 

T 
Mea. Wbea perforated .. Date nm-

Received -
Wbeu.out ········ ................. 
Wben received In C. B. 

Preas Regr. No.-
Wbeu.hqd. 

From RBOIUVIIIa 

Sent to Reading Section for ~ reading on Returned back on • T 
l'lool Date Tim -Received .. .. .. .. IIDal .. .. • . ........................ 

• To be ftlled by tbe Reader. Preaa Regr. No. 
Wbenhqd. 

:Number 1ST l'BOOP, 211D PBOOI'. 8BD l'BOOI', 
Number 

From CoJil>OSDia 
of 

T 
of copies T printed 

-~ ·l- printed. Date Time--pages. 
Received ......................... 
Presa Regr. No.-
Wbeu.hqd. 

From :HAOIIIIIII 
.... 

Pepar to be USed Da Time 
Received 

Sent to Kachlne Room on Printed oil on Forme reaehed tbe} (Date and ......................... 
JIIDdins Jll&llch. t time.) 

Sent to Deapatcber t Preas Regr. No. 
- (Date and time.) Wbeo hqcl. 

t (To be fllled by B. I.) . From BIIIDIIIQ 

Date Tim -(loplel dwpatcbed IIDder Aclmowledgmeu.t Voueber No.--4ated Received 

• A. Speoial work docket form suitable for form work is iD ueo iD the A.ligarh PINI. 

B2 
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Daily work progress book.-The head assistant on receiving a work docket 
will insert on it the 'date for despatch of the job, if indicated by the 
department sending the requisition: If no date for completion is given, a date 
will be fixed by the assistant manager, and an entry in the page allotted to 
that particular date will be made by the head assistant in his Daily Work 
Progress Book. The head assistant will transfer the job with the work 
docket to the overseer of the branch concerned. On completion of work in 
each branch the job with the work docket will be transferred to the branch 
next concerned. All letters, special instructions, etc., received during the 
Ftogress of the work will be filed in the work docket so that they may be 
available in all the branches. The branch transferring will fill in the 
acknowledgment slip, and immediately forward it to the head assistant, duly 
signed, to enable him to keep in touch with the progress of the job through
out the branches. The information given on the acknowledgment sli-p will 
be entered in the Daily Work Progress Book. On completion of the job it 
will go together with the work docket to the despatcher, who, after despatch, 
will forward the work docket to the head assistant, who is responsible that 
it is carefully filed together with its contents. · 

0 

~ 
li!i 
!l 
:; 

~ ill 
~ ~ .. .. 
~ ! A 
·--. 

1 

Daily Work Progrua Book. 

(These cases to be despatched to-day.) 

Date origiruJU1/ ftzed.--------------.198 • 

l'i. Q) COIIPOE'ING. MAOBINJL BINDING. 

"" -:; 
~ :a ,; 

Q) 

~ 1'<1 0 ~ . Semfor Semfor Semfor : Iteuived. Received. Received. li!i 
-~ " Printir~~~. Bittding. Despatch. 

~ ~ ..;"13 ~ 

ll. ;~ 'Cl 
<II g~g 0 Date. Time. Date. Time. Date. Time. ... " "" Pol - - -

l 

Voucher 
No. (if not 
despatched 
to-day). 

Date to be 
changed. 

Work Docket for Paymf1fl,t Work.-The Work Docket for Payment Work~ 
\Vhich is spec:ally printed on coloured paper, will eventually be returned to 
the head assistant by the despatcher, after despatch of the job through the 
accounts section, which will prepare a bill and send it out immediately for the 
recovery of the amount. The Work Docket for Payment Work is similar to 

.. the docket on previous page, except that a check slip is attached, which is 
detached and sent by the head assistant direct to the accountant before 
issuing the work docket to the overseer. 

Check Slip attached to Payment Work Docket. 
----·-----------·~---;-----

BEA:P ACCOUNTANT, ReM!Iedalipfor 

1/.1(1. No.--dalfd • to be noted by 1/0U 111 paJ,IInetlt vorl: for whicla Reg. No •. ----

11 bill ill to i11ue. Watch fH receipt of rt«tllaf'll filet IJfld ctocumenta for COfr.pletion of tlul tia#.d-~ -----

BIG(I Accovntallt. 
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Arre'W list.-At the end of each month, the head assistant will compile 
from his Work Progress Book a list of work which has been sent out in proof. 
and which has been outstanding over a month. The list will be sent to the 
overseer to enable necessary action to be taken with the officer, or 
der-artment concerned. 

Arrear List and ParticumrB of Work Blanding in type for more tka'IJ a montl.. 

1 
Name of Work. Size. No. of Wheallellt Leogthol Orders of $be 

pages. out. • time in type. Department. . 

I 
I ' CerWled that llr:Dow the peg• of typ• of the rep-. DO&. llhowa Ill. this Ust are at&Ddlng In the Pr-. 

RECEIVING . AND DESP .ATCHING SECTION."' 

69. D4k and town receivers.-All lettem and indents Teceived by post 
are opened in the presence of the manager, and will be passed on to the 
receiver concerned through the assistant manager. 

All confidential and secret covers are opened by the ~nanager, or assistant 
~nanager. Receipts under all· other heads are diarized by the receivers 
in the Inward Register of Letters Received and passed on to those conoemed. 
All unofficial cases are, on receipt, submitted to the manager, and, as soon as 
passed out, ~nade over to the head assistant, who maintains the U nojficial 
Register and deals with all unofficial references. . 

l nwart.l Register of Letttn receitJet.l. 

Date 
Forwarding oOioe. Disposed of Ca.ee Geuera.l of From whom. SubJeet. by OutW&rd No. Bom&rkllo; No. NO&ipt. No. Date. No.orllle.· {U &D)'). 

- -

I ' 
'iO. Register-keepers.-Press letters and requisitions are registered depart

mentally, in the Printing Ojfice Register and ~nade over in t·he work docket, 
by the head assistant after being entered in the Work Progress BQok, to the 
overseer of the branch concerned. 

• In the Aligarh ProBS the Forma Store undertakes the duties of a Reoeiving and Deepat·ch 
ing Section. 
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Printing Office Register. 

Na'IM of Deparlmen! 

"" 
. . 

!a ~= .,; Details of Despatch • 
... := ~ t ~ ~ 
0 • 

Supplied to ., Indenting Description $~ ~ ·i Remarks. " g officer. of work. .. .,. ·a Pl ot:t-0 
~ Voucher 

~ ot:t:l!'Z ., Dept. C.P.B. Nos. Date. 
(; :S· !a~~ 

1"1 

~ '!! ------
~ 

=$ ! il No. of No. of "''" ~~A ~ ~ Pl"" 
., copies. copies • A Ill - - 1- - .-- ---------

I 
NoTE.-All work whether for printing or binding should be entered here. If any work is sent to private 

presses for execution, the f&ct should be noted In the " Remarks " column with the cash voucher number and 
the contingent bill. Chargeable work should have a separate register. 

Transit book.-Register keepers will see that every letter or document 
made over to any branch or section is sent in the Transit Book, and that an 
acknowledgment is re~eived for the same. 

Transit book. 

Section Receiver's Date. Diary No. Reg. No. and Department •. or initials. Branch. --

Register keepers are held responsible that no form or work is registered 
in the press, for which no sanction has been obt11ined by the officer or depart
ment concerned. A Register of Sanctioned Work will be maintained. These 
rules must be rigidly adhered to. 
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llegi8ter of Sanctioned Work. 

N .,.. of 1hptlrtmo 

Dat.eof Date of 
Date of Section oopies oopiea 
Receipt. Letter No. Diary No. Description. to wblcb tent to sent to &elWirks. 

aUotte<l. ('. P. c. l'. o. .t 8. -

-

Registering ordinary work.-In registering, particular care should be taken 
that the departmental initials are neatly written, as any discrepancy is likely 
to result in the charge for one department falling on another, or charges recover· 
able in cash from a particular officer never being recovered at all. 

RqJistering confidential and secret work.-Confidential and secret work should 
invariably bear the initial " C " or " S " prefixed to the register numbers. 
This distinction is necessary for audit, as no charge files of such work· are 
sometimes retained. 

Registering payment work.-Work, for an officer not entitled to free print
ing, should be registered in a separate " Payment " register, and should bear 
the initials "C. P. " clearly prefixed to the register number. This is essen
tial for the eventual recovery of the cost. 

Non-registration of letters.-On no account should any letter or indent be 
allowed to leave the registry section before it is properly registered. Serious 
notice will be taken; if anyone is found in possession of a letter which has re
mained unregistered for more than 24 hours. 

Requisition Jorm .. -Register-keepers should see that all work is accom
panied by the standard requisition form properly filled in. 

Reminders.-In the case of reminders, etc., register-keepers should look up 
and note all references to previous correspondence, the register numbers of the 
work in question, and the particular section doing the \fork, before sendinj 
them to the overseers or heads of branches. 

FiUng letters.-The file system given at Appendix I of the Manual of Office 
Procedure introduced in 1924 for the Office of the Controller of Printing aud 
Stationery, India, should as far as possible be followed. 

7L Despatchera.-In despatching printed copies of any work, despatchers 
should see that they are accompanied by a file copy of the job, showing tho 
printing office register number, the date and the number of copies, and signed 
by the section-holder concerned. They should also see that the requisition. 
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ordering the supply is within the work docket, and refEJr to the same 
when preparing the Despatch Voucher. 

Despatch V oucker. 

MANAGER GOVEB.NMENT OF INDIA PRESS·-----

Despatch Voucher No.-

.ADVICB NOTE OJ' DBSPA.TOH OJ' PRCoOOFS AND .ACKNOWLII:DGHBNT VOUCHJIR. 
PIBS 

1'. 0. No •• ----
~ Forwarded t'o----.:...._ __________ :----------

~ 
€ 

I 
D~--------.~ 

Pmtic~~WMk:------------------------------------

Requisition No.-------------

No. ~copies-----------

Received thte-e ----<day~-----

T to be kept standing. 
ype dlstributed. 

r:sy 
{m~-----------------
lAt----------

Numhering of vouchers.-The press vouchers used in the section for tho 
despatch of printed copies and proofs, should have only one running number 
for the year. · 

Work files.'--The despatcher is responsible for the regular filing of work 
dockets and files of the work done. They should be arranged department
ally, in the order observed in the printing office register, with the voucher 
numbers noted on them. When supplies are made in part, the file copies 
should be returned to the case room for completion of the balance, all delays in 
the receipt of the balance due being brought to the notice of the assistant 
manager. 

Requisitions disposed of.-After despatch, the work dockets are marked off 
by the despatcher for filing, and handed over to the register-keeper to mark 
off his register as filed. 

Mode of despatch.-Beyond the limit of four book packets, the post should 
not be resorted to in despatching supplies to any individual address. 
Bulkier supplies should be sent by rail, care being taken that nothing is des
patched by passenger train, except when specially desired, or when extreme 
urgency is otherwise indicated in the requisition •. The despatcher will be 
liable for any claims arising out of improper recoUl'se to passenger trains. 
In cases of large consignments by goods train, discretion should be used 
as to whether a t.mall portion should not be sent by post as an a.dvance 
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supply, intimation being given in the despatch voucher of action taken in 
regard to the balance. All despatches should be entered in the Oulwar4 
Register of Railway and Steamer Parcell. 

Outward Register of Railway and BteaJM~ Parcels. 

Borlal ·-,:· .s~UoL I No.f4 Date ~~:=-= ~~~R~ Nd~~~d 1181118, aclmow• :B.eululw No. parceJa. 11ent out. ledgmen& poe~ 

received. 

I I 

' 

All bulky overseas consignments are despatched through the Deputy 
Controller, Stationery, who has undertaken the duties of an agent, Govern-
ment Consignment. . _ _ :· . · .. 

Packing consignments.-The packing to be uaed for all rail freight con
signments should be determined by the nature of the contents; iorm work 
generally and envelopes, case covers, etc., being Qnly wrapped in gunny with & 

brown cartridge lining. Packing cases should be used only in cases of book 
work, and other important printed papers. Overseas consignments require 
special treatment. 

Railway credit notes.-Credit notes are issued to railways for supplies 
intended for the army. The despatcher will be liable· for any claims arising 
out of th~ injudicious issue of credit notes. Credit notes are also issued by 
the press for taking delivery of consignments booked by departments
" freight to pay." Ignorance of rules will not be accepted as an excuse for 
such action. All doubts and difficulties in such matters. should be referred. 
to the assistant manager. ' . 

Railway receipts.-Rail despatches particularly those by passenger train. 
should be followed immediately by advices, signed by the assistant manager 
and accompanied by railway receipts, per registered post. 

'12 •. Town despatcher.-All packets for local deliv~ry are handed over to the
town despatcher with a peon book showing the time. He enters the packet in 
the peon book and in his GtneraZ Despatch Book, and on its return, sees that 
the peon book is properly receipted. All railway and overseas consignments 
are despatched by the town despatcher, and any contingent charges in connec
tion therewith, are vouched for by the despatcher concerned in the prescribed 
cart and cooly-hire book. 

General DeapatcA Book. 

.... 1 .. ~·1-·- Voucher N o.l 

I Da~oa I :B.eulubo For what ollloe. No.ol I wblcll the 
oopl-. 

_ .... _ 
I 

retllllllld. I 

I 
I 

I 
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73. Dilk despa.tcher.7 All packets for the post are handed over to the dak 
-despatcher in time for the day's post, and despatchers should see that they are 
not allowed to accumulate, but made over to the dak despatcher directly they 
are ready. The postal receipts obtained for parcels and registered packets, 
-etc., are filed by the dak despatcher. Service stamps are used for postage, 
.and the cost incurred on each packet should be carefully entered by the 'dak 
despe.tcher in the Dak Book, and totalled up at the close of the day's work. 
He is responsible for the correct tallying of his daily receipts and issues of 
these stamps. The book is checked by the accountant or some other res
ponsible official detailed for this work and submitted to the manager every 
month. 

Dak Book. 

Bxpe'Ailiture of Bertlice POBtage Stamp1 during 1M 111011t1& oJ 

~ ~ ~ 

~·I--
Amount of Postage. 

J J J To whom sent. 1 ! 
Remarks. 

~ Parceia. Letters. 
.,S ~ - -

No. No. No. Rs. •• Rs. A. 

CORRESPONDENCE SECTION. 

74. Senior assista.nt.-Letters.-All letters issued are signed by the 
manager, to whom drafts are first submitted for approval. The drafts are 
made out by the senior assistant of the correspondence section, from the in
.structions received from the several branches of the press. · Instructions· for 
.all press letters have to be approved by the assistant manager. Drafts in
volving technical matters should previously be referred to the branches con· 
-eerned, before they are submitted to the manager for approval. All "accounts" 
.matters particularly come under this class. · 

Telegrams.-Telegraphic references should not be necessary except under 
-extreme urgency. Strict economy should, therefore, be observed in the use of 
ilables and telegrams, and express letter forms should be used wherever pos
sible. All telegrams will be signed by the manager. 

Prompt issue of letters and telegrams.-Ordinarily, letters and telegrams 
should issue on the same day they are received from the branch concerned. 

Records.-The records of this section should be overhauled every year, and 
.older registers and work files destroyed under orders of the manager, to 
make room for new ones. No issue letter files should, however, be destroyed 
on any account, nor files of any book-work of importance. 

PUBLICATION SECTION. 
(SIMLA AN.U DELHI PRESSES). 

75. Gazettes.-Copies of the Gazette of India a~e printed and distributed 
iu accordance with the instructions received from the Central Publication 
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Branch, Calcutta and are accounted for by the Presses in a Day book and a 
Ledger. 50 copies of each issue are sent to that Branch for stock and sale, 
by the Delhi and Simla Presses. Any surplus copies left after distribution 
are.t.ent to the Central Publication Branch at the end of each session. Adver
tisements are printed in Part~ II and III of the Gazette of India. The follow
ing classes of private advertisement3 are admitted in the Gazette under 
Home Department No. 4558, dated 7th October 1870. 

(I) Notices of formation and dissolution of partnership. 
(2) Advertisements of the meetings of Public Companies. 
(3) Notices of bankruptcy or matters relating to it. 

(4) Advertisements for money or other articles lost or stolen. 
(5) Advertisements of books published under the patronage of Govern-

ment. 
Cost of printing the Gazette is debited to the Central Publication Branch. 
Sale-proceeds of any copies sold by the presses and cost of stray issuos are 
credited to Government ; a half-yearly account being furnished to the Central 
Publication Branch. There is no Publication Section in the Calcutta 
Press. All copies of the Gazette are made over by this press to the Central 
Publication Branch directly they are printed where they are stocked for aaltt 
and distribution. 

ACCOlmTS SECTION. 

76. Accountant.-The accountant is responsible for the general adminis
tration and efficiency of the clexical establishment of the section, and that t:h.e 
prescribed routine regarding accounts questions is strictlf observed. He will 
maintain a complete set of all the forms authorized for use in the various 
branches, and see that no alteration or addition is made to them except 
under the orders of the manager, who will obtain the approval of the Central 
Printing Office, if necessary. 

Pay sheets.-The accounts section, under the orders of the accountant, 
is responsible for the preparation of pay sheets. After they are prepared 
and have been signed by the manager, the fair copy is sent to the Pay and 
Accounts Officer for pre-audit and payment by cheques. Every arrange
ment must be made for the submission of pay sheets to the manager, for signa
ture and despatch to the Pay and Accounts Officer on the due dates, triz., 25th 
and 30th of every month in Calcutta, for the salaried and piece establishmen1s 
respectively, so as to ensure receipt of cheques on the 1st and 3rd of the follow
ing month. In Delhi, Simla and Aligarh the res-pective dates are as follows :-

23rd and 25th, 26th (or 4 clear days hefore the end of each mocth), and 
23rd. 

Administration and accounts letters.-Al1 letters received and marktd 
" adm." and " accounts " by the manager are to be received by the 
accountant personally, and distributed to the clerks concerned, together with 
any instructions necessary for dealing with them. He will be held r~sponsi-
ble that they are dealt with expeditiously. · 
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Remittances.-He is responsible. for seeing that receipts are despatched 
promptly for all remittances received, after they have been dealt with in the 
cash section. 

Payrnent work.-He is responsible for seeing that bills are sent out promptly 
for all payment work. He will reP-eive from the head assistant_ a check slip 
detached from every payment '\\'ork docket. and m&St see that he receives 
from the despatcher the docket, and files relating to the check slip, for tho 
purpose of compiling the bill for the work done. · 

Budget.-He is responsible for the preparation of the budget estimate 
promptly and accurately, for submission to the manager. The estimate ia 
due to be sent to the Controller, and to the Pay and Accounts Officer by the 
1st September. It should be submitted to the manager at least two weelu 
previous to this date, so that he may have time to examine it thoroughly. 

Montlily staternents.-Monthly statements of expenditure have to be des
patched to the Controller by the 8th of every month, and it is the duty of thl3 
accountant to see that these statements are submitted to the manager in time-, 
for examination before despatch. · 

Checking of bills.-All bills received for printed work executed, or for sup
plies made by outside firms, are to be checked by the accountant after they 
have been dealt with by the assistants concerned, and before they are submitted 
to the manager to be passed for payment. 

Checking receipts and issues of service postage stamps.-The accountant 
will be responsible for the correct accounting for all stamps ~eceived, and 
issued by the press. The stamp account will be also checked frequently by 
the manager~ 

Refunds.-Amounts received in excess, or sent to the press in error are to 
be returned to the remitter, or to the office for which they are intended. On 
-receipt of instructions from the assistant dealing with the case, the accounts 
section will prepare a refund voucher in duplicate, one for submission to the 
Pay and Accounts Officer, and the other to be sent to the cashier as authority 
lor· the refund of the amount mentioned therein. The amount refunded 
must be noted in the Cash Remittance Register (see para. 84) by accountant 
himself. A Statement of Refunds Register (see page 108) is maintained by 
the cashier. 

Refund Y oucher. 
Date-------:19 • 

Returned 
TraDBferred to------------------------
Paid 

~e sum uf Ru ut 

cf Re •. -----'----------ceJved in this otliee on-------19 • 

from-- beJng 

tile amount overpaid ou acrount oi'"---------------------
8Upplhd, vide l£emo. No•---------A, date,d-----------19 • 

~·-------

Manager. G. of I. Preaa-·-----
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Bill for Refund of Balancu oJ Bums deposited;,. TrllaBUriu. 

:Month and Name of From paid Into Amount Amount I Be mark e. 
date. Treuory. whom the refunded. 

l'eCelved. Treasory. 

- -

I This Item wu lnclnded In Item for B.s. As. P. , 
deposited In the Imperial B~nk of India, ..U. 
receipt;. No. , d.&ted 111 • 

I 
This Item waa Included In Item for B.s. Aa. P. 0 

deposited In the Imperial Bank of India, riH 
1800ipt. No. , dated 19 • 

-
This Item waa Included In Item for B.s. Aa. P. , 

deposited In the Imperial Bank of India, t>id<J 
IIIICleipt No. , dated 19 , . 

. Bill No.---
Forwarded to the Pay and Accounts Office for refund. . 

Certified that all amounts drawn on previous bills han been duly disbursed to· the 
periJOll/1 to whom they were due, and that orders for t•efund have been duly noted 
against the original receipt entry ia my books and that previous orders for refund of the 
aame sum have not beea issued. 

E. E. 
Received payment. 

Manager G. of I. Press,__-----

D&.~-------------
77. Cost Scheme and Annual Report.-The accounts section ia res· 

ponsible for the accuracy, and for the expeditious submission of the annual 
report on the working of the press; It is required to be submitted not later 
than the 15th August. In addition to a narrative portion by the mauger 
dealing with the outstanding events of the year, certain statement.~ are 
prescribed showing the working of the press during the year. They ara :-

Statement I.-(1) ahowiD.g Receipts of the PresS. 
(2) showing Analysis of Press cost. 

Statement II.-Showing cost of printing and book-binding, paper and 
binding materials for the various governments. 
departments and offices for the year • 

.Statemenl III.-Seven pro formrJ accounts as under:
A.-Capital aceount, plant and machinery. 
B.-Capital account, buildings. 
C.-1\lechanical branch. 
D.-Foundry. 
E.-Paper, stationery and binding materials. 
F.-Stores. 
G.-Depreciatioa fund. 

In addition three other statements for Appropriation Reports are required 
to be sent to the Examiner Government Press Accounts, for audit and 
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verification; and trans~ission to the A. G. C. R. after audit, together with 
the audit certificate. These statements are:-

Statement (l).__:_Showing progress of realization of the value of Stores, 
etc., sold and printing work done for the various 
Governments and departments during the year. 

Statwment (2).-Store Accounts. 
Statement (3).-Pro forma trading account. 

(see pages 83-84). 
The ·accountant is responsible for seeing that the procedure prescribed for the 
costing system on which the annual. report is based, is rigidly adhered to. 
Immediately salaries have been disbursed he will arrange for the dissection. 
of the salary bills, and for the posting of amounts under the respective heads 
of Part A. He will see that this part is submitted to the manager not later 
than the 15th of every month. He is responsible for seeing that all contingent 
expenditure is duly entered under the proper head of Part B, and that this· 
part is submitted to the manager for inspection and signature at least once a, 

week. 

PROCEDURE PRESCRIBED FOR THE COSTING SYSTEM, THE ANNUAL 
REPORT AND PROFORM.1 ACCOUNTS. 

The present costing system has been devised specially to secure that each productive 
branch or section of the presses bears its correct ratio of the cost of non-productive or 
overhead charges. These overhead charges are apportioned as far as possible direct 
against the branches on which they occur. In the case, however, of general overhead 
charges a proportionate apportionment only is possible. The system generally consists 
of a number of forms comprised in three parts, A. B. and C. Part A consists of compilation 
sb.eets for abstracting the charges after disbursement of the sal111ries and dil;tributing them 
to the proper branches. Part B provides the necllssary forms for securing that all over-

. head charges be distributed against the branch concerned either direct or proportionately. 
Part Cis merely a compilation form for b~ng forward under the 25 subheads of State· 
ment No. 1 the totals of Parts A and B. 
. Oost Scheme Part A.-The fo:rms comprising Part A are detailed below and they provide 

for showing separately the expenditure under the following heads :-

Permanent piece. Temporary :fluctuating salaried. 
Permanent salaried. I Temporary piece. 

Temporary salaried. • Temporary :fl.uctuatint: piece. 
'l'he first column gives the form ny~f>er, the second column shows the subhead of State
ment No. 1, the numbers corres!ending with the numbers in that statement while the 
last column showi how the cha_~ is debited. 

- ........ 
Jjj8t of forms. 

Ji'orm No. Sub-bead of Statement No. 1. 

Permanent salaried. 
A-1 1. Payments made to operatives 

2. Overtime to above 
3. ·Leave payments to operatives 

How charge Ia to 
be debited. 

direct. .. .. 
A-2 5. Branch supervision (charges which can be definitely 

allocated to a specific branch) • . •• 
A·3 5. Branch supervision (charges which can only be distributed 

proportionately between brM.chea) • • • • proportionate. 
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L181 of formtJ-OOntd. 

Sub-head of Statement No. L 

Permanent 1alaried-oontd. 
Bow ebarge Ia M 

be debited. 

A-£ Distribution of branch supervision. 
A-li 6 • .A.uziUariu and branch meniaJ& (charges which can be 

definitely allocated to a specific br.anch) • • direct. 
A-6 6 • .A.uziliariu and branch menial8 (charges which can only 

A-7 

A-8 
A.-9 
A-10 

A-ll 
A-16 
A-16a 
A-12. 

A-13 

A-U 

A-15 

A-17 

A-17 
A-2a 

A-3a 

A-4& 
A-18 

A-19 

A·20 

A-21 
A.-22 
A-23 

be distributed proportionately between different 
branches) • . • proportionate. 

Distribution of branch menials including overtime • 
7. Reading , • • direct. 

(See para. 7 ou page 74.) 
8. Standing Formu (charges which can only be distributed 

. proportionately between different branches). • proportionate. 
Di&tribution of standing formes· 

10. Ojficere , .... . • • • proportionate., • 
Distribution of officers. 

11. Ojfice utablilhment,accounl8 a.nd Store etaf/ (charges which 
can only be distributed proportionately between · 

. , 

different branches) · · · • proportionate. 
Distribution of office t'Btablishment, accounts and siore 

staff sections. · 
Permanent piece. 

I. Paymenl8 made to operativu • • • • direct. 
2. Overtime to above • " 3. Leat•e paymenll to operativu • .. 
£. Paymenl8 for idle time • • • • . .. 

Tempora'11 ~alarietl. 
I. Paymenll made to operalivu 
2. Overtime to above 

• direct. 

3. Leave pa1Jf'Mnl8 to operatitJU • 
5. Branch nperviai<m (charges which can be definitely 

allocated to a specific branch) 

• 
• 

5. Branch 8Upertli8ilm (charges which can only be distri

.. 
• 
.. 

buted proportionately between ~erent branches) • proportionate. 
Distribution of branc:h supervision. · · ' . 

6 • .A.uziliariu and lmrncl me~&ial8 (charges which can be 
definitely allocated to a specific branch) • , direct. 

6. A u:iliariu and branch menial8 (charges which can only be 
distributed proportionately between different branches) proportionate. 

Distribution of auxiliaries and branch including 
overtime. 

7. Reading • • • • • direot.. 
(See para. 7 on page 74.) 

8. Standing Formu (charges which can only be distributed 
proportionately between different Branches) • proporboaate. 

Distribution of standing formes. 
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List of jorms-concld. 

· J'orm:No. Bub-head of Statement No. 1. 

Temporary salaried-contd. 

How chsr~e is to 
be debited. 

A-25 11. Office establishment, accounts and· store staff (charges 
which can only be distributed proportionately bet-
ween difierent branches) • proportionate. 

A-26 Distribution of office establishment, accounts and store 

A-27 

A-28 

A-17a 

A-2b 

A-3b 

A-4b 
A-I Sa 

A-19a 

A-20a 

A-2la 

A-22a 
A-23a. 

A-24a. 
A-25a 

A-26a 

A-27a 

A-28a 

staff sections. 

Temporary piece. 

I. Payments made to operatives direct 

2. Overtime to above .. 
3. Leave payments to operatives , 
4. Payments for idle time •• 

T~mp< rrzry lfluctuating .Salaried. 

I. Payments made to operatives • direct. 

2. Overtime to above 
3. Leave payments to worlcmen 
5, Branch 8uperviBion (charges which can be definitely allo

cated to a specific branch) • 
5. Branch supervision (charges which can only be distri-

" 

" 
buted between difierent branches) • proportionate, 

Distribution of branch supervision. 
6. ...4 uxiliaries and branch menials (charges which can be 

definitely allocated to a specific branch) • • direct.. 
6. Auxiliaries and branch menials (charges which can only 

be distributed proportionately between different 
branches) proportionate. 

Distribution of auxiliarieS and branch menials including 
overtime. 

'1. Reading • 
(See para. 'l on page 74.) 

8. Standing formes {charges which can only be distributed 

direct. 

proportionately between different branches) • proportionate. 

Distribution of standing formes. 
II. Office establishment, aCcounts and store staff (charges 

which can only be distributed proportionately bet-
·ween different branches) • proportionate.. 

Distribution of office establishment, accounts and store 
staff sections. 

Temporay Fluctuating Piece. . 

I. PaymeniB made to operatives • • · • · • • .direct .. 
2. Overtime to abo1~e 
3. Leave paymeniB to operatives 
4:. Payments for idle time 

•• .. 
... 
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FONM for Pan A. 
Compilation Form-A-l to A-28a. 

l I , I 
. I II: ·,,. j II . t tl I ~ ~ i 

.& a:;: 'io "Sji j!!.d 
0 ij"' ~~~~ i i!S r !;5 .r>l'!,l ~ ~ ~ ~~~ ~ m ~ ~ ~~~ ~~~ 

lla. ··' n.a. i:-lla.--:-Ba-.i-,:aa.--:l~:aa.-1:· -lla..,..lla.--:~lla.-+-Ba-.1Ba-.1 -lla.--:-lla.- -Be-.- -lla.- -lla.-· 
I ) 

i 
0 

I 

j 
i 

I 

I 
I 

! i 

Distribution. Form. 

Coat Scheme, Parl B.-Part B of the cost scheme provides for the allocation under 
th~ sub-heads of ~tatement N~ ~ of the overhead charges both_ direct and proportionate.. 

J!'ormlfo. 

B-1 
B-1(a) 
B-2 
B-2a. 
B-3 

B-3a 

B-4 
B-5 
B-6 

B-7 
B-8 
B-9 
B-10 

List of FONM. · 
Sub-head ol Statement No. 1. 

9, Sfm'M. Cash purchases made from contingencies. 
12. Allowanoes. 

13. Contingenciu general ehargu. Direct and proportionate debit. 
Disbribution of above. (Proportionate debit). 

U. Suppliu an4 SutJieu, Cash purchases from contingencies. Direct-
and proportionate debit. . 

14a. Suppliu an4 Serllieu. Renewals and repllwements. Direct and pro· 
portionate debit. 

Distribution of Supplie1 and Services. (General charges). 
15. Mechanical. Distribution of charges for power and repairs to branches. 
16. Storu. Distribution of issues of stores, petty plant, spare parts and 

proportionate debit. 
17. Deprecialio". 
18. Irt.terest oft eapital ezpmditvra. Plant stock, eto., and on unused s~ 
19. Up-keep of bvildingB. 

Floor lll'etJ btl bra~ Direct and proportionate debit. 



B-11 
..t lla. 
B-llb 
&llo 
B-12 
B-13 
B-14 
B-15 

Date. 

B·l(a) 

66 
I 

J 20. Interest on buildings. I>irect and proportionate debit. 

}20(a). Depreci:tion on buildings. Direct and proportiona.te debit. 
21. Pension, gratuity and provident fund. 
23. Leave allowances out of India. Proportionate debit. 
24. Stationery, proof paper, oJfice forma and printing. 
25.- Audit charges. Proportionate debit. 

Forma for Part B. 

B-1. 9.-Stores. Oaah purchases from contingencies. 

Voucher No. Articles. Amo0.11t. (Purchase of raw materials and stores locally.) 
.. 

&. a. 

' 

12. Allowances. 
(Same form as B-9.) 

B-2. 13.--0ontiugencies General charges. Direct and proportionate deb•t. 

18.-Frelght and 
Dlll:il. Voucher No. Article. Proportionate debit. pacldng on paper 

and Issues • 

..----
Bs. a. p. Bs. a. 

' I 
B.-21J. Distribution of above. 

Ba. Ba. Ba. Ba. Ba, Ba. Bs. Ba. Ba. Ba. Ba.l Ba. Bs. lts. Ba. Ba. :aa. Rs. 

p. 

p. 
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B-3. 14.-Suppliea and Service&. Cash purcluuea from eontingenciu. Direct debit. 

Date. Voucher No. Nature of charge. 

-

10.-CA.PITAL ACCOUNT. 

Purchase 
of dead 
stock. 

BB. 

Purchase 
of petty 
plant. 

BB. 

Purchase 
of spare 
parte. 

Bs. 

14.-

?l'f.';;Ofo~· 15.-
Statement Supplies. 

N<>. II.) I 
---: 

BB. Bs. 

16.
Freight 

and pack· 
ing on 

paper and 
is:sues. 

BB. 

11-3 • . 14.-Suppliea and Service&. Cash purchase& from eontingenciea. Proporlionate 
debit. 

GEI!IERAL OIIARGES TO BE DISTRmU'l'ED TO 

B-3a. Ua.-Sttppliea and Service&. Renewal& and Replacements. Direct and propor
tionate deb it. 

(Form exactly as B-3 above.J 

B-4. 14.-Suppliea and Service&. Distri1r.dior~ of general charges, 

.ddd Distribution of 
total debit for " all 
brau.cbel ... 

Book cleblt 

0BAND TOTAL (TO BB --~-~--1 I 'I CARRIED !0 8TATB-
UNT 1.) 
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B-5. 15.-MeckanicaZ. D.istribution of charges for power and repairs to branches. 

(Form exactly as B-2a.) 

13-6. 16.-Stores. Distribution of issues of stores, petty plant, spare parts and pro~uor
tionate debit. 

-sto!llB • • 

;l'etty plant • 

:Proportionate 
dllbit (a). 

Prop or· 
tionate 
debit (b) 

to be dis· 
trlbuted 
.under 
Hand, 

Mono and 
Linoonly. 

l'roportionate 
debit (b). 

Dead Stock • 

I I 
-,-r--,--1--t-j:-~-1:--1---1-ll'-t--l-l-

B-'l. 17.-Depreciation. 

I~ I I ~ I i 1. Propor· 

~ . i I Propor- tionate '" ~ • tionate debit (b) . '5 . . o~,i~ m. ~~ ~ok .,. t-. i.~ . i~ ,! . ·debit (a) to be dis· -- rd~ .5~ 0~ 0~ ~~ -5~ ~~ ~ tobedls· tributed ~o Ao go 

~ i !~~~ ~ ~ .a Q) 0 5 1:1 I trlbuted under 

~ 1 ~ ~ ~ l I. j under all Hand, • 
I. e . I. I. I. I. I. I. • branches. Monoand] ... ... .. ;:!: ., 

Linoonly. ~ ... 1.::_:._ GO ""' lC tO t- ..; ... ... ... ----- -, 
I 

lis. lis. Bs. lis. lis. lis. lis. lis. lis. Bs. Bs. Bs. Bs. Bs. lis. lis. lis. 

)Direct deb\~ 

.(a) Old stock 

..(!»)New pur-
chases. 

~oportlonate 
· Deblt(a). 

,proportbnate I 
Debit (b). 

I . 
TOT.U. -----,-,----·I I I · I J I -,-,-, I I 
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B-8. lB.-Interest on Capilal E:tpendlt&we, Plant. Stool:, etc., and on unused Stoek. 

" I . ~- ~ 
0 

~ .!l .!l ] ·l !Prop~ tionate .. II= ., 

~- debi$ (b) :9 .; .. ~ _.. :! tionate 

1~ 
~. 

-~ 
• .!l. 

•it .s . ~ • Po. ~- ~ae ~ . = . debit ("I to be dis-- .saE go 0~ ~aE .r:.~ ··r .g~ !l~ •ll'>',w ..... trlbutecl 

l ;! a ! ~ :5 z .s 

' t 
8 ::s I tribnted under 

~ ' 
;4 ;4 

l [ 1 underall Band, j I i I. I. I. I. ,..; ~ :9 br~. lllonoand 0 ,..; ;:( oi aD .. .. Uooonly. E4 .. ... ... ... ... ... 
;-

Jla. Jla. Jla. Jla. Jla. Jla. Ba. Jla. Jla. Ba. Jla. Jla. B.a. Jla. B.a •. ... Ba. 

Value M be-
l!innln& 
tbeJe&r. 

of 

-
Value u cloae 

of $be ,ear. 

. -
TO'r.U. . 
IIJuJ . 

lDtelel' M 

dmotclebl 
•Propor• 

Uoaa'o 
debit (a) 

' •Propor-
tloaato 
debit (b) 

fateftlllt OD. 
ana•ed 
otockutbe 
end of the ,. .... 

TO:r.U. . I I 
B-9. 19.-Up'k«p of Bui~tfing•. 

• For proportlonat.e debit (e) (b) - pro f<>rMA OCCOUDt A, pap tv. 
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,. B-10.-Floor arm of branches. 

Proportionate
Ma:nager 
Assistant Manager • 
Receiving eection • 
Clerical and Accounts 
General stores 
Stationery and paper 
Cashier. 
Timekeepers • 
Chow kidars, etc. 

TeTAL 

sq. ft. Dire£1.-
1. Hand 
l(b); Distribution 
2. Mono. 
3. Lino • 
4. Imposing 
5. Press • 
6. Machine 
7. Litho drawing 
8. Litho printing 
9. llindery 

ll. Mechanical • 
12. Foundry 
14. Outwork 
15. Supplies 

.~ 

Add proportionate 

llanager . . 
A.!slstan t Manager • 

Receiving Section • 

Clerical and 
Accot:nta. 

Genetal Srorea . 

Carried over 

GRAND TOTAL 

B-11. 20.-lnterest on buildings. 

(Forms same as B-9 and 10.) 

B-IJ.a.-Detaikl of proportionate ~ebit. 
Square feet. Amoun$.. 

Rl. II. p. 

Brought forward • 

Stationery & paper 

Cashier. . 
Timekeepers • . 
Chowlddars . . 

I 

TOTAL ·I 

Square feet. 

B-llb. I!O(a).-~Depreciation on buildings. 

B-llc.-Details of :propottionate debit. 

(Forms same as B-10, lla.nd lla.) 

I 
I 

I 

sq. ft. 

Amount. 

Rl. II, p. 



Payment. .U. work
loll oompUatloD 
forma: Pan A:-

A-18 • 
A-ll • • 
A·l.t: A-1 I 
A-U. 
A-1 • 
A-f • 
A-6 • 
A-7 o 

·~ . A-10 • 

71 

B-12. 21.-Pensio'IUI, gratuity aJUI ~ fu'llll. 

Ba. Ba. 
! 

I 
I· 

NGti.-Tota.la qalnat A ebould equal totals In t.he respective workinll oompUetloa abeeh. 
(fl) Deduction oa aeoouat of laferlor eervioe. 
(b) Add ttloa for gratuity or provident fuad.. · 

B-13. 23.-Lmve aUowaneu out of Ifl!lis. 

B-11. 21.-Statwnery, proof paptr, ojfiee /orm&. 

B-15. 1!5.-.A.udil cl!lrge.s. 

(Form same heading as B-1%.) 

TotaL 

Ba. 

Coat Scheme, Pari C.-Part C is merely a compilation form providing for the tota.l 
of Parts A and B being brought together under the 25 sub-heads of Statement No. I fer 
the purpose of transfer direct to that statement. 

Annual Reporl, Statement No. I.-The a.couraay of the costing system depends 
entirely upon the compilation of Statement No. I. This statement is compiled from the 
compilation forma A-I to A-28 a, Part A. and B-1 to B-15, Part B. For instructions in 
the compilation of these foi'D'UIRAA pp. "-76. 
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l eo:~· 1(a) ! 
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Coxrosl!l'IO.ll'. 

Dlstrl· 
button. 

1 (b) 

Mono· 
type. 

2 -

Lino
type. 

s 

-----------------------
PAYMENTS. I :&. _:&. :&. :&. I 

A.-Direct payments to workmen: 
L Operatiws • • • • 1 

lmpoel· 
tlon. 

:&. 

STATEMENT 
EXPEND! 

L-PRODUuriVB 

Hand 
Press. 

5 

Machine 
Press. 

6 

B&. 

2. Owrlime to above • • 1 

ToTAL A • ::=====:~·~~~~~=·1----1--:_-_-_-_~-·j. ---1----1----1 

B.-Charges debited direct : ~-
a. Leave payments to workmen • ; 
4. Payments for idle time • • 
5. :Branch Supervision • • 
8. Auxiliaries • • • • 
7. :Readers and Copyholden 
s. Standing Formee • • • 
9. Storee • • • • -1----:----

ToTU. B __ -:'---~---
c.-General overhead charges : 

.ADllJNISTRATION. 
10. Officers • • 
1L EstabliShments • 

CONTINGENCIES. 
12. Allowanceo • • • • 
1211. Owrlime allowances • • 
13. Contingencies • • • 
14. Supplies and Services • • 
Ua. Renewals and Replacements. 

TO'.UL C • 1---1----

lOOTAL PAYMENTS, A, B, C • 

. BOOK ADJUSTMENT. 
D.-Charges debited direct : 

15. Mechanical • • • 
16. storee • 
17. Depreciation • • • 
18. Interest on Capital • • 
19, U plreep of Buildings • • 
20- Interest on BuildingS • 
2oa. Depreciation on Buildings • 
21. Fension, Gratuity and Provi· 

dent Fund. 
22. Buildings 

TO'.UL D 

E.-General overhead charges : 
28. Leave allowances out of India 
24. Stationery, proof paper, etc. • 
25. Audit charges • • 

I 
I 

I 
_I 

I -I 
I 
i 

I 
I 
I 

I 
I 

I 

I 
r 

--. I 
~ 

I 

---j---r----ll-l---1----1----l 



73 

lo. 1 

URE. 

I S Eli!I.,~IC ll II II . I.-OTHER EXPENDITURE. 
----------~~------,------BRANCHEB.

1 
________________________________ 1 

LITIIOGRAPBY. 1 I n;;~~~-- Nor DIBTRIB~o -nn L TMAL BD UNDER I. UD • •• EXl'EN· 
------I DITURB 

TOTAL I' I I I Fre(,l[ht 01' PBBBB· ; BINDUY. COST. Capital Supplies and 
>rawlng. Printing. l!echanlcal Type Account Outwork. to out- packing 

7 I

, 

8 1

, 

11 

Branch. 

1

, Foundry. and side on paper 
Plant. 1 Offioea. ,and issu•·a. 

---.-----~'------T--1-0---' 11 __ lz--;---1-3--~--14 ____ : __ 1_& __ ~'---~-G--
Ra. I Ra. Ra. Ra. -liB.-[ .. I .. I .. I .. 
-'-~.---;---'-1 _ _1_, _____ _ 

I I ! I 
--~--~ I ------·-----

: I I I ! 

I · I : -,----- ------r--,--- _, ___ _ 
--·-------·1---1---1 -,---------

1 

RANCHES. 

17 

I ---------1----1·-------------,------t----
===~==~~-~~-----~·=====l~=====~:===:~l;::~.=r 1-------

! 

I 

--.-----~--·--~---~----Lf~. __ l-_1-_ 
I I 

-,-.- ---~- I 

-~------1·---1-----,-----,-

-i- I -;-
-~-- I ~~~=r-
_ _j r- -- ~-

-----------
- I I 

--+---1--- ----1----:---1---+---1·---1--"---
1 I ---l----1----------- ---.-
1 I I 
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INSTRUCTIONS FOR THE COMPILATION OF FORMS FOR S'l'ATEl\IENT NO. I. 

The first esse~tial is to classify the employees as operatives, auxiliaries, general and. 
sectional supervisors, etc., etc. For this purpose the classification in Appendix A to Govt. 
of I., C. and I. Dept. Res. No. S. and P. 11065-11083-25, dated 8th December 1908, 
should be followed. If in any particular case owing to the peculiar conditions prevailing 
in a press this classification is inappropriate, it may be altered in consultation with the
Examiner, Government Press Accounts. 

A.-Direct payments to worlcmen. 

·· 1. Operatives.-The gross payments made to workmen, permanent or temporary, 
whether salaried "or piece, in the productive branches and payments for overtime should 
appear under this hc~d. Where composition includes distribution and composition,. 
the total charges will appear under the head " composition ". Under mono and lino, pay
ments to operators, casters and compositors employed on author's corrections and altera
tion to standing matter, ae well as payments to compositors for first and second reading 
corrections, should all appear against operatives. When any workman is employed on non
productive work, such as auxiliary, clerical, branch supervision, etc., the payments for such 
employment should be separated and shown against the appropriate heads. Otherwise direct 
payments will be unduly inflated without any corresponding production. [Forms A-1, A-14, 
A-17, A-17a, A-27 and A-27a.] 

B.-Charges debited direct to branches. 

3. Leave payments to workmen. [Forms A-15, A-28, A-28a.] 
4. Payment for idle time. [Forms A-15, A-28, A-28a.] 
These payments must be separated in the bill books and posted separately. 
5. Branch supervision.-This falls under 2 classes, viz. (1) direct debit charges which. 

can be wholly allocated to one specific branch, such as section-holders, and (2) propor
tionate debit charges which have to be distributed proportionately over more than one, 
branch, such as foremen, overseers. In the latter case the proportion in which the 
charges are to be distributed will be fixed by the manager on some known basis such. 
as time devoted to each section or payments to the sections. [Forms A-2, A-2a., A-2b,. 
A-3, A-3a, A-3b, A-4, A-4a., A-4b.] 

6. Auxiliaries and Branch menials.-The remarks above apply to this head also. 
[Forms A-5, A-6, A-7, A-18, A-18a, A-19, A-19a, A-20, A-20a..] 

7. Reading.-Rea.ding charges can be separated into hand, mono and lino (see reading 
outturn sheet, para. 200.) Therefore the distribution forms A-9, A-22 and A-22a will 

·only be required where the use of this outturn sheet is not fea11ible. [Forms A-8,. 
A-IJ, A-21, A-21a., A-22 and A-22a.] 

8. Standing formes.-This charge (vide Form No. A-10) mus.t be distributed under hand. 
composition, lino and mono. [Forms A-10, A-11, A-23, A-24, A-23a and A-24a.] 

9. Stores.-All actual expenditure on local purchase of stores must be shown against 
this head in column 13-capital account and plant of Statement No. I. [Form B-1.] 

C.-General Overhead Charges. Payments. 

10. Officers.-The pay oi the manager must be distributed on the basis of the time 
devoted by him to the various sections of the press. It is not necessary to charge a pro
portion of the manager's pay to the supervision of the office establishment and again 
redistribute it over the other sections, if in fixing the proportions to the various sections, 
this is ai.Ro taken into account. [Forms A-16 and A-16a.] 

11. Establishment.-Office establishment, accounts and store staff, timekeepers, com
putors, estimators are detailed ib the Forms A-12, A-25 and A-25a, The pay of the office· 
establishment is to be distributed in the same proportion as the manager's pay. The 
distribution is provided ior in Forms A-13, A-26 and A-26a. [Forms A-12, A-13, A-25r 
A-25a, A-26 and A-2Ca.] 
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12. Allowances must be distributed in the same manner aa the pay of the officer 
who draws the allowances. [Form B-la.] 

13. Contingenciu general chargu must be distributed in the same proportion aa 
the establishment charges. [Forma B-2, B-2a..] 

14. Suppliu and Ben.>icu.-Purchase of dead stock, petty plant and spare parts-The 
amount is shown under" capital account and plant" (column 13 of Statement 1). The 
amount spent on •• outwork •• such as contract printing, line blocks, etc., must be shown 
under column 14 and debited (in Statement II) to the department for whom the expendi· 
ture was incurred. The amount spent on freight and packing on paper and issues must; 
be shown in column 16. The remaining items are ·general charges which must be distri· 
buted over the productive sections as shown in Form B-4. [Forms B-3 and B-4.] 

14&. Renewals and replacementB. [Forms B-3a and B-4.] 

D.-Chargu debitetl direcl to branckeB. 

15. Mechanical branch.-The mechanical branch is one of the two service branches of 
the press. Its activities may be divided into three groups: (a) repairs, (b) manufactll1'8 
(chases, galleys, etc.), (c) generating power. A proforma account 0 (page 79) in which 
the items of charges are separately exhibited. The charges under groups (a) and (c) are 
distributed over the productive sections in the proportion of repairs executed (for which 
there will be work orders) or of power consumed [Form B-5]. The other charges- are dealt 
with under pro formA account " mechanical ". 

16. Storu.-All purchases of stores by book adjustment are taken under ''capital 
account and plant" (see pro form4 account). The actual issues made to the sections 
are distributed over the productive sections according to the detailed accounts kept in 
the press. [Form B-6.] 

17. Depreci.ati.cm will be calculated at the rates laid down on the depreciated value. 
and distributed over the productive and service branches according to dead stock ledger. 
The depreciation of office furniture is redistributed over the productive sections. [Form 
B-7.] 

18. Interul on capital erpemliture.-Plant, stock, etc., including unused stock-This 
should be calculated at the rate intimated annually by the Auditor-General on the mean 
between the value at the beginning and at the close of the year. [Form B-8.] 

19. Uplceep of buildinga.-See B-9 and pro forrn4 account B-The actual charges for 
repairs and upkeep must be distributed in the same manner as interest on buildings. 
[Forma B-9 and B-10.] 

20. Interut on buildinga.-[See B-11 and B-Ua]-Interest at the rate intimated 
annually by the Auditor-General on the value of the buildings, at the beginning of the 
year as per Statement B "Capital Account-Buildings" (page 79), must be distributed 
according to the floor apace occupied by each branch (see B-10). The portion for 
office will be redistributed over the various sections in the same proportion aa oflioe 
establishment. 

20a.. Depreciation o" buildinga.-Distribution at the r&te laid down will be the 
same as for interest on buildings. [Forms B-llb and B-llo.] 

21. PenBionB, gmluity and providem fund.-One-ai:rth of the pay of offioera in superior 
servioe and one-sixteenth of the pay of inferior servants who are eligible for pensions shou:d 
be entered as a charge against the cost of the press. This charge will bo debited in 
respect of the permanent pensionable stall only &nd should be distributed over the vari• 
ous sections in the same manner u the pay of the sta.ft. An amount equal to the 
Government contribution to the provident fund should be charged to the section to whicb 
the subscriber belongs. [Form B-12.] 

22. Building•.-The cost of new additione should be added to the capital nlue of the 
building-. 
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. E.-General Overhead. Okarges. 

23. Leave allowances out of India must be distributed in the same .nanner as the p9,y
of the offi::er on leave. [Form B-13.] 

24. Sta,tion,ery, proof pdper, office forma and p1·int·ing.-The value of thoae shonld be. 
obtained from the respective accounts and distributed in the same manner as office estab· 
lishment. [Form B-14.] 

25. Audit charges.-The charges ascertained from the Examiner, Government Press 
Accounts, and the Pay and Accounts Officer, should be distributed over the various·. 
sactions in the proportion of pay~ent_s. [Form B-15.) 

Annual Report, Statement No. II is compiled from the departmental registers and the· 
stationery and paper ledgers, and represents debits raised against the various departments 
and offices through the Pay and Accounts Officer. It is essential, therefore, that it be pre-· 
pared carefully and accurately. The departmental registers are compiled from the bill: 
books. It is essential that these departmental registers are kept up to date, and 
it is the duty of the accountant to report to the manager fortnightly the progress. 
made in the upkeep of the departmental registers. The compilation of the departmental 
registers should be commenced each month immediately the bill books are available 
aft!)r computation of payments due, etc. The figures of the Departmental Register 
are first abstracted in the Working Sheet and then posted in the Statement No. II. 

Departmental Register o.f Charges. 

Name of Department-------------------------

0 z 
;; 
;:: ., 
"" -

CODOSJTION, 

1-----:--------
1 Amount. 

0 z 
c::) 
P< --

Name of 
Work. 

j· --~-· - --~--:-:g-.-1 
! :8 t ~ 

"S ~. 0~ "" e 5 _ a ~:3 
g _e s -~ 
.a ;a ~ 
~ a~ ~ 

. ~ ••• ;p. Rl.ll.;p.[ 
I 

! 

PRE~S WORK, 

Amount. 

-_!a~ _ On time. On piece. 

"0 

~ 

Rl. a. ;p. Rl. a. ;p. 

WAREHOUSB 
AND BINDERY • 

Amount. 

On On 
..; piece. time. 
g 
j:q 

= j:q 

I 

Tot& I. 



Jiame of Department. 

"' 

'l7 

Worki'llf BliuJ of814temn&~ No. II. 
(Left hand page.) 

% 

lmpooltton Fresh 
compoottlon. and Total. Supervlalon. 

Distribution . 

. 

(Right hand page;) 

"' 

Coot of TotaL blocks, etc. 

I 

"' 
Alteratlom to Snpen'!Bion. TotaL Anthon' Supcll'- TotaL Printing. 8n)lel'" 

Total~ lltanding matter. COnectiODB. vision. vision. ,___ 

(Right hand page.) 

"" "' 
Lltbo. SapenlatOQ. TotaL Blnd<lrJ. Supenla!OG. TotaL 
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Statement No, I I.-Showing cost of printing and book binding, paper and binding materials 
for the various departments and offices for the year·------------

Budget Heads. 

1 

1.. Customs • •• ·2. Income-tax , 

'3. Salt 

.8. Forests 

1.2. Railways 

• 

17 Posts and Tele
graphs. 

22. General Ad· 
ministration. 

23. Audit • 

·24. Administration 
of Justice. 

26. Police 

27. Ports and 
Pilotage. 

28. Ecclesiastical • 

29. Political 

80. Scientific De
partments. 

82. Medical 

83. Public Health 

M. Agriculture 

86. Avla1"-on 

87. Miscellaneous 
Depart
menta. 

cBS. Currency 

cao. Mint 

41. Civll Works 

46. Stationery and 
Print.lng. 

4 7. Miscellanl'OUS • 

48. l'llliitary Ser
vices. 

Provincial 
Govern· 
menta. 

(a) 0oBT 011' li'BEB 
PIUBTING. 

(h) COS'! 011 PRIIi'.rll!G 
OB BOOK DBBIT, 

I 

(c) COST 011' PRINTING 
ON CASH PAYJlBlfTS. 

TOTAL . - --n-~--~-~-~--r--,-~--r -,-~- -,-r----
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Annual Beport, Statement No. III.-'The costing system neceBBi.tate. the provision 
of aeven pro Jorrn4 accounts, as under :-

A.-Capital Account-Plant and Machinery. 
(Interest and depreciation on the capital value are transferred to working costs ) 

.Braoeb. 

1 

NBW PL&ll"l!. 

----~--------~---1--------~--~ 

.k: I I 
V aloe or i' Lese Less 

Or.Ding Pl&nt, depre- 1 Closing Value. depre- Closing 
aloe. =-.: i elation. i Value. elatloDo Value. 

disposed I 

Closing 
Value 
of all 
Pl&nt.. 

of. / I 

jz l1&l& 8 7 8 II 10 

-~-;:- ~--;;::---;:- -:--;:---1-;:--;:- -;:--
' l . ----~--~----~--~----~ 

.NOTB.-The Oguree In column I are traosferred from eolumn 9 of the previous yen's statement. Column 8 
ebould ll(lrec with ~be value or plant, et.:., dispoot'd of during the year as per dead stock boekB. Depreciation In tbe 
case or new additloDB (oolumn 7) should be OBiculated for the tractional part of the year, during which tbe 
article •·•tn 111!8. New additions (oolumn 6) should agree With thelssU81 iD pra torr~~ I aeoount If' under dead 
a took. 

B.-Capital Account-Buildings. 
(Interest, depreciation and upkeep are transferred to working costs.) 

Deamptton or bnDdlng. 
Value on 
lot April 

191 • 

B.a. 

tlon during at the end or I 
Cost of add!· I Total value ~· 

the ;rear. the :rear. 

a.. B.a. 

' 

Cost of 
upkeep of 
buildlngll. 

Ba. 

.. 
.NMII.-Tbe value of tba buUdlngs having been asoenam..o t.-om the P. W. D. the ooat of addttiODI an<l np• 

keep ehould be slmllarl:r obtained annuaily. lnteres\ must be calculated at the rate dxed b:r tbe AuclitoMieneral. 

0.-M eclulnical Branch. 
(The whole costs of the branch are distributed over the various branches of the prMs or 

offices.) 

Total oost Including overhead C'barg<'e. Dlatrtbutlon ol ooat.. 

l I 

Ba. Ba. 
Power . . . (11) Power 
Other pay~enta' . . . . (bnncbaa) • . . . . 
Katerlalti • • . . . . (6) Rer.: 

( roncbes) , . . . . 
lc) Manufa<-tn-

topreaa . . . 
~i;_t,!:' &.":""~ : . . . . . . 

t\Jr.u. . Toor.u. . 
.NOTB.-Tbe total chargee of the branch ehould be &Dai)'Bed and pootco<l Ill oolumn 1, t.be value or ma~ 

being abown oeparately. Diotrlbutlon of power to oectlona using t.be power should appear againd eoL 1 (a). 
The COit of ~pain ebould be ooce•t•ln<·d and •otered a~aln•t ool. I (b) wlt.b "'f~rP.noe to work orders. 'the 
ebargM In oolumn I "''""4 entrlea s~tolnot. cola. I (a) and 2 (b) should tally wlt.b t.be tlgure against eoL I k) wblcb 
tepraaenta the labour and overhead charg01 of manule.oturea wlt.b the value of moterlals euppll<-d. Tte IIIJW'I 
Ia dlttrlbuted acoorolns to the omoe or br&Dcb aupplled. An:r balance 111JDa1n1ns alter luuea durin& the rear 
obould be ehowD after col. I (c). 



so 
D.-Foundry. 

[Outtum is debited entirely to capital account (stores) pending thE issue of type to 
other presses.] 

Expmdltm'll. Receipts. 

1 2 

Rs. I :as. 
Cost of establishment and liver head 

charges. 

.I Value of metal used . 
TOTAL . TOTAL 

NOTB.-The price per lb. is calcnlated for the purpose of debit by dividing the total expenditure of the foundry 
4n column 1 by the nnmber of pounds of type manufactured. 

E.-Paper, Stationery and Binding ma.teria'ls. 

(Not debited to press costs but distributed over gross departmental costs.) 

EXPEIIDITURB, RliOliiP'l.'S. 

Stock Paid on Issues 
Opening received account of TOTAL. during Balance in TOTAL, balance. dnrlng freight, year and atock. 

year. etc. freight. 
~~---

B.s. Rs. Rs. B.s. B.s. Rs. Rs. 

NOTB.-The cost of freight mnst be added to the value of paper, etc., In showing the Issue price. Isaue prio.!ll 
-4 or the various kinds of paper should be calculated by averaging out book value of existing stock plw price of 
and freight on new stock. 

F.-Stmes. 

(Debited to press costs on issue from stock only, and not at the time of purchase.) 

RB(l]IIP'IS. EXPEIIDITURB. 

-- Raw Dead Pettr 

I 
Spare I TOTAL. . 

materials, stor.k. plan parts. 

·----
Rs. B.s. B.s • B.s. B.s. Rs. R!. 

. j-- --
TOTAL TOTAL . 

(l"nr lustructlon' see App. 2,) 
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G.-DepreciaUon Furul Accounl. 

[Depreci~tio~ will be calculated at t~e rates of 4, 8 and 12 per cent on depreciated 
Talue and d11trJbuted over the product1ve and service branches according to the dead 
stock ledger, IU App. 2. The distribution of office furniture is redistributed over the 
productive sections (1u Form B-1 on page 68).] - · 

Credlt. ' I Amount. De btL. 

Opening balance • • • • 
Credit on account of deprecltotlon • 
Book Value of plant, etc., disposed ol 

liurlDI tb&l :rear. 

lly Mecbanlcalllrancb • • 
ByFoundry • , • • 
ll:r Replacement of dead stock • 

Cloelng balance • 
1----l 

Amoant. 

. . 1----

RULES FOR THE DEPRECIATION FUND IN GOVERNMENT PRESSES. 

Preamble.-The object of a depreciation fund is to provide a reserve sufficient to meet 
as required the cost of the renewal and replacement of plant, machinery and furniture, 
in order that the press may be kept automatically in an efficient working condit-ion, De· 
preciation represents the value of the capital cost of machinery, etc., which has been used 
in producing the outturn of the press. The fund will accordingly contain an amount of 
money sufficient to replace the capital consumed by normal wear and tear. The cost of 
petty repairs will not be met out of the fund, as such expenditure should normally be 
debited to running expenses, nor will the fund be applied to extension of the plant and 
machinery. Otherwise renewals and replacements will be met exclusively out of the 
fund. Expenditure in excess of the amount at the credit of the fund is prohibited." 

(1) .The annual receipts of tht; fund shall consist of-
( a) the amount of depreciation calculated on the value of the plant, machinery and 

furniture on the books at the beginning of each year and in the press during 
the year (except itema added during the year), 

(b) the book value of plant, machinery and furniture written off and removed from 
the register of dead stock up to the end of October of the year. 

NoTs.-Depreclatlon oball be calculated on depreel&ted ftlue, u prescribed In tbe ruleo for -tine In 
<Government preoaeo bJ wbicb tbe l'&te of depreciation II alao governed. 

(2) The Fund shall be treated as a de)lOSit in the Government Accounts and receipts 
due to the fund shall be credited immediately prior to the closing of the eooounts of each 
fina.ncial year on the basis of the actual amount of depreciation worked out during the 
year in accordance with Rule (1). 

NO'f1l.-lt Ill ne-ry tbat tb&l amount of depreel&tlon worked out In tbe boob of tbe p,_ of one year 
ebould agree wttb tbe amounts tbat wtU be ebarged to tbe accounts bead " Provllllou ror Depreel&tlon " Ia tbe 
•ooounts of tbe aame year In tba boob of the Accountant General or the Pay and Accounts Odlcer. 1D 
order tbat tbla mar be done tbe total amount to be credited to tbe clepreclatloll fund. N. :-

(1) tbe amount of depreel&tlon calculated on tbe depreciated value of aU plant, maohlnery and furniture 
borne on tbe reglater of Dead Stock at tbe beginning of eacb year. 

(II) tbe boot value of plllnt, machinery and furniture written oft during the year and "'mo...,.. from tb@ reglllter 
of Dead Stock, should be worked out. and Intimated to tbe Aocountant General or the Pay and 
Aocounto Oftlcer before let 1 uly of tbe followtng year to enable tbat omcer to carry out tbe ..-rJ 
adjuotment on bll books befo,. doelng tbe aocounto of tbe year eoncernecl.. 

(3) Budget provision must be made for the amount to be transferred to the fund. 
Nou.-Althougb It 11 not possible to estimate bef~mband the es:aet amount tbet wtll have to ba 

•ranaferred to tbe fund, tbe provllllon abould, however. be on ftlcleotly approltlmate and baled OD the aetual8 
of prevlouo year. The actual amount to be trauaterrecl to tbe depreel&tlou funcl will be aeblted bJ tba 
Aooountan• General or the Pay and Accounts Oftlcer agaloat tbe budl!ft provtalon. U Ia, tbe...,fore, 
lleoeuary tbat the budget provlolou ohould be u aocurats u pooolble becauao " will be lmpooolble to 
•urreoder any balance 11 the budget to for a larger amount, or to obtain additional funds If It II for a omaller 
amount, ao the ne0811ary adjuotment wtll be made after the dooe of tbe oftlcl&l year. Ia order to tlU&rd 
a1alnot aoy clelloleocy In or elt0811 over tbe budset provlolon alreadJ made, ucli.O provide for additional lr&nte 

r 



Clr &1!1'1'ender excesses In time before the close of the year, the position should lie reviewed during November 
of each year with reference to the actual transactions of the year, t>iz. :-

(1) the actual amount of depreciation that will have been worked out in the register of Dead Stock in 
accordance with rule l(a), 

(2) the book value of the articles that will have been written ol! and removed from the register of Dead Stock 
in accordance with rule l(b), 

and it should be ascertained whether the budget provision will have to be added to or reduced, and that necessary 
steps be taken to obtain additional provision or surrender funds, as the case may be. Depreciation on the plant, 
machinery and furniture added to the stock during the year and the book value of the articles removed from the 
register of Dead Stock after the end of October will be credited to the fund during the following year. 

(4) Interest on the balances in hand from time to time will not be credited to the 
fund, 

NoTE.-Interest Is not credited owing to the fact that the co•ting system In Government Presses 
includes a calculation of Interest, not on original capital value, bnt on depreciated capital value only. 

(5) The fund ·will be available for the renewal or replacement of articles of plant, 
machinery or1urniture to· the extent of the amount at credit of the fund from time to 
time. In the case of such articles manufactured in the press the whole 'lOSt of such manu
facture must be met out of the fund. 

NOTE.-Thewholecostofatype-foundry, for example, manufacturing for the press only, should be a 
charge on the fund, tf It Is renewing and replacing necessary stocks of type. The cost of a Mechanical 
Branch should be similarly treated as regards renewals, etc.f manufactured In the branch. The cost in such 
~-:i':~ governed by the costing rules. The following ltema o expenditure should be met from the depreciation 

(1) Purchase of new machinery or articles in replacement of those worn out or condemned as unserviceable. 
(2) !(anufacture or purchase of new type In replacement of worn out or unserviceable type. 

Renewals of parts of machinery, e.g., matrices, knives, etc., should be treated as ordinary repairs to the machinery 
and should be met from the grant for spare parts. They are not to be met from the Depreciation Fund as the fund 
is Intended to meet the cost of whole machines replaced and not of separate parts thereof. In making necessary 
provision in the annual budget for spare parts, the cost of renewals of parts of machinery which may have to be 
met during the year shonld be taken Into account. 

(6) Budget provision must be made annually in the usual way for all expenditure to 
be met from the fund during the year, but provision shall not be made in excess of amount 
that will be at the credit of the fund. The amount budgetted for will be covered by a 
corresponding deduct entry, viz., amount transferred f~om the depreciation fund. 

Expenditure from the fund must be accounted for in the first instance under the appro· 
priate detailed heads subordinate to "46--Stationery and Printing-Government Press.'' 
At the end of the year an equivalent sum will be transferred from the deposit head "De· 
preciation Fund " to " 46-Stationery and Printing." 

NOTD.-If the provision In the Depreciation Fund Is not sufficient to meet the cost of any new machinery 
to replace machinery worn out or condemned as unserviceable which may be required urgently, special 
provision should be made In the budget for the purpose before any purchase can be made. The cost of 
machinery, etc., purchas~d In England through the High Commissioner for India Is adjusted In his books, but a 
further adjustment Is made in the Indian accounts debiting the cost of the stores to the sub-head "Renewals 
and Replacements from Depreciation Fund " subordinate to the head "46--Stationery and Prlnt.tng-Govern
ment Presses" by credit to "Deduct English cost of Stores, etc. "under the same bead. This adjustment Is 
made at the prevailing rates of exchange on the basis of statements of payments received from the High Commls· 
aloner. The transfer of the expenditure to the Fund Is made by a regular account adjustment through the 
sub-head" Dednctamounttransferredfrom the Depreciation Fnnd." 

. (7) Subject to necessary provision in the budget to the powers of the officer concerned 
to purchase and enter into contracts and to the general control of the jdo!:~!~~~e~::t 
and Stationery, India, ffi · h f th · d t · d" 
ment <>f the local Government o cers m c arge o presses are au oriSe omcurexpen I· 
ture from the fund, but no such officer should be permitted to spend out of the fund in 
excess of the bonafide requirements of the press, merely because there is a balance in 
the fund or for any other reason. 

{8) A statement shall be appended to the annual report of each press showing:

(a) the amount of the opening balance of the fund, 
(b) the amount credited to the fund during the year, 
(c) expenditure from the fund during the year, and 

· (d) balance in the fund at the close of the year. 
(Su .A.pp. 1.) 
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Appropriation Account. Statements.-

( I) .d .eatement showing progress of rea~ of Ike t!alue of skwu ek., 80l4 ctt4 
printing work done for the mrious got-err.mente and departments during the ;llar. 

Unrealized ba.la.nce on 31st Ma.rch 192 -
Ca.eh • • .. 
Book adjustment 

l11ues during the yea.r
Ca.eh 
Book adjustment 

• 

Tota.l 

Recoveries made during the year
Cash 

Book adjustment 

Unrealized balance on 31st March 192 
Cash 

Book adjustment 

• 

-· 

Sale of Printing including 
publioation on cost of etationerr 

payment. stores. 

Ra. A.. •• Ba., .&... r. 

'' 

• 

• 

• 

NOTII.-Tbla etatement Ia required to uhtblt to what" extent aD am01111ta -tnble from t.be 41llereat 
~'t'ernmenta or departmenta, eto., ba•e aotnally been --.1401'1q t.be year, c ... , to wba• ~ the ell• 
pencltture brought to account dorlag t.be yeer rematas uocmnd. The ooDitaad.lal balul- llbould be a:pl.allle4 
ln footDOtee. (.4. Q. 0. B. A. .4.-lfll, 4. 81·10·21.) · . . . . . 

(2) Btore.dccount.-The store account will show only valuea of paper, plant and machin· 
err, eto., received against the values of illoeB. · · · 

Balaaoe Oil J.at Aprllll 

l'orcban dorlaS tba ,_,_ 

Plant and Haohlatlr7 
Petty Store • 

Beoelpta from StatloaerJ Ollloe 

a:&'~': type.~~ m~ul~ 
Freight cbarp~ on atonl ncelved from 

:&oglaad • 

B.eaewala and Jl.eplaoemeata frolll De~ 
Glatloll fl1a4 

Ot.b• etoell • 

lelnm. 

lieu• to tba dill-' braaohel or tba 
Pna 

lin• or pa~ and blacltal matertala • 

Depreclatloa for tba yeer 

:r-ea or ded. •t.ocll: and •ton~ (laclod· 
lDI I1Dien1oeable artlcl• ~lttea olf) 

Balaaoe OD lllt J(arcb 11 

.... 

Non.-Looaeo and wrlteo olf ahoold be upl&lll84 anltablr lu the l'ootaoteo ol tbe Stan .lC<lOilnt, tbe II'OM, 
amoUDt or 1-• and reeo'I'WI•, II anr, elfeoted lleiql<'paratalrlllOWil ud brtel partlf•d- wttb tile or.lua 
ol tho aompetent authority belq 11ven In reo poet ol e.Acll -of 1oM ellceecJtq Ba. t,OOO. (.4. &. C, B. A. 
A.•Ul, .&. 87·1....,.) 

r2 



(3) Pro form4 Trading Account, 

Dr. 

Cash charges 

Meehanleal 
Stores 
Depreciation , ·: ;· · · ·· • · 
Interest on capital expenditure • 
Upkeep of bnildinga • 
Interest on bnlldlnga 
Depreciation on llnlldlngs , 
Pension • 
Leave allowances out of India • 
Stationery, proof paper, ete. 
Audit charges • 
Foundry, 
Work done at private Presses 
Supplies to outside offices • 
Freight • 
Coat of paper and binding materials 

TOTAL 

84 

Its. 

Cost of printing work done (Including 
stationery and binding materials) for 
central departments. Free 

Post and telegraphs , 
Railways • 
Military departments , 
Other oentral departments on payments 
Provincial Governments 
Outside bodies and private work • 

Or, 

Ra, 

78. Estimator.-All estimates asked for by departments must be pre· 
pared by the estimator promptly. Before submission to the manager they 
should be checked carefully by the accountant. The working sheets showing 
the calculations must be carefully preserved. It is essential that the sale price 
of all government publications be based on the actual cost of production, 
with the addition of the proportionate cost of overhead charges and materials. 
It is, however, impracticable to fix the price on this basis in all cases. The 
estimator, however, will, in every case, base the estimate on actuals as far as 
the job has gone at the time the estimate is required, estimating only for the 
unfinished portion of the work. 

79. Establishment Clerk.-The establishment clerk is responsible for 
maintaining all service books, leave accounts, service rolls and personal files. 
They must be kept up to date. All leave and pension cases must be dealt 
with promptly, and submitted to the manager for orders. All questions 
relating to the classification of pieceworkers will be dealt with by him. 

Service books will ·be maintained by him for all superior permanent 
employees (see para. 55), 

Service rolls will be maintained by him for all other employees (see para. 
56). In the case of all government servants for whom service rolls are 
maintained, pensions may be sanctioned by the manager before submission 
of the· pension papers to the audit office, provided that the claim in each case 
is for the period of continuous and verified service, and the pension is clearly 
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admissible under the strict letter of the rules ; all claims which admit of doubt 
being kept pending until they have been certified to be admissible by tbe 
andit office. In all these cases the service rolls should always be submitted 
with the pension papers to the audit office. (Finl. Dept., 502-C.S.R., 
d. 29-5-17, App. 13.) 

SO. Stock Ledger Xeeper.-The stock ledger ke~per -is responsible for 
the maintenance e>f the following :-

SERVANT! QF IN.IA SOCIETY'S 
(a) Stock book of printing material".. BftANCH LliPlARY 
(b) Dead stock ledgers. BOM iAY 

On receipt of invoices from the general storekeeper, he: enters all particularS" 
in the Stock Book of Printing Materiala. 

Stock BooTe of Printing MateriaZI. 

n-:ruon_ From QDnttty Store 
Date. whom or Rate. Amount. Total, Led!P:er RBIWWI. 

materia Ia. reed. No. . Folio. 

---
&. .. ,. & • .. ,. 

--·. - -·· ·-· 

.. ·- - . . -~ - - - ·-

• . 

' 
I 
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Froni this, the entries are carried to the Dead Stock Ledger (Type, printing 
.materials, etc.). · .. . 

Dead Stock· Ledger (type and printing materials). 

(left hand page) 
NamA of artie! 

I Description o~ materia~. India Office 

I 
I QUANTITY. I 

Source of _ Invoice, 

I 
Date. receipt. Contingent Date. 

01.,1 Voucher No. lb. No. 
I or letter.• I 

I 
I 

I 
I I 

DISTRI· 

l(<l).-H.um. Distribution. 2.-MONO. s.-LINo. 4.-IM· 5.-HAND 6.-MAOmNB. POSING. PRESS. 

No., Amount. No.j Amount. No.j Amount. No.j Amount. No.I Amount. No.\ Amount. No.j Amount. 
I 

Rs. Ba. Rs. Rs. Rs. Ba. Rs. 

(right hand page) 
RA'fE FOR DEPRECIATION PER CENT 

Rate, Amount. 

I 
TOT.U .. 

Manager's 
orders as to disposal if RUARK&. 

unserviceable. 

Ra. II. p. I RB. II. p. 

I 
I I 

I 

BUTION, 

7.-DBAW• lB.-PRINT- 9.- 11.-MKOBA·I "12.- 1 14.- I 16.- I TOTAL 
DIG. lNG. BINDERY. NIOAL. FOUNDRY. OUTWORK. SUPPLIES. I • 

No. \Amount. No.\Amount. No.,Amount. No.,Amount./ No.,Amount. No.,Amount. No.jAmount. No.IAmount. 

lb. I~· ........ "I ... : ~~-
1 II I I I ! 



X on-The following instructions should be' noted in maintaining the Dead Steck 
~~- . . ·. . 

(a) Type is not to be entered in the Dead Stock ledger until it is actually brought 
into use. It is not necessary to account for type in use by detail of bodies. 1 t is 
sufficient to enter in lump in the Dead Stock ledger all type of every de&Orip· 
tion that has been issued from the Store during the year, together with ita 
value. The quantity and value of unserviceable type that is thrown out 
during a year, should be deducted from the total quantity and the value of type 
shown in the Dead Stock ledger, and depreciation should be calculated on the 
balance. The value to be written oil on account of unserviceable type should 
be at the current rate for old type metal. · Stock of type should be taken in 
lump without attempting to account for diiferent bodies aepuately. 

(b) The value oi stores and dead stock shown in the ledgers should include all inci
dental charges, such as freight, packing, insurance, oost of receptacles, etc. 
When it is not possible to apportion these charges exactly, owing to several 
articles of a different nature being included in one consignment, they should be 
distributed in proportion to the value of the articles forming the consignment. 
(Dept. of C. and I. No. 6464, tl. 12-1-18, .dpp. 2.) · 

(c) For further instructions, see A.pp. 2. . 
UnsenJiceable articles.-On receipt of the "UnsenJiceable Register" of any 

branch, containing an entry of an article declared unserviceable by the manager, 
or assistant manager, the stock ledger clerk shall immediately write the article 
off from his ledger, and return the register to the branch concerned, so that it 
may be sent with the article for safe custody to the general storekeeper (see 
page 92). . . 

Depreciation.-The stock ledger keeper is responsible for the correct work
ing off of depreciation on all dead stock articles. Depreciation should be 
calculated on the gross value, inclusive of all incidental charges. Deprecia
tion is to be worked off the depreciated value of the articles and not off the 
original value. (0. and I. Nos. 6454, d. 12-7-18 and 9349, d. 7-9-18, .A.pp. 2.) 

Stock-taking of paper, binding materials and dead stock articles.-The 
stock ledger keeper is responsible for intimating in time, to the manager, 
the date on which stock has to be taken. It should be taken annually 
(31st March) of petty plant articles in store, along, with the stock of 
consumable stores. Stock of dead stock articles must be taken every five 
years. (Dept. of 0. and I. No. 6454, d. 12-'1-18, App. 2.) On intimation 
that stock-taking is due, the manager will detail the officers, and issue such 
instructions as are essential for the particular stock-taking which has to be 
carried out. On completion of the stock-taking, the working sheets in
itialled by the officer deputed to take stock, are despatched to the accounts 
section for compilation and computation, if necessary, by the computora. 
The stock ledger keeper on receiving the results of the stock-taking from 
the computors will immediately proceed to prepare the balance sheets, which 
are then despatched to the Examiner, Government Press Accounts, for 
audit. On 1-eturn from the E:u.miner, they will be sent together with his 
certificate, and any explanations required regarding discrepancies, to the 
Controller of Printing and Stationery, India, for the purpose of obtaining his 
sanction, or that of the Government of India, if necessary, to the adjUBt
ment of any differences. Pending sanction of the audited balance sheeta, 
stock ledgers for the ensuing year should be opened with the results of steele 
taking, any differences being adjusted after receipt of sanction. 
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STATIONERY AND STORES SECTION. 
81. General Store-!i:eeper.-The general store-keeper is personally res

ponsible for the care o1 all general and stationery stores whilst in stock, and 
for the proper accounting for all receipts and issues. 

A.-GENERAL STORES. 

Classification of stores.-The general stores consist of three classes:
(a) English stores, (b) local stores and (c) unserviceable stores. 

(a) English stores.-English stores are obtained on annual indent sub
mitted to the Controller of Printing and Stationery, India. They are landed 
and delivered by the Deputy Controller, Stationery. On receipt, the cost 
challans are signed by the · storekeeper and after the contents of the 
packages have been checked, the duplicate packing account is signed by the 
manager and returned to the Deputy Controller, Stationery, for transmission 
to the High Commissioner for India, London. The date of receipt, invoice 
no. and date, quantity, rate and amount are then recorded in the general 
store ledgers. 

Forecast of English stores.-In Novemher of each year, a forecast of esti· 
mates of the requirements of the press is prepared and submitt-ed to the Con
troller of Printing and Stationery, India. No machinery may be included iij. 
this estimate until its necessity has first been explained, and approval given by 
the Cuntroller. Care should be taken by the general storekeeper to ascertain 
from the accountant whether budget provision has been made for the purchase 
of the stores indented for. 

(b) Local stores.-The major items of local stores are purchased by, or 
through the agency of the Indian Stores Department, or the Deputy 
Controller, Stationery, in accordance with the Stores Purchase Rules. 
Petty items are purchased locally by the manager. Tenders are invited 
by advertisement in the daily papers, and schedules are issued setting 
forth the descriptions and estimated quantities of the articles to be supplied 
during the year. Successful tenderers are required to execute an agreement 
and to deposit a sum as security for the due fulfilment of the contract. The 
date of receipt, invoice no. and date,· quantity, rate and amount are then 
e:1tered in the store ledgers after personal check by the store-keeper. 

Agreement for the aupply of local Btorea. 
, the undersigned, 

of 
do hereby contract to deliver to the manager, Government of India Press, 
m.i.soeUaneous articles and whatever else may be required by him for the use of the Gov
ernment of India Press, at the prices detailed in the list annexed, for one year, commeno· 
ing from the 1st of the month of 19 , and ending on the 31st of the month of 

19 , subject to the conditions and agreement hereafter specified ; and 
agree to deposit with the manager a sum of Rs. as security for the 
faithful performance of this contract. 

2. All supplies, in quantities according to written .orders to be given by the manager, 
or others authorized by him to give such orders, to be delivered at 
at euoh times as they may bE' required, free of cost of conveyance, either by 

or by an authorized agent, who shall be responsible to the manager for 
the quality of the article supplied. 
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3. The manager undertakes that each bill, to be presented by as soon 
after each delivery of goods as is practicable, shall be paid after such time as is reason· 
able for check. 

4. All articles supplied by · to be subject 
to the inspection and approval of the manager and any such articles considered by the 
manager to be inferior in quality to that contracted for, may be rejected by him. In the 
event of any article being so rejected, agree to replace it with an article of 
proper quality within a reasonable time of its rejection, and to submit to a fine the amount 
of which shall not exceed the value of the article rejected. 

5. In the event of such second supply being necessary the manager will determine 
whether the quality of the second supply is or is not equal to that contracted for; and 
if he shall consider it inferior to this, he shall be at liberty to purchase from the market, at 

cost and at such price as he may be able, the article or articles 
of stipulated quality. The cost of any article so purchased, as well as the fine imposed, 
to be deducted from bill for the month in which the failure occurs. 

6. agree and consent that, in case of the non-performance on part of any 
of the conditions herein contained, the manager may purchase the required articles else· 
where, and charge the cost of them to and take and appropriate 
the sum of Rs. deposited by , as liquidated damages for such breach 
of contract. It is agreed, further, that the manager may at any time determine the con· 
tract now made, upon giving one calendar month's previous notice in writing to 

of the intention to determine the same ; and in like manner the said 
may determine this contract by giving to the manager two 

calendar months' notice in writing of intention to do so. But the right of 
the manager to determine the contract is to be without prejudice to his right to reb.in 
liquidation damages as aforesaid, in respect of any breach of contract committed prior 
to such determination. 

7. agree that all articles shall be furnished, on the written order of the manager. 
within reasonable time of the receipt of such order by • 

8. further agree that nothing in this contract shall be held to bind the manage!' 
to purchase from any of the articles enumerated in the schedule 
which it may be found possible to procure from a government manufactory • 

.Manager, 

GOtJemment of I JUlia Preaa. 

Ordering Zocalstores.-Allstores are ordered only over the signature of the 
manager. The order is made out in duplicate, one copy of which is retained 
by the storekeeper, except in the case of articles purchased throng~ the. a~ency 
of the Indian Stores Department, when indents are made out m triplicate, 
the third copy going to the Indian Stores Department. 

Order for Storu. 
111 Order No. 

To 
Pleaae 1upplJ u followa :-

Deacrlptloa of materlall. Qua.utltJ or Number. 

Manager. 
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_ Delivery of local stores:-On delivery of the stores, receipts are granted by 
the -gener~l storekeeper after a personal check of their quality and quantity 
b,:r the assiBtan~ manager. The number and date of these receipts, together 
Wlth the quantity and rate, are at once entered in the Store Ledger. 

Receipt for Storu. 
Becelpt No..--------__;-- Datedl-------'19 

Pro~t-----------------------------------
Becelved as followa :-Aa per order No. ~ted-------

Description of materlals. Quantity or Number. 

General Storekeeper. 
~ NO'l'B.-Tbls receipt Is made out in duplicate, on& copy being retelned by the general storekeeper whlle 

the other Is sent to the supplier. 

Bills for local stores.-Bills for local stores are checked with the general 
:storekeepers' receipts, and with the order, and passed by the accountant to the 
,manager for order as to payment. The budget head to which .the purchases 
are debitable is noted on the bills before they are forwarded for necessary 
s.otion to the Pay and Accounts Officer for pre-audit, and the issue of the 
cheque.for the amount due. 

Issue of stores.-All issues to the branches or sections are made only on re
ceipt by the storekeeper of a Store Issue Voucher signed by either the 
assistant manager, or manager. On receipt by the branches or sections the 
vouchers are signed and returned to the storekeeper. This voucher is 
made out in duplicate. 

Tnue voucher No. 

P. 0. No. or description 
of work (If possible). 

Store Issue Jlouch-er. 

Description 
of articles. 

------Branch. 
Datedl----------19 

Ledger 
Folio. 

Quantity or 
Number. 

Supply. 
Signature. . Manager. 

NOTB.-The storekeeper should not Issue any articles until the worn out article Is returned from the sectlou 
indentlnl!, the bead of wbicb will take the necessary steps to get the returned article certified unserviceable by 
t.be manager, or IIISistant manager. 

General Store Ledger.-The general store ledger will be maintained sepa• 
rately for-

(a) Dead stock arbicles. 
(b) Petty plant articles. 
(c) Spare parts. 
(d) Raw materials. 
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Articles classed as " petty plant " which are purchased locally and stpred 
before issue should first be accounted for in the General Store Ledger, the con
tingent bill no. being entered, and on issue_ to the branches, entered in the 
Petty Plant Ledger. H the a~cl~ is purchased ~ England it should be ao
counted for in the General Store Ledger, whether it is broughtmto general u8e 
straightway or not. The invoice no. should be entered in the ledger. 

NoTB.-The object of this distinOtion:m. treatment between locally pUl'Chaeedand 
imported articles is to ensure that the oost of the latter is properly debited. It is important 
thatthisprooedureshouldbe1lniform1yooserv'e<I; [Dept.-of a:and 1.-No. 6454, d.I2-'l-I8, 
..4pp; 2.) ---- ' ---- ; --------- . -- . 
. Th~ cost of articles purchased locally,·whether"stOres, petty plant or spare 

parts of machinery, should be debited to the appropriate branch or section 
of the l_:lress~ The llost of imported articles should;- however,· be debited on 
issue. l ·1 ! 1 l . 

NOTE.-Articles are purchased locally liS ocouion demands and there should never, in 
ordinary ciroUJillltancea, be any considerable balance at the end of the year. In the case of 
imported articles which are indented for annually there is frequently a substantial balance 
and the debit of the entire cost would unnecessarily i.nda.te the expenditure. 

The value of the unconsumed balance should be accounted for in the Store 
Account at the end of the year. 

Genera' Store Ledger. 
Nr.me of artlcl 

RECEIPTS. 

l 
.. . 

Reeelpt ·- -- ~--- - cc-. -- ~~ 
l!io.or g~ 

Date. India QuantltJ I Amount. 
Total 

Olllce or Rate. 
Deplll'tmentel OontiD- Cost. ;... 

Involoe llllDll·er. I (aaper l'relght. lenci ... '!0 Jlio. Col. 4). Clb&rJelo. • o• 

T 1&H Br. •·· P· Bl ..... Bl ..... lll • .... 

ISSVES. 

I PB.IITIBG.I Llft'O- I OOIINBl'l'IO •• OUPBY •. ll i 

1 
~ J Iuue g 

1 i 
~ lf 

.s • Date. Voucher I ... l 1 t J 
I 

1 l!io. t • ] =. 8 .,; 

~ 
.!! g ~5 ~ 0 

~ 
... 

-~ ~ e 
Ill g 

.! ~ s .. .me 0 • :Ill Ill jq .. .o .. ..: ... .. .. 
" ... .. .. .. .. .. ..: .. • ... ... ... .. .. .. .. ... - .- -;:-[! ----

-;:-1~ --
l!io. l!fo. l!io. No. l!fo. No. No. l!fo. l!io. No. l(e. Jit. 

,~.~. 
or or Oil or or or or or or or or or or 

QF. Q,J. QJ. QJ. Qy. QJ. ~ Qr. Qy. QJ. Qr. Qy. Qr. 

---;- -~ 1- -- - r-- ---
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Petty Plant·Ledger.-.-The object ~f the ledger is to keep an account of the 
number of articles of each description which are classified as petty plant, and 
whenever such articles are brought into use, either from store, or directly on 
purchase, they should be accounted for in this ledger. 

Petty Plant Ledger. 

Name of article-------------------------

Date Follool Name Number Initials When returned 
or Store or or of party to Store as RE!U.RKS. 

.JI.eeel pt. Letlger. Section. Quantity. receiving. unserviceable. 

I 

(c) Unserviceable StOres.-Immediately stores are certified by the manager, 
or assistant manager, in writing, to be unserviceable, they are written oft 
the stock ledgers; entered in the " Unserviceable Reg_ister" (see page 8'1) and 
handed over for safe custody to the general storekeeper who will grant a 
receipt for the same. The storekeeper will retain the articles in safe custody 
until orders of the manager are issued as to their disposal by public auction, 
etc., on the premises, or by the despatch to a firm of a\lctioneers. The quan· 
tity, rates, amounts realized and the cash receipt no. and date will be entered 
in the unserviceable register. The sale proceeds are credited under the head 
1' Sale-proceeds of waste paper and other unserviceable materials." 

B,-8TATIONERY, PAPER AND BINDING MATERIALS. 

Indents for stationery stores, paper and binding materinls.-Supplies of 
paper, binding materials and stationery store articles are obtained by the 
general storekeeper on indent, submitted quarterly to the Central Stationery 
Office. The indent forms used are those prescribed and supplied by that 
office. Immediately on receipt, all supplies must be entered in the ledgers 
direct from the Stationery Office vouchers, after careful check. 

Receipts of 6tationery stores.-Immediately on receipt, stationery store 
articles are entered in the Stationery Store. Ledger. 
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Btaeionery Store Ledger. 

(Left hand page.) 
Same ol article-------------------------------

RECEIPTS. 

j-·~ 
Coot. 

Jlecelpt No. ~uantity or Total 
and date. oumber. Rate. AmOUDt Coot of -'-(aa per Telegram. Freight •• Conly 

CoL4). hire. - ---
I a •· •· a .. ,. a •· •· a •· •· a a."p. 

I 
DISTB.I· 

1(11), Hand. 1(&). Dlstd· I. Mono. 1. Llno. &.1m~ 6. Band 1•· llaohllle blltioa. log. preoa. pna. -
No. Amount. No.IA!Dount. No. Amount. No.I Amount. No.' Amount. No. Amount.

1
No.'Amount 

- --- - --- - --- - --- -'-·- - ----'--
omoe a •· •· a .. ,. a •· p. a .. ,. a Gop. a •· •· a •· •· . . . 
Dlreo' . . 

._ --- ,-- -~-TOt!AJ. . 
I 

(Right hand page.) 

. ISSUES. 1 =r· ,._ ,. luue Quutlty 
Voucher Branch of the P~. or Date. Voucher Branch of the l'l'888. or 

No. Number. No. Number. 

--~ -1 
TMAJ. . 

BUTION. 

Ll'l'BO, 

D. Bindery. I 1101!'1~ 11. FOOD• 14. Out- 115. Soppllee Total. 
7. DrawlDI• 8, Printing, dry. work. 

No. Amount. No. Amount. :1 .lmOUDt. ::: 
Amount. No. Amo11nt. No.I Amount. !No. Amount. No. Amou11t. 

------ --'-'- 1-
it •• p. a .. ,. it .. p. a •· •· a •· •· a •· •· II., p. II e. P• 



Receipts. of POfeT and binding materials.-Paper and binding materials 
are posted unmedJately on receipt in the PapeT and Binding .~.lfaterials Ledger. 

' . 
Paper and Binding MaterialB Ledger. 

Kind of material~-------------

(Left hand page.) 

. ~ I.-Invoice • e I.-Invoice. ., A 2.-Recelpt.- 0 
~~:.,; Value, .... 2.-Receipt. .. B.-contingent bill Qnan- il=jl B.-contingent bill Value, Quan• 

~ 
I> voucher, or freight, tity. I> voucher, or freight, tlty. S'S 4.-Department letter etc. i a'S o" 4.-D~artment letter I etc. 

A ~= No. and date. .. eg o.and date. A ~<t" --~ --- - --

---

I 

To who~ 
APRIL. IllY. J"17Nll. JlJLY. 

Issued;• i.'B. q~.,shts. qra. Bhts. l~J!: B.ms.l qra. shts Rms. 1. B.lRms· l.B. Rms. qra. lhts. follo. follo. folio. -----

-~-
-----------,- ,_ 

.. -·- ·-

• The monthly total of each departmental day· book of Issues should be entered here. 

- (B.Ight hand page.-8ame as above but bottom half columna August to March). 

- Receipts of D. 0. papers and envelopes, etc.-Supplies of D. 0. papers and 
envelopes, etc., are received from departments and officers and from the 
Stationery Office for special printing. These are posted in the Stationery 
Receipts (D. 0. papers and envelopes) Register. This register is also used for. 
water marked paper. 

Stationery Receipts (D. 0. papera and em•elopea) Register. 

For-

I 
Q17 Al'ITITY, 

Date ot Date. Department Description of warding Receipt Register 
from which Articles. letter No. No. lasue. 

received. No. Rms. Qra. Shts. 

--·- --- - -,--
I 

I : I 
I I I 

I I I 

I I i I 

l ! I I ' 
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Waste paper.-The gene~al ~torekeeper is responsible for the disposal of 
waste paper. Tenders are mv1ted annually for the disposal of waste paper 
by means of advertisement in the newspapers, and the successful tenderer 
is required to enter into an agreement. . · 

1 the undersigried 

of do hereby contract to purchase waste paper from the 
manager, Government of India Press. , at the rate of Rs. per maund 
for a period of twelve months, commencing from the 1st .Aprill9 and ending on. the 
31st March 19 , subject to the conditions and agreement hereafter specified ; and 
agree to deposit with the maliager a sum of Rupees one thousand in G. P. note as security 
for the faithful performance of this contract. . . 

Deliveries of waste paper will be taken weekly from the premises at 
agree to supply all bags, boxes, vehicles and to provide such coolies as may be 

required to remove all the waste paper from the godown and the press premises daily. 
agree and consent that in case of the non-performance on part of 

any of the conditions herein contained. the manager may sell the waste paper to any other 
purchaser and charge the loss that may be caused by such sale to and take 
and appropriate the sum of Rupees · deposited by as 
liquidated damages for su~h breach of contract. 

It is agreed, furth~r, that the manager may at any time determine the contract now 
made upon giving one calendar month's previous notice in writing to · 

of the intention to determine the same ; and in like manner the said 
may determine this contract by giving to the manager two calendar months' notice in 
writing of intention to do so. But the right of the manager to determine the 
contract is to be without prejudice to his right to retain liquidation damages as aforeaaid, 
in respect of any breach of. contract committed prior to such determination. 

. . -- . . . 
If at any time it is proved that the contractor has given a gratuity to any of the em· 

ployees of the press, the contract will be instantly cancelled and his security money for· 
feited. 

Mattager, 
GoverllrMnl of [JUlia Pru1. . 

Witnen. 

The general storekeeper will personally supervise the weighing of waste 
paper, and be held responsible that the challans and ~art passes showing the 
quantity given delivery of, are sent to the accounts section for the preparation 
of the bill. 

Closing ledger• and striking balances.-At the close of the financial year, 
(31st March), the general storekeeper will close the paper and stationery 
ledgers by totalling the receipt and issue sides and strike a balance of each 
item. He will then prepare a statement showing the balances in hand of each 
item under their respective charge. In order that this work may be com
pleted quickly, both the receipt and issue sides of the ledgers will be totalled 
at the close of each month, so that at the end of the year these only have to 
be totalled. 
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82. Issue clerk.-The issue clerk is employed under the general store
keeper, and is responsible for the correct issue of paper and binding D_laterial. 
He will see that the correct quantity of paper is issued for each job, and that 
it is of the proper description as regards size, weight and colour; special atten• 
tion being paid to the u shade" as paper of similar size and weight but of 
different "making" varies at times in " shade." When it is necessary 
to cut paper to suit a particular job, the is~ue clerk must see that the oficuts 
are carefully kept _and utilized at the first opportunity. In storing paper, he 
will see that it is properly and carefully stacked, and so arranged that it can be 
readily inspected and checked from time to time. 

Posting of issues.-Issues are posted under three separate heads:
(a) Paper for printing. 
(b) Paper and materials for binding. 
(c) Proof paper. 
(d) Stationery for office use. 

(a) Issues of paper for printing, etc . .:._Paper is issued to the press and 
machine branch on receipt of the print order files signed by the machine 
and pre3s foreman, and accompanied by the Work Docket. The files must 
be in duplicate, one copy being returned to the press rpom stamped " issued " 
for submission to the computing section, the other retained in the sta· 
tionery section and numbered serially. 

Posting.-Papers issued to the branches of the press, excepting the bindery, 
are posted in the" Day Book of Issues of Paper" at the time of issue. 

Day Book of Issues of Paper. 
Kind of paper--------------, 

Date. I Ffie · No. Description of work. P. 0. Regr. No. Copies. Quantity. 

I 
I 
I 

NoTB.-There should be one day-book for each of the heads under column 1, Statement No. II, page 78. 

At the end of each month the issues of paper entered in the day books 
must be abstracted for each kind of paper, separated and posted under its 
head in the Paper and Binding Materials Ledger (see page 94). 

(b) Issues of paper and materials for binding.-Binding material, and 
paper for binding, are accounted for in a separate day book of issues. These 
are issued only on receipt of the binding order signed by the Overseer, and 
accompanied by the work docket. Binding orders are not submitted in 
duplicate but are to be numbered serially by the issue clerk. They will be 
returned by him to the bindery until the work has been completed, when 
they mu~t be sent to the stationery section together with any oficuts of paper, 
cloth, leather or other materials not utilized. The. issue clerk is responsible 
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for seeing ~hat he gets ·back all the binding orders for the purpose of record. 
ADy delay m the return of these orders must be brought to the notice of the 
assistant manager. 

• Posting . ....:....Bind.ing materia~ a~d paper for binding purposes are posted 
Jn the Day Book of Issues of B~nd~ng Materials. 

Dag BooTe oflBIUU of mnding Materia.l8. 

NoTB.-At tbe end of each month tbe totallsauea of eacb kind of paper and blndlng materlala an poatecJ 
In tbe PaptJr lllfl4 Bitodi"' Mllllria,. Letl.gtJr. 

(c) Issues of Proof paper.-Paper issued for clean proofs is separately 
accounted for, as well as paper issued for replacing spoilt sheets and for making 
ready. 

Posting.-This paper is first accounted for in the Memo. of Paper issued for 
proofa from which it is transferred to the day books at the close of the month.. 

.Memo. of Paper iBBUtdfor proof B. 

Description of rarer--------·---------
Date of ]l.egr, No. of Serial Number I l!eetlon· 
lasue. .No. Department. J;t..Mor No. of of Quantity. bolder' a ltBJUBU.1 

ture. proofa. proofw. I.Ditlala, - -
IL Q. s. 

I I I I I 

(d) Issues of stationery for o.ffice ttse.-Stationery articles for office use, and 
materials for packing, are issued to the several branches of the press on 
receipt of issue vouchers signed by the Jnanager, or assistant manager. 

Posting.-Issues of stationery for office use are posted direct into the day 
book and thence to the ledger. 

COMPUTING SECTION. 
83. Bead Computor.-The head computor is responsible for the expedi

tious compilation of the bill books showing the dues of.the operatives in the 
difierent branches of the press, They must be submitted to the accounts 
section by the dates prescribed by the manager, in order that the salary bills 
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may be prepared in time for submission to him for examination and signature, 
and for forwarding for· pre-audit to the Pay and Accounts Office. The head 
computor is responsible for the preservation of all charge files, etc., for the 
purpose of audit. :S::e is responsible that certain bill books, selected each 
month by the manager, are checked with the assistance of computors other 
than those who compiled them. This checking must be carried out immediately 
after payments have been made. The head computor will maintain a list, 
showing month by month, the racks on which the charge files of the several 
branches and sections have been stored, together with the names of the com
putors responsible for the charges on the files. 

Change of computors.-The allotment of computors to the difierent sections 
should be done by rotation every month under the direct orders of the manager, 
which will be obtained from him by the head computor. 

Computors.-Extreme care and accuracy is enjoined on all computors 
when computing value of the work done by piece-workers from the 
charge files. Careless work will result in either loss to government or to the 
piece-workers. If the computor has any doubt about the amounts to be paid 
for a piece of work he should at once refer the matter to the head computor. 
The computor must examine all files very carefully before commencing the 
computation, check folios and the type, sizes and, generally, assure himself 
that he iS computing a genuine charge file. The computor must abide strictly 
by the sanctioned rates and on no account has he any authority to add to, 
or deduct anything from, the rates prescribed. If a charge file is submitted 
for any work which does not fall within the rates he must refer the matter to 
the manager for orders, through the head computor. 

Checking compositor's charge files.-On receipt of the charge files, each 
computor will 'check the voucher numbers noted on· them by the section
holders, with the daily list of vouchers furnished by the despatching section. 

The computors and section-holders will be specially held responsible that 
no files are charged twice. It will be the duty of the computors to see that 
the files are kept in accordance with these directions. They will see (1) that 
the files are arranged under the proper departments, (2) that they are inserted 
serially with regard to (a) register numbers, (b) paging. They will, therefore, 
examine monthly each department's files, and in the event of there being two 
copies of the same file, they will verify the genuineness of the file from the 
department's requisition on the press for the work, the register of work 
received, thEI voucher signed by the departmental officer, and the press office 
file. If on examination the file is found to be spurious, the matter must be 
reported without delay. At the end of each month, each computor will stamp 
with red ink on each file, the name of the month in which the file was charged. 
Thus all files belonging to the bill books for M~y will have the words-

Charged in May 

stamped in large boJd red letters at the top in the centre of the page. 
AU·composition charge files after having been checked and charged to the 

respective departments will be filed departmentally, according to their conse-
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cutin register numbers from one onwards. When a register number extends 
over a number of pages, the pages will be alTI!onged in numerical order from one 
onwards. . , .. . <. . 

Sroring charged files.-Each computor will be responsible for the proper 
storage of charge files, etc., computed by him. Once the files are charged 
they m~t D.?~ leave the possession of the computing secti9n, except undet 
orders, m wntmg, from the manager. . Each. file, on being removed under 
~ch orders, will be,· repla~ by a· copy of the orders, and a receipt slip 
s1gned by the person requmng the file .. Any· contravention of this rule 
regarding the custody of .charge files will be very severely dealt with. 

The object of thee~ instructions is to prevent. work being charged twice, 
and hence any violation of .these rul~ :will be liable to be regarded as evidence 
of conspiracy or contributory ~e]essness on the part of the per~ns jn fault. 
Each computer will be personally held resp~msible that the files in support 
of the charges in his bill book a~~ kept.in accordance ~til! these directions. 
. PiecfHIJorkf!rs working in sections'otker than their owtt.-+-The work of piece
workers assisting a section other than their own, is' chaiged ia the; bill hook 
of the section for 'which the work ia done; the.s~us:entered are· imme- ' 
diately transferred to the credit of the men in the }>ill book of the Jeetion ~ 

·which they belong, and deducted at the close.of the month from. the total 
of the bill book of the section for which the work is done, At the end of the 
month, the sums credited to each compositor and. the-entri~gains;. each! 
work are totalled, and the bill book, signed by the computer, is made over to 
1he accounts section for the compilation of the monthly bills. ; / 

Computing 7tand.eompositor~8 ciWrgijiTa:-The-method-to be adopted in 
computing hand composition is e~lained in' detail -m~ Chapter VL; AU de· 
tails of charges are first noted on the proof itself and thence transferred to the 
Compositor's BiZZ Book. ·The computer shOuld not compute any cbarge fi.Jes · 
without the initial of the section-holder. · . ,- . ." j '. ·: · . . 

. Secret tDork charge Jiles.-In the case of secret work such as examination 
papers, etc~; no files are maintained, as the charges therefor are computed 
from the final proofs in the presence of the Overseer or Assistant Manager, 
and entered in a separate book over his initials, .to ~· eventually tranafarred 
to the bill books at the close of the month. . ' · · 

Oon}UkmiaJ ~orl cAarg4 jilu.-cb&rge files. of confidential work are 
retained till the audit . is completed. Ten per cent. of auch files 
should be checked personally by the head computo~ before payment. The 
number of pages of each confidential item shown in the section-bolder' a receipt 
book for charge files, or in his suspense regist;er, should invariably be attested 
by the Assistant Manager, or the Overseer in direct charge of the work, and 
computora should decline to accept entries incomplete in this respect. Com
putors should see that the register numbers of all confidential and secret work 
are prefixed with the letter " C " and •• S ". ' 

NOTB.-In the oa.se of confidential and eeoret jobt the proofs of whioh cannot be retained 
for administrative reasons, the valuation or working llheets showing the nature of oompoei· 
tion, the exao' meaeurementa, extent of tht'l blanks, if any, &nd tile deductioos made for b~a.nka, 
shall be initialled by the Assistant Mana.ger in token of the oorreotn- of the chargee p&ld and 
preeerved for rolerenoe in audit. 
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Monthty report of ha"}d composition-At the end of every month the head 
computor will submit to the Manager a statement showing the number 
of hours of attendance, the number of hours and earnings of each compositor 
on time work and piece-work respectively. 

Linotype charge Jiles and computing operators' outturn.-The computor will 
see that each charge file received by him is a genuine proof of unmade-up 
matter, initialled by the section-holder on each page or galley. He will then 
compute the number of ens composed by each man, and enter them in the 
Outturn Register of Linotype Operators daily. The number of ens on account of 
corrections will not be credited as they are supposed to be carried out by 
the operatot in his own time, that is, in other than the time engaged on 
time work or chargeable stoppages. At the end of the month, the number 
of ens for all fresh work, author's correction and repeat lines actually done 
will be totalled up, and divided by the difference in the number of hours 
between the total hours attended, and the total hours occupied on time or 
special and intricate work and chargeable stoppages. This will be arrived 
at from the attendance register and the OuUurn Register. The result will 
give the average per hour in corrected ens for all work done by each man 
during the month. 

Outturn .kegister of Linotype Operators. 

----------J.9 . Name of operator 

Number of eua. Houn worked. Stoppage houn. 

I a I 
01 

.; .; J ~ ~i Reg. No. 0 0 ~ ... Total 
and ] :3 

_ .. 
i ~ i ~ . 'tl It; g : Atten-

~ 
Dept. ! <I dance. 

~ ~ a .,fj • ~ ~~ :§ : j .. 8 ... 8 ~ 
_ .. 

~ ~. 
.. .. . 

~ i !! !! l t~3 ~ ! ~ 1 ~ ~ ~~ •"' j "' ~>o..:l :5 .... 
~ ~ .<1 ~ A ..., 

'"' 0 ..., 
"" 0 - - - - - - - 1- - ---- - - ~ --

The computor must see that he is provided with legible proofs for the 
purpose of charging up and should immediately report if bad or wrong proofs 
are sent up. He should also report if the Daily Dockets and proofs are not 
sent to him regularly every day. The section-holder will be held responsible 
for any delay in submission. He will at once report to the Assistant Manager 
all instances of doubtful charge files. For calculating operators' bonus see 
Outturn Statement and Bonus Bill o' Lino Operators on page 103. 

".1 Mono 

Monotype charge Jiles and computing operators' outturn~-The computor 
will see that each charge file received by him is a genuine proof of unmade-up 
matter, initialled by the section-holder on each page or galley. He will 
then compute the number of ens composed by each man and enter them 
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in the Monthly Outturn Book of Mono Machines daily. At the end of the 
month, the number of ens for all fresh work actually done will be totalled 
up, and divided by the difierence in the number of hours between the total 
!"ttendanc_e hours wit~ the number of .hours occupied by the compositor 
tn correctmg operators errors added to 1t (when the operators are paid on 
uncorrected ens, compositor's time for correction need not be added), and the 
total hours on time or special and intricate work and chargeable stoppages. 
"rhe result will give the average outturn per hour in ~·corrected " ens. 

As for an example :-
Let A ==No. of ens for fresh work. 

, B=Attendance hours, . 
, C=Hours occupied in correcting operators' errors. 
, D=Time work done by operator.. . . 
., E=Hours of chargeable stoppages. , . . · · 

:. Average ens per hour (corrected) 
=A+ { (B+t)-{D+E)} . . 

The time taken in carrying out corrections other than operators' errors will 
not be debited against operators. The computor must see that he is provi
ded with legible proofs for the purpose of charging up and should immediately 
report if bad or wrong proofs are sent up. He should also report if the Daily 
Dockets and charge files are not sent to him regularly every day. He will at 
once report to the Assistant Manager all instances of doubtful cluuge files. 
Operators' average outturn and amount of bonus are recorded in the Ou.ttura 
Statement and Bonus BiU of !,:0 Operators on page 103. . . 

McmtAlyOv#umBookoJ MonoMachlnu. 
Month of opet6t10D. ____ _ Nameoloperatorc _______ _ 

Computing caster attendants' outtum.-The computor should. when com• 
puting the charge files for the operator's outturn, simultaneously compute 
the outturn of the caster attendants. He will post the outturn in the 
lJlonthly Outturn Book of Mono machines shown above. 

Computing distributors' chargt. .filea.-The charge files will be. computed in 
accorda::ce_ with the rates laid down in Chapter VI. The details .of charges 
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are first noted on the proof itself and then transferred to the Distributors• 
Bill Book. The computor should see that the charge files are not computed 
without the initial of the store-keeper. 

Pye sorting and pye, distributing accounts.-On receipt of pye sort~rs' and 
pye distributors' daily outturn sheets from the store-keeper, the computor 
checks the totals, calculates the values at the rates laid down in Chapter VI 
and enters the amounts in the Distribu~ors' B~ll Book. 

Computing impositors' charge files.--:-The charge files will be computed 
according to the rates laid down in Chapter VI. Before computing, the com
putor must see that the charge files received are genuine and bear the initial 
of the section-holder. . · - - · . _ · - _ · 

Computing. machine and handpressmen's chargefiles.-The charge files are 
computed as per rates laid down in Chapter VI. The details of the charges 
are noted. on the proof itself and thence transferred tO the Machine and Press
men's Bill Book. The computor'must not compute any file which does not 
bear the initials pf the counter, foreman and, the. paper issuer. 

Bindery. charge files.-The foreman is responsible for the correctness of 
the entries o:idhe Binder's Work Vouchers and on the charge files of the 
envelope makers, machine rulers, die stampers, etc. The computor, on 
receipt of the work vouchers, will check the entries very carefully before 
computing, in accordance with the rates laid down in Chapter VI, the 
amounts due being posted in the binders' bill book. The computor should 
not accept any hour work vouchers unless they have been signed by the 
Overseer. He will see that no hour work charges have been submitted for 
work for which there is a piece rate. 

· Disposal of charge files.-Charge files will be destroyed under the orders 
of the Examiner, Government Press Accounts, after the audit has been com
pleted. 
• .. - Bill _Books.-A separate bill book must be compiled for each category of 
worker, i.e., compositors, impositors, distributors (includes pye sorters and 
pye distributors), press and machinemen, (inkers and :flyboys) and binders. 
After noting on the charge files the amount due to the piece-worker the 
computor will enter it under the man's name in the bill book. Each charge 
In ~he bill book must be supported by the voucher. 

Compoaitors' bill book • 

. - .s ,a. .. .,; 

~ "" ... ~ 1 Transferred 
.£ .,; ~ § ..: to ., ;a ~ .,- e g i " l:cl 

Register = " ~ 'OS ;;,; .. i number Name of work. ~1- "" ! ! Total 0 
~ -~ cl and Dept. :.; 

to!; Ia ..t 
~~ 0 .. ~ ~ Sec- Sec-

= ~ 
.. 

t tion.2. tion S. 
~ -5 .. ~ .., 

0 .,~>< l " -" g ~ ,!A .., ::;; 
~ ~ .. 

"" > l:cl It; -- - ---- ---- ------ -
:R a.p. :Ra.p. :R Cl.p. :R ... ,. :R ... ,. :R Cl.p. :R a.p. :R a.p. :R a.p. :R a.p. 

--------------------
TOTAL 
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Machine and Preaamen's Bill BooT&. 
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CASH SECTION. 
8( Cashlet.-The · · cashier is personally responsible for the proper 

accounting of all receipts and expenditure, and for the due and correct pay
ment of salaries, e~ .• of the employees of the press. He is also the custodian 
of all valuables such as stamps, etc. 

A.-RECEIPTS. 

Remittancei.-All remittances received by post should first be entered in 
the Cash Remittance Register and entries initialled by the manager. The 
particulars regarding voucher number and number of the bill, if issued. 
should then be filled in by the accounts section and th9 amounts noted in 
the appropriate column. A line should be drawn across the page at the close 
of each day and the entries in the money columns separately totalled. 

CaJJh Remittanu Reguw. 

8 WOBK DOlfi JI'OB ..; 

I 
PBIVAH AlfD ' ~ LOOAL BODIB&, Salep~ i ;i 

From Credit .. of-te i ] 0 whom 
~ 

pa.per or Mlacel· Total. Into ... RBll4BK 
1!0 received. "8 unservtcea.ble laneo111o Bank. .. I i il o} artlclee. PI 

5 Printing Paper, !!' 

~ ~~ i § ~ iiiPl A 1!0 Ill ..c )II 

.. 

Ba.p. a .. ,. Ba.p. Ba.p. Ba.p. B •·.P· 

On receipt of any remittances and after entry in the remittance register, 
the cashier intimates the receipt of the same to the accounts section. The 
latter, on this intimation, will at once prepare an official receipt as below, 
and despatch it to the cashier for check and initial, if correct. The receipt 
will then go to the Manager for signature, who will check the amount stated 
to have been received on the receipt with the amount previously entered in 
the remittance register. 

Govllt"nmenl of India Pr·eu----------
lluripC No.--- lU ; 

R~D ~, .............................................................................................................. ..... 

thla--------dq or------------1111 . thl nm of 

Ru~~---------------------------Voucher 
Ia pa;rment of -am No.---------. dated-------------
or----------euppUecl---·------------
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Receipts at the counter.-Any receipts collected over the counter of the 
cash section should at once be entered in the remittance register in the 
appropriate column and the Manager's initials obtained. The same action 
ia required in granting a receipt as is prescribed for amounts received by post. 

Payments into the B~nk.-All amounts received must be immediately paid 
into the Bank for which a special form is provided. 

Bank paying in slip. 

No.-----
IMPERIAL BANK Oli' INDIA 

GOVERNMENT ACCOUNT DEPARTMENT. 

-------------~19 . 
beio:~V111D from the Manager, Government of India Preee,,------<cash and doo11mente detailed 

----··---~Government cnrrency notes • Rs,; 

--- ·--~Cheques on treasurer, Imperial Bank of India • • Rll. 

--------<Cheques on other banks • • Rll. 

------lSDver • • Rll. 

------_;Postal cheques • Rs. 

---Government transfer cheques • • lls; 

·---Drafts • • Ra. 

------_;Hundee . • Ra. 

ToTAL Rs. 

Rupees.---------------------------------
Manager, Q, o/1. Pru1. CIJihur. SupJl., Gaol, .Account Dep'-

· These paying in slips will be taken by the accountant after they have 
been signed by the Bank to the Manager, so that the amounts paid in, can be 
checked by him with the cash remittance register. 

Securities.·-All securities deposited in favour of the Manager will be 
entered in a separate register. The cashier is responsible for the entries and 
safe custody of the register and deposits. 

StamJlB.-Stamps and other valuables are kept in the personal custody 
of the cashier. Service postage stamps are obtained by the cashier by pur
chase from the collectorate on requisitions signed by the Manager. All issues 
of stamps are first checked by the Accountant in Calcutta Press. In presses 
where there is one person who performs the duties of Cashier and Accountant, 
the Manager will make some other official responsible for such checking. The 
Manager will abo check the expenditure, receipts, and balance of stamps, as 
often as possible, or at least once a month. 
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85. Collecting sirkar.-The cashier on receipt of bills from the accounts 
section, enters in a book maintained by him, and then makes them over for 
collection to the sirkar, who on realization makes the money over to the 
cashier. The sirkar's book, with the money collected, is then taken to the 
Manager by the cashier. The amount is entered in the remittance register 
and the entry initialled by the 1\lanager. · . 

Cruh Beclion Bill Book. 

- Reallla-
8erlaJ l!fo. l!fame of payee. A.IDOIIDt. tioll . date. 

·-· ··~- j -

l 
B.-EXPENDITURE. 

Contingenciea.-Payments are made on presentation of bills supported 
by vouchers. Bills are first verified by the general store-keeper in the case 
()f transactions made through him, and then forwarded to the accounts section 
for necessary action. The accounts section is responsible for verification of 
all other bills for transactions not made through the general store-keeper. 
They are then taken to the Manager for examination, signature and orders 
for payment. After payment, the ,mounts are entered under the appropriate 
head in Part B of the cost scheme, which is submitted to the Manager at 
least once a week with the bills, so that each entry can be again checked by 
him. 

Pay sheeta.-The cashier is responsible for disbursement to the proper 
persons who are either to sign, or put their thumb impressions as the case may 
be, after being duly identified by the heads of sections to which they belollg. 
The cashier is not empowered to disburse the pay of an absentee to another 
employee, unless the latter produces an authority from the former, and orders 
passed thereon by the Manager (see para. 47). 

lmprest .Advance.-On introduction of the pre-audit system, an imprest 
advance has been sanctioned for each of the Calcutta~ Delhi, Simla and Aligarh. 
presses to meet emergent contingent expenditure. After the expenditure is 
incurred, contingent bills are made out by the accounts section and submitted 
to the Pay and Accounts Officer for replenishment. The imprest advance 
granted to the Calcutta Press is Rs. 600, for Delhi, Aligarh and Simla presses 
the nmo1mt is Rs. 500, 1,000 and 1,000, respectively. In April every year t.be 
presses are required to furnish a certificate as required under Article 93, clause 
7 of the C. A. Code\ Vol. I, to the Pay and Accounts Officer. A regular 
account must be mamtained by the cashier in the prescribed form given 
below and submitted to the :\ia.nager thrice a month. · · 
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lmprest Advance .tccount. 

·Amount of 
.Amount of cbequere- Particulars of charge 

Manager's ~ ceivedfrom voucher .Amount Balance lmprest Pay and No. Including the name of the paid. in band. initials. 
! advance. payee. Accounts :.1 

office. 101 ,:;a ~ 

' 
:R •• 1'· :R •• 1'· I :R •• 1'· :R a. p. 

. 
I 
J 
I 

I 
I" 
i I I 

Refunds.-On receipt by the cashier of the Refund Voucher, (see page 60) 
he will note the amount in the Statement of Refunds Register, together with 
the other details. 

Statement of Refund& RegiBter. 

Refunds during the month of:----------

Date of I .Amount Date of I Original 
Refund. To whom refunded. refunded. reeelpt of .Amount '\\by refunded. 

Amount. rerelved. 

I I 
:R j··j p. I :R j··j p. 

TIME-KEEPING SECTION. 
86. Time-keeper.-The time-keeper is responsible for the correct recording 

of the attendance of all employees of the office, in accordance with the 
orders laid down in the General Rules, paras. 28 and 29. He must bring to 
the notice of the Manager, the names of men who are irregular, absent 
without leave, or who are frequently late. He is also responsible for pre
venting the ingress of outsiders to the press premises, except on business. 
He must not allow any of the employees to leave the premises during working 
hours, without a pass on the prescribed form, and signed by the Overseer, or 
head of the branch concerned. He must also stop anyone leaving the 
premises carrying any thing, and demand a permit, signed by one of the 
supervising officers. 

Attendance Register.-Separate registers will be kept for piece and salaried 
workers, permanent, tempora·ry and temporary :fluctuating. The attendance 
:register has to conform to the requirements of the Factory Inspector, and 
that given below has been designed to meet the requirements of the 
Calcutta. Press. 

Attendance registers for the presses in Simla, Delhi and Aligarh should 
conform to the requirements of their respective Factory Inspectors.· 
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AttendaJtU Regittter. 

(Left ha.nd page.) 

BtarC(fll ti~U.-llonday to Saturday, 7 a.m. 
8toppi11f U--llonday to Friday, 8 p.m. 

latarday, • p.m. 

But ~.-llonday to Saturday-
10 a.m. to lG-80 a.m. 
1·10 a.m. to I p.m. 

!Jtate Totalb~ 

I ~-~ 
worked. 

1!1 

~12l ~3 t tzi lao I 6 e l E '10 ·~ 1 
14ft 819 "-~ ·~ '~ ~ .; 7 :. 0 c c: = t::l ., ~ =~" 'ge.. 

! ! !t- G.l ... c Cl) 
"' R .!t'~Jil.!l!! 

~ i ~~ ~~~ : ll :I$ ~1;11 

f: 
f: 

(Right ha.nd page.) 

No.ofextru I Dednctlou for late 
lnclndlng attendance and 

.i t 
holldaya, abeence. 

~t ~~ t-1 Am:nt 
Am01111t Amonnt Amount Total ... of line for s .. J i of of special dedoM.loa 

-; "' ~ iii~ 0 .:1 overtime. line. pye line. for line. 

l, i ~jltt:<! 31 
eort!Dg. 

.Q 

j & ~ e-g 1 1 ~ 3 ! 0. ,o = "' 0 
~ Aj ... ::&1 e. llil tt:; I -,-r-- ---- I 

It .. ··I lh ••. It .. •· It .. •· II .. I'• . .. ,. . 

Non.-Tbe Tlme-keeper'a reglater abo..,.. above Ill for permanent aalarled hande. That for piece Ill th• 
aame wltb the eKceptloDS that the da,a eommence from the ltlth and end on the 16th lutead of the 2lat &Del 
2oth u Ia the above. 

Checking attendance.-Each branch or section will maintain separate 
attendance check sheets, which are sent to the time-keeper, and with whicb 
his attendance register is checked. 



110 

Attendance Check Sheet. 

------'branch/section attendance fo~·--------

Names. Ticket No. Morning. Day. Night. REHABKS. 

-

Factories A.ct.-The time-keeper is held responsible for bringing to the 
Manager's notice, the names of men, whose hours of work during the week 
approach the maximum allowed under the Factories Act, so that immediate 
action can be taken to ensure that the Act is not violated. He is also res
ponsible for seeing that men who work, or are to work on a Sunday, are 
compulsorily stood off work for a day previous, or subsequent to the Sunday 
on which work is to be done. 

He is also responsible that the various returns are submitted and necessary 
forms and registers appertaining to the Factories Act are properly maintained, 
and should, therefore, be thoroughly acquainted with the rules and regulations 
under the Act. 

Holiday book.-He is also responsible for the upkeep of the holiday book. 
The particulars of all men working on gazetted holidays must be carefully 
recorded by him. · 

Piece-workers' papers.-All. papers relating to the appointment, punish
ment and leave of piece-workers are filed with the time-keeper, and cases of 
absentees not submitting a report within 3 days are entered up in a book kept 
by him for the purpose, and submitted to the Assistant Manager for orders to 
issue the preliminary warning to submit a medical certificate, or rejoin forth
with. 

SANITARY AND MENIAL SECTION. 

87. Caretaker.-All questions pertaining to the upkeep of the several 
buildings, includi,ng repairs, fire protection, etc., are dealt with by the 
caretaker, under the direct orders of the Manager. He is also responsible for 
the proper care and cleanliness of the workrooms, and offices with their 
furniture, and of the healthiness of the premises and compound generally. 

Night watchmen.-The caretaker' is responsible for the duties of the night 
watchmen. He will set the tell-tale clocks daily, and bring to the notice of 
the Manager any dereliction of duty on the part of the night watchmen, as 
-disclosed by the clock record. 

Issue of stores to the sanitary and menial section.-He is responsible for the 
custody of materials issued to the sanitary and menial section, which he will 
-obtain from the general store-keeper on the proper indent form. 



otAPTER V 

PRESCRIBED ROUTINE . FOR DEALING . Willi WORK 
IN ITS VARIOUS·,STAGES .. 

II-COMPOSING BRANCH 

GENERAL 

The composing branch consists of the following sectio~ :~ 
Hand composing. Monotype correcting. · · 
Linotype operating. Type-store (distribution). 
Linotype correcting.. Standing-forme. · 
Monotype operating. Reading. 
Monotype casting. 

SS. Branch supervision.-In Calcutta the branch is in charge of an 
overseer, while in the other presses it is supervised by a foreman or the 
assistant manager. In Calcutta the overseer is assisted by a foreman. 

89. Overseer.-The overseer is entirely. responsible for the quality and 
quantity of the outturn of the composing branch. He shall see that the 
sections under him are kept fully employed, and in the event of there being 
insufficient work, should report immediately to the assistant manager, or 
manager. He is responsibJ.e for the ca~eful checking of all overtime 
requisitions, and for keeping overtime down to a minimum. He is responsible 
for seeing that an equitable distribution of work to compositors is made by 
the section-holders. 

Inspection of section-lwlMrs' books.-Overseers will weekly inspect the 
section-holders' . work distribution books (such as Copy Distribution, Time 
Work Distribution) of the sections under them, and submit an inspection 
report for manager's perusal and orders. . 

Receipt of work by overseers.-The head assistant, after the necessary 
entries have been made in the Receipt Registers, and in the Work Progtesl 
Register forwards the Work Dockets to the overseer of the branch con
cerned. Before the overseer makes over the work to the section-holder, 
he must examine it closely and instruct the section-holder as to setting up. 
Verbal orders should not be given regarding work, but written orders only 
should be given by the overseer, or foreman in charge, to the section-holder,. 
who will place such orders, etc., in the work dockets where they will remain 
until the work is despatched. The overseers are responsible that work 
is done in a creditable manner and that it is despatched to the time 
required. 

( Ill ) 
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Secret work.-Certain classes of confidential and secret jobs received 
for printing are composed, read, printed and despatched under special 
arrangements. Such jobs are handed over personally by the manager to the 
overseer or a senior officer, who is personally responsible for the production of 
the job throughout, and also for seeing that everything pertaining to it, 
such as manuscripts, proofs and composed type, is locked up in the confiden
tial racks. The destruction of all proofs (not to be retained for purposes of 
audit), and the breaking up of the type pages must be done under his 
personal supervision in the confidential room, immediately after the work is 
finally printed and computed, see also paras. 83 and 122. Whilst such work 
is in progress all the precautions necessary, regarding which he receives 
verbal directions from the manager, must be strictly observed, any deviation 
or slackness on his part being liable to be dealt with very severely. 

90. Time checkers.-All charges by pieceworkers for hour work must 
be checked with the proofs by the time checkers, whose duty is to see that 
the charges made for hour work do not exceed the value of the work on 
piece rates. If the compositors feel aggrieved at any deductions made 
on their hour charges by the time checkers, they may first refer the matter 
to the overseer, or assistant manager, and failing satisfaction, to the 
manager. 

91. Foreman.-The foreman is responsible for seeing that the orders 
of the overseer are carried out in the sections, and will make every practical 
arrangement to get the work through in the shortest possible time. He will 
also instruct the section-holders regarding their requirements of type and 
materials. He will also inspect the section-holders' books and see that they 
are being properly kept, initialling the same at the time of inspection. 

92. Section-holders.-Section-holders are expected to make themselves 
thoroughly acquainted with the rules of the office, disciplinary as well as 
technical. They must also be specially acquainted with the rules and require
ments of the reading section. They are particularly enjoined to distribute 
work to the compositors equitably and expeditiously, and to assist them in 
all technical matters in which their special experience and training will enable 
them to do so. 

Receipt of work by section-kolders.-:-The section-holder on receiving work 
from the overseer will enter details of the work in his Register of Work 
Receive .d. 

R~i&ter of Work Received. 

~ I lot 2nd \ 8rd 4th I I ! Remarks 
~ 1 proof. proof. proof. proof. 

a!--~-----1 No. of When When No. of : (whether 

• 0 ill When 1 . ~ a! . . \ copies given Dea· I type to be kep' 

~ 
1 tobe to priDt~. _ ....... T~ .. ~ 1~.,;1 'i! 'i! e ' printed. press. 

0 til t' i '5~ .:I 3 .. ~ .:I ~ . ~ I 
"" 
~~liB. til :A til ~ til ~ ! ~ .~ 1"" ao ao 

I I ---------:---------,--

I I 
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Prof!Te&B of work and a"ear list.-Each section-holder will keep a 
Progress Register showing . the work entrusted to . him for execution from 
day to day ; the day fixed for sending out the wo1·k, and the date it is actually 
despatched. At the end of the month an arrear list is made out from these 
progress registers, showing what jobs were not sent out in spite of their 
being due during the month. The foreman will present these arrear lists to 
the overseer who, after obtaining such explanation as the foreman or section
holder may have to give, will submit them for orders to the assistant manager, 
with any recommendations ·for · the disposal of particular work that he 
considers necessary. Special cases will be brought to the notice of the 
manager for orders. 

Section Progress of W orlc and .A"ear List. 

-s . I 'S! 1 
t~ ~:.sjl_; ... ~ .. :hi i. 

.l!l :Eo 

1 

Jl.eglster :If o. and Name of wadi. 
~a: 1 ~.d, &:1 1-g§ ~ .!,l!l ~ 

..,J 
~ ~ Department. .. • .s .9 ...l'l ~i 'lil .!i ..... .. IS. 1'1 &: ..... .. -- ------.-------- --

-

' l 
ThJa book .. to be aubmlttecl to aaslstaut maD&ger on the 2lul of every month with arrean brought forward. 

Disposal of authors' proofs.-Authors' proofs will be forW-arded with 
the printed copies to the officers or departments concerned, a note to this 
effect being made in the work docket. 

Burning confidential proofs.-Proofs and spoilt sheets of confidential 
w<;>rk (not to be retained for purposes of audit), as soon as done with, shall 
~ made over by the Pr~ss jamadar or Press or Machine foreman to the 

·.'Section-holder concerned and will be. burnt under his direct supervision 
after he has ascertained that the number of proofs is correct. See also 
paras. 83 and 122. ·. 

Disposal of reading proofs.-The reading proofs of all jobs will be 
kept by the section-holders concerned for a few months, after which they 
are to be sent to the waste-paper godown for destruction. 

Type kept standing.-The section-holders are responsible for intimat
ing to the standing forme-keeper the details of type, orders for which have 
been received to " keep standing." . The date, register number, name of 
work, eto., will be filled j.n in the Standing FortM Register and the same will 
be initialled by the section-holder when the formes are handed over to the 
standing forme-keeper (see para. lSI). 

Type distributed.-Section-holders are responsible for seeing that distribute 
orders for type to be distributed are issued promptly, so that the material 
is made readily available for other work. A receipt book will be main· 
tained for all formes sent for distribution. 

0 
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Receipt Boolr for Distribute Formes. 

Dste. Register No. Name of work. No. of No. of Pages. Section. Initial! of REMARKS. and Dept. Formes. Receiver. --
' 

-

Supply of standing matter.-Section-holders requiring standing matter 
from ihe standing forme-keeper will fill in a slip as below, and on receipt of 
the standing matter will return it, duly receipted, to the standing forme-
keeper. · · · · . . 

Standing matter supply Blip. 

Date---------
S~nding forme-keeper, 

Please supply type pages of register No. -. ----.. The name of the work is1---

Section-holder. 
Pages sent herewith. 

Ste.nding forme-keeper. Received. 

Section holder. 

Instructions received direct from a department:--.J£ the section-holder of 
any section receives at any time, from a department direct. a slip contain
ing any instructions regarding work, he must immediately communicate these 
instructions to the foreman, who will initial and date the slip. When the 
orders have peen carried out, the section-holder will again submit the slip 
to the foreman, who will again initial and date it, and the section-holder 
will file the slip in the Work Docket • 

.. No foreman ·or section-holder will retain any letter relating to· a work 
without having it first recorded. 

· 93. Closing monthly accounts.-Bill books of pieceworkers are closed 
on the evening of the 15th day of each month, excepting Delhi Press, which 
closes on the lOth. If the 15th or lOth fall on a Sunday or closed holiday, the 
accounts are closed on the evening of the last preceding working day. 

- 94. Complaints regarding accounts.-A pieceworker desiring to see 
his charge files, check book and bill book, should apply to the assistant manager. 
who will issueo an order on the computing section to make over these so that. 
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the men concerned may check them for themselves, in the presence of ihe 
Head Computor. . · 

HAND COMPOSING-HAND COMPOSING SECTIONS. 

. Hand compositon in the Calcutta and Delhi preasea are paid at piece rates 
and as such they are promoted according to the Rules for classifieatio:t of 
pieceworkers (para. 4:ii), while those in the Aligarh and Simla. presses are 
salaried hands. , ··· · · · · · · -

. 95. Serving out cow.-When serving out copy, the section-holder shall 
number it serially, and then enter io. his Distribtl.tion Register the register 
no., date, time, folio no. and compositor's name. He shall also instruct 
compositors with regard to setting up. In the ease of book-work a specimen 
page may be prepared for the guidance of the compositors, and in the case 
()f &llllua.l .reports the files should always. be l'eferred to. 

Dutributitm BegiBter. . 

.. tot 2nd Pnea ~~·~ 
i'· .. B.ea41D.g. ae.diDg. ae.diDg. . . J • 
A ..g 
"Z Da.teof 

" 'i 1 l 1 n:=. Jl.emarb. .. .. Name. II 'i 
~ i e c:i ~ ! i ~ ... e ~ • 1 Whlllll ar OoPJ•j ... " ~ J a. 8 .. 'Q a: 2 'Q 2 given. . 

,j -&. ~ ll I 
.,. Cl 'g j e I e ~ 

... '1 2! 
., 

,g .cl G .c .cl .cl 
~ 

... -~ .:1 II: ~ II: ~ ~ ltJ: II: II: I_ 

I If .. . .. 

NoT•.-There ahoulcl' be two dltr....,nt lJoolm-.one lot: fresh eompoei.Uoll and &IIOtbc for: time worlr, alter&Uoa 
ot &tanding matte or author'a ronectWoa. 

Compositors are not allowed to work jointly, either in original composi
tion or in alteration work, without special orders in writing from the assistant 
manager. Compositors should keep their copy clean, and before leaving 
()ffiee1 or as soon as a batch of copy is composed, should make it over to the 
section-holder, otherwise he is liable to disciplinary action. In the evem: of a 
copy being lost, the section-holder should immediately report such loss to the 
overseer, or he will be held equally responsible with the man at fa•Jlt. No 
excuse will be accepted for the loss of copy or proofs, and the partie' to blame 
in this respect will pay all expenses that may be incurred. 

96. Serving out time work.-When distributing time work, the section
holder shall enter in the Ti~ Work Distributioft Register the press register no .• 
department, date and time of issue, folio no. and compositor's name • 
.and, on completion of the work, the date and time finished. He will also 
check the entries with those in the Compositor'• Ti~M Memo. (see para. lSI), 
affix his initials and date, and forward the time memos. together with the 
authors' proofs, etc., to the time checker, so that the latter can check the 
time charges. 

o2 
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97. Equal distribution of work.-When distributing work to com
positors the section-holder shall, as far as possible, give each compositor the 
same amount of fresh composition work, i.e., equal " takes," and also a fair 
share of the authors' proofs which come in, except those debarred from hour 
work for some special reasons. The section-holder shall put up a written 
report to the assistant manager when men refuse copy, or decline to correct 
authors' proofs. 

98. Use of rough records forbidden.-The practice of dis:ributing work 
by entering on slips of paper, both in regard to fresh composition as well 
as time work, is absolutely forbidden. The section-holder shall, at the time 
of distributing work to the compositors, enter it at once in the respective 
distribution books. Any section-holder who disobeys this rule, will be severely 
punished. · 

99. Uniformity of style.-When any work, owing to its size, has to be 
distn1mted over several sections, it will be the duty of the section-holder to 
whom the work primarily belongs to communicate proper instructions to the 
other section-holders as to style and the requirements of the author. Any 
section-holder having work set up without informing himself as to style, etc., 
will have to rectify defects at his own cost. The time-checker will allow no 
time for rectifying such defects. It is the duty of section-holders to 
acquaint themselves with the Special Instructions for Bookwork (para. 205). 

100. Care of unfinished cop:v.-Compositors will, before leaving office, 
place their unfinished copy in the box provided for the purpose under the 
custody of the section-holder. 

101. Type cases.-Compositors requiring filled cases should obtain a 
requisition slip from the section-holder, and present it to the store-keeper, who 
will arrange to supply the cases . 

.RequiBition fM Type Ca&es. 

casea for I 
Section 

palrB PJeaae supply 

Dept. urgent work, 

~.>L ... s--~~--··L} 

Sectlon~o---

Please suyply 

Date---- . Received the above caaea at 

palrB eases for 

, the prooifa are wanted at 
popea 

Section-holder. 

Dept. 

---Store-keeper. I 
Bequlsitlou recelved by me at 

Sectlou-bolder. 

Section-bolder. 

102. P)'ed cases.-Compositors must see that cases are free from pye, 
and have clean quadrat and space boxes. When cases are found to contain 

Time----
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pye, the fact should be reported to the store-keeper. Compositors and dis
tributors taking over cases from each other must satisfy themselves that the 
cases are free from pye. Any man working at a case found to contain pye will 
clear such case at his own expense. All cases in general use in a section 
must be frequently inspected by the section-holder, and the whole section 
will be held responsible for any pye ·found in such cases, unless the guilty 
person, or persons can be traced. When a heading case is taken out of a 
rack, the compositor should replace it neatly in the proper rack immediately 
he has no further use for it. 

103. Shortage of types and materials.-It is the duty of the section
holders to see that men are not kept idle for want of material. If there is 
a deficiency in the quantity of material available, the ~tore-keeper should 
immediately report to the section-holder, who shall arrange to distribute other 
work to the compositor until such time as the material required is available. 
The deficiency is at once to be reported to the overseer, who should, if furtl.fr 
orders are required, refer to the assistant manager. 

104. Distribution of matter.-To prevent a scarcity of material, the fore
men and section-holders will see that there is no delay in the distribution 
of matter, after it has been worked off at press. "Standing matter," such 
as column heads of index to proceedings, signature and designation lines of 
current letters, etc., must be so marked on the file by the section-holders 
and be made over to them by the distributors. The material used for 
work in progress should be made over to the section that is doing the work, 
until it is finished, when the material should be returned to the general store. 

1' 5. Papered-up type.-Papered-up pages of type must not on any account 
be allowed to lie about the office. When the standing-forme keeper issues 
any from his charge, the section-holder must take them over immediately, 
and see that the paper is at once removed ; when no longer required the 
section-holder will have them papered-up again, and return them to the 
standing-forme keeper without any delay. The latter will see them properly 
stacked. If any papered-up pages are found lying about the office, the 
section-holder concerned will be held responsible and dealt with ; the same 
will apply to the standing-forme keeper, should any pages be found lying 
about in his room. 

106. Sorts.-Sorts must not be taken from cases without the permission 
of those who are working at them, but compositors should permit others to 
take sorts which they may have in abundance. Compositors must not take 
sorts from cases in use by distributors; they must apply to the case-room 
type supplier. 

107. Turning for scarce sorts.-Letters temporarily substituted for others 
which are not procurable at the time of composition must not be turned face 
downwards, but the " nicks " should merely be invert('d. 

1~8. Plcking scarce sorts.-Recourse to this practict is prohibited. The 
section-holder must be informed of any shortage, so that he may arrange for 
the supply of the sorts required. 
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109. Pye.~Hand compositors will be held individually responsible for 
aLy type, etc., found on the ground in the immediate vicinity of their frames. 
To defray the expense of clearing pye, f per cent. of the earnings from 
compositors and ! per cent. from mono correctors and distributors will be 
deducted. - Lino section is exempted, The pye sorting account is ad
justed annually, but no increase in the percentage o£ deduction will be made, 
except after consultation with the Controller of Printing and Stationery, 
India. Any man detected in secreting or wrongfully disposing of pye, will be 
fined or dismissed. 

110. Leaving pye on the imposing-slab.~No type, leads, quotations, 
etc., should be left on the imposing-slab after a forme has been locked up. 

111. Careless composing work.-Coinpositors are liable to ·a fine of one 
pie for every mark on their proofs not corrected. As much trouble is caused 
l1y compositors introducing mistakes into matter by carrying out corrections 
in wrong places, warning is given that such carelessness will render the com
positor liable to a reduction in class ; in serious cases, even to the lowest class 
of compositors. The attention of compositors is particularly directed to the 
necessity for equal spacing, as they will be called upon to rectify unequal 
spacing or imperfect justification at their own cost. First proof readers will 
bring to notice those compositors whose matter is incorrectly composed, 
badly spaced or imperfectly justified, so that the defect may be remedied 
by the mail at fault. 

112. Excessive blanking out.-Matter that has to be re-made up through 
the fault of a compositor will be re-made up at his cost. A proof of all pre
liminary matter, after being read, together with the first sheet of the text, 
must, in the case of every new work, be submitted to the assistant manager for 
approval. 

113. Unnecessary corrections in proofs.-A compositor finding corrections 
marked in one proof and altered in a subsequent one should bring the 
matter to the notice of the section-holder, with a view to the loss of time 
being made good by the reader_ at fault .. 

A compositor who sets up matter is generally expected to execute three corrections 
and a revision without any other charge than the cast-up valb.e. Proofs of absentees 
are corrected on time. The time occupied in correcting absentee's proof will be noted 
on the proof by the section-holder and the amount deducted from the price of the 
mo.tter and credited to the corrector. 

114. Forwarding proofs to be read.-Section-holders must in every case 
send to the reading section, first proofs along with the second proofs, second 
proofs ~:~.long with third proofs, and so on. 

115. Proofs.-Proofs must be clearly pulled; before they are sent out, 
t.he matter must be read twice, or thrice if necessary, and be carefully 
revised. Where the number of copies to be printed is not stated in the 
requisition, inquiry should be made when forwarding the first proof. The 
-copy should be sent out with the proof; if it be returned it should be forward
ed to author when the work is completed. 
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116. Correcting proofs on time.___;The section-holder should write the 
corrector's name on every proof, and note the time when it was given to be 
COtTected and when it was returned corrected. . .Aa a rule, he must not allow 
any charge for alteration&, other than those made after the proof has been 
sent out; an exception being made in the case of broken matter, which 
must be clearly marked, and vouched for by the section-holder. The follow
ing classes of proofs corrected by compositor are paid for on time :-

(1) P~oofs of author's corrections whether on fresh or standing matter 
. I 

(2) Final press reading or print order of fresh matter. . , 
(~) Care~ reading of standing matter done after the author's oorrectio:us. 
(4) Press reading of standing matter done after the author's corrections. 
(5) Revision of standing matter done after the author's corrections. 
(6) Print order of .standing matter done after the· author's correction&. 
(7) Clean sheet of standing matter done after the author's corrections. 

NOTK.-When carrying out correctio1111 on final reviael and.clean sheets. compoeitorw oa 
olBSI 10 and higher are allowed to charge at their reepeotive clue ntea, while those on lower 
elueee are paid at the ratea laid down ill para. 280 of Chapter VL · : 

ll7. Q11eriea iD proofs.-Despatch of proofs for a special pu:ri>ose, such aa 
to decide a query, should be accompanied by a letter or note signed by the 
manager. or assistant manager, 13tating the reason for submission of the 
prooL 

118. Forme--proob.-When the final proof of a job is about to be sub
mitted to the author, the matter should be made up into pages, imposed 
and locked iJi formes, so that forme-proofs "can be submitted. · 

. 119. Instructions aa to size ol pages.-The section-holder, after arrang· 
ing the galley proofs in order and numbering them, will instruct the make-up 
man as to the length the pages are to be made up, and also give any other 
special instructions which may be necessary. · 

120.· Makirig up ·pages.-The make:up man will then make up the matter 
in its proper order into pages, being specially careful that each page is gauged 
to the same length by using the gauge& supplied. · He will also pay 
particular attention to the spacing between headings and paragraphs, so that 
the spacing will be uniform right through the job. He should Ufle clumps 
after the folio lines and at the bottom of each page. Whenever two or more 
leads are required in spacing, clumps should be used. Making up includea 
composing head, folio, signature and white lines, inserting margina~ and foot 
notes and tying up page ready for imposition and pulling proofs. 

121. Conftdential current work.-Covers marked · " confidential " are 
opened only by the manager, and in his absence by the assistant mana~er. 
Composition.-After receiving the necessary instructions, the foreman or the 
section-holder of the confidential section to whom the work is entrusted shall 
arrange for putting it in type under the direct supervision of one of the over-
seers, (in Simla and Delhi the foreman or section-holder), who will see that 
only one proof is pulled, if more a.re not specially asked for. Er.amination 
and despatch of prooj1.-When ihe work has been ff>ad and revised by the 
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reader of confidential work, and made ready for despatch, it will be des
patched within double covers-the inner being addressed to the author and 
marked "confidential," and the outer being addressed to the department, 
but not marked with the word " confidential ". Each cover must be 
securely sealed. While the proof is out, the galleys shall be locked up in 
the confidential rack or almirah.' The. revised proof, if required, shall be 
treated as· above. When a second proof is not required by the author, the 
matter shall be imposed in the confidential section, and read for press by 
the reader of confidential work. After examination the proof shall be 
returned to the section-holder, to be corrected and made over to the press 
jemadar, or pre3s and machine foreman, with the necessary . instructions. 
Press work.-The paper issuer shall issue the exact quantity of paper for the 
copies ordered. Any spoiled sheets shall be made over to the confidential 
section-holder, and the press jemadar, or press and machine foreman shall 
obtain the necessary paper from the paper issuer in lieu of the sheets spoiled. 
When the work is printed off, the press jemadar, or press and machine foreman 
shall make over the printed sheets to the confidential section-holder, who will 
arrange for a duftry to work in the section ; the formes shall be washed, and 
then made over to the distributor in the confidential ~ectiori for distribution. 
If the matter is to be kept standing, the formes shall be made over to the 
section-holder, who shall lock them up in the confidential rack until tlle 
order is given for more copies and for the type to be distributed. Distri
bution.-The confidential section-holder shall arrange for the immediate 
distribution of the matter in his presence. Warehouse work.-The duftry 
engaged shall see the sheets dried, pressed, folded and stitched. The section
holder shall see the copies carefully counted, packed and sealed, the voucher 
mad·~ out and the parcel despatched, reporting the same to the assistant 
manager .. The author's proof shall be put up in the bundle with the 
printed copies, a note to this effect being made in the voucher. 

During the above operations, the confidential section-holder shall from 
time to time see that the work is progressing in a satisfactory manner. · 

122. Charge fileJ of confidential and secret work.-The charge file of 
confidential and secret work shall be made over by the section-holder to 
the head computor, who will have the work charged, and then return the 
proof to the section-holder, to be disposed of as laid down in paras. 84 and 
87 provided that the proofs cannot be retained for administrative reasons 
until the audit is completed. : ·. 

123. (lonfi~sntial book work.-The same course shall be observed for confi
dential book work as is laid down for confidential current work. When the 
sheets are printed off, they shall be carefully counted by the press jemadar, 
or press and machine foreman, and sent in a locked box to the jemadar 
binder, or biudcry foreman who after verification shall see them carefully 
secured. When the work is finished, the jemadar binder, Qr bindery foreman 
shall give the sheets out to be bound, and if any are spoiled, he will despatch 
them with tho bound copies, the section-holder making a note to this effect 
in the voucher. · Confidential books should be despatched either in sealed 
parcels or in securely closed boxes. During the progress of confidential work 
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through the press, printed off portions shall not be sent out without official 
instructions from the department concerned, or despatched without an official 
letter and a voucher· from the press. Book covers should be kept in the 
bindery as samples_ for covers of future volumes. . 
· 1£4. Press order proofs.-Press order proofs should be corrected and le 
revised by a reader before they are made over to the press jemadar, or press 
and machine foreman. Section-holders will write on press order proofs the 
press register no., the initials of the department, the number of copies, the 
description of paper, the date sent to press and to whom the forme is to be 
made over after it has been printed off, and their own initials. 

125. Formes to be revised before being sent for printing.-Press order 
proofs will be ·pulled in triplicate, and one must be revised to !lee that all 
corrections have been properly carried out, before the formes are sent down to 
the machine or press-room for printing. Section-holders will pay close 
attention to see that pages have been properly made up, and that the 
formes are locked securely and true. Those guilty ·of a. breach of this rule 
will ];lave to bear all expenses incurred. . . . . 

126. Additional copies.-Orders for additional copies after the .first order 
is printed off, or for copies for other departments, or for ~opies of separate 
portions of a work, must be registered anew. 

127. Office -file copies.-Four. oopies of book work, ancl' two· copies of 
all other work, should be printed for office files, unless otherwise ordered. 
No file copies of confidential work should be printed unless specially ordered. 

128. Binding file copies.-When a work is finished, section-holders will 
make over a complete binding file to the bindery, with the details of bind-
ing entered in the binding order. · 

Binding Ord~r. 
(P.t.a. l) ·- ·· --· (P.t.o• I) 

Prlllttns omoe Register :No. -- IIIIHO/JI~. 

JrameofWork 

!fo. of Slgnatuftl 
Date. DeacrlptJoa. QWUltJty. oopie.. of Iaauo 

s Clerk. 

Jrumber of aheeta per oop:r - ·---
Jrumber of cop!• :- -

To be bound In 

(P.t.o• '·) 
To be lnterle.ved . . . Tlupatcll • 
To be atorecllll aheeta . . Beclater No. -- To be 4•patchecllll looae abeeta • 

7o b Date. No. of To whom aent. hnu& oopl•. 
To 

Total . 
DMecl aa . 
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129. Unfinished work.-:;-At the beginning of every month, the sectio~
holder will receive from the head assistant, through the foreman, the parti
culars of work which has been kept standing for more than a month, for 
check before submission to the manager, for despatch to the Controller of 
Printing and Stationery, India, so that endeavours may be made to obtain 
the print order. (See page 53.) 

130. Overtime Requisitions.-A section-holder requiring his men to work 
overtime should make out an Overtime Requisition. He will intimate 
to the men by name that they are required, after the _requisition has been 
countersigned by the assistant manager. The overtime requisitions must 
be very carefully filled in, and they should be submitted so that they can 
reach the assistant manager not later than 4-30 P.M. each day. 

(FRONT,) 

Overtime Requisition-(Jase Room. 
. . 

On the reveille the Tleket Nos. of the workers in each section are printed and those not required for overtime 
. attendance should be struck off. · 

Mom\fl!l 
llequisit1on for -- fiiUtulaf&Cf JOr-------19 •. 

Night 

No. of salaried 
Name of Section. Name of the Supervisor required men required No. of piece For what work 

to attend overtime. as shown below hands. (full details). 
(in words). 

-

I 

Ticket Nos. 

nuftrtes. I F~~~-:; ~r lcr:.,;~ 
Pressmen. • 

Permanent Salaried Hands. 

Temporary Salaried Hands. 
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(REV:USB.) 

Ticket N umbel'B of Compositol'B. -Section Section Sectlou Section Section Section Sectlou lm~ 
1. II. .. "' 6. 6. '· IIi tom. --- -

I 
8ed.to~~-lwl4tir. Overseer. .Aastt.. Kauage.-. 

131. Hour Work.-Author's corrections and altering standing matter, etc.. 
are done on time (see para. 116). Small quantities of matter cancelled in 
author's proofs are distributed on time by those who correct the proofs. Proofs 
of large quantities of cancelled matter are pulled and made over by the section
holders for distribution in the usual manner. After correcting a job, the 
compositors make their time memos. and enter therein the titles of work, the 
folios or signatures, compositors' names, no. of pages corrected and the time 
occupied. The section-holder, who will be held primarily responsible that 
the proper amount· of work is done for the time charged, on receipt of the 
time memos. from the compositors makes the necessary entries in his Tima 
. Work. Distribution Register and passes _them on to. the correction checker for 
checking the time charged.. The time memos. are then submitted by the 
checker along with the proofs to the overseer, ot the asilistant manager 
who initials the memos. in token of his having passed the charges. The time 
memos. are made over to the computo:r who fills in the amount each man is 
entitled to, according to his cla.ss, and credits the same to his account in the 
Compositor,' Bill Book. At least 10 per cent. of the compositors' time 
memos. will be daily gone over by the overseer to verify the checker's work. 

· , - Compo11i.tor'11 time memo. 

Jl.<>g. No. 
TDlll 1'6UK. 

Folio .. ~I Date. and Depart. Nama of Workmaa. 
~:d. Finished. 

or ClasL howa Jl.&lie. A..mouat. 
ment. Sigs, allowed. 

- ------

I lt ' I 
NoTa.- A time mrmo. olmllar to abov~. printed on coloured paper, Ia uaecl for author'a wnec:tlou.CII..,. 

Each man wiU have a time memo. for oocb day. 

132. Charge 6les.-After the matter has been read, corrected and made 
up, a proof is pulled, on which the section-hold~t writes the compositor's 
name and the date of composition at the beginning of each '"take," and 
makes it over to the computor for computation. .Matter standing in galleys 
may also be charged, and men who were employed upon it paid, if the 
foreman certifies that the galley proof will be sent out to the author. 
Charge files are to be sent to the computing section in batches daily &ad no& 
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kept until the end of the montt!. The head computor has instructions to 
bring to the notice of the manager, section-holders who do not comply with 
thla instruction. · 

133. Details on charge files.-All charge files submitted by the several 
sections must show the printing office register number, and number of pages, 
aa well as the despatch voucher number and the name of the make-up man 
in the case of composing files, and bear the initials of the section-holder 
concerned. 

134. Receipts for charge files.-The files of each section should be serially 
numbered and receipted for by the computing section in a book showing the 
register number of each, its despatch voucher number if a composing file, 
and the number of pages it contains, all entered up serially and the entries 
vouched for by the foreman concerned. 

Receipt book for charge file& of-----.Section. 

Reg. I Des· No. Initial of 
Date. Serial No. and Description of I patch of Section- Initial of Initial of 

REli!RKS. ·Yo. . Dept. work. Voucher 
p~ges. bolder. Foreman • Computor. 

No. 

. 
I 
I I --

135. Suspense register.-Each section will be provided with a ''Sus
pense Register " wherein will be entered all unfinished work not despatched 
at the time the monthly bill books are closed. The entries in this register will 
be made by the section-holder, who will be responsible for their correctness. 
When the time for closing the bill books arrives, this register will go 
through the foreman and overseer to the manager, who will pass them for 
payment. 

Suspense Register of-----'..o.ection. 

"" I ~ ~ "Cog ... .; ~ .. .. ti .. = :; .. .. ~ " 
., .., 

"' 0 
~ .:l . ..; ~~~ ~ ill ~ "" ':.1 

~a! !' ""'" .. .. e A 0 ~ "" "" <. )!! 0 
e ""~ "' = ~~~ -~ 0 .; 

~ = ... .., 
" ':; """' t"5 " o.., ':; '"o ... e. Be:ll .. ... 

:; :;ec "§ - =~ SG.lfa ~~ ; ~ 
! "lil ,; Q 0. g.s ~ "" Q ., a!' A e- 0 ~ ... 'E)!! "' .;:>-

~ .. .... .. .. 
"' A ~ ii!i :z; ~ 0 0 ... :z; 

--- ------ -

I ' I 
136. Acting allowance.-A compositor officiating for a section-holder is 

paid the minimum pay of the grade of section-holders. 
137. lCultiplication of pages to sa\"e press work.-In long numbers, overseers 

and foremen will be held responsible that the pages of a job are so multiplied 
J:>;y s~ereo typing, etc., as to turn out the work as cheaply as possible. 
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mPosmoN. 
138. lmpositors.-The impositors are pieceworkers in Calcutta and Delhi, 

and as such their promotion is regulated by _the Rula for Classi.fiootion o} 
Piece!-Dorkers (para. 43). In Simla where 4 men are employed, they are 
salaned hands. · 

139. Arrangement of pages.-In imposing the several portions of a work 
it should be arranged in the following order :

(a) Half title. · 
(b) Frontispiece. 
(c) Title. 
(d) Imprint. . • 
(e) Advertisement. 
(/) Dedication. . 
(g) Preface, with folios in Roman lower-case numerals of the same type aa that 

used for the folios of the text, in the middle of the line if the work has 
no rulllling heads; otherwise, with the heading PREFACE on each page.-

(h) Contents, with the rulllling head CONTENTS, if rulllling heads be used in 
the text ; otherwise, with a. (olio in Roman lower-case numerals o( the 
same type as that used for the folios of the text, in the middle of the 
line. 

( &) List of illustratioD& 
U> Introduction. 
(l:) Errata. 
(l) Text, or body of the work.· The first page should bear a. heading or short 

title, con~ merely_~he. name p(thp work. 
- · (m) Appendices. · 

(n) Index. 

140. Impositor responsible lor margins.-The impositor who imposes 
the forme to be sent to press is responsible that the furniture placed round the 
page3 is the correct width, so that the margins at the top and bottom and 
sides of the pages will be even when the sheet is folded and trimmed, and any 
time lost by the machineman or pressman in obtaining proper register, owing 
to defective work by the impositor, will be made good by him. 

14L lmpositor responsible for checking length of page.-At the time of 
imposing the forme, the impositor should carefully check the length of the 
pages with the gauges provided, to see that they have been correctly made 
up by the make-up man. 

142. Duties of forme-carriers.-After the formes have been properly 
locked up, the forme-carriers will carry them to the forme-proof presa for 
pulling proofs and then place them in the forme-racks. They will also carry 
the formes from the forme-racks to the imposing surfaces whenever required 
for correction, and after correction the formes will be taken either to the forme
racks or to the machine room for printing, as the case may be. If any type 
drops from the forme when the forme-carriers are moving it, they must at once 
report the fact to the section-holder, who will have the forme placed on stone, 
the type correctly replaced, and any defects in composing or locking rectified. 

143. Brushing galle)'& and formes.-After a proof has been pulled 
from the galley or forme, the galley or forme-proof pressman must thoroughly 
brush the type over to remove all ink. The galley or forme will then be 
pluced in the galley or forme-rack, as the case may be, and have the rack-
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number noted on the corner of the proof. Those responsible for a breach of 
this rule will be fined. 

144. Responsibility for bad spacing.-In all instances where the forme 
does not lift readily, the spacing must be examined by the section-holder, 
or the assistant section-holder, and if the dropping of letters is found to 
be due to careless spacing, or justification, the compositor should be 
punished. 

145. Charge files.-The details on the impositor's charge files are written 
up by the section-holder. He should enter the name of the impositor, register 
no., number of formes, etc., and initial them. The charge files are then sent 
by the impositor in the receipt books to the computing section. 

MACHINE COMPOSING-LINOTYPE OPERATING SECTION. 
146. Section-holder.-Immediate1y on receipt of work from the overseer, 

the section-holder shall enter up in his Register of Work Received (see 
para. !12) all the details called for by that egister. Proofs when returned to 
press will also be entered in the register before issue to the•operators for the 
purpose of carrying out the author's corrections. The section-holder must 
see that the work is got out at the earliest possible hour and will be held 
responsible for any delay. 

The section-holder before giving copy to an operator should mark style, 
type, indentation and issue all the instructions to the operator necessary to 
ensure uniformity and correctness in setting. Such instructions will not be 
given by readers, who will definitely refuse any information should the opera
tors consult them. If the section-holder is in doubt he should consult the 
overseer, or assistant manager. · 

147. Serving out copy.-When serving out copy to the operators the 
section-holder will number it serially, and enter in his Copy Distribution Book 
the register no., date, time, folio nos. and opera~or's name. The date and 
time the composition is finished and reading pl'Oof corrections, etc., carried 
out, will also be entered. The date the work is sent for approval, or printing 
will be entered in the Registe·r of Work Received. 

Copy Distribution Book. 

1st Reading. 2nd or Presa 
Reading. Revision. 

Correeted 
by 

Press. 
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148. Equal distribution of work.-The section-holder should not favour 
any operator by issuing to him any undue amount of profitable work. 

The section-holder is to arrange that extraneous matter is set by 
learners on every possible occasion. When no such men are on the machines, 
junior operators are to be given this class of work, with the exception 
of only (i) rush work and (ii) very difficult work. Operators will be allowed 
to compose dash lines, folios, side notes, foot-notes, and any other matter that 
actually appears in the manuscript they are working on, but repeat lines, 
blank slugs, running folios and similar matter has to be specially arranged 
for by the section-holder, and he should issue such orders when distributing 
work as will ensure that the operator composes no such matter or lines. 

149. Charge files.-After a matter has been set on the Linotype, two 
proofs are pulled, one of which goes to the Reading section for 1st reading 
correction, and the other, duly signed by the section-holder, is attached to the 
Lino operator's daily docket which becomes the charge file. The computl>r 
will be provided with legible proofs for the purpose of charging up, and 
will immediately report to the assistant manager, or manager, if wrong or 
doubtful proofs are submitted to him. He should also report if the daily 
dockets and charge files are not sent to him every day. The section-holder 
will be held responsible if this instruction is disobeyed. 

150. Operat~rs' D~ily Docket.-Each operator will fill in and submit 
daily, a docket detailing the work done during the hours attended each day. 
The section-holder will despatch these dockets to the computing section 
after he has carefully checked them, together with the proofs and the 
Stoppage Report, if necessary. 

Linotype Operator's Daily Docket. 

Name------ MIICAi"" No.------ DaU----

![t\t 111\H\~ l 
Pit~"' '"'liZ; ;z; "'if;! 
--~-~-~--,--, 

t I i 
l I 

1st 
reading 
proofs. 

Tti!B OOO~PIED. 

-----

2nd 
reading 
proof&. 

: I 
I i I l'reB8 I 
1 Authors. I Stoppsgee.l proofs. i 

I I I i 
-----1 

I 
I 

' 

BKI!Al!KS. 

I I 

------~--~~------~--------------~-----
NoTE.-A pmof of all matter for which a charge is made must be attached to the Daily 

Docket. Any st.oppage time or hour work must be authP.nticated by attaching the 
Hour Work or Stoppage Report (see para. 153) to the Daily Docket. 

151. Operator's corrections.-Operator's corrections will ordinarily be 
done by the man who originally composed the matter. In the case of 
absentees, if the corrections are done by another man a proof of the correc
tion.s will be submitted to the section-holder by the operator who does the 
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corrections. The section-holder will verify the proof and then send it to the 
computor for computation of outturn stating that " Corrections done by 
· ..............•.•••.••• • in lieu of ... ...........• -..... ''. The number of 
ens on account of corrections will be credited as fresh matter to the man who 
~d the corrections and debited against the original composer, who will be 
credited with the total composed ens of the first proof, less the corrections. 
. If corrections are not carried out and the proofs or printed copies are sent out un-
corrected or improperly corrected, it will be necessary to take action against the man 
responsible, as failure to carry out corrections constitutes fraud. 

152. Stoppages.-Stoppages must be immediately reported to the overseer 
through the mechanic on the Stoppage R~port, and if such are caused 
through mishaps beyond the· control of the operator, he may, under the 
special orders of the overseer, be allowed to enter the time taken to rectify 
the stoppage in the Daily Docket. 

Operators are not allowed to work during stoppages or leave intervals of 
. any kind. · This again is a matter for which the section-holder will be held 
personally responsible, together with any operator who may infringe this rule. 
Stoppages on account of-

(a) No work • • will be signed by A.M. 
(b) Machine cleaning • } 
(c) Defective Machine • • by mechanic, section-holder 

• and overseer. (d) Failure of current 
(e) Friday prayers • • J b h ld · 
(f) Works Committee Meetings : y section- o er. 
(g) Early leave on outdoor pass • • • by overseer. 
(h) Machine stoppages (due to operator) • , to be specially reported. 

When signing stoppages in verification of the mechanic's time, the section
holder should ensure that only the actual time is entered up. In the event of 
operator's carelessness causing a mechanical defect, the section-h~lder .. will 
report circumstances to the overseer or assistant manager before time not 
chargeable" is entered up. Heavy repairs to machines should, whenever 
possible, be attended to during meal intervals or on closed days. 

153. Hour Work.-All hour work will be checked strictly on the basis of 
the amount of work entailed. Hour work of all descriptions must be entered 
by the section-holder in the Daily Docket for each operator separately, and 
the operator should note the entries made therein, as he will be held jointly 
responsible with the section-holder for the correctness of aU entries. The 
'' time start-ed " on this class of work will be entered when the work is 
commen~d and the" time finished" when the operator submits the proof of 
the composed matter to the section-holder. 

Press orders will ordinarily be given 10 Ininutes only, but it is obvious that this may 
not cover all classes of press orders, and consequently it is open to the section-holder to 
use his discretion in allowing additional time for the particular class of time work. The 
section-holder must bear in Inind, that all time work must be given the Ininimum allow
ance consistent with incurring no hardship to operators, and it must be definitely un~e~
stood that the reason for this is to avoid undue inflation of time work totals, as It IS 
evident that if time work is allowed to increase, fresh hours are proportionately reduced, 
and the opportunity is provided for work to be done dur ng time work pe?ods that 
should be done during fresh work periods. It is essential that the sectiOn-holder 
•trictly observes this rule. 



· Time will be allowed for liner &:nd maga.zi_ne changing in exceptional caaes, but thi&
should not be necessary very often If the sect1on-holder exerciaes discretion in the distri
bution of work. He~ however, mus~ ~ot interpret this to mean that work must be giveuo 
to any one OJ?Brator .Ill undue qua.nt1t1es, as equa.l distribution of work is of primary im
port&~. Time will not be allowed for magazine or line changing connected wiih 
maga.z1nes that are on the ma.chines, or linel'B that are in the existing moulds 00o 

the ma.chines. 
~n connection with the entries of time work it must be clearly understood that the-

Dally DoclteJ (para. 150) forms the b&sis of aU computations and it is necessary for every· 
one concerned. in entering up these records, to exercise the greatest care and accuracy. 
It should be understood that. apa.rt from reported time, the matter set has to be
charged proportionately to the operator's usua.l speed for the cl&ss of work in question. 

Any disputes regarding the time allowed should be referred to the overseer, &B!ist&nt. 
manager or manager for final decision. . . · 

H~r Work or Stoppage Reporl. 

D.1.te------ NamLe---------------

CB&IIGBAJILII. l 
Nor 

t • OR&IIGB
AJILB.· · 

I "" I " ,g ~.: J j 1" , ~ ! ~~ r~u. 
~ i! I -8 . "' E ,. !:, i 

!> I _; ':lgl: I'! ._ !B 

BOIII'II 
attended 

(to be 
ftlled ID lL•IIUitB

by 
Tim& 

Keeper). 
1 "' , Iii .£! a ~ b :<:; 
e ol.e Cil 'II :; "" a h 
~ __!_~ _.::_....,e__!:'___- ----~ -- ----1------
B.Itl. B.][. B.ltl. H.ltl. B.ltl. B.ltl.IR.Itl. B.ltl. B.ltl. B.ltl. H.ltl. B.)(. Roan. 

CAB.B AND CONDmON OJ' JU.CIDNES •. 

Linotype operatol'B are held personally responsible for the condition of their machines
They are liable to pay the cost of repa.il'B, or for any damage done to the ma.chine or mate·· 
rials under their charge, which may be found to be due to carelessness or wrongful use
Full allowances will be made for fair wear and tear. 

Before starting work in the morning, Linotype operatol'B will carefully examine 
their machines and see that all pa.rts are properly cleaned and adjUBted. The plunger· 
will be thoroughly brushed and cleaned and the well of the metal pot scraped. before 
commencing work. The plunger must be removed from the well at the end of each 
day's work. Machines are to be kept thoroughly cleaned so that no dirt or foreig~ 
substance is allowed to get into the working pa.rts. The lubricatol'B fitted to the 
machine will be filled with oil every morning. In other working pa.rts oil is to be very 
spa.ringly used, and any running oil should be carefully wiped off. No oil whatever wilt 
be used on the outer surfaces of the cams, gear wheels or those parts of the machine 
with which the matrices come into contact, lliz., star wheel, assembly box, delivery 
channel, first and second elevators, face of mould and distributor. All theee parts mUBl. 
be kept scrupulously clean and dry. The oper&tol'B will see that all spacebanda are 
polished every morning with plumbago. on the board made for this purpose, and dirt or 
metal carefully removed. Emery or sand paper mUilt not be used. 

The space banda must no~ be reversed in the machine. The IIDlall slide or top must be
at the right hand aide. 
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Magazines and matrices will be cleaned periodically under instructions of the mechanic, 
· who will be held responsible for seeing this work done. All matrices will be removed from 
·"the magazine, washed in petrol and rubbed on the polishing pad provided for the purpose. 
-'The guides of the magazines will be thoroughly brushed out with petrol to remove all 
ioreign substances. When cleaning the magazines care must be taken not to damage the 
.escapement pawl springs and links. 

Linotype operators must see that all matrices are distributed into their proper maga• 
.zines before changing from one to another.· 

When parts become damaged or any breakages occur, they must be immediately report· 
-ed to the assistant manager, and if such are caused through carelessness on the part of 
the operator he will be liable for the repairs or replacement, and will not be allowed any 
·stoppage time. · 

All broken and damaged matrices and spacebands will be made over to the section
holder, who will immediately report to the assistant manager, and if caused through 
:the negligence of the operator, he will pay for new ones. 

Operators will be fined for not reporting breakages, losses, etc., as they occur. 
Operators found hiding or doing away with broken or damaged matrices, spacebands1 

oetc., will be liable to immediate dismissal. 

LINOTYPE CORRECTING SECTION. 

154 .. Changing slugs and making up.-The changing of slugs and making 
'Up of matter set on the machines will be carried out by a corrector, or by a 
.compositor on time work, who will enter the details in the Lirw Compositor's 
.Daily Time Memo. 

NMD fiUJtter 
Standing fiUJtter Lino Compositor's Daily Time Memo. 

. Nam.&----------------

. I INSERTION OJ' LINES AND MAKING I ...; I 
-. UP OPE_R,.IOOR'S WORK. .-TIHE, • ~ , 

~ !----------,-------- F~~OS f ~ S I 

!il ~ ·First readlntr, Fresh composition, ..:i Signa· - :S {! ~ 
~ :_;" ~ .. -- 2nd reading and arranging, making I:! -~ tures. 5 '0 ~ j : i g 
-~ bb ;; revise. np, etc. ~ ~ 6 ~ ,; 0 1 ~ .:; 
_.A-':--P:I--'---1·---------- -----------1---;,- -- -------1---

I 
I 

1 

_· -'!·=;..-~~-=~-:~--=--A_u_tb_o_r'_s_pr_~--of_. __ I:-R-e-_~_:ts_lne_~_~f_.;._Pr_e_ss_:l·----- ---~--~--~==:-l-----

1 I 
The necessary particulars of the time memo. will be entered by the section

:holder in his Otypy Distribution Book, and the time checked by the correction 
-ehecker as described in para. 131. 
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MACHINE COMPOSING-MONOTYPE OPERATING SECTION. 

. 155. ~tion-holder.-Tbe same instructions as laid down in para.. 146 will 
apply Wlth the exception that the particulars of work received are entered 
in the Register of Work. 

i 
DAB dD 

! 'riKB, 

'i I! b ~ 

i i i J 
'S .s • j} 'I! ~! ! .g _-; 

c ... 

I I I 

llegiater of WOrk· -Mmrotype Section, 

(Left hand pa.ge.) 

(Right hand page.) 

PB••s i DA'rll AlrD 
B.IIV181011. .: I i JI.BADIII8, 'riKB. 

! ... s, ... 
.sg '1!!' i I! "' 

.... .s! Jl:f 1 I! :;s r;.- ... 
I 

... "".: 
li! -~ I I i d _:a ~. ~ 
~ .. I I E! .s. ~!' Ugr 'I! ' 'I! ...... ,. 'I! !i "'a ii] e&ij; '! !j en ! ~g ~ J ~ 

,1:1 .c:: ... 0 
C· .... ~ ~ ll< IIi 

I 
' 

I I I - I 

I 
DA'rli dD 

l'UBB. nll!8. 

0 -

!! f ~ ii i .... 
!! '"'l "' ;, .. . 'Q 

.tR 'll _£-; ! s $ ... 
~'!; .c.- • 

. 156. Serving out copr.-The procedure is the same as outlined m para • 
147, except that all the details mentioned will be entered in the Ke!iboard 
Operators' Copy Distribution, Book, and that the date the work is sent for aprro
val will be entered in the Register of Work. The reading proofs are corrected 
by hand compositors on time. 

Keyboard OptJI'Gior•' Con Di&eributi<m BooTe.. 
DA'rBdiiDKa. 

When :N<>. of pagee 
J!Jo.of Pr.a Bepter No. received Name of Jreyhou4 sheo to Given flo Finished IDM-. OpuatM. Jr. B. LB. by.R.B. apooiL 

SeetloD. OperatM. Open>tM. Operat«. 

- .. -

I 
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157. Equal distribution of work.-The instructions applying to Lino 
-section-holder (see para. 148) will generally apply to the 1\Iono section-holder. 

158. Charge files.-After a matter has been perforated and cast on the 
casting machine, two proofs are pulled, one of which goes to the Reading section 
:for 1st reading correction, and the other, duly signed by the section-holder, 
which is attached to the Keyboard Operators' Daily Docket is the charge file. 
For the guidance of . the computor, operators will mark their charge 
£lea according to the amount of matter actually composed (i.e., striking 
-out matter repeated on the casting machine) and will also indicate 
if the work is tabular or solid. The section-holder will be held responsible, 
-that charge files are not delayed by the caster attendant or the pressman. 
They are to be sent to the computing section daily, together with the daily
.dockets, and not kept until the end of the month. The computor will bring 
·to the notice of the assistant manager any instance of doubtful charge files. 

159. Keyboard Operators' Daily Docket.-Each operator will make out a 
Daily Docket showing details_ of their outturn and stoppages which will 
,be attached to the charge files for computation. The section-holder will see 
that these daily dockets and stoppage reports are sent regularly to the 
~omputing section after proper check. 

K~.11board Operators' Daily Docket • 

.Name-----.,Machine No.,-----aat.e--------------

Register No. and 
Dept.· Page No •. Size of type. Measures •. Started. Flnlshed. RBIIUBKS. 

.. 

When handing ~ver spools for casting, operators will attach a slip to each 
:~Spool giving particulars of the matter set, i.e., register number, size of type,· 
measure, and whether or not italic or black lay-out is required on the casting 
machine. 

Spool Slip. 

Press Register No.-----------:-----------·---
Folios--------------------~To-----------
MeMure-~~~------~------------------------

Set Designatiori,-----'"------------------
K. B. O.'s Name----------------:-----------
Date and Time commencedi---------------------

Ditto finished-----------------------
{nstructions to CMter Attendan.t---------~-----------
.Caster No.~----------------------------
Da.te and Time commenced,----------------------

Ditto finished----------------......;._-----
Depth of spool in pica or 12 pt.--------------------
.No.ofMonoensl----------------------------
Weight in lbs.-. ---------------.. -.--... -_-.--_ -.------
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160. Hour work.-Hour work of all descriptions must be entered by the 
aection-holder in the Daily Docket for each operator separately, and the 
operator should note the entries made therein, as he will be held jointly 
responsible _with the section-holder for the correctness of all entries. 

161. Stoppages.-All stoppages to be immediately reported by the 
operator to the mechanic,, who will report in detail to the overs~er on the 
Stoppage Report. Time lost by operators through stoppages beyond their 
control and machine faults to be cumulative daily, and to l--e chargeable, 
provided the stoppages amount to not less than 10 minutes. Details of 
stoppages shown in para. 152 are the same in this case. Instructions regarding 
verification of stoppage time and reporting circumstances of mechanical 
defects caused through the carelessness of the operators, and attending to the 
heavy repairs by the mechanic, are the same as prescribed for Lino operators 
(see para. 152). _ _ .. ______ · · 

Stoppage Reparl. 

Da~------------- Nam.&-------~-----------------------

ChMgeable. 

·ILK. 

Houn 
attended 

· Total. J~1a 
by Time 
Keeper), 

IH.H. Roan. 

l 
MONOTYPE CAsTING SECTION. 

162. Section-holder.-On distributing spools to the caster a~tendants, 
the section-holder will enter the details on the spool slips under " instructions 
to caster attendants ". He will at the same time fill in the first 4 columns 
and the 6th column of the Caster'• Daily Docket. 

CaBler'• Dally Docl;el. · 

Nam&------------------- Machine No.------- . Date-e ------

Jl.el. No. SIR No.oi8DI 
and PapNOL of llleuure. or StMt.ed. Flnlabed. RIJUUL 

Dept. Type. lba. 

l I I ' I • ' B 

-· .. 

I I 
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On completion of the casting, cols. 5 and 7 are filled in by the section
holdet. Two proofs are taken of the matter, one of which becomes the charge 
file and goes to the computing section, and the other is sent to Le reading 
section for first reading. That sent to the computing· section is used for 
the purpose of computing the outturn of the operator and caster, which is 
entered in the Monthly Outturn Book of Mono Ope~ .... tors by the computor. 

163. Stoppages.-As in the case of operators, casters must report the 
details of all stoppages on the Stoppage Report. The section-holder will be 
held personally responsible, with the caster attendant, that all stoppages are 
correctly reported. 

Mono Caster's Stoppage Report. 

Date---~---------- Name--------- Machine No.--

Jl ~ 
.; 

~ Si'OPPAGB DUB TO 
~ " :! 

.9 ., 
CASTER. Iii e ;:; 1i ~ Initials .. ... .. 

~ e .; ., 
" e 0 Total of section- REJwlKs. 0 • ,.. '0 .. 

~ 
.. 

g~ .. 1i c; hOIUB. bolder and "" ., .9 ~ 
~ 

., mechanic. 
~ "" .. - "" ~ .. ~1l "" l:! 
0 ~ ~a 1i 0 ~ ~ = :; "'· .. lZ'i .... A ... ---,- -- -----

B. X. B.w.

1 

B. x . . B. JL B.][. B.JL B.][. B.JL B.IL B.)[. B.][. B.][. 

. I 
I I I 

Assistant Manager. 

CARE AND CONDITION OF MACHINES. 

Operators.-Operators are held personally responsible for the condition of their key
boards. They are liable to pay the cost of repairs, or for any damage done to the machine 
or materials under their charge, which may be found to be due to carelessness or wrongful 
use. Full allowances will be made for fair wear and tear. 

When parts become damaged. or any breakages occur, they must be immediately 
reported to the overseer through the mechanic, and if such are caused through careless
ness on the part of the operator, he will be liable for the repairs or replacement and will 
not be allowed any stoppage time . 

.All hroken and damaged justification drums, or other parts, must be made over to the 
mechmnc, who will immediately report to the overseer, and if found to have been damaged 
through negligence of the operator, he will pay for new ones. 

Operat<>rs will be fined for not reporting breakages, losses, etc., as they occur. 
9perators found hiding, or doing away with damaged parts, will be liable to instant 

dismissal, 

Before starting work in the morning, monotype operators will carefully examine their 
keyboards and clean them with the air pipe. On Saturdays, the keyboards must be 
thoroughly cleaned and oiled. 

M()71otype Casler atte1Ulant8 are held personally responsible for the condition of their 
machines. They are liable to pay the cost of repairs, or for any damage done to the 
machine or materials under their charge, which may be found to be due to thell" care· 
leesness, wrongful use, or not carrymg out the following instructions. 



· Before starting work in the morning, monotypecaster attendants will carefully examine 
their machines and see that all parte are properly cleaned and oiled. Oil all workmg 
parte in the oil holes provided. (Only a spot of oil is necessary on the centring pin, other• 

·wise the oil ruDB down into the matrix case.) · Polish 'the piston with ptamba.go and clean 
out piston-way in pump body. Drill down the nozzle with a small ~kill (No~ 52). The 
metal in the pot should be stirred well and aU droes skimmed off. 

When the work for the day is fin.illhed. monotype caster attendants must remove 
the thermometer, tw:n off gas and water supply, _take off bridge and mould cross block 
and clean mould and jet blade, making certain that no metal shavings remain on the 
face of the mould blocks.- Remove and clean piston. Clean the die case while the matrices 
are warm and before the oil and dirt congeals, by brushing out in kerosene oil and then 
blowing out under the air pipe provided. When cleaning matrices both the face and the 
cone holes at the back must be cleaned. The matrix case must be kept free from oil and 
cleaned frequently. · · ' · · · 

On Saturdays attendants must thoroughly clean their machines. The plug from 
the bottom of the pump body mUBt be removed while hot. Drill up the long arm with 

- long flat drill until the drill is seen through the bole under the no~r.le.- · Drill tq1 the -~le 
'With l' drill until within l' of the top of the nozzle. Drill dottM the no~zle with small 
odrill(No. 52). Also drill out inlet hole in the pump body with al• drill • 

. Each time the bridge is takei';ff- and repl~, th; a.tte~da~t m~t-cast a.:>me em
~ules (No. 2 bole in paper) and take them to the mechanic to teet the alignment. 

No part of the machine should be opened out, other than that necessary for making 
-- -changes or cleaning, without· the Drders_of .the ovel'll88r. · 

Caster attendants must watch the matter being cast, and if a matrix is found to be 
.dirty or blocked up with metal, stop the machine and clean out the die case. CarelessneBB 
on the part of the attendant in this connection must be brought to the notice of the overseer 
by the section-holder, and the attendant is liable to pay the cost ~f recasting or to a fine. 

When parts become damaged. or any breakages occur, they must be immediately re
. pQrted to the overseer through the mechanic, and if such are caused through car.aless
neas on the part of the caster attendant he will be liable for the repairs or replacement; 

All broken and damaged parts must be made over t.o the mechanic, who will imme
diately report to the overseer, and if found to have been damaged through negligence 
of the caster attendant he will pay for new ones. 

_ C~ter attendants will be fined for not reporting breakages, loases, etc., as they occur. 
Caster attendants found hiding, or doing away with damaged parts will be liable to 

instant dismissal. 

MONOTYPE CORRECTING ~SECTION. 

164. Section-holder.-The same instructions as in para. 131 should be 
followed except that the details of the time work done by the mono correctors 
will be entered in the .Morw Compositors' Daily Time lJlemo. and that the 
particulars of time work will be entered by the section-holder iu the RegistEr 
of Work {see para. 155). 

165. Correcting • .:...Corrections of matter set on the monotype machine 
will be carried out by compositors on time work . 
. - If neoe~sary, the o.Perato~s to setup-such portio~ as may require to be set 
up on account of the heavy nature of the corrections. 

When the operators are paid on corrected ens the time taken by com
positors in carrying out the corrections will be debited agatnst the operator 
concerned, i.e., the number of hours will be added to the attendance hours 
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of the operator. The time taken in carrying out corrections other than 
operators' errors will not be debited against them. 

The compositors employed on monotype corrections will enter the details 
of their daily work in a "Daily Time Memo.". 

166. Making up.-Making up of matter set on the machines will be carried 
out by a corrector, or by a compositor on time work, who will enter the details 
in the Mono Compositors' Daily Time Memo. 

New matter 
Standing matter 

Mono CompositorB' Daily Time Memo. 

Nam.&------------

J INSERTION OF LINES AND HARING UP TIME. ai OPERATOR'S WORK. 
ai ] ~ ---- Folios 2l 

lt 
or ] .,; Signa· ~ ... 

i First reading, 2nd Fresh composition, 
~ " tures. - ... ~ 

~· readlllg and revise. arranging, making 
~ j 0 Ill ~ np, etc. .>I 0 " ~ .CI 

~ ~ I>< 0 :z. .n 0 

--I -.--- - - r--1-

I 

. I 

- - -, ----- -----

=I= ~---1~ 
Author's proof. Re-making np, 

press revise, etc. --
' I 

I i 

~ .r 0 ..., a .. 
p:j ""l - -· 

- -

t--

- 167. Overtime.-Machine _ composing sections.-The sectioncholders of 
these sections requiring men for overtime will make out an Overtime Requisi
tion in the form below. Instructions regarding intimation to the 
men by name, filling in the requisition and submitting it to the assistant 
manager are the same as laid down in para. 130. 
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~FROlfT). 

OrJertime RequiBitio,_ Mono and Lino section~. 
011 the reverse the Ticket N 01. of the work era In eech section are printed and thOle not nqulre4 for overtime 

attendance ehonld be atruek off. 
M~ "-·iri«on 'or--""""""""" ,.,_ _____ -.I 

__,.. • I' Nighl lv• 91 • 

; No. of Al&rled 
N11111e of Section. Kame of the Snpervlaore requlred . men required a.e No. of pleee For • hat work 

to attend overtime. 1 shown below banda. (fuU detalle). 
· 1 (In worde). -Hono 8ectlon-hol4ere. I 1 . . . 

:Hecbanlca. ,•j ~ 

I 
J 

LIDo . . Section-holder • 
, 

:Hec.baDic. 
' 

Per~anent sa.la~ied hands. 

:Hono opereton. · LinD opereton. 

(Names). .· (Natne~). 

:r.IONOTYPB 

Oo.Uey proof 
preaamen, 

Forme 
II&IT!en. 

LnroTYPJD 

Forme 
aanlen. 

Galley proof preumen. 

Section-holder. 

{REVERSE). 

Ticket Nos. ' 
Permanent salaried men. 

Motor Cuten. ·- I .u:~. Ketal 
men. oorrecton. melt«. 

. . . . 

Temporary salaried hands. 

. ' I Xono 
eorrectora. 

Permanent salaried hands. ' 

Forme aanlen. Llno oorreoton. I. 
Temporary salaried hands. 

Labouren. lmpoaltora. 

Overseer. Assilstant !!Ianager. 
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TYPE STORE SECTION. 

lH!lNERAL. 

The type store section is essential for the supply of .type and materials 
to the composing sectio:ris. The distributors, pye-sorters and pye -distributors 
employed therein are pieceworkers and are eligible for promotion in accord
ance with the Rules for classification of piece~workers (para. 43), while the- · 
suppliers are men on fixed pay. 

·168. Type store-keeper.-The t}rpe ·store-keeper is .• responsible for the
clP-anliness and orderliness of the type store-room. He is responsible for 
seeing that the sections are supplied with type materials correctly and 
expeditiolll'ly. He is also responsible for the work of the distributors. 
suppliers and pye-sorters. He should see that the heading type cases are 
clean, and are filled and correct in place in the numbered racks. He will be
held responsible for seeing that coolies ·for carrying ·compositors' ith
distributors' cases, are kept at each store, and these men are not with-· 
drawn for any other work. He will be-held responsibl&-that type formes. 
sent for distribution are promptly distributed and wm issue a receipt for 
every forme received in the Receipt Book J(YI' Distribute J'(YI'mes, (page 114)._ 

"DISTRIBUTION. 

169. Cases.-The store-keeper, distributors and compositors are respon
sible that the cases are kept free from pye. Cases found to contain pya
will be cleared at their expense. When type cases are received from the 
composing sections the store-keeper will examine them personally. The· 
empty cases should be immediately replaced with filled cases on a requisition 
signed by the section-holder (para. 101). In the event of any special work 
requiring the issue of a number of cases at any one time, section-holders are t() 
give the store-keeper timely notice. stating the number of cases and the 
purpose for which they are required, so that arrangements can be made 
for the expeditious supply to the section concerned. 

170. Batter box.-A box is kept in the distributing section in which 
broken and defaced type should be placed; When the box becomes full, its 
contents should be weighed and the quantities written-off in the Dead Stock 
Ledger. The type will then be melted and the metal made over to the: 
general store-keeper. 

· 171. Careiess distribution.-Dlstributors· will be fined for careless dis
tribution. and,_ if frequently brought to notice for this fault, they. will be 
dismissed . 

. 172. Secreting matter.--Distributors failing to distribute, or secreting 
matter made over to them for distribution will be severely dealt with, as this 
amounts.to ciefrauding _Government. 

173. Disposal of cases and sorts.-Distributors will not allow sorts t() 
be taken from. their cases, except by the store-keeper. If there is an excess 
of some particular sorts in the matter being distributed, the superabundance 



]39 

tihould be removed under the orders of the store-keeper, so that each box n..ay 
bl! evenly filled. U the boxes -are over-filled the ()&88 will become pied. 
Upper and lower eases bearing the same number should be used -together. 
'The store-keeper will direct the distributors as to the disposal of eases when 
.filled. . - . 

174. Distribution of secret and confidential work.-The distribution of 
.&U secret and confidential work is carried out in· the secret section and not 
in the store-room. When distributors are required for this purpose the 
tJ•ICret section-holder wiU send. a Requisition for Distributors to the store
keeper, who will see that only reliable and trusted men are detailed for this 
iJ a;portant duty. . . , 

Reqv.irition jor Dwibutors • 
.Sectlo•------

PI-aupplJJ----------dletributor 

llegr. Xo..-------Bize of tom. awl tYP8'----~---------

~~--------~T~~·------- Seetlou-boldar • 

Bequisltloa -.lve4 by_ .. _____ ...,...,...__ .....--- --store-keeper 

· Section-holder. 

Dlstribnto•~'--------

175. Hour work.-The time of engagement of distributors on hour work 
is entered in the Distnbtttora' Time Memo. by the store-keeper which is signed 
by the overseer and verified by the timekeeper. The memos. before being 
made over to the eomputor are submitted for the overseer or assistant 
manager's initiaL The eomputor then enters the amo~ts in the Distributors" 
BiU Book. 

Distributors' Time Memo. 

Namc~WMl'--------------------------~-------------
Beg. No. XamaofWork· -·-··f No. of 

Date. &Dd 

1~~ 
Claal. houn Bate. Amouat.. 

Department. maD. allowed. 

- ·t•l P• 

176. Charge mes.-Proof of the sheet or job for distribution, made over 
to the distnoutor by the store-keeper which is entered in the DtstnltJlora• 
Diary of Work, is the charge file. 
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Di8tri1ndors' Diary of Work. 

Date. . Register li o. Signature No. of 

~ 
-Names; -w~~~--and Dept. of Sheet. Pages. If any. • - es. 

In making over the proof of the sheet or job to the distributor, the 
store-keeper should write on it the . printing office register no., the title 
of the work, the signature of the sheet, the distributors' names, and the 
date on which the work is given out. On the completion of the work, the 
proof will be taken to the store-keeper, who after ascertaining that the 
work has been done, will initial and -date it. The proof will then be 
made over to the computor in a receipt book (para.134). 

PYE-SORTING AND PYE DISTRIBUTION. 

177. Pre-sorting and distributing.-Pye-sorting and pya-distributing
accounts are maintained by the type store-keeper in the Register of Pye. 

Register of Pye. 
-

QUANTITY. QUA-'iTITY. 
ACKNOWLBDGllENT 

Acknow· From Quantity sent 
VOUCHER !fo. 

Date. ledc:C:ent what to Store or RBII:ARXS. 
vou er No. Section. Un· Sorted. Sorted. Dis- Foundry. i>ate. No. sorted. tributed. 

---- - -----

1'i8. Sorting.-The quantity of pye is8ued by the store-keeper for sorting 
is entered in the Pye-sorters' Daily Outturn Sheet. 

Pye-Borlers' Daily Outturn Sheet. 

(NAliB 01' SOBTBB.) (li AliB 01' SOBTBB.) (li AliB 01' SOB"I:BB.) TOTAL. 

lJate. 

~~~~: 
Sorted. Broken. Sorted. Broken. Sorted. Broken. 

lb oz. lb oz. lb oz. lb oz. lb oz. lb oz. 

At the end of the month these sheets are sent to the computing s-ection 
for computation. 

179. Distributing.-The amount of pye issued to the distributot is entered 
in the Pye DistributO'I''s Voucher. 
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00

to be handed by store-keeper This ellp wiD be handed to store-
every morolng. dnty Dot ~ter ~D 8·80 Of :O":e~t~ hJa __ ~- to m :;,; 

_.At the end of the day, after deducting the balance undistributed and tha~ 
which was already in the cases, the amount distributed is entered on the Py,. 
Distributor's Daily Outturn Sheet. -

Name 
Pge-DiBtributor' s Daily Outtvrn Sheet. 

_Da_te._ Plea. SmaU Plea. Longprlmer. Bourgeois. Brevler., Jllnlon.l NonpsreU. .TotaL ~ 

-TOT&L _· ·.~-0&, ~-_1-f-0&. • a;-J --a : •11 m lj a h . ~-
-j - I.- -l-- -j~-j ~~~ 

At the end of the month these sheets are sent to the computing section for 
computation. 

180. Overtime.-The type store--keeper requiring his men for overtime will 
make out an overtime requisition in the form below. As regards intimation 
to the men by name, filling in the requisition and submitting it to the assistant. 
manager, instructions laid down in para. 130 will be followed. 

Overtime RtpiBitio'II.-Tgpe Stors Section. 
The ticket numben of the workers in each section are printed and those not required fop 

over time attenda.noe should ba a truck oiL._ 

R•nuisiJ.iottJor y....,,.;, Gttefldallt'cjior ------19 
""' Joil/14 

Name of 
Name of the No. of salaried mea 

No. of pi-
For what; 

supervisor required to required ae sbown work(full 
section. attend overtime. below (in words). h&n<k details). 

I 
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Ticket Nos. 

Permanent Salaried Hands •. 

Case supplier. Material suppliers. 

I 
Case coolies; 

I 
Distributors. -. 

. -

l 
Temporary Salaried Hands. 

Distributors (Piece). 

I I 

I I I i -

STANDING FORME SECTION. 

181. Standing Forme-keeper.-The standing forme-keeper is responsible 
for a.U formes and pages sent to him to be kept standing. He will maintain 
a Register of Type to be kept standing. 
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&gisler of Typs lobe l:epl -Sblllling. 

Jl.egr. No. DepartmeDt. Name ol work. 1 No. ol . . 1'1011•· ----------------------. . -- . .. - _ _,_ .. _, ~ . ~ . ·-~~-,......... IDJ.tiaL. 
·-- ----~---

.. ... - . - -

Dat.e. 

He will be held responsible if any forme or page ordered to be kept standing,. 
is sent to the type store for distribution, unless h~ is able to produce any orders: 
authorising such distribution._ . 

182. Issuing standing matter.-The standing forme-keeper will· issue
standing matter only on receipt of a signed requisition from the section
holders on the proper form. · He will see that he gets the receipt back duly 
eigne~ by the ~ct~o~~~o~der (s~e page 114). 

READING SECTION. 
183. Head Reader.-The Head Reader is in 'charge of, and exercises 

general supervision over, the. reading section. He is responsible . for the
efficiency of the section and should see that the readers and revisers are given 
work· in proportion to their pay as far as possible. He should attend to clean 
sheets, solve queries, sign all outtum sheets of readers and revisers and watch 
that proofs are not delayed but returned to section expeditiously. He should 
read proofs when time permits. He is also responsible for the general good 
conduct of the section and should attend to trials of prospective readers and 
eopyholders when vacancies are to be filled up. 

184. Prool Readers.-Proof reading is the duty allotted in the press to 
"' readers " or " examiners " to detect all errors, to mark them on proofs by 
certain long-established symbols, and to query all doubtful passages or words. 
To read proofs efficiently, the reader must possess. a good general education 
and a practical knowledge of the art of typography, and be able to check the
correctness of ordinary quotations (English. Latin, and French). He should 
also have ·a thorough knowledge of the signs and tnarks used in proof correct
ing (see page 144a) and should make his corrections clearly and neatly to avoid 
confusing the compositors. · He should cultivate a quick perception and ~ 
retentive memory. He should also· possess an extensive and varied knowl
edge, as there is no species of learning which may not at some time come of 
use to him. Readers have peculiar duties and they require special qualifica
tions for the efficient performance of those duties. It is therefore a mistake. 
and one of not infrequent occurrence in India, for any tolerably well-educated 
man to imagine that, with a little practice, he could become a reader notwith
standing that technical knowledge is lacking. 

All readers should carefully note the "Specit1ll nstructions for Bookwork ", 
para. 205. 

185. Copyholders.-Each reader is given a eopyholder, wh".se duty it is to 
read the " copy " aloud to his reader. A copyholder. must be able to 
decipher bad or defective manuscript easily. It is against all rules for ~ 
readP.r to take the manuscript and give the proof to his copyholder. 
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186. Revisers.~A reviser's duty is to see that the corrections and marks 
made by readers, authors, etc., have been correctly attended to by the com~ 
positor ; if not, to bring the fact to the notice of the head reader to 
-enable him to take action to secure the reduction or cancelling of the time 
-charged for correcting the author's proofs, or that other suitable action 
is taken against the compositor. The reviser shoul<J check the beginning 
.and end of all lines {including headings, margins, etc.) to ensure that no 
word, letter, or type has dropped out or shifted. He should pay. special 
·attention to unequal spacing or blanking out of matter ; matter incorrectly 
made _up ; bad breaks in text or tables, etc. ; misplacement of footnotes, 
'l"eference marks, etc. 

187. Classification of readers.-Readers are divided into first, seco~d and 
-press. All the senior readers shall ordinarily take up press readings and 
-the more intricate and responsible second readings. As a rule each reader 
will be served with work proportionate to his salary, but no reader shall refuse 
-to take up any proof given to him by the head reader. 

188. CI~.ssification of Iroofs.-Afirst or rough proof [see inset, page 144(a)] 
is an impression taken of _type or matter, for the purpose of ascertaining what 
.errors have been made by compositors in setting up the type, as well as to 
.aid in the work of correction. There are three kinds of proofs-required 
.at different stages of the work-viz., proofs in slips, proofs in pages, and 
proofs in sheets :-

A slip proof is an impression of matter or type in a galley. 
Proofs in pages are proofs of the matter after it has been made up into 

pages, but before it has been imposed. 
Proofs in sheets are proofs of imposed formes. They are taken to show 

how the matter will look when the work is printed. 
Before commencing to read, every batch of proofs should be looked through 

.to see that the impression is good and clear. Blurred and imperfectly pulled 
proofs must be rejected. Those to be read for press must be pulled on paper 
of the same quality as that on which the matter will be finally printed. 

189. Method of reading and marking proofs.-In examining first or second 
proofs, the reader should first go over them to mark the literal errors, the 
verbal mistakes being corrected when the copy is read out to him by the copy
holder. The reader should mark all errors of orthography and punctuation; 
make the capitalling uniform throughout ; correct the misspelling of proper 
names ; mark wrong fount and turned letters and erroneous indenting ; the 
marks of correction should be distinctly written. The matrer should be 
.divided vertically by the eye, the corrections in each half being marked on 
the margin pertaining to it. On the left-hand margin thea first correction 
.should be marked at the end furthest from the printed m&ot.t.er, exactly oppo
·site the line in which it occurs, and other corrections next to it. On the right
hand margin the opposite method should be followed ; the first correction 
being marked nearest to the line, others next to it. No mark should be made 
on proofs except to indicate a correction. When the proof is being read 
according to copy, the reader should concentrate his attention on the author's 
words and meaning, so that there may be no omissions or misunderstanding 



EXAMJ.>LE OJ' METHOD OJ' VABKING PROOP'S. 

Proof to be Oorrecttil. 
Ofumge Jo OGpilal lellerfo -@~-/ 

Indemo Of 
Insert Z.Utr. ~~ 

GitJe more space. 

&gin quolatiora. 

End ft'Ola'ioll. 
Omit letter. 

;!h& question may be asked, ~at good has printing (in the \.'if 
abstract) done ¥ " The answer n;lUst be, " Very lit~le indeed." '/ vf 
When people talk of the advanta~ of printing, they frefquently ~ 
overlook the real point that is involved. We talk about the benefits 
thatcivilisationhasderived from printing, Wh.at benefit has it 
conf~rred on th~ p~ple of China,liiiOiwho have known,._practised Vt-.[ TraMpCJ~e tiJOI'd. 

Let. 'he wor4 .ttand. 

Beginning of line. 
lnse:rt em dash. 

l'ranspose leUer.t. 

ddf 

GJ/ 

the art for ages/ 
.AB long as learning was the entire monopoly of the few f the 

perpetuate and intensify popular ignorance. So long as writin~n 
r1 egeo a eass, 1 serv e e r ens n, o 

accomp ishment con ne to t e ~few, 1t was o bght use as a 
means of promoting learning. And as long as printing was con
cerned only in the productic;>n of alphabets, playing-cards, and 
pictures of the saints, it did very little good indeed to the people at 
large. It was the invention of Typography, not the Art of Printing, 
tliat h'Bs done so much for the be..£ fit of mankind. The simple fact 
of cheapening the mode of production has revolutionised literature, 
and the peasant can now possess his booJc as well as the princeJ ~nd 
[...perhaps it is to the highest development of the principle of 
cheapness-the cheap press~he typography that circulates among 
the great mass of the people-that in the end we shall be most 
indebted for our progress in ~ledge and civilisation. ~rinting 
is indeed a mysterious are, yet so simple and so obvious. We 

'/ Okange to commG. 
WMJ!n8ert word. 

~-~ Pra1111pose lines. #f Separate words. 

Q Jlf Bntl and.begin semence. 

~ &dfTake out lead. 

{;r. Q. New paragraph. 

speak through the press 1;o the eyes of our fellow-men, who may 
'1ford8 omitted--refer to }&J~ ~ be thought an embodied form, and set it legibly before the eye, 

'p,....,. ""r',;.,.. ""1'"!· l ~y to germinate and giv.Jli!e to other thoughle;J "'-"' ""'IN• ,.,.....,.,. 
("Through the printing press the dumb speak, the deaf hear~ 

Wrong fount ~etter. .wJ.j the blind see. jhe loss of a sense is compensated for, and no 
Olulnge to Roman type.. 0 OUrm-1 longer ~the oereaved. one require to remain in the blackness 
llpalise spacing. 1-/ of ignorance. By t-the ,_printing press we touch the heads and the 
luer' hyphen. ~-~ hearts of our fellowAbeings. Even where spoken words would not 

. prevail, someti~es the printed word has power to move. By 
"Y1 the printe~ art communion is established between all the members 
•, I of the great family of mankind, wheresoever situated. By it we 

~., tra::Yel, in im.a gination, over all ~ountries, ~earn. what they are 
like, and by whom they are peopled. The printing press confers 

t1k.,. to colon. {)I distinctions on the living, immortality on the dea~ it allows no 
t1~e broken 'rJpe. "I d~, o~ce committed to its protection, to be lost in oblivion. In 
. life it gives us glimpses of eternity. Typography is truly the 

OlGrtie to .tmall 114,Pilall. ~-~-~ noblest of the a~ts, and has already done more for civilisation, 
~,.._, f'f/eret~U marA:} .. 

1
. progress, and liberty than any hum.a..n agency thft the world 

!: •· .U[~·nole. ~ has ever. Witnessed." -
~, Olulnge letler. 

'\ 

- ' 
PROOF OORREOTED. 

The question may be asked, " What good has printing (in the 
abstract) done 1 " The answer must he, "Very little indeed." 
When people talk of the advantages of printing, they frequently 
overlook the real point that is involved. We talk about the 
benefits that civilisation has derived from printing. What benefit 
has it conferred on the people of China, who have known and 
practised the art for ages 1 . 

Ail long as learning was the entire monopoly of the few, the 
privilege of a class, it served little better ends than to perpe
tuate and intensify popular ignorance. So long as writing was 
an accomplishment confined to the very few, it was of slight use 
as a means of promoting learning. And as'long as printing was 
concerned only in the production of alphabets, playing-cards, and 
pictures of the saints, it did very little good indeed to the people 
at large. It was the invention of Typography, not the ATt ~ 
Printing, that has done so much for the benefit of mankind. The 
simple fact of cheapening the mode of production has revolution
ised literature, and the peasant can now possess his book as well as 
the prince. And perhaps it is to the highest development of the . 
principle of cheapness-the cheap press-the typography that 
circulates among the great mass of the people-that in the end we 
shall be most indebted for our progress in knowledge and civilisa
tion. 

Printing is indeed a mysterious art, yet so simple and so obvious. 
We speak through the press to the eyes of our fellow-men, who 
may be removed from us by countless miles of land and sea. We 
give through the press, to thought an embodied form, and set it 
legibly before the eye, ready to germinate and give life to other 
thoughts. Through the printing press the dumb speak, the deaf 
hear the blind see. The loss of a sense is compensated for, 
and 'no longer does the bereaved one_ require to remain in the 
blackness of ignorance. By the printing pre~s we touch the heads 
and the hearts of our fellow-beings. Even where spoken words 
would not prevail, sometimes the printed wo_rd has power to move. 
B the printer's art communion is established between all the 
m~mbers of the great family of mankind, wheres?ever situated. 
By it we travel, in imagination, over all countnes, ,Iea_m what 
they are like, and by whom they are peopled.. The prmtmg pr~ 
confers distinctions on .the living, immortalit~ on the d~ : !t 

11 d d Once oommitted to its protection, to be lost m 
a ows no ee , · . · ~. ·h • 
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• Slieaah bY .. l>eul of W~-
H 



145 

of the sense. The reader slwu'td not read to ki& copylwlikr, as tkis is, practi
eally speaking, not to read by copy at aU. The reader should not forget that 
!"ny oversight remains in evidence against him, while any difficulties, such as 
l~perfect manuscript, or emergency, will not be remembered in his favour. 
FU'st readers should consult senior readers before making any material 
alterations, the necessity for which is doubtful. When a questionable word 
or passage is found in copy, the attention of the author shoula be directed 
to it instea.tl of haphazard alterations of phraseology being made; The query 
Blwuld be continued on every proof until it is finally solved. If a proof is to be 
sent out to the author, and there are any errors in the matter, the reader 
should follow the author's copy, but should instruct the section-holder in 
writing (on the proof) to bring the clean proof to him so that he may mark 
on it the points to be queried. If the proof has been returned, and is going to 
pre£s, and any errors o.r doubtful points present themselves to the. reader, 
he should endeavour to solve them himself by reference to any records avail .. 
able in the press. . If he is not successful. he should attach a slip to the proof 
and send it with his remarks to the head reader •. The head reader will 
pa.s.s any ordera he may be able to give, or submit the reference to the. assistant 
managor for final orders. All matters of style should be left to the author, 
provided they do not contravene the "Rules for Printing and Binding.", and 
qucri~s 11hould be confined to matters of fact. Figures should, as far as posu 
sible, only be usod for weights, money, and measure, or when contrast or com~ 
pariaon ia intended. · · · · · · ' . · 

' ' ' ' j' i. I ' : '' ' . ' ' ~ ' ' I '-
190. Inco;reot and· turned~ letters.~nly close attention and a practised 

eye will help a reader .to detect the following errors for instance :-

o (s.c.) for o (I.e.). · ~ n (u turned) · : for'n. 
o (turned) ., o (right). b (q turned) ·., b. 
1 (turned) , . e (right). . · d (p turned) . ,. d. · 
s (s.o.) , s (Lc.). . u (n turned) •• u. 
q (b turned) ,, q. 6 (9 turned) , 6. 
p (d turned) , p. . 9 (6 turned). , 9. 

Care must also be taken to see that the ligatures fi, fl, ff, ffi, m are used 
nstead of separate letters. ' · · : · · · · · 

19L Attention to spacing~ maJrlni. up, e~c.-S~~nd readers should, in addi • 
tion to the above, pay particular attention to unequal spacing or blanking 
out ; matter incorrectly made up ;" and misplacement of reference marks. 
They should also see that they get the previous proofs along with those they 
have been given to read; and should they find that errors marked in the pre
vious proofs have not been corrected, they should encircle them and hand 
the proofs to the head reader. In reading proofs of statistical tables, etc., 
the corrections in the previous proof should be revised before commencing to 
read. They should advise first readers when any important corrections 
have been neglected, or marks made unnecessarily, or as to details of style. 
For this purpose second proofs should be shown, when read, to the first 
readers who examined them before being made over for correction. 

I 
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192. References.~When a statement or other paper is referred to which 
does not accompany a proof, the fact should be brought to the notice of the

. section-holder. 
. 193 . .Reaciing for press.-In reading for pres&~ first efleck each point ot 

connection-text matter, folio, head line, eh.apter;. shoulder note, signature,. 
volume, note matter, number of paragrap1i... The pages should then be
gauged, and the folios, head lines, chaptei!B',. shoulder notes, side notes,. 
references, numbering of paragraphs, etc.,· examined seriatim. After this-,. 
the text should be read for the purpose of deteeting e:rrors overlooked by 
the second reader. , > 

194. Style of the office.-The style of the office should be ascertained by 
every reader and closely followed. A file of samples of the difierent descrip
tions of work done in the office will be kept in the seetien for reference. When
ever spe.cial orders or specimen pages are issued in connection with any parti
cular work~ copies should be supplied to all readers and revisers engaged on. 
it. The special orders should be initialled by them, and the order filed in the
Standing Order Book in the section. 
. 1&5. Reading lino work.-Readers will see that uniformity of type, style; 

indentation, etc., required are maintained throughout every page. Instruc
tions regarding style, type, indentatioD; will not be given to operators by 
readers who are instructed to refuse any such information should the
operators consult them. This is the duty of the linotype_section-holder. 

196~ Revising.-ln revising proofs, the lines which have been overrun, or· 
in which corrections marked have been carried out, should be read through:. 
with the old proof ; for if a mark be left uncorrected, it will sometimes be
found that a word close to the place has been altered in which no correction 
was marked on the proof. Very special care is required in revising Linotype 
matter to ensure that lines have not been transposed. Where " outs " or 
" doubles " occur, the overrunning should be followed out to the end and 
the matter again read. In overrunning matter, attention should be paid to
equal spacing. 

197. Revising for press.-When revising for press, tlie reviser should not·. 
only attend to every mark which has been made by the reader, but he should 
read the whole line or paragraph to see that no types or lines have been trans-
ferred by the corrector.. He should also glance down the sides of each line
and head line to see that no types have dropped out. He should not cover· 
the proof with a lot of meaningless marks. 

198. Reading broken matter.-I£ a breakage occurs in a forme which is. 
being sent to press, the broken paragraphs or pages should be read over again 
and not disposed of by the reviser. 

199. Signature of reader on }:roofs.-Every proof read must bear the sig
nature (not initials), distinctly written, of the reader who has read it, and the 
date of reading. When the work consists of a number of sheets or pages it 
will suffice if the first sheet or page be signed and the rest initialled, the date
being inserted in every case. Revisers must also sign and date proofs revised 
by them. · 
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200. Daily outtum sheets.-Rea.ders and revisers must themselves enter 
a.t the time it iB commenced andal the time it is finished, all work in the Daily 
Ouuurn Sheet, which provides for entries of all the essential details such as 
t~e register no., time of commencement and completion, folio numbers, 
siZe of type, whether standing matter, author's, hand composed, linotype or 
monotype, etc., etc. The computors will check the Ouuurn Sheet with the 
examined proofs, which should be handed to them by the readers before they 
are returned to the section-holders. The time valuation according to the 
scale in para. 203 will be given. 

. Outturt~ SkeeL 

t Beadere will enter tn thla eolwnn lat. 2nd, ~'NY or Revise u the - may be. 
The Held Reader Ia responsible tb&t u- eheeY a.re eent t.o .A.ooounlil Section dally. 

201. Extra time Ellowance.-In cases where any work, on account of bad 
manuscript, foreign language, or other causes, has occupied more time than is 
allowed in the scale, the proof should be· shown to the head reader before 
being made over for correction, in order that the time may be verified. In 
cases of emergency, when only two readings are given, the first reading should 
be done by a second reader, the press reading being undertaken by a senior 
reader, who should observe the same procedure as in first reading, i.e .• first 
glance through the proofs and then read. While the reader is glancing over 
his proof before commencing to read by copy, in cases where press order is 
given after two readings, his copyholder should revise the corrections made 
in the previous proofs with the clean proof and encircle the marks. The 
press reader in such ca.Ses will be allowed five minutes per page in addition 
to the time allowed by scale. 

202. Overtime requisitions.-Requisitions for overtime work are fi«t 
entered by the section-holders in the Section-1u:Jldu'1 Overtime Requisitio" 
for Readers under the instructions of the overseer. 

12 



148 

~ecti<m-kolder' B Overtime Rei[UiBition for Readers. 

Da~-------------- Section--------

Number of pages. 
:Reg. Size of 
No. Nam~ of Work. Page and Remarks. 

1st 2nd . 3rd I Press Revise • 
Type. 

Reading. Reading • . Reading. Reading. 

---- . ---

... I f I ; 

(Signed) Overseer. 

The head reader will delete the names of readers and others who are not 
required to work overtime from the lists of readers, etc:, printed in the Over· 
time RequisitiO'flr-Reading Section. · This will form the voucher for overtime 
entries in the Outturn Sheet.Y (para. 200) If anything prevents any reader 
from taking up the overtime work allotted to him his name must be deleted 
or the • name of another reader substituted over the initial of the head 
reader. 

(FRONT.) 

Overtime Requisition-Reading Section. 

Requisition for Morning{Night attendance fo·-------. 

Name of Name of Supervisor required Total No. of Salaried men 
.Branch. to attend overtime. required as shown below • 

• 
'. .. . . 

Names. . I Rate. I Names. 

Permanent Readers. 

Temporary Readers. 

Permanent Revisers. 

Temporary Revisers 

I 
For what work. 
(Full details.) 

Names. I Rate. 

I 

I 
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(REVE&SB.) 

Names. Rate. 

Permanent Copyholders. 

Temporary Copyholders.. 

·I 
Head Reader. 

I . . . 

When it is found that the work done is other than that for which the 
reader was requisitioned, the fact should be brought to the notice of the 
head reader. Should a section-holder be unable to supply the reader with 
the work for which he was requisitioned, the reader should take up . some 
other work and bring the matter to the notice of the head reader. Over
time work must be initialled by· the head reader both in outturn and 
requisition sheets, failing which it will not be credited. 

203. Scale ~~ outturn lor toadors.-Proofs vary so much in the amount of 
work entailed on the reader, that it is impossible to lay down a hard and fast 
scale for the number of pages to be exacted as a day's work. The scale givell 
below will be applied. in forming an approximate estimate of a reader's 
work:-

Outtum ~~ in mintdel per page. 

Folio. 4to. ·8VO. 12mo. 10mo. 

Pica or 12 point •. • U1 ' 81 71 51 'i 
Small pica or 11 point • 15 111 9 71 51 
Long primer or 10 point • . ·. 161 121 10 9 71 
Bourgeois or 9 point 18 15 J2f Ill 9 

Brevier or 8 point . 221 161 131 121 111 
Minion or 7 point ::o 20 18 161 121 
Nonpareil or 8 point 45 30 !21 20 18 

Non t.-These are lor cloee plain matter oDIT, Tabular aDd otber lrftcular work trill be nted acoardln1 
to d•crlptlon and blallka wW be deducted. 

NoTB !.-Extraordinary eta .. larg.r or emalln than the above '11111 be c.lculatecl at the llae nNOn!IOt. to wbkll 
th•y come. Thue a double foolaeap broadalde wW be taken u lour pag .. of folie. Matter eo& ap Ia ball -rgt• 
Will count u half page of folio. 

1!1'0'111 8.--The above eralee reph!II8Dt the mnlmum time that the -peetlve p&l!tl ebould ~JIY Ire' 
read en. Sooond and preea read era abould be able to t-urn out work Ill coDiid-bly 1811 tlwe thaD thAt gl"a 
l11 t.lle IIO&Ie above, 
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Each reader's aggregate outturn for a month is measured up, the unit of 
measurement being the time allowed under the scale. A reader is permitted 
to set off aggregate excesses over the scale against aggregate shortages. If 
the net result is a deficiency, he is given an opportunity of making it good. 
So long as there is a minimum scale prescribed,- a-person working upto it is 
entitled in equity to this concession. 

204. Scientific and technical signs.-Signs are types used as symbols or 
emblems representing objects, phases, etc., which freque~tly occur in scientific 
and technical books. As it is very desirable that readers and compositors 
should have a knowledge of the names and signification of these signs, a list 
of the most important is given :-

()Sun. 
!j1 Mercury. 
i Venus. 

e Newmoon. 
0 Full moon. 

d Conjunction. 
0 Quadrature. 

n Ascending node. 

Spring signs 

Summer signs • 

A.utumn signs • 

Wintf\r aigns • 

A.STBONomcAL SIGNS. 

The Bun and Planet&. 

EB Earth. 
0 Mars. 
)/. Jupiter. 

'2 Saturn. 
0 Uranus. 
tf! Neptune. 

MO<Yn'B Phases.· -
)) First quarter. 
( Last quarter. 

Aspects and Nodes. 

* Sextile. ]) or 0 Quintile. 
8 Opposition. !:t. Trine. 

f'3 Descending node. 
Signs of the Zodiac. 

} 

I. Y Aries, the Ram. 
• 2. ~ Taurus, the Bull 

3. II Gemini, the Twins. 
4. $ Cancer, the Crab. 

·-< 5. Q. Leo, the Lion. 
l 6. 11p Virgo, the Virgin. 

·.[ 7 :!!; Libra, the Balance. 
• 8. 1l\_ scorpio, the Scorpion. 

l Q · t Sagittarius, the Archer. 
flO. Vf Capricomus, the Goat. 

·-< II. := Aquarius, the Waterman. 
LI2. * Pisces, the Fishes. 

Signs and AblWeviaticms used in Notation. 

a or • Mean distance. N North. 
- G ilr A.R. Right ascension. 11, Q., or L Longitude of ascending node. 

~ Celestial latitude. n or 1lT Longitude of perihelion. 
D Diameter. p orR Radius, or radius vector. 
3 Declination. 8 South. 
E F..ast.. s or • Seconds of time. 

_ e Eccentricity. T Time (periodic time). 
h or • Hours. W West. 

i Inclination. 'P Angle of eccentricity or gc~ 
L, l. or e: Mean longitude in orbit. graphical latitude. 

..l Longitude. " Degree. 
Al Mass. ' Minutes of arc. 

m or • Min11tes of time. • Seconds of arc. 
fl. or m Met&~ I daily motion. 
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A HaiL 
oo . Misty, dust haze. 

.C. Wet or dew. 

T~ Thunderstorms. 
~ Strong wind. 

ED Solar corona. 
(J) Lunar halo. 

~ Dust whirl or • de~' 
W Lunar corona. 
qf Dust storm. 

J Hotwind.. 

* Snow • 
rJ Glazed frost.. 
v . Silver tha.w. 
< Lightning. 
\:!:1 Aurora. 
A SofthaiL 

::_Fog. 
e Continued rain. 

....... Hoar fro8t. · 
0 Solar halo. '· 

+ Plus, and. or more. 
- \linus, less. 
x Multiplied by, times, into. 
±, or + Plus or minus. 

' ( 

Multiplication ia &lao indicated by putting a dot between ,tbo faotom, a.:-

2 X 3 X 4: = 24: .. 2 .X 3 X ' == 2.3.4: o= 24.,~., : l ..• 
+ or: Divided by. . .. ,, · ·, .. 

Division iB alao indicated by writing the' diviaor under the diVidend., wit.h a Uu~ be-
tween them .. -i-r f = 2. . 

- Equal to. · · 
> ill greater t1la.n. 

-~ . . . 

< iB less tha.n. · 
s the difference between. 

a v &riel as ; il proportional to. ' ~ 
: 11 to; theratio of · } UBOd ~ i~dica.te geometrical propoltion. 
:: AI; equal 
• • Minus, the arithmetical J , · . . i , . 

ratio of UBOd to indicate arithmetic&l proportion. 
:: Equal; iB equal to • 

- Indefinitely great ; infinity. 
o Indefinitely IIID&ll; infiniteBiui&L 

L. Angle. 
f\ or A The angle between, as A A B. . _ 
Some mathematici&llll indicate tho angle between two liDes by pl&oing one of the 

letter& denoting the encloaing linea over tho otbA• as t ; tha.' is, th.. angle betweeD 

• and b. · 
L Right angle. 
~ Perpendicular. 
II Parallel. 
V Equiangular. 
0 Circle, circumference 361).-. 
'"' Aro of a circle. 
!J. Triangle. 

0 Square. 
CJ RA!ct&ugl• 
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...;' Root, the radical sign. To denote any other than the square root, a figure (called 
th'l index) expressing the 'degree of the required root is placed above the sign •. 

-- Vinculum. 

[ ] or { J Brackets. 
( ) Parenthesis. 
I Bar. 

I OJ' F. F Jnction. CV arious other letters are sometimes used by mathematicians to 
indicate functh lB.) · 

D Differential ; ·as Dx, the differential of z. 
-< Variation. 
11 Finite difference. 

, D Differential, co-efficient. 
1 Integral ; integral of. . . 

I g, The :i:A.tegral to be taken between the value of b of the variable and its value 

a. I a denotes that the integral ends at the value a of the variable, and I b that it begins 
at tha value b. 

M The modulus of a system of logarithms. 
g The force of gravity. 
0 Degrees. 
' Minutes of arc. 
• Seconds of arc. 

R0 Radius of a circle in degrees of arc. 
R' Radius in minutes of arc. 
R" Radius in seconds of arc. 

" "' etc. Accents used to mn.rk the quantities of the same kind which are to be 
distinguished. When the number of the .accents :would be greater than three, the Roman 
numerals are used instead of thew, as a'•, a•, a•'. The accents are often written below 
also, as a11, a111, a1., a., a.1• Figures, and also letters, are sometimes used for the same 
purpose, as a1, a1, am, G0

, ao, ag, aa. 
1, •, 8, Indices placed above and at the right hand of quantities to denote that they 

are raised to powers whose degree is indicated by the figure, as a 1 : that is, the first power 
~a . . 

Sin. z. The sine of z. 
Sin.-1 z. The arc whose sine is :~:. 

BOTANICAL SIGNS. 

0 An annual plant. 
~ A biennial plant. 
'll or 11 A plant with a woody stem. 
11 An evergreen plant. 
0 A monocarpous plant. 
~ A staminate or male plant. 
~ A pistillate or female plant. 
~ A perfect or hermaphrodite flower. 
~ S! Unisexual. 
~ ~ Monrecious. 
~ : ~ Direcious. 
~ i5 ~ Polygamous. 
) Turning to the left. 
C Turning to the right. 
v= Cotyledons accumbent, radide lateral. 
0 U , incumbent, , dorsal. 
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0> Cotyledons conduplicate, ra.Wcle dorsal: 
0 II U , folded twice, , •• 
o II U II , , thrioe, ., ., 
CO or 10 An indefinite number. 

0 Wanting; the absenoe ofa part. 
• Feet. 

. , Inches. 
• Lines. 
t Indicates doubt. 
I Indicates certainty. 

. 1 CIIEKICAL SIGNS, 

• One equivalent of ozygen. It ia printed above a symbol representing an element 
and repea.ted to indicate two. three, or more equivalent& 

1 One equivalent of sulphur. It ia used in the same manner as the preceding. 
A dash drawn across a symbol. having either of the foregoing signs above it, denotes 

that two equivalents of the substance represented by the symbol are joined with the 
number of equivalents of oxygen or sulphur indicated by the dots or commas. 

+ Indicates, in organic chemistry, a base or alkaloid; when placed above the initial 
letter of the name of the substance. " ' " · · · · · ·! _ 

- Indicates, in organic 'chemistry,'.an. &cid, when placed above the initial letter of 
the name of the acid. · · · · 

Every elementary substance ia represented, in chemical notation, by a symbol con
aisting of the initial or abbreviation of its Latin name, as H for hydrogen, 0 for oxygen, 
Ag. (from argentum)' for silver, and the like, each symbol. when used singly, always indi
cating a Bingle atom or equivalent of the substance represented by it: thus 0 st&!!.ds f.,r 
one atom or equivalent of oxygen, C for a Bingle equivalent of carbon, and the others in 
like manner. A compound body made up of Bingle equivalents of its constituents ja 
represented by the two symbols of the respective constituents written Bide by dde; ae 
HO, a compound of one equivalent of hydrogen with one of oxygen, forming water. To 
express more than one atom or equivalent of a substance, a number ia used, either pre
fixed to the symbol or, more commonly, written .after it~ below the line; as 10 1 or 0 1, 

two equivalents of oxygen. · · 
A secondary compound, as a salt, is indicated by writing the symbol of the constituent 

. compounds one after another, with the'sign+between them, the symbol of the base 
being alwaya placed first; thus, Ca.O+C01 represents carbonate of lime. A comma is 
frequently used instead of the sign +, commonly to express a more intimate union than 
would be expressed by that sign. The period is also sometimes used to indicate a union 
more intimate than that denoted by the sign +, but less so than that implied lly & comma. 
A number written before the symbol of a compound designates & corresponding number 
of equivalents of that compound i .... aso •• three equivalents of sulphuric acid. When 
the formula of the quantity contains several terms, those to wlllch tho tlgure applies are 
included in parentheses or brackets to which the· figure is prefixed: as 3, (Ca.O+SO.), 
three equivalents of sulphate of lime. 

IIDI:DICAL SIGNS .&.ND UI!Bli:Vi.t.TION$. 

lt Recipe, or " take." 
i or ii Of each & like quantity. 

1b Apound. 
3 An ounce. 
3 A drachm. 
3 A scruple. 
i Stands for 1 ; ij for 2. etc. 

11. Means ~emil, or half. 
V• A grain. 
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p. Particular;. i. small part (as much as oan be taken between the enrls of 
two fine;er&). 

p. req. (partu requalu). Equal parts. 
q. B. (quantu"' 8UJ!icit). As much as sufficient. 
q. p. (quantu"' plaut). As much as you please. 
B. a. (secundum artem). According to art. 

In medical works the quantities in the formuLe are set in lower case letters. H the 
number end with an "i.'' a "j " is always used in its place, as viij, instead of viii; xj, 
instead of xi, etc. 

OO:M:MERCIAL SIGNS AND ABBREVIATIONS. 

£ Pound sterling. · @ At. 
( Shilling. W Per. 
$ Dollar. lb Pound weight. 
% Per cent. % Account current. 

!05. Special Instructions for Book-work.-The following instructions will, 
as a general rule, be followed in composing book-work. Separate instructions 
sho.lld be obtained for any special work. 

Tile Half Title, being the short title of the work, in suitable series of display letter, 
according to the size of the page and number of words. In making up, the line or lines 
should be placed a little above the centre of the page. 

The Title page.-Instructions in regard to the use of typt' and style set forth in " Report 
of the Committee appointed to select the Best Faces of Type and Modes of Display for 
Government Printing, 1922 " published by His Majesty's Stationery Office, London, should 
as far as possible be followed. 

The Dedication, in small capitals, and the general appearance of the page should be as 
neat as possible. The name of the person to whom the work is dedicated, as well as that 
of the author, should be set in capital letters; or according to special instructions. 

The Preface, for demy Svo and smaller sizes, in the same fount as the text, and leaded 
or extra leaded. In royal Svo and larger sizes, in one size larger than the text. The 
word Preface, at the beginning of the matter, should generally be set in the same type 
as the chapter headings. 

The Ccmtenh, in capitals, small capitals, or lower case, one or more sizes smaller than 
the text, according to the quantity of matter. · When the contents are printed at the 
beginning of each chapter, the matter should be utilized for the beginning of the work,. 
with full points running out to the paging. U the page is widely leaded, the full points 
should be arranged to form a. vertical line down the page, thus- · 

OriginofHmmlayas • 66 

Origin of the Indo-Gangetic plain • 60 

Distribution of recent fauna .M 
If, however, the page is close or thin leaded, the full points should be" diamonded?'
that is, arranged vertically in ev~ry altemate line, thus-_ 

Origin of Himaiayas • 
Origin of the Indo-Gangetic plain • 
Distribution of recent fauna 

• 66 
60 

.(14 

Where the subjects make more than one line, the matt.er should be kept one or two ems 
cll'&r of the paging, and turned-over lines should be indented. The paging should be 
opposite the last line. ' 

Liai oj IllU81m.tioM, in capitals and small capitals, one or two sizes smaller than the 
text. If all the lines are shorter than the breadth of the page, the longest line should be 
cent1ed and all the other lines should range with it. 
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The Errata, in two or ihree Bizea smaller than the text. The words denot:ing instrao• 
tiona, such as for, read, omit, insere, de., ahould be in italics. The matter to be col'l'eCtecl 
and the correction should be within marka of quotation. 

The jirsl fH111'-• the text, or body of the work ahould bear a heading, or llhort title, 
containing merely the name of the work. 

The leading• to fltlrla, clwpter1, or BeetioM, &ocording to special instractions : but in 
whatever style they are compoaed. they ahould be alike throughout the work. Where 
the contents of chaptera are given at the beginning of each chapter, they ahoold oe com· 
poaed either in small capitals throughout, or in lower-cue in two or three aizes amaller 
than the text. The tumed-over linea ahould be indented, and only a da.ah ahould be 
placed between the subjects. . • · . 

The fi"t word of each part, chapter, or aection should begin with a capital and be 
completed in small capitals, without indentation. In standard works not of an official 
nature, instructions will genera.lly be given for the firat word beginning the body of the 
work. and the parts into which it is divided, to be set in a two-line letter or initial without 
indentation, and the word completed in ca. pi tala, ranging with the top of the initial letter. 

Para.groph1 should be uniformly indented, &I follows :-_ 

Me&BUrea, 22 ems and under, I em. 
23 ., to 33 ema, ll ema. 
34 .,to« •• 2 •• 

For mea.wres above 44 ., instructiona will be given. 
Paragra.pha set in small type ahould be indented ao &I to range with those of the text. 
When the aubjecta of pa.ragrapha are given at the beginning, the words 11hould be set 
in small ca.pit,.la, italics, or ill allttque lower-c&le, &c!Cording to instructioll!!, and ahould 
be separa.ted from the text with • full point and dash. Blanks are not to be inserted 
between p&l'llgrapbs unless where specially marked by the writer. No p<linta ahould 
be used after lettera or figures of clauses to para.gra.pha, when enclosed between paren
thesis, &I (11). (b), (1), (2), eto. 

E:rtracts, if the text ia Pica or 12 point, should be in one size less ; if iu ~~maller type 
than Pica or 12 point, two sizes less. The firat line of each para.graph ahould be preceded 
by two inverted oommu, and the extract ahould be closed with two apostrophea. U. 
however, a quotation should occur in the extract, it ehould be preceded by cne inverted 
comma and bo closed with one apostrophe. U a thicker lead than ll point is used iD 
the text, 11 point leads only ahould be used for the extract matter. An extra lead ahould 
be used before and after the extract. to mark the dist.inction from the text. 

Matur placed '"' Jttdrpositio• should, unless otherwise ordered, l:e in one size Jeps if 
the ted is Pica or 12 point ; if tml&ller than Pica or lZ point, in two sizes lesa. 

Foot-note~, in two or three sizes smaller than the text. When the text is 118t in very 
small type, the foot-notes are generally composed in the eame or very nearly the eame 
type, a. full cro~s rule being placed between the te:r:t and the note. When the difference 
in the size of the type is I!Uflicient to ahow where the text leaves off and the note liegins, 
the rule should not be inserted without special instructions, but sufficient blank l!hould 
be placed between the te:r:t and the note. If a thicker lead than eight-to-pica or ll roint 
is used in the text, eight-to-pioa. or ll-point leads only ahould be used for the notee. 

When notes are few and ahort they ahould be lltlt &I regular paragraphs to the full 
width of the measure with the ~~&me indentation &I that o( para.graphs to wn. · 

When there ia but one note to the page. and that note ia ahon and doea aot fiH the 
line, it should be set ill the centre ot the line. 

When the only note on a page makes more than one line. and overr\UJs a few worda 
on the aecond line, centre both the lines afU.r this fashion :--

The eeoond line of thia note ahould be oontrecl 
and nearly ulong &I the firat liDe. 
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When rmall type is selected for foot-notes that may be of unequal length, the notes 
may be put in half measure. The space between the two columns should not be wider 
than the em quad of the type of the note, and may be still narrower. 

Reference Marks, superior figures should be used as marks of reference, a thin space 
being placed before the reference marks. In mathematical work, however, the signs 
of asterisk, dagger, double dagger, etc., may be used instead of superior figures to distin· 
guish note references from powers of numbers, letters, etc. :Marks of reference in the 
text should always follaw, not precede, signs of punctuation. 

Shoulder notes, in two sizes smaller than the text. They generally consist of a repeti
tion of the book, part, chapter, or section, etc. They should be placed on the outside 
margin, the first line of the note ranging with the first line of text at the head. A metal 
rule should be placed after the note. 

Marginalluadings, in antique in one or two sizes smaller than the text or in caps and 
email caps of tlte text. They should be placed on the outside margin, the first line of the 
heading ranging with the top of the first line of the paragraphs of text t() which it refers. 
. MarginalntteB and rejert:T~U~~ must be reduced to the absolute minimum, if possible 
they should be printed in bold letters and run on with the text of the paragraph to which 
they relate. · 

Bide notes, ill two or three sizes smaller than the text, according to the quantity of note 
matter. They should be set up t() Pica or 12 point ems or half ems, so as to facilitate 
justifi-::ation in making up. If the measure is narrow, thick spaces should be placed 
between the we rds and the space required to fill up the line should he placed after the last 
word, leaving the lines of various lengths. If, however, the measure is wide enough, the 
lines of the note should be of equal length. In either case the first line should not be 
indented. Side notes should be placed at the beginning of the lines on the left-hand 
page, and at the end of the lines on the right-hand page ; sometimes, however, books 
have side notes on t10th margins. In every case the first line of each note should be 
placed exactly opposite the matter to which it refers, and should range with the top of 
the first line of the text. 

Cut-in notes are generally set in the same type as that used for the foot-notes, but 
small antique type is sometimes preferred when the note indicates the subject of the 
paragraph. In this case the note should begin opposite the second line of the paragraph 
to which it belongs. In the same work the measure should be of a uniform width and 
depth according to the number of lines the note makes. The blank should be as nearly 
as possible the same above and below the notes. Cut-in notes should be avoided as much 
as possible. 

Tabular matter should be slightly smaller than the text ; but if this is impracticable 
owing to the quantity of matter, the next aize that will come in should be used. 

Tables similar to each other should be set in the same aize of type, and the columns 
should be arranged uniformly. Tables varying slightly should be set up uniformly as 
far as possible. · 

·Column heads, if short, should be set in the same size of type as the table; if long, 
in smaller. type 3oecording to the quantity of matter. Every line should be centred. 

Tablu of 3 or 4 columns.-These should be set up as" ranging matter," without the 
addition of rates, when they appear in the body of the text. 

Tal:lu of 4 or more columns.-These should be set up, with rules, in the largest type 
into which they can be got, considering the width of the text. In other words, if a 
11tatement can (without cramping) be set np in Small pica or 11 point, it should not be 
l!et up in Bourgeois or 9 point or other smaller type. If it is, the charge for Small pica 
.or 11 point will only be allowed. The rule does not refer to a series of tables which 
may refer to one another. In such cases one style or size of type should be adopted 
fot all in consuitation with the overseer. 

If tablea can be set in the same width as the text, the measure should not be increased 
to a wider measure. The idea. is to observe symmetry. Of course, in doing so, it is not 
intended to spread out a statement needlessly when it can conveniently be set up in a. 
narrower measuro thaon the text. 
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Column number~.-In aU statements included in Ike tezt, " column numbers," ar& 
aot to be set up. 

Rlank columna.-In aU instances in which there are no entries in the "Remarks" 
column, that column should be omitted. In some instances in which there are a few 
remarka, they should be set up as " foot-notes". 

Size of keml_ingl.-In aU instances in which it is thought necessary to set. up the headings 
of statements rn smaller type than the body thereof, the overseel'B should be consul~d.. 

As tabular work requires special care, calculation, accuracy, and taste, and, in very 
intricate work. a considerable amount of patience, it should only be given to the most 
competent workmen. 

Siu of type and mea.tttru for column1.-It requires to be carefully thought out before 
it is begun. It is the duty of the compositol'B first to •• cast off" his copy, i.e., to deter
mine the suitable measure and the Bize of the type to be used eo as to represent a neat 
and clear style. A compositor's earnings and reputation as a workman will be in propor
tion to his ability to do this quickly and correctly. In choosing the type for the body 
strict economy must be studied and as large a size as possible should be selected, bearii1g 
n mind that small type with space is better than large type with no space. 

JU~tijicatwn.-Justifying small with larger type ·requires to be done with great nicety, 
so that the line or lines after justifica.tion will be exactly paralleL. Lea.ds and not cards 
should be·used for this purpose. With the point system there is no excuse for bad justi· 
fication. · 

U all the lines are not justified alike, some types will be loose, and lettel'B wiD probably 
drop out when the forme is lifted; or the roller in printing may draw out some of the 
figures, the omission of which will render the statement uselSBB for the purpose for which 
it was printed. · 

Ranging and pointing figu.re column I.-The longest line of figures in each column should 
be centred, and the rest of the lines in the same column should range with it. 

In setting up money columns, an em quadrat should be placed between single figures 
and an en only between double figures. 

In columns where decimal pointe are used, aU the pointe should range, irrespective 
of the number of figures before or after the points. 

U spa.ce allows, an en quadrat should be placed between the matter and the ralo, 
which generally improves the appearance of the table. 

In British money the points should be placed thu&--£3,759,642; and in Indian money 
Ra. 37 ,59,642. 

Cutting brut rule prollibited.-The practice of cutting up brass rule to any nec6888ry 
size, or according to the caprice of the compositor, is absolutely forbidden. Anyone 
found cutting rules will be fined. Rules have been cut to lengths in pica or 12 point en1 
and eiDB and are kept in the charge of the typs storekeeper, who will supply an1 
required length on receipt of the requisition slips signed by the Bection-holder. · 

lnatructwn8 regarding bra~~ rulu.-All the vertical rules in a table should, aa far •• 
possible, extend from top to bottom in one piece, and the cl'088 rules should be of the 
exact width of the columns. Small pieced rules should be avoided. U, however, head· 
inga are again required for the continuation of tables, the vertical rules should be of the 
depth of the headings only, and rules, the full width of the measure, should be placed 
"between the headings and the matter, so that the former can easily be separated from the 
latter without interfering with it. 

One thick rule should be nsed for the hea.d and one thin for the foot of tables. 
U any of the rulet1 or lines are in the least degree too long, the table will be twis~ 

when it is locked up, and the neat appearance of the work destroyed. CAre must &lEo 
be taken to see that the rules are not longer than the matter, or they wi.ll bind when 
locked up and allow the type in the eolumns to drop out. · 

If a rule is to be placed round the table, it should be turned thick side up. The comet
must be carefully joined whon locking the forme. 
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Ranging matter, in the same or a slightly smaller size thaB t.he text. If a thicker lead 
than eight-to-pica or I! point is used in the text, eight-to-pica or I! point leads only 
should be used in ranging matter. When the lines are short, unless ot.herwise orderedp 
the matter is arranged in double column, with a thin rule between them and an em 
quadrat between the matter and the ru1e. 

Appendicll$, if the text is in pica or 12 point, in one size smaller; if in small pica or 
11 point or less, in two sizes smaller. If a. thicker lead than eight-to-pica or I! point 
is used in the text, eight-to-pica. or 1! point leads only should be used in the appendices. 

The Index, in one or two sizes smaller than the body of the work. Index matter may 
be set in one, two or more columns, according to instructions. The initial letter of each 
class, as A, B, C, should not have a full point after it. The matter should be reverse
indented (run out and indent), i.e., the first line full out, and every turned-over line
indented. Full points should be used for leading out to the paging, which should be placed 
opposite the last line. 

III.-MACHINE AND PRESS BRANCH. 

GENERAL. 

206. Machine and press room overseer.-The overseer will be held res
ponsible for the quality and quantity of the work of the machine and press 
branch. He will see that small formes are given out in such numbers and so 
arranged as to turn out the work as cheaply as possible. He will see that all 
men receive a fair share of long runs and other advantageous work. He will 
continually perambulate the machine room and examine the work while· 
under printing. He will frequently inspect the machines and see that they 
are in a clean and serviceable condition. He will see that the motors .are
stopped when the machines are idle and that the lights in his branch are not 
kept burning unnecessarily. 

Inspection of foreman's books.-The "Overseer will weekly examine the
foreman's work distribution books and submit a report for the manager's 
perusal and orders. 

Instructions regarding work.-Before the overseer makes over the work 
to the foreman he shall examine it closely and instruct him. Verbal orders 
should not be given regarding work, but written orders only should be given. 
by the overseer to the foreman, who will place such orders, etc., in the work 
dockets where they will remain until the work is despatched. 

207. Issue of miscellaneous stores.-Miscellaneous articles required by 
the machinemen or pressmen are issued by the general storekeeper on 
indent. When articles such as press brushes, knives, scissors, etc., have
become unserviceable the worn out ones should accompany the indent for 
new ones. If the old articles cannot be produced the person to blame will be
fined. 

208. Counter.-The counter will initial and date the charge file, if the
numbers received are correct. He will initial and date each instalment of a 
long :rlln. He will be held responsible that the correct number of copies hav& 
been printed before the forme is lifted from the machine. 
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209. Charge files.-The charge file ·will be made over by the machine
man or pressman to the foreman as soon as the forme is printed off. The 
machine or pressman who printed the forme will be held responsible for a 
breach of this rule. The foreman will enter on the charge file the no. of 
machine or press, the name of the machine or pressman. the register no., 
the number of copies printed, his initial and date. The charge files will be 
Ment by the foreman in batches in a receipt book to the computing section. 
The time occupied in making chargeable alterations should be written on the 
machine or press revise, and initialled by the foran.an before it is sent to the 
eomputor. _ . _ ----·-- -· .. -- -· -- -· ··· - · ·· · ·- - ' 

210. Washing formes.-After a forme has been printed o:ff the machine
man or pressman will make it over to the forme washer, who will wash it 
~lean from every particle of ink. This operation should be thoroughly well 
done, as cleanliness is essential to the clear printing of the same type when 
it is subsequently put on the press or machine. After the type, furnitnre, 
.quoins and chase have been well brushed.. with ly~ plenty of water should 
be used to drench the forme until aU the ink and lye have been complef;ely 
removed. If any forme is found to be insufficie!J.tly _washed, the man who_ 
washed it will be fined;- After a forme has been washed it should be taken 
to the man in charge of the standing formes, who will make it over to the 
storekeeper for distribution or place it in the standing matter racks, accord
ing to the orders written on the press-order sheet~ . 

211. Overti.DJ.e requisition.-lf the foreman requires his men to work 
()Vertime he should make out an Overtime Requisition (form below) and submit 
it for scrutiny to the overseer. For other instructions see para. 130. · 

Overtime Requi8iticm,-J[achine c/4 Prus. · 
The 'flcket :Noe. of $be worken ID each aectl~ are printed and tbOIIII not required for overtime atteudance 

. . . ah~ be aknckoll. . . . . . · 

Nama of Soctlon. 

:Kaehlne room 

Pre. room 

Paper 
luppUen. 

. 

.RepWtiota for~omi'!! ~ruoeJ ll • 
J!lV;M . 

I No. oftlalarle4 ' 

I 
Name of th~ Supervlaon no men required No. of pi- Forwhatw•d 
qulred to attend overtime. aa shown below bands. (fnU details I. 

(In word&) • 

• IForemaa ··- -·--- -- -·-- .. - •.. ----- ~·--- -
.lamadar 

. Report writer 
Foreman 
Paper luuer 

Ticket Nos. 

l Rotary Rotal')" 
machine ......, .. t .... 

·• labourer. -

Perma'nent Salaried Hands. 
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Overtime Requisition-Machine &: PreBB-contd. 
Temporary Salaried Hands. 

(REVERSE.) 

Ticket Numbers of Macbinemen. 

Machlnemen. Inkers. Treadle machlnemen. 

Pressmen. 

Pressmen. Inkers. Fly boys. 

Foreman. Overseer. Assistant Manager. 

MACHINE PRESS SECTION. 

212. Machine foreman.-:-On receipt of the press order proofs and the 
work docket, the foreman will enter the details in his Register of Work 
Received. 

Regi8ter of Work Received. 

Date I Register From whr.t I Number 

I 
Number Machine Names of the Date I of Section of of or of RE!o!ARKS. 

receipt. No. received. copies. pulls. Press No. ·group. completion. 

I 
He will see that the press register number, the initials of the department, 
the number of copies, the description of paper, the date of receipt and the 
initials of the section-holder are written on the press order proof. In distri
buting work he will enter the necessary details in the Machine Daily Outturn 
Book under the names of the· men. to wh~Jm the work is given. 
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Machine Daily Outtum BooTe. 

Da.~--------------

Time Register No. PreNor No. of Time Time 
wbeo and Machine Name or work. Section. Impr- when wben 

REIU.IlltS. made printed reeelved. Department, No. &ions. ready. oll, 
I 

I 

... 

I 
., 1 

' - -
'. . . . . 

213. Machine operatives.-The machine section operatives in the Cal
cutta and Aligarh Presses are all pieceworkers except those employed on the 
rotary machine. They are eligible for promotion in accordance with the 
Rules jQJ' Classification of pieceworkers (para. 43). They are eligible for 
overtime and leave _in accordance withthe .rules tor the industriaL piece 
establishment. The machine eecticn operatives in Delhi and Simla presses 
are salaried hands. 

214. Machine revise.-Immediately the machineman has obtained an 
even and clear impression he will submit a proof on unbleached paper to the 
reviser. After revision the reViser will return it to the ma.chineman, and 
any corrections necessary will be attended to by a compositor and not by the 
ma.chineman. The machineman will be severely dealt with if errors are 
found on the printed copies through a breach of this rule. 

215. Making readJ and final. protfs.-After corrections have been carried 
out the ma.chineman will complete- his make ready; and submit a clean proof 
on the paper on which the job is to be printed on to the foreman or overseer, as 
the case may be. Printing is not to be commenced until the forme is pro
perly made ready, the quantity of ink correc.t and the proof passed and 
initialled by the foreman or overseer. This passed proof must be produced 
by the machineman when called for and he will be severely dealt with if 
he is unable to produce it. In the case of bookwork, a sheet should be 
shown to the bindery foreman so that he may fold it and check the margins. 

216. Printed copies to be countd.-As soon as copies have been printed, 
and before the forme is lifted, the machineman will count the sheets carefully 
to see that the full number, including file copies have been printed oft and 
then make them over to the bindery counter. Should any copies be found 
short the machineman who printed the forme will be held responsible for any 
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-expenditure which may be necessary to make up the shortage. In printing 
.off long runs the machineman should not wait until the run is completed, but 
should hand over the sheets to the counter in instalments, in order that he 
may not be kept waiting on completion of the job while a large number of 
-sheets have to be counted. · 

217. Delays in correcting proofs or in the issue of paper.-Machinemen or 
pressmen when delayed by a corrector, a reviser or the stationery-keeper 
:should immediately report the circumstances to the foreman·. The time that 
.a proof is tendered for revision, and the time it is returned to the machineman 
-should be written on the proof by the foreman ; while the proof is being revised 
-the machineman should obtain the paper from the stationery godown. 

218. Hour work.~ The :Machine and Press Report writer will fill in and 
:Submit the hour slip for all hour work done in this section to the overseer for 
check. Stoppages due to failure of current, breakdown of machines, etc., 
which are beyond the control of piece work operators should be paid for on 
-time at class rates provided the operators concerned cannot be engaged on 
-other work. In such cases a separate hour slip should be prepared which 
will be verified by the overseer and foreman and initialled by the assistant 
manager in token of having passed the charge for payment • 

.Machineman'& Hour Slip. 

Name of workman-----------

Ra.te------ Date------

I Tni:B. I 

l I Initial of 

~egr. Depart- Name of Nature of I No. of head of 
hours Rate. Amount. branch In 

. No. . ment . work • work. When When allowed. which . 
taken. finished. engaged. 

! n •• Jl• 

I 
Overseer or Foreman. Asst. Manager. 

The hour slips after initial by the overseer or assistant manager will be 
:aent to the computing section daily by the machine foreman. 

219. Spoilage.-Slip sheets and two sheets of paper on which the work is 
lto be printed are allowed for making ready, and in working off spoilage will 
be allowed as under :-

Class A.-Job work and Form work either printed in machine room only, 
-or ruled, etc., in Bindery only. 

Under 500 impressionS 
500 to 1,000 impressions 
.Every additional1,000 impressions 

• up to 1 per cent. 
, t " 
II i ~' 
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Class B.-Job work and Form work printed in machine and ruled, etc;,. 
after in Bindery. 

Under 1,000 impressions 2 per cent. 
Every addition.al1,000 impressions 1 , 

Class C.-Book work-1 per cent. is allowed irrespective of the number of 
impressions for additional work from 8vo and larger of any sized paper. 

Class D.-Book work-2 per cent. is allowed for any work of 24 page& 
(such as Abbreviated Addresses) and all work of 16mo. or smaller sizes of any 
sized paper. 

The cost of paper spoiled in excess of that allowed for spoilage· will be
charged to the workmen to blame. Any one found using proof paper for 
drying their hands,· cleariing or using it for any other purpose than making 
ready and pulling proofs, will be fined. 

Sl'JWUL llliSTBUO'l'IONS FOB JUCHilliEMEN, 

Pat;kitlg cylinder•.-When fitting new packing on cylinders machinemen are parti
cularly cautioned aga.inat putting too great a thickness. The correct amount of packing 
can easily be ascertained by placing the edge of a straight rule or reglet on it, and aee thafi 
the reglet or rule is only juat clear of the planed enda of the cylinder which run over the· 
bearings at the sides of the bed. The test should be made after &11 overlay sheets are on 
the cylinder. If too much packing is placed on the cylinder it will cauae slurring, and the· 
type will also be serioualy wom through friction, the diameter of the printing surface of 
the cylinder being greater than the length of the bed. 

Adjmtmenl of roller.r.-The adjuatment of the rollers requires close attention to see 
that they only run over the forme lightly and do not press too hard against each other .. 
If they run on the forme too hard they will be cut, and will also clog up the type, thus 
causing dirty printing. If they press too hard against each other they become overheated. 

Care of roller bearings.-When placing rollers in position on machine the machineman 
must aee that the ends of the stocks are carefully wiped to remove all grit and avoid un• 
necessary wear to the roller bearings ; the roller bearings and gear wheels should then be 
oiled. · · 

Cars of roller.r.-Machinemen will pay particular attention to thei~ rollers to keep 
them in good condition. Before leaving work each day the machinemen must have alt 
rollers washed up with kerosine oil and thoroughly wiped with clean waste to remove all 
traces of gre11.se. If this is not done the rollers will not take the ink properly and will 
deteriorate rapidly. Machinemen are supplied with all the necessary kerosine and waste 
for keeping their rollers in good order, and will be held responsible for the cost of the rollers 
spoiled through failure in complying with this rule. In the same way press men will be 
held responsible for the condition of their rollers. 

Quality of printing.-While printing is in progrMs the machineman, or pressman,. 
will watch the sheets carefully to aee that the ink is kept uniform through aU the copies,. 
and that no type draws out of the forme or quads or spaoes work up. He will also see 
that the sheets are being fed correctly, so that sheets which have to be printed both Bides,. 
as in book-work, will ft'gister accurately. Only first class work will be accepted, and any 
defective or badly printed sheets will have to be printed again at the cost of the m&JL 
concerned. He will also refund the cost of the paper spoiled. 

Washing form.u.-After a forme has been printed o1f the machineman, or pressman,. 
will send it to the forme-washers, who will thoroughly brush the forme with the potash 
provided and swill it with a liberal quantity of water. The forme-washers will be res• 
ponsible that all ink is removed from the type and furniture and the potash entirely washed 
away. Type kept standing or distributed in a dirty condition will not print clearly nex• 
time it is used. Those responsible for a breach of the rule will make themaelvea liable tea. 
punishment. 
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CARB AB~ CONDI1IONS OB' MACliiNB'3 ABD MOTORS, 

Care of machines.-Before starting work in the morning operatives will carefully 
examine their machin~s to see that. all parts are properly adjusted. Machines are to be 
thoroughly cleaned so that ·no dirt or foreign substance is allowed to get into the working 
parts. All working parts and bearings are to be carefully oiled, and the process is to be 
repeated at intenrals during the day to such parts as are subject to excessive friction. 

Condition of machines.-Operatives are held personally responsible for the condition 
of the machines under their charge. They are liable to pay the cost of repair, or for 
any damage done to the machines, which may be found due to carelessness or wrongful 
use. Allowance will be made for fair wear and tear. 

Adjusting machines.-.Any defect in the machine is to be immediately reported by the 
operative to the foreman who will report to the overseer. The latter will, if necessary, 
instruct the mechanical branch to do the necessary repairs or adjustments. Should an 
operative fail to report defects he will be held responsible for any damage which the 
machine may snstain through being worked while in a defective state. 

Electric 11WWr& and their maintenance.-These motors are under the direct charge of 
the mechanic, who will see that they are very carefully cleaned, supplied with oil, and 
maintained in perfectly efficient working order. Minor faults will be immediately 
attended to by the mechanic : but any serious fault will be reported to the manager to 
be communicated to the Executive Engineer, Electrical Division, who undertakes all 
repairs which cannot be carried out by the mechanic. The motor mnst not be allowed 
to run when there is no forme on a machine, and the machineman mnst stop the motor 
directly he has completed printing a forme. 

HA},"D PRESS SECTION. 
220. Hand press foreman.-The rules applying to the machine foreman 

apply equally to the press foreman. 
221. Hand pressmen.-Hand pre3smen are piece-workers. They are pro

moted in accordance with the Rules fm: classification of piece-workers 
{para. 43) and are eligible for overtime and leave as per rules prescribed for 
the industrial piece establishment. Rules paras. 214-217 ·and 219, apply 
equally to pressmen. 

222. Hour work.-The same rules as in para. 218 will apply except that 
a-Pressman's Hour slip is required to be filled in. 

Pressman's Hour Slip. 
Name of Workman.--------------

Clas:s------- Ra.te------- Date-------

I Till II. Initial of 
Regr. Depart- Name Nature No. or head of 

of ot hours Rate. Amount. branch No. ment. work. work. When When allowed. In which 
taken. finished. engaged. 

---- --
II cr. p. 

Overseer or Foreman. Assistant Manager. 
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OARJD AliD OONDlTIOll 01' PRESSES. 

Pressmen must keep their presses perfectly clean and well oiled. The parts intended 
to be polished should be kept bright. _ An occasional rub with an oiled rag will keep both 
polished iron and brass bright without occupying much time. Brickdust must never 
be used to clean a press, as some of it is sure to get into the working parts and cause 
damage. The platen should be occasionally scraped, as dirt is apt to accumulate there 
from the tympan, and if this be allowed to remain it will make the impression uneven. 
The tilla of the platen-that is, the spaces between the strengthening ridges-1>hould 
be kept free from pye, broken leads, quoins, etc. 

ROTARY PRINTING SECTION. 
223. Overseer.-The machine overseer will submit to the manager 

through the assistant· manager,' each month, ·a statement . showing the 
outturn of the rotary machines in the following form. These statements 
after signature of the manager will be sent to the computing section. 

Bolary Machine Outtum BI!{JiBter for the month of-----. 
Name of arew: 

•.....•.•... 

The computing section will then compile 
form for submission to the manager. 

a statement in the foll.:>wing 

Rotary Outtum Statemw for the month of"-· --------.. 
1lr of ame arew 

No. of Total No. of Average No Average No. AYeraqe No. 
No. of boura No. of -~E lmpreoalo111 ot lmprea- oflmprw- oflmpr- ;~ 

boura ma.chloe boura Colum111 Column per bour alooa per alooa per elooo per i 
attended. 

••Time" &andl. 1. attended bour prlotiq printing and .... allowed. attended bour t.ime boura prllltlng. (Column 1). (OolWDil 1). (OolWDlll). (Ooluma •>- ~ - ----
1 I • ' I • ' • • jto 

--- - 1-

~ I . -

Nors.-column 1 wW be Ailed lo bJ t.ba Time-keeper. 
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224. Operatives.-The machineman in charge of the machine will account 
for his attendance each day by m,eans of a Rotary Mach-ineman's Daily 
Docket. This docket will show in detail all stoppages. Those considered a~ 
chargeable will be a1lowed for at the rate shown in the footn,ote to the 
docket. Stoppages for reasons ·other than those provided for in the docket 
should be brought to the notice of the machine overseer, who will enter the 
tin1e if he considers the stoppage to be due to no fault on the part of the 
operative. The time of commencement of the printing and of any stoppage 
will be shown in column 3 and the time of finishing printing, or stoppage, for 
the job will be shown in column 4. The duration of the stoppage in hours
and minutes will be shown in columns 5 to 12. The hours allowed by the 
overseer for the stoppage will be shown in column 13. These daily dockets 
will be sent to the computing section so that the monthly outturn register 
may be checked from them. 

Rotary Machineman'a Daily Docket. 

Names of crew{========== Da.~--~---------

I Tnm. SrOPPAGES IIOR WHICH rmB IS 

I I ALJ,OWED. 

Reg. I No. of 

--- .,. tl c; .; = .c 0. .. •.a .. .. 
!l~ iS ~><a = "' .; + Initials 

No. llmpres- ~ "' .. Hours Hours oi and slons ~· ~~ 0 .. allowed . attended. or .., 
.,; _., 

"' .. "' - Foreman. date. , printed. , .. -... "' "' EE ..,:ri "'= Cl ;; 
~ 1:! .,; ~ .. ., " " " -5~ ~ 

i3 .. a .; r:f~ :§ ~ .. 
" a ~e 

.c II: li3 ~ al~.., " " 0 ~ 
., 0 

0 I~ 
0 "' ~ "" 

tfl'\l l1o In j12 

----- ---- ---
1 I 2 9 13 u 15 16 __ I 

----- -----

I l I I I I I ·• 

Overseer. Assistant Manager, 
Non.-Time allowances may be made on the following basis:-

1. Fitting numbering boxes-15 minutes per Box. 
2, Altering numbering boxes by hand sliding-ll minutes for each Cylinder, 

.. 
~ : .. 
1¢ 

-
17 

-

3. Changing Reels-10 minutes for each reel. 
4. Morning-SO minutes are allowed for cleaning- and oiling the machine. The Foreman Is tes

'(IODSihle that the cleaning time is actually spent on cleaning the machine. 
6. Stoppages due to crew's carelessness are to be fully reported on a separate note-sheet by th• 

Foreman or Overseer and submitted for orders, 

LITHO SECTION. 

225. Lithographic .. draftsman.-The draftsman will prepare sketches, 
diagrams and blocks under the orders of the assistant manager. He is a 
salaried industrial operative and entitled to all the privileges as regards leave 
s~nd pension enjoyed by that category on the superior establishment. He 
will maintain a Register of work received (para.· 92) to show the receipts, 

. progress and disposal of work in this ~ection. 
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226. Lithographic pressman.-The· lithographic pressman who works 
under the instructions of the draftsman, is a superior sala.ried industrial 
~perative. 

227. DailJ Docket.-The litho-draftsmen and pressmen will submit a Daily 
Docket showing the date. J."egisteJ.' ll.umber. nature. of work, .number .of hours, 
11umber of copies and the cost of the same, etc. 

Daily Doekel--L&t'ho-Draftsman. 

~& ~r-~ Nature ol No. of ~~r 
Total li.JIJU.IUtll, .l!lo. Dept. Wort. boun. labour. materiaL coot. 

----

I 
--(loe:--t-ol-:-la-bour~--e--Dtezed--b-y ___ · -.--· .......... ·,~ ~.~~ ~~OD. ·l ~? .. 

Coat or materiala eaterecl by 

Geuen.l Storeteeprr. . 

»ttM. 

___._ 

Daily Doekel--L&thographic Pru~man. 

NameolVO!~~~::::::~:::::::::::::--=-------Pay-

"fUlL . . 

··~j-Reg. Name of Nature of No. of RBII4RES. .I!Oo. Dept. Wort. lloan. ooptea. 
Commeaeecl. Fllllabecl. 

I 
r-.:.-

.. .' . 
! : .. 

' 

Computor. Assistant Manager. 

IV.-BINDING BRANCH. 

GE:NERAL. 

228. Overseer.-The overseer is entirely responsible for all work of the 
biudery. The binding orders and work dockets with files, etc., will first 
go to him and he will issue the necessary instruction to the foreman, essential 
to the expeditious handling and economical production of the work. 

229. Foreman. -On receipt of work from the overseer the foreman will 
make every practical arrangement to get the work through in the shortest 
poi!Sible time. The work will first be entered in the Bindery lltgister. The 
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entry shall show the date of receipt, binding order no., :from whom received, 
description of work, nature of binding, size, number of pages in each, 
number of books or copies, and date wanted, etc. 

Bindery RegiBter. 

Q .I 
No. of copies/ No. of copies 0 ~~ 

:;.; """ and date ofl and date of 

i 0 .,a despatch, ~erillcation. 
~ :;.; .. 1:: . Number .; ... 

-~ 
.., Name ~ go Description Group " 

~~1 w •• 

~ of I» ofsheeta i ~ "' .. per No • ,; .. " work. ~ 
:;.; A of Binding. 0 ~ .... p:; copy • .. 

Date. ~ 0 .. a No • 
$10 0 i~ ol 'll g! 

:>! 

~ ~ 
.. ,g .c= ... 

~ >'I ;; ,r::: p:; 

I 
I I .. -

I I r I 
He will then distribute the work to the binders. The style of binding 

for any description of work having been settled and noted on the binding 
order must never be departed from without special instructions, in writing, 
from the overseer. · 
· · 230. Binding order.-When a work is ready for binding the section
holder will make over to the binding branch a complete binding file copy with 
the details entered in the binding order (see para.128). 

231. Receipt of binding materials.-The binding order together with 
the binding file copy will be taken to the stationery issue· clerk, who will cal
culate the quantity of binding materials required for each job and note them 
on the back of the binding order. On receipt of the materials they must be 
carefully checked with the quantities noted on the binding order, and any 
discrepancies brought to notice before the materials are taken away from the 
issue section. The binding order will be taken back to the bindery, but it 
must be returned to the issue clerk on completion of the job, together with 
any offcuts of materials, etc. The issue clerk has instructions to bring to 
notice of the General Store-keeper any delay or non-return to him of the 
binding; orders. . -

232. Despatching bound copies.-On completion of the job the copies are 
sent to the despatcher after entering the details in the Bindery ·De$patch 
Book. 

Bindery DeBpatck . Book. 

Registf>r No.I 
I Bindery Receipt 

Date. Department. No. of copies. Group No. Bundle No. Page No. or REIILU\KS, 
Book No. 



_ 233. Despatching publications.-Publications despat-ched to the Central 
Publication Branch are despatched under a triplicate voucher in the form 
below. -

Date. 

Date. 

Date. 

OriginaL 

__ ... Description of work, __ . __ 

.. t • 

Number of 
eopleo trii.JI8· 

ferred to 
- Publication 

..Braach. · 

No. By. 

----------------------~~------1------1---~~---~ 

'I ,.- ._ ' 

i ;,· ·· ; • L 1 

Duplicat4 -: -·.)To be ~1pa ana reined byoearer.}- -- ~o:-_Bj;- -.-" 
1
- --

Triplicate. 

· Deaerlptioa of work. 
Number of 
·~~ ledgerJ!'ollo. 

'• 
• ·• j I • .. f • I 

(To be tent eo Receiving Section.) No. By. 

-'·! 
n-rtptlon of work, 

,·! 

Number of 
copleotrii.JI8o 

ferred to 
Publication 
· DrADch. 

. -· 

' ·, 

BINDING SECTION. 

l'IECE. 

Ioltlal o! 
LedgoJt• 
Keeptr. 

234. Serving out work.-When distributing work to the binders the. 
foreman shall, as far as possible, give each group oi binders as equal a quantity 
()f each job as is possible, bearing in mind the number of men prrsent m the 
group. Before giving out work to the groups the foreman will enter the same 
in the Wo1·k Distribution Register. · · ' 
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Worl: Distribution Regiater. 

' ' ' I Date I Despatch Register Name of work and No. When Date. of Group No. ' of Voucher RBlUBXII. No. nature of binding. copies. wanted. ' Despatch. No. ; 

! il ' .. . . 

l 
-· 

In making over the work the foreman will note the number of copies dis
tributed to each group in the following form :-

Bind3f'Y Distribution of Work Form. 
Register No. and Departmen.t-----------

No. of copies to be made over to • • • • 
Ditto ditto PubUC'ltion Branch 

Binding Order given to Group No.~-
Binding Order received from Group by-

lSSUJ:D !rO GBOUPB. RBCEIVBD IIBOK GBOUPB. • 

Qronp No. Date. No •. of I No .. of D te No. of f No. of Date. No. of 
copblS. copieS. a • copies. jDate. copies. copies. 

-~-
-----'-- 1-

! 

Date. TOTAL. 

The number of copies In each bundle are to ~e wrltt<>n outside by Head-man of group. The Despatcher 
will count the copies on receipt from the groups and bring to notice at once any shortage or excess. After initial· 
ling the group vouchem, the Despatcher will be responsible for any discrepancy. 

The work docket must be sent to the despatcher with the llrs\ batch of copies: this is most Important. 

235. Binders.-Binders in Calcutta press are paid at piece rates and those 
in other presses are on fixed pay. Piecework binders are eligible for promotion 
in accordance with the Rules for Classificatioo of Pieceworkers, para. 43. 
They are eligible for overtime and leave in accordance with the rules for the 
industrial piece establishment. 

236. Binders' accounts.-The binders' charges are entered in the Bindery 
Work Voucher by the report writer. These vouchers are checked daily by the
jamadar and again by the foreman with the Bindery Register. After check
ing and verification they are forwarded to the computing section, which will 
grant a receipt for the same in the Receipt Book (seepara.134). 

237. Hour work.-Charges for hour work also are entered in the Bindery 
Work Vouchers by the report writer. Before the vouchers are handed to the
foreman they are sent to the time-keeper, for the purpose of verification of the
attendance of the men concerned in the work for which the hour charge is 
made. On return from the time-keeper all hour charges are checked by the 
foreman, who transfers the vouchers to the overseer or assistant manager for 
further and final check and initial. They are then forwarded to the computor, 
who after calculating the amounts due posts the same in the bill books. 
Regarding payment for stoppages of machines beyond the control of the 
operatives, see para. 218. 
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B·na w Rau 
1 erg or I: Voucher-Time. Jf emo. 

fi~~------------~Tw,.---------------~Da.~--------------.... 19 

JUglater No N~ of work;------------------

Mbe 

.Cutting abeete 
Fol~ . 
-Ga:the ng . 
.COllating . 
l!awing . 
Sew~ 
.Stlte . 
()overing . 
Cutting • 
Gold Lettering 
;Extra charge~~ 

N.uB. 

OoL 

JU. . . . . 
. . . . . 

... 

Pay. 

Sheet per 

A. P • 

copy------------.....------Q'uantlty--------

Detall of work-'--------------------

. Wbeo IID!sbed: rw.,.....,..-.-. --...,..,.---.Da.~---------
- ~ --- .___--. - ~ .--·~·-- -..__ ---~· ·--~--·-

DBTAU. 01' LA.BoiJB. Reoelver'a Initial. 
/ 

Per 100 aoplea. · . Amount ' 

D~TB UD HOIJB. 

XOTAL. 

I I Total No.. earned. 
ofho11111. ·~ . t i '" 1 

1---,--.---------- --. . 
' 

I I -:-i l . I I j,- I-!' 

I I _I!= F: : 

~-;- -1 I 
c~ I I 

~ I I I 
Bepon writer. L. P. Jr. 111. C. · ' Computor. Time-keePer. 

238. Machine cutting.-Work done on the cutting machines will be 
4::harged on a special voucher. The Guillotine Machine Work Voucher is 
~illed iu by the report writer from the biu4ing order. · This work voucher is 
despatched to the computing section daily. 

Guillotine Machinu Worl: VoucAt.r ----... 192 • 

.Date. Beglater Department. No. of CuE? j ~ame11 of l Totol I Jl&to. .&mount. !X>!'AL. .No. .oeete. ~~_:::=__, outuaga • 

- -- ... •· ... Jlo 

I 

j. I 1 
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239. Unfinished work.-A work, the · binding of which has been com
pleted, but which is held up pending the completion of a minor operation 
done outsid~ the groups, such. as numbering or trimming, may be charged t() 
account without reference to such operation, but any adjustment necessary 
must be made in the following month's bill books. 

240. Overtime requisitions.-If the foreman requires his men to work 
overtime, he should make out an Overtime Requisition (form below) and submit 
it for scrutiny to the overseer. For other instructions see para. 130. 

(FRONT,) 

Overtime Requisition-Bindery. 
On the reverse ·the Ticket Nos. of the workers in each section are printed and those not l,'equlred for overtime-

attendance ahould be struck off. ' 

Moming 
Requiaititm for .Night aUendanee ftn<'-----------.192 

-No. of salaried 
Name of Section. Name of the Supervisors required men required No. of piece For what work 

to attend overtime. as shown below hands. (full details). 
·- . ... ·~ . ·- ~ (in words) . 

Bindery . . Foreman . 
Assistant Foreman • . 
Jemadar . . 
Report writer . . 

Ticket Nos. 

Despatcher 
and 

examiner: 
Band ruler. I. Numberer. I Paper I Material I I I I coun~r and P'!"te Finishers. Vlceman. Labourer. 

and drier. supplier. · 
Duftry. 

Permanent Salaried Hands. 

Temporary Salaried Hands. 

I 
Foreman, Overseer, Assistant Manager. 
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(REVERSE.) 

Piece h..nds. 

FINISHING SECTION. 

241. Finishers.-All work for fi'nishing will be' sent to the section from the 
bindery accompanied by a time memo., on which the register no. and 
number of copies are entered, and verified and signed by the foreman. On 
receipt of the work docket, the compositors employed in this section will take 
in hand the setting in brass type, and the material necessary for blocking or 
tooling, as the case may be. On completion ·of the work, the time memo. will 
be filled in and returned to the foreman for final verification and signature, 
and for transfer to the computing· section. :rhe work will be returned to the 
groups for completion. · 

ENVELOPE MAKING SECTION; 

The foreman on receipt of the ·work docket from the overseer will enter 
the details of envelopes in the Register of En1:elopes. · ..... ·· ... · 

Regi&eer of Enr:elopu. 

i No. OI'OOPIII:BAII'D DATil NO. 01' COPIBB AII'D DATil 
01' DIISPATCH, 01' VEBinCAl'IOII', .. . . ... 

~ ~ j 
DeecrlptloD. 0 0 8' l!.BIIABitS. 

~ ... lri No. ol ooplee. Date. No. olooplea. Date. 

! ! i i i '5 
0 

~ ~ .l iii ... 
- 1----

242. Envelope makers.-Envelope makers are piece-workers and are 
eligible for promotion in accordance with the Rules Jor Classifilatio'A of Pieu
workers (binders), (para. 43) • . 

243. Envelope makers' accounts.-Envelope makers' accounts are 
entered on the charge files. After verification and checking by the binding 
foreman the charge files are forwarded to the computing section, which will 
grani a receipt for the same in the receipt book. The computor will comFute 



174 

the amounts according to the rates laid down in Chapter VI, and_enter what is 
.due to each man in the Bindery Bill Book (page 104). 

244. Charge files:-Ail charge files submitted by the envelope makers 
must show the printing office register no., number of copies finished and 
manufactured size of envelope and operative's name. 

245. Hour work.-Charges for hour work are entered in the Hcrur Work 
Vouchers as in the case of binders, and forwarded after check by the foreman, 

:and initialled by the overseer or assistant manager, to the computing section. 
246. Overtime requisition.-Same as for binders. 

MACHINE RULING SECriON. 

247. Machine rulers.-The same rules as for envelope makers apply to 
·machine ruling section except as below. 

248. Division of earnings.-The amount earned by each machine is 
·divided among the operatives in the following proportions :-

Machineman . . 50 per cent. 
Feeder . • 30 

" Flyboy. 20 
" 249. Substitutes.-A feeder who works as a substitute for a machineman, 

-or a flyboy for a feeder, is paid at the rate for the higher grade ; but if his work 
is rejected, he will pay whatever expenses may be incurred in replacing it. 

250. Charge files.-As each job is completed the charge file with the ope
.ratives' names and the number of copies, details of go through, under line or 
-stop ruling impressions and colours written on it, is made over by the 
machineman to the foreman, who forwards the files and the receipt book to 
the computing section where the amounts due are calculated and entered in 
·the Ruling Machineman's Bill Book (page 104). 

251. Unfinished work.-When a work, of which a large number of sides 
.:has been ruled, is unfinished at the close of a month, the price of the sides ruled 
is charged to account and the amount adjusted in the following month's bill 
book. At the end of the month the sums credited to each man are totalled, 
.and the bill book is signed by the computor and made over to the accounts 
.section. 

· CARE AND CONDITION OF MACHINES AND MOTORS. 

The rules prescribed for the printing machinemen (page 164) will equally 
apply to the _machine rulers. 

DIE STAMPING SECTION. 

252. Die stampers.-On receipt of work from the overseer, the foreman will 
-make it over direct to the die stampers who will obtain the note paper, 
-envelopes, etc., from the binding material issue clerk. When the work is 
..complete, the die stampers will enter their charges in a copy of the work 
which becomes the charge file. This will be verified and signed by the 
'foreman be.fore transfer to the computing section. 
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: V.---FOUNDRY BRANCH. 

STEREOTYPING SECTION. 

253. Stereot7per.-The stereotyper will submit a daily docket showing 
how and on what job he has worked daily. A register of orders will be main
tained as in the case of the Mechanical Branch (para. 256). A Register of 
Foond1'1J Ouuurn will be maintained showing particulars of the work turned 
out, quantity, indenting branch and cost of labour and material. etc. 

Reg&ster oJ Fov.ntlrv Outturn .. 
. ; ·~ I' ."' 

.. I·< 
Partlcolan olrerelpUI, whether old stereos, 

electrQe, type, w aew Jnetal. 

ReCeipts. 
. I 

.o. '• I 

·-·- - ---- .. --- ___ .. __ - . 

.. .. 

·Manufactures. 

Quuwrr. 

Partlcolan ol work, whether 
Indenting R equlsltlon Costal Coat of type, metal furniture, atereoo, 

w nickel faoed etereoe. Bre.ncll. llo. and date. labour. materiaL 

I 
it .. ,. it .. , .. 

' 

TYPECASTING SECTION. 

. 254. TJpe casters.-The rules applicable to stereotypers and the registerS" 
pret:cribed will apply also to this section. 

NICKEL FACING SECTION. 

255. Nickel facing.-The rules applicable to stereotypers and the register• 
prescribed will apply also to this section. 
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VI.-MECHANICAL BRANCH. 

GENERAL. 

256. Head mechanic.-The head mechanic is responsible for keeping the 
machinery throughout the press in thorough working order. He works under 
the direct orders of the assistant manager, and will undertake repairs to ma
chinery, etc., in the various branches only on a requisition signed by the 
assistant manager. He will report immediately to the latter any case in which, 
in hiS opinion,' a xr:a.chine has been put out of order by the negligence of the 
operative. He will personally inspect all the machinery throughout the press 
at least once a week, and submit to the manager a written report of the result 
of his inspection, reporting at the same time instances of neglect on the part 
of the operatives concerned. The whole cost of the branch has to be charged 
over the productive branches ()f the press, so that it is essential that the time 
of the mechanics and the materials consumed should be carefully noted against 
the branches requiring their services. 

The head mechanic will maintain a Register of Orders giving details of 
work, cost of labour and materials. 

Register of Orders. 

I 
Docket sent 

Order No. Docket Branch. Detalle of work - -When Whenoom- Coat of labour. to 
and date. No. required. required. pie ted. Acoounte Section, 

-storekee~:-

-... -. -.. ·1··--· -- ... -- ~< -·· .- - 'B .. :P• 

I 

I - -

I 
I 
I 

MECHANICAL SECTION (REPAIRS). 

257. Mechanics.-Each mechanic will submit daily a docket in the form 
below showing how his time has been occupied during the day. The daily 
docket will be desra.tched by the head mechanic to the general storekeeper 
to note thereon the cost of materials issued, and then to the accounts section 
for the purpose of debiting the cost against the branch concerned. 
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Daily Docket-Mechanical SectW, (repairs). 

:r.t:ech&nlc'a Nam No. Pay Ra ate 

HOUB8 WOBXBD. 
Oost of 

lob lio. BraJICb. 1i ature of work. Equivalent Cost of 
No. of daye. labour. materi&lao 

Ordinary. Overtime. 

- I·· :B .. p. :B •• 

TOO!.U. OIUBGBABLB I I 
Cost ol labour entarecl by :B .. •· 

Labour . . 
M&teriall: 

. 
Accollllfl Bllell&oa. . . . 

Coat of materlala entared by 

To be debited to Braorh. 
B . ~ 
ROLLER CASTING SECTION. 

258. Roller ca.ster.-The pay of the roller caster will be chargeable · 
proportionately between the machine section, the hand press section and the 
composing brau.ck-for the proof and galley press rollers. It is essential, 
therefore, for tke head mechanic to post carefully the time of the operatives 
and the materials consumed against _the respective branches. 

Materials for roller casting will be issued by the general storekeeper to the 
head mechanic only on a. requisition signed by the assistant manager. 

All roller stocks are numbered and a register will be maintained giving 
dates of casting, dates of issne and dates of retum for recasting, so that the 
life of the rollers can be checked. · 

CARPENTERING SECTION. 

259. Carpenters.-Carpented ,ill also submit daily the docket provided for 
mechanics. No carpentering.~~ or repairs will be undertaken, unless a 
requisition signed by the ass~~ manager is produced for the work required. 

LORRY SECTION. 
The mechanical section: is responsible for maintaining the motor lorry in 

. good mechanical and running order. 
260. LolTJ clriver.-The lorry driver will see that the lorry is cleaned 

daily and is ready for work at the time required each day. He will be 
responsible that no unauthorised persons travel in, or are allowed to drive the 
lorry. He will indent on the mechanic!l.l s~tion for all oil, grease, eto., 
required to keep the lorry at work. 



CHAPTER VI 

RATES 

I.-COMPOSING BRANCH 

PffiCE RATES FOR HAND COMPOSITION. 

m. " Casting 'Up " or method of computing work.-Casting up is the 
process by which matter is measured, the number of " ens " it contains arrived 
at, and ita value ascettained. This is done by multiplying the depth of the 
matter in " ems " of the body of type used by the width of it in " ens " of the 
ea.me body [one" em" =2 "ens"] and the product will be the tota.l number 
of" ens." An odd en in the depth of the matter counts an em, and a. thick 
apace in the width is reckoned an en. The number of ens contained in the 
matter being thus ascert~ed. the rate per 1,000 ens detailed below is paid. 
The smaller the type, the greater the number of ens, and consequently the 
higher the rate per page. The letters in a. fount of type are of various thick
nesses, but in ordinary composition they will average nearly a. uniform thick
ness of an en quadrat for each letter-those that are thicker than an en com
pensating for the thinner ones. In fixing the price per sheet; .500 ens and 
upwards are reckoned 1,000, and less than 500 are not taken into account. 

To illustrate the method by which the value of oomposition is' arrived at, the cast;.up 
&f a sheet is given below. The measurement in pica or l2 point is 46 ems long by 26 ems 
broad, solid matter, but in small pica or 11 point, the fount used, it is-

53 ems, or linea long. ' 

60 ens or 30 ems broad. 

3,180 ens per page. 
18 pages per sheet. · 

~.sso say 51,000 ens per sheet of 16 pages, ali Re. 0-3-9 per 1,000· ~ns=Rs. 11-15-3 
per sheet + 16=Re. 0-11-11 per page. · 

(TM percentage, viz., 40 for Calcutta and Delhi Presses, sarwtioned in B. of 
l. and M. Res. No. ..4.-31, d. 15-7-20, .A.pp. 12, should not be added to tM rates 
.contained in paras. 262-264 and 266-211.) 

262. Rates lor common matter.-The rates for· common matter are 
.as follows :-

Common matter, full measure or double column-· 

Leaded (12 point to 8 point or Pica to Brevier) 
Do. (7 and 6 point or Minion and Non-pareil) 

Solid (12 point to 8 point (lr Pica to Brevier) • 
Do. (7 and 6 point or Minion and Non-pareil) 

( 179 ) 

Per 1,00) ens. 
Rs. A. P. 
• 0 3 G 
• 0 3 9 
• 0 3 9 
• 0 ' 0 

z:2 
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In the Simla Press there are no piece compositors, but for purposes of 
estimating and computing outturn the following rates will apply:-

Special rates for common matter, Simla Press-
Per l,GOO ens. 

Rs. A. 1', 

Leaded (12 point to 6 point or Pica to Non-pareil) 0 3 9 
. Solid (12 point to 6 point or Pica to Non-pareil) 0 4 0 

· 263.' Computing. tabular and table matter.-Tabular and table matter i& 
cast-up on the same principle as for common matter except that the rates 
are di.fierent. Tabular and table work is matter set up in three or more 
columns depending upon each other and reading across the page. To be paid 
as follows:-

Rates. 

3 columns without headings, one-fourth extra. 
3 columns with headings, 4 columns without, one-third extra. 
4 columns with headings, and 5 or more with or without, half extra, th~ 

· price of common matter. 
NoTE.~ By the term " Common matt.er" is understood the usual description of book work. 

No deduction on accoUnt of blanks in tabular matter will be made. 

264. Column heads.-Headings in smaller· type than the body, but not 
exceeding two removes, if not more than three lines in depth, to be paid 2 
annas extra ; if more than three lines, or if in smaller type than two removes, 
to be cast-up according to the relative values of the two bodies ; the greatest 
number of appearing lines being considered the depth. . 

265. Definition of heading or column heads.-The following to be con
sidered a definition of the word heading :-

Parish. Name of Voter. Residence. 

C'.helsea. . . . . John Smith . . . Belgrave Place. 

Or thus, when set in smaller type, and forming three or more lines :-
Name Trade Place · 
~ w ~-

Voter. Profession. Residence. 

John Smith • Wheelwright • Chelsea. 
26~. Blank Tables.-Blank tables to be cast-up half extra the price of the 

text type of the work. No extra charge to be made for headings in smaller 
type, unless such headings constitute one-third of the table. 

267. Title-headings.-Title-headings to table or tabular matter, not exceed
ing five lines, to take the charge of the matter to which they are attached;. 
..above five lines, no extra to be charged. 
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268. Notes to tables, if exceeding three lines, to be charged as common. 
matter. 

269. Common matter occurring between table or tabular work, nQt being 
headings, to t~ke no extra charge. 

270. Tables belonging to a work to take the extras of that work. 
2n. Boxed tables 1 anna extra. per single box. . 
(For prwaa. 262-271; see Dept. of I. and L. No • .A.-688, tl. 21-6-28, .A.pp. 12.) 
2'12. Method ol charging a page.-Each sheet is paid for at the rate for the 

text ; the additional cost of pages composed in smaller type, or in difierent. 
descriptions of matter than the text, or of those set in a broader measur~1ih.an 
the work, are paid for as " extras." Extras are totalled on each page. · Small 
portions of a. page set in larger type than the text are paid for at the same 
rate as the text. · .. 

273. Read7 Reckoner Tables~Th~ Y'alue of 1,90.0 to 130,000 ens fr9m 1~ 
point to 6 point or from Pica. to Nonpareil of the various descriptions of matter 
is given in the Case Work Ready Rt>.ckoner, Table I; the rates of payment per 
sheet and per page from 12 point to 6 point or from Pica. to Nonpareil in Table 
11, the price per line from 12 point to 6 point or from Pica. to Nonpareil of the 
various descriptions of matter in Table III. These tables have been published 
separately. · 

(Tk percentage, viz., 40 for Cakutta and Delhi Presses, antl50 /or Simla 
Press sanctioned in B. of I. and M. Res. No • .A.-31, tl. 15-7-20, App. 12, should 
be added to aU the rateicontainetl in paras. 274-281.) . · 

274. • Interspersed common matter, footnotes and extracts composed in 
smaller type than the text, are paid for extra per line up to the difference in 
the price of a. page of text and that of a page of smaller type, at the following 
rates:- · 

33 ems broad and under • •. 2 pies. 
34 ems broad and upwards 3 ., 

275. Small type in tabular matter.-When smaller type than that on which 
the body of the table is set is used in th"" " Remarks " or other column, 1 pie 
per line extra is paid. 

276. Side notes are paid for at 2 pies per line. 
277. Cut-in notes. 16 pica or 12 point ems and under, are paid for at I pie 

extra per line ; 17 ems and upwards, 2 pies extra per line ; and 2 pies extra 
for justifying each note. . . 

278 • .Justifications are paid for at 2 pies each. 
2'79. Title pages having one line in the centre with border are paid .at 

2 annas each. · · · . 
280. Correcting final press proofs.-When pro<~fs are not sent out for ap· 

proval, the following rates are paid for sending each forme to press :-
Folio, 4to and Svo • 1 anna. 
12mo. and 16mo. • 2 annas. 
32ruo. • 3 • , ----• •o or 00 per oent.. ahouJd no' be added when the matter i• paid a' ... ~ 1p relle&. 
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281. Rates for special work-
*Current and colle;ction dockets are paid for at 2 annas each, and 2 pies pet 

line extra for smaller type than pica or 12 point, up to the difference in the 
cast-up value of the founts used. Financial Department collection-dockets 
are, however, paid for at 4 annas each, and 1 pie per line per column is paid 
.extra for the tabular portion of the docket. 

History of Services of all Departments.-Making•up and rule-dressing is 
paid at 1 anna and 6 pies per page. 

(40 or 60 per cent. should not be added to the rates contained in paras. 
282-292.) 

282. Interspersed tabular matter, forming portions of a page, are paid for 
;according to the space occupied. Tables set on a narrower measure than 
the full breadth of the page are paid for at the cast-up price,-the blank required 
to make up the measure being cast-up as pica or 12 point common matter. 

283. Covers, half titles and titles are reckoned as pages of text except 
in tabular work when they are paid for as common matter. Eight ·lines of 
.common matter are paid for making up a half title. 

284. Dedications, prefaces, or other introductory matter, are paid for ac
cording to the type on which they are set. 

285. Common matter having lines at wide intervals are paid the actual 
number of appearing lines plus 50 per cent. extra of the appearing lines for 
blanking out .. 

286. Matter overrun is paid two-fifths of the cast-up price of the new matteT. 
287. Composition from imperfect manuscript is paid 10, 15 or 20 per cent. 

~xtra on the rates according to circumstances. 
288. Foreign languages.-Matter comp(>sed in a foreign language in the . 

Roman character is paid 10 per cent. extra on the rates. 
289. Matter composed in Bengali, Hindi, Urdu and similar languages, in their 

own characters, is paid for as that composed in English. 
290. Emergent work.-For all takes of copy making less than 1,000 ens, 

20 per cent. extra on the rates is paid. 
291. Work partly sbmding and partly composed is paid for as alteration, . 

but new matter exceeding 8 annas in value is paid for at the cast-up rates. 
292. Rates for special work-
Epigraphia Iwiica.-15 per cent. over the rates is paid for Sanskrit in

ternpersed through and justified with text and 50 per cent. over the rates 
per page for English transliteration portion only. 

Linguistic Survey.-40 per cent. over the rates is paid for transliteration 
portion only. 

Index to Bower Manusoript.-50 per cent. over the rates is paid. 
Persian Gulf Gazetteer.-20 per cent. over the rates is paid. 

~ala:cmto0l0dia ~~~~ } -10 per cent. over the rates is paid . 
.c-ersm~ orrespvrKWnce 
I mpe1'ial Library Catalogue of Books and Articles relating to languages, etc.

tO per cent. extra is paid over the rate per page, for block type, italic, etc. 

• ~or 50 per oent. should not be added when the matter is paid at cast-up rates. 
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PIECE RATES FOR MAKING UP. 

(40 or 50 per cent. slwuld be adikd to tlu?. rates contained in paras. 293-295.) 
293. Making up common matter is paid for at the following rates per page :-

Without With With With half 
Size&. Bide Bide 

double u;.ar ginat. 
Bide 

Dotes. no tea. notes. notes. 

Ra. .&. P. Ra. .&. P. Ra. .&. P. Ra. A. P. 
Foolacap Bvo and demy l6mo . . . 0 0 4 0 0 6 0 0 8 0 0 T 

Foolacap 4to and demy Bvo • . . . 0 0 6 0 0 9 0 l 0 0 0 1()-

Medium, Royal and Super-royal Bvo . . 0 0 7 0 011 0 1 3 0 1 ()o 

Demy 4to and I,.mperial8vo • . . . 0 0 8 0 1 0 0 l 3 0 1 l 

:Medium and Royal 4to . . . . 0 0 9 0 l 0 0 l 3 0 l 2: 

Foolacap folio and Super-royal 4to . . 0 0 10 0 1 0 0 '1 3 0 1 S· 

294. • Making up tabular matter is generally done by one compositor or 
make-up man and will, as far as practicable, be paid at the rates for ma.king
up common matter, but where these rates ar~ found inadequate, special rate& 
per page will be fixed by the section-holder in consultation with the Time 
Checker according to the nature of the work which will be deducted from the 
cost of each page and credited to the man who makes up, regard will, however .. 
be had that in no case must the cast-up price be exceeded. · 

295. • Making up Lino and Mono matter.-10 per cent. extra is paid over the 
rates for making up matter composed on Monos, and 10 per cent. less on J4nos. 

( 40 or 50 per cent. slwuld not be adikd to tlu?. rates contained in paras. 
296-298.) . 

296. Making up blanks and standing headings-
(a) Book work.-In octavo and smaller sizes, four lines of text are allowed 

for making up a heading or ending, and the remainder of the blank is credited 
to the office ; eight lines of text are allowed for making up a blank page, antt 
the remainder of the blank is credited to the office. In folios atUl quarto, .. 
four lines of text are allowed for making up a heading or ending, and the re
mainder of the blank is credited to the office ; full blank pages are not reckoned. · 

(b) Secretariat current papers and proce6dings ttolumes.-The number of 
lines detailed in clause (a) above are allowed for making up blanks and stand· 
ing headings, half of the remaining blank being credited to the office and the 
other half not reckoned. 

(c) lndez and contents to Secretanat Monthly Proceedings.-In making- up 
index. and contents to Secretariat Monthly Proceedings the number of lines 
admissible under Rule (a) will be pica or 12 point solid. In annual indexes, 
the line allowed for making up ·will be of the type in which the index is 
composed. 

• 40 or 60 per oent. ahould not be added when the making up is done on time. 
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297. Skeleton pa~es are made up on time. 

298. Rule dressing.-Generally rule dressing should be done by the 
compositor who sets up the matter. Where this is inconvenient, the charge 
to be fixed by the section-holder in consultation with the Time Checker for this 
work will be deducted from the cost of the -pages for payment to the man who 
doP.s the work. (Ordinarily the value of time occupied at the man's class 
rate to be deducted.) 

JoB WoRK. 
i • "'- ~ I 

(40 or 50 per cent. should be added to these rates.) 
; ' . 

299. Casting up.:-J obs set on larger type than English are cast up as English 
except.when the page is larger than demy 4to, when they are cast up as 
English in width and body of type used in depth. In casting up,. after the 
fust 1,000 ens, fractions of 250 ens are not reckoned ; 250 ens and up to 500 
ens are paid for as half a thousand; above 500 ens and up to 1,000 ens are 
paid for as a thousand. ' ' 
. 300. Rates for job work.-The following are the rates paid for the particular 

classes of job work mentioned below :-

Letter headings are paid for at an all-ronnd rate of 2 annas each, and 2 pies 
extra per line for marginal matter. 

Docket f~ are paid for at an all-ronnd rate of 3 annas each and 2 pies 
extra per line for marginal matter. 

Form headings are paid for at the rate of form work, viz., 1 anna per 1,000 
Pica or 12 point ens, with 3 pies extra for each column head up to three lines, 
and 1 pie for eveey additional line above three. I pie extra is paid for each 
bla.nk column head. 

Envelopes.-Addrellses, for ·franking,· are l'aid 3 aDit&iLI each, addresses 
only, 2 annas each. 

The lowest payment for a single la.bel is '2 annas. 
J,abels with a borde·r are paid at 1 anna for each labeL 

( 40 or 50 per cent. should not be added to thise, rateS.) 
Circulars, letter forms, and docket memo. forms are paid for at 0-3-9 pies per 

1.000 ens. 
Libels in sheets are caP.t up as Pica or 12 point at 0-3-6 pies per 1,000 ens. 

. , Ckeq~ forms a~e paid for at 0-3-9 pies per 1,000 ens, those with grounds 
are composed on time. 

Labels in sheets without roles are cast up as job work. 
Medical labels.-One half is deducted for blanks. 
Letre1' headings with signature line at the bottom are cast up at 0-3-9 pies 

per 1,000 ens, deducting two-thirds for blank. 
301, Unclassified work.-Jobe not coming under these rules should be 

submitted for ·orders. 
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FoRM: WoRK. 

( 40 or 50 per cent. Bhou1J be ai/,Md -to the rate1 in paras, 303-31 I except the 
items marked witk asterisks.) _ 

302. Casting up.-In casting up forms, after the first 1,000 ens, fractions
of 250 ens are not reckoned ; 250 ens and up tD 500 ens are paid for as half 
a thousand; above 500 ens and up to 1,000_e,ns are paid for a.s a thousand. 

303. Ciassifi.cation and rates.-Fo~ work is -divided into five classes and 
the rate- fot each class is a.s follows :-

Rates .~Class A oonsists of blank forms with headings irrespective of the 
number of forms or columns contained in a page, and is paid for at 1 anna.. 
per 1,000 pica or 12 point ens. · · _· -

Class B consists of forms With lines of matter placed at wide intervaii!". 
and is paid for at the rates for Class A, 1 pie per line extra in each column 
being paid for the matter. _ · . 

Class C consists of forms with rules placed at intervals across the columns-. 
and is paid for at the rate for Class A, a ! pie extra being paid per rule in each 
column. - · - ... 

Class D consists of forms partially filled in with matter; the blank ~olumns 
ara cast up at the rate for Class A and (*the filled-in matter is paid for according 
to the scale of rates given for common matter or tabu:Iar'work as the case may 
be). · · - · · · -_, - • ~ · - 'r -- . ·- : . • . . · • -

Class E consists' of forms having matter changed 'in on~ or niore · co1~ns 
in sheets succeeding those originally composed. (*The.original compoSition is. 
paid for at the rates for Class D, and changing the matter at press in succeed-
ing sheets is paid for on time.) .., _ . . . · . .,- . - · ·1 : ::-: 

304. Matter placed at the foot of a form is paid for at the rates for inte:r
spersed lines, (*but when it exceeds 12 lines it is cast up as common matter). 
No extra is paid for signature and date lines. · ' _- __ ·, · •· ··... · " ' 

305. Forms Beadings ha.vmg more than five appeanng lines, set on pica or 
12 point or larger type, are paid for at the rates for interspersed matter. When. 
set in type smaller than pica or 12 point all the lines are paid for at the rates. 
for interspersed lines. - . _ . · 

306. Hal! titles.-Sizes up to foolscap are paid for at 4: annas each, and 
1 anna extra for each size larger. 

307. Skeleton Dockets.-Skeleton dockets up to foolscap size are paid for 
at 2 annas each, and 6 pies extra for each size larger. (*Extra matter is cast. 
up at 3 annas 9 pies per 1,000 ens.) 

308. Column heads are paid for at 3 pies each extra, and 1 pie extra for 
every line above 3. 1 pie extra is paid for each blank column head. 

309. Interspersed lines at wide intervals are paid for as under :-
1 pie per line extra up to 8 ems ; 
2 pies per line extra from 9 ems to 33 ems ; 
3 pies per line extra from 34 ems and upwards. 

• •o or 110 per oent. ahould not be ad -:led when the matter is paid at O&St-up r&t,;a 
or nn t.ime. 
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310 • .Figure columns;-One column, 4 ems and under, filled in with figures 
--1 pie is paid for every two lines of figures; (*wider columns filled in with 
.'figures or matter to be cast up). 

311. Rates for speciallorm work.-Th~ following special work is paid for 
;oa below:- • 

O.J!We Note Forms consisting of one, two and three perpendicular rules 
-without headings are paid at 4 annas per page. 

Office Note Forms consisting of one, two and three perpendicular rules 
uaving some matter both in the heading and in the body are charged as form. 
work. 

Letter Forms consisting of two or three perpendicular rules with heading 
and matter in the margin are charged as form work. 

Docket Forms having only one perpendicular rule are paid at 1 anna per 
~~ . 

Forms hamng only one perpendicular line with matter about eight ems 
placed at the heading are paid at 2 annas per form. 

Proceedings Keep with Docket Forms are paid at 2 annas. 

(40 or 50 per cent. should not be added to the rates in paras. 312-313.) 
312. Form where open matter extends across the page.-In forms, 

where open matter extends across the page and is not divided into columns, 
~me-fourth of the blank is paid to the compositor for making it up, and the 
value of the remainder of the blank is excluded. from the cast-up. 

313. Full title pages.-The rate for Pica. or ·12 point common matter 
.according to the space occupied is paid. 

314. Unclassified work.-Forms not coming under these rules should be 
.submitted for orders. 

315. ReadyReckoner Table.-The price of Form Work from 5x10 
ems to 200 X 130 ems including 40 per cent. in Table IV is given in the Case 
lVork Ready Reckoner published separately. 

ltATES AND RULES FOR CALCULATING OUTTURN OF LINOTYPE 
OPERATORS. 

The linotype opetators are salaried men and are paid on the following 
·basis. 

Calcutta Press. 
316. Casting up.-All matter composed on the Linotype machines is cast 

up in the same manner as shown for hand composition except that a special 
lino-type gauge is used in measuring. 

317. Rates.-In determining the number of ens the following rates are 
.allowed;-

(~) Matter set to a measure less than 11 ems 12 point in width (not being 
tabular) is calculated at a minimum rate of 11 ems 12 point measure 
corrected. 

* 40 or 50 per cent. should not be added when the matter is paid at cast-up rates. 
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(b) Matter set in 6 point to a measure of 26 ems 12 point or more is cal· 
culated at 5 per cent. extra. 

(o) Matter requiring two slugs tO complete one measure (not being tabu
lar) is charged one-fourth extra; three or four slugs to complete 
one measure one-half extra. · 

(d) Matter of and above four lines wholly composed in other than ordi
nary English (e.g., dialects and contractions) is charged one-half 
extra, and foreign languages double for each line. 

(e) Matter run down blocks is charged to the full width of the article. 
(j) Simple tabulated matter, i.e., with one justification is castrup at 

25 per cent. extra, two justifications or more 50 per cent. extra. 
(g) Lines containing caps, small caps, italic or antique which are set from 

the side cases 50 per cent. extra. 
(h) Bad copy or manuscript is charged one-third extra. Before the extra 

is allowed the orders of the assistant manager or manager must be 
taken in writing. 

318. Authors' corrections are calculated at 50 per cent. on fresh set matter. 
Only the lines actually necessary to carry out the corrections and make the. 
lines even are allowed. 

319. Scale of pay.-Rs. 80-4-100--5-125 per month. This scale iS; 
allowed only to those operators whose outturn is not less than 5,000 (corrected~· 
ens per hour. 

320. Deduction of pay.-In applying the deductions below, the average. 
outturn for three consecutive months is taken into account. 

(a) A deduction of Rs. 10 is made from the basic pay for an outturn les& 
than 5,000 (corrected) ens, but not less than 4,500 (corrected) ens. 
per hour. 

(b) A deduction of Rs. 15 is made from the basic pay for not being able to. 
atta.in. the average outturn of 4,500 (corrected) ens per hour. 

Disciplinary action is taken when the average outturn falls below 4,0<1~ 
(corrected) ens per hour. 

321. Bonus.-A bonus of 8 pies per 1,000 ens (corrected) is paid for an out
turn exceeding 9,00,000 ens per month. 

(lor pMaa. 316-321 Bee Dept. of I. and L. No. A-431, a. 21-6-28, App.l2} 

Delhi and Simla Pres11u. 
322. Casting up.-The procedure laid down in para. 256 should be followed. 
323. Authors' corrections are calculated at 50 per cent. on fresh matt.(.r. 

Only the lines actually necessary to carry out the corrections and make the 
lines even are allowed. (App. 12.) 

324. Foreign La.nguages.-Matter composed in a foreig11 l~ngnag~ in tJ1<'. 
Roman character is allowed 10 per oent. extra. 



188 

325. Scale ol pay,...:_Rs. 85--:-100 per mensem. The payments are regulated 
on monthly average outturn as below:-

(a) Rs. 85 is paid when the average outturn is 4,000 (corrected) ens per 
hour. 

{b) Rs. 90 is paid foranaverage outturnof4,500(corrected)ens per hour. 
(c) Rs. 100 is paid when the average outturn is 5,000 (corrected) ens per 

hour. · · 

326. Bonus.-For all outturn in excess of 5,000 (corrected) ens per hour 
a bonus of 0~1-9 per 1,000 ens is paid. ·· 

(For paras. 325-326 see Dept. of I. andL. No. A-431, d. 1-10-23 and 30-6-24, 
and 0. P. S. and S. U. 0. No. 4253-J!g., d. 21-10-20, Apps. 3 and 12.) 

RATES AND RUJ...ES FOR CALCULATING OUTTURN OF MONOTYPE 
OPERATORS. 

Monotypc operators are salaried men and are paid on the following basis. 

Calcutta Press. 

327. Casting up solid matter is done in the same way as for hand com
position except that a special monotype gauge is used in measuring. The 
outturn is calculated on corrected ens only. 
~ By the term " solid matter " on the Monotype Machine, it is undetstood 
tolbe matter requiring only one justification, whether or not it comprises 
ranging or column matter depending upon each other and reading across the 
page, as .shown in the .follo~g example~ =-:-

E:mmplu of SoZW. Matter. 

(1} 

What does this honourable person mean by "a tempest that outrides the wind" t 
Observe bow In the example given under Rule LV the point of Interrogation stands within the double In· 

verted commas, but outside the single Inverted comma~~. . . .. 
LX. If an Interrogative sentence ends with a quotatloa which Ia Itself Interrogatory, the point nf Interroga-

tion 11 placed outside the Inverted commas. . 
Hast thou never cried, " What must I do to he saved" t 
The reason Is, that the question to be answered Ia not the quoted question, but "bast thou never cried t • • 

.lifo writer bas been bold enough to llliiMt two points nf interrogation. 
LXI. The last three rules apply also to exclamatory sentences. 

(1) But I boldly cried out, "Woe unto this elty" I 
(I) Alas, bow few of them caa say, " I have striven to the very utmost" I 
(8) How fearful was the cry: "Help, or we perish" I 

(2) 
Rs. Rs. 

thaD 10,000 

•• 20,000 or mon. but leas thaD 50,000 .. 50,000 ditto ditto 1,00,000 .. 1,00,000 ditto ditto 1,00,000 

•• 11,00,000 ditto ditto 5,00,000 . . 5,00,000 ditto ditto 10 00,000 ... 10,00,000 and over .. -. 

Rs. 
8 1,440 
7 S,ISO 
61 6,000 
6 11,000 
Iii 21,500 
41 Sli,OOO 
81 
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A-Met&la, other than Iron and .tee!. 
(3) 

aDd manufaetW\lll tbereof • • 1,116,15,5'11 !,{'1',511,605 !,68,10,017 ·-· ~68,17,1190 
B-Paper, paat&bO&rcl o.ncl at&tiooery 1.03,81,807 110,(5,1161 !,81,!4,013 84,18,651 

Oo-B&Ilway plant aDd rolllllg-i!liock 66,511,138 !,63,13,751 6,85,51,4211 81,15,161 

D-Yai'III&Dcl textile fabrlCI !4,36,56,805 111,17,7!,857 88,60,'1'1,711 18,01,01,081 

B-MlBoellaoeoua 8,48,61,024 8,87,56,679 5,54,06,558 4,85,85,811 

Total of Claoa lll 411,69,611,8111 60,90,53,581 100,01,!5,861 78,70.16,184 

(4) 

RAIJD.u.r. D' .APiu&. RA.DIP.u.r. Ill. KAY. 

1910 11121 11121 lilts NormaL 11110 1.911 1.921' IIIllS. 

Cl-68 1•86 0·6!1 1-45 1-N &•16 1·911 1·118 l-45 
0·88 f-18. 1-115 1·88 .11-&i : 8•116 8·8'i 8·511 B•&D 
0•(11 8·18 0·711, 0-88 1-711 1-711 11·01 8·80 ... 1·76 
O·H 8·611 1·10 S·42 8·48 5·81 1·118 S·711 i·71. 
0-81 1·U 1·10 1-56 8-45 8·98 8·84 lHS &·57 

0-611 1-71 0·71 Hll I-llS 8·00 1•88 '""' S•ii 
1-os 1·18 l-oB 1·10 B-11 &·51 1-117 I·OS S·87 
0·51 l-88 l·S7 Cl-58 1·87 s-os 1·87 (·15' I-III 
Cl-70 ,... 0-85 Hll l-66 S·90 8•58 1·30 _1-o& 

328. Casting up Tabula.r matter.-Tabular ma.tter is ·cast up at 25 per 
cent. extra. · · 

By the term " Tabular matter " on the Monotype Machine, it is under
stood to be ma.tter comprising columns depending upon each other and reading 
across the page, which requii:e more than one (or double) justification, as 
..hown in the following examples :- · 

Ezamplu of Tabu.lafo Mauer • . 
(1) ., 

Period tor repayment. Loan purpose. Amount. Data whea taken. Annual 

(1) Repayable In 1"11 Fo~ 1!61181'&1 lmprove-
annuallnat&lmenta, meat, ._._, to~ lm· 
of which one Ia pro"'!ment or roada, 
all'MCI.J pe.lcl. etc. 

(I) Repayable In live For Improvement of 
annualiDBtalmenta, ooneervancy • 
of which one Ia 
all'MCI.J paid. 

(8) Repayable In Bve For lmprovemen' of 
annualiDBtalmenta, water-.upplf • 
of which ooe Ia 
alreaclypalcl. 

(I) 
Complaint of Na .. ~ All Hon- Aocuaecl

dal of PlaUmarl J &t~&rneth-
pur, 8hibganJ poUoe-.ta- (1) Khlbnrnclcll Honclal, 
$ion. . (I) Umecl AU, 

(8) Yeeclulla Bta....., all 
IOIUI of Burat Honclel. <•> Doet Hcl., eon ot Boc• 
dadBiowu. 

(5) Khoe Md., IOD of Umecl 
AUMoncleL 

(6) L&IHcl.,IOiloiTeadnlla 
Bhwaa. 

(7) 8a&oat, eon of Bogcla4 
Ble-

charge. 
Rll. . 

15,000 18th September 111111 • 8,581.0.0 

7,000 17th September 111111 • l,681·llt-& 

70,000 Srd Jlareh 1910 Y,IOf-6-8 

11!,000 1P,480-I-f 

BectioiUI SOl, 147, 1(11• I take up the ID'I'eStlp. 
lndlen Penal Oode. t.lon Ill tile- . 

Hurder with 4....._ 
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329. Rates.-In .determining the number of ens the following rates are
allowed:-

(a) II'Iatter of and above four lines wholly composed in other than ordi
nary English (e.g., dialects and contractions) is charged one-hall 
extra, and foreign languages double for each line. 

(b) The seven alphabet, or any variation of the standard lay-out, on the
" D " Keyboard, is charged one-third extra. 

(c) Bad copy or Manuscript is charged one-third extra. Before the 
extra is allowed, the question must be submitted to the manager 
or assistant manager for orders. 

(d) Authors' corrections up to 1,000 ens, if set on the monotype machine, 
are p~id for at 50 per cent. over the rate for fresh matter but ordi
narily small corrections should not be carried out on the
machine. 

NOTE.-Ail paper perforated by the operator, but not workable on the casting machine 
through defect of paper or machine, is charged by the operator. 

33_0. Scale of pay.-Same scale as for Linotype operators. 

' 331. Deduction of pay.-Rules applicable to Linotype operators apply 
equally to Monotype operators. 

332. Bonus.-The rate of bonus allowed to Linotype operators is alS() 
applicable to Monotype operators. · 

333. Leamers on Mono-Casting machines.-When learners are employed 
on mono-casting machines, they are paid at the rate of Rs. 25 per mensem 
until they can take charge of the machine. 

(For paras. 327-333 see Dept. of I. and L. No. A-431, d. 21-6-28, App.J2.) 

Delhi and Simla Presses. 

334. Casting up.-Mono matter is cast up in the same manner as for hand 
composition except that a special monotype gauge is used in measuring. 

335. Foreign Languages.-Matter composed in a foreign language in the 
Roman character is allowed 10 per cent. extra. 

336. Scale of pay.-Rs. 80---4-100 per mensem. The average outturn to 
be exacted for admitting to this scale is 6,300 (uncorrected) ens per hour. 

337. Bonus.-For all outturn in excess of 6,300 average uncorrected ens 
per hour, a bonus of 11 pies per 1,000 ens is paid. 

(For paras. 336-337 see Dept. of I. and L. No. A-413, d. 13-11-23 and 
No. A-431, d. 31-3-27 and 9-7-28, Apps. 12 and 3.) 
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PIECE RA'l'ES FOR IMPOSITION. 

(40 or 50 per cent. sht)uld be ail.Md to the rates for imposition.) 

338. Rates for imposition.-The following are the rates paid for iml)()si
tion :-

Rs. A. P. 

One page forme . 0 0 5 
Two .. .. 0 0 7 
Four . , .. 0 l 2 

Eight .. " 
0 1 8 

Twelve, 
" 

0 2 3 
.Sixteen, 

" 
0 2 8 

Broadside, Foolscap and Demy 0 1 2 

Royal 0 1 8 
Quad Foolscap to Double Super-Royal . 0 3 4 

PIECE RATES FOR DISTRIBUTION. 

(75 per cent. sanctioned in B. of I. and M. No. .A-31, d. 23-11-20, 
.App. 12, should be ail.Md to all the rates in paras. 340-346.) 

339. Casting up.-The rates for distribution are fixed on the same principl.e 
as those for composition, i.e., by the process of "casting up." The work, 
though requiring care, is much more quickly executed than composition; 
.consequently the rates per 1,000 ens are substantially lower. In casting up 
matter for distribution, 500 ens and upwards are reckoned as 1,000 and less 
than 500 are not taken into account. The same rule is applicable in appor
tioning the matter in a sheet to the workmen, but in no case must the cast-up 
price be exceeded. 

340. Rates-

Comnwn nwtter } 
cast up according to the fount • 

Tabular matter 

Per 1,000 ens. 

• 2 pies. 

·One-fourth, half or three-fourths of the above rates are paid for matter which is three
fourths, half or one-fourth blank, respectively. 

Form 1ootter, Class A, cast up as pica or 12 point . l pie. 
. i ,. .u ,. , B, , , , 

,, .. u 

... ,. 
" 

•• ,. ,. 

C, 
D, 
E, 

" . l .• 

}
l pie for the form matter, and 

filled-in matter@ 2 pies. 
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341. Blank forms making portions of pages of book work are paid for at Z 
pies per 1,000 ens of the text type. Full pages of blank forms occurring in · 
book work are paid for at the rates for form matter. 

342. Side and cut-in notes, and column heads set in smaller type than th& 
table or form, are paid extra as under :-

1 to 6 lines • 1 pie. 
Every additional 6 lines or less 1 " 

343. Foot-notes, interspersed common and tabular matter in smaller type 
than the text, are paid extra. as under :-

1 to 4 lines • 1 pie. 
Every additional 4 lines or less, up to the difference 

in the cast-up value of the fount used • 1 ,. 

344. Extras are calculated and totalled on each page. 

345. Dockets are cast up as form work; if the matter exceeds one-fourth 
of the docket, it is cast up as common matter. 

346. Blanks.-Three lines are allowed for distributing the blanks at 
chapter heads or endings, etc. -

347. Covers, half. titles, title pages, and job work are distributed on 
time. 

348. Head line type distribution is paid at hour rate. 

349. Rates of imposition by distributors.-For the purpose of learning 
imposition or carrying out the work of an absentee impositor, distributors. 
a.:re allowed at the rate of their class the following time scale for impos
ing:-

No. of pages imposed. 

2 

1 
4 
8 

Time admissible. 

. ! hour. 

l " 
• 1 " 

I! hours. 

350. Ready Reckoner Tables.-The rates of payment per sheet and per page
for distribution of book work including 75 per cent. in Table V and the 
rates for distribution of form work including 75 per cent. in Table YI are 
given in the Case Work Ready Reckoner published separately. 

PIECE ltATES FOR PYE-SORTING AND PYE-DISTRIBUTION. 

(75 per cent, should be added to all the rates in paras. 351-353.) 

35 t. Pye-sorting is paid at 3 pies per pound. 
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352. Pre-distributing, including all accents, italics, antiques and Pica or· 
12 point lines :-

Pica (12 point) ·• 
Small Pica (11 point) 
Longprimer (10 point) 
Bourgeois (9 point) 
Brevier (8 point) ·• 
Minion (7 point) • 
Nonpareil (6 point) 

. .. . 
' > , •••• 

•• • • ... • J .. 

• 

.. 
' 

..... 

per lb.". 

Pies. 
3 
4: 
5 
6 
1 

: 8,.", 

10 

353. Distribution ol vernacular type pye is paid at the same rates as th&-
distcibution of English book work. · · 

354. StandiDg matter.--Stand.ing matter opened from chases and trans
ferred to galleys, etc., and papering up matter are paid on time. 

355. Case sorting is paid on time. 

2.-MACHINE AND PRESS. BRANCH. 

PIECE RATES FOR MACHIN~ PRINTING •. 

(40 or 50 percent. sanctioned in B • .of I. andM. Res. No. A-31, d. 15-7-20, aM; 
1: and L. No • .A.-627, d. 7-9-28, .A.pp. 12, should be adtleil to. the f'ate& 
contained in paras. 356-358.) ·'-' · ;_! ·· 

356. Rates.-The rates include keeping the ~chin~s, rollers, etc.,. 
clean and in good working order~ ~ . ' · · 

Machins printing-Book work. 

Double form. Single form. 

Making ready 
Printing per 1,000 impreesions 

R a. p. 
0 11 0 
0 6 3 

Machins printing-Form work. 

Making ready 
Printing per 1,000 impressions 

Double form. 

R a. p. 
0 7 0 
0 5 0 

R a. p •. 
0 6 0• 
0 5 0 

Single for111. 

R a. p. 
0 4: 0 
0 4: 0 

Two hundred and fifty impressions and under are paid for as quarter of 
a t.housand ; 251 up to 500 impression11 are paid for as half a thousand, an& 
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:SO on up to a thotisand. When two single forms are printed on the machine . 
..at one time, rates for one machine man and two inkers are allowed. 

No charge for making ready of form work is allowed when the number 
-of impressions exceeds 3,000. 

NoTB.-" Double form " means full sizee of paper above imperial; quad foolscap, double 
.royal, double super royal and double demy. 

" Single form" means full ili.zee of paper up to foolsoa.p; double foolscap, demy, medium, 
~oyal, super royal, crown, double crown aud imperial. Rates for machine printing both book 
.and form work should be fixed according to the above sizes of paper u.sed. 

Machine printing-Job work • 
. 357. Rates for large and small machines-

O:n: PAGB. Two PAGES. 

:Name of Machine. Making ready. Rate per 1,000 Making ready ~te pe~ 1,000 
impressions. • 1D1pre881ons. 

:Large Falcon 
Jl'alcon 

R a. p. 
0 2 0 
0 1 0 

. 358. Rates for special work-

R a. p. 
0 2 6 
0 2 0 

R a. p. 
0 3 0 
0 2 0 

R a. p. 
0 2 6 
0 2 0 

Cheques, etc., printed on machine in coloured inks are paid 25 per cent. extra 
.over the rate of Book work including overprinting. 

Post OjJi.a Savings Bank Rules are paid while in Double Royal formes 
at 5 annas per 1,000, and for siZes smaller than Double Royal at 4: annas 
per 1,000. 

359. ReadJ Reckoner Table.-The rates of payment for machine work 
including 40 per cent. in Table VII are given in the Machine and Press 
Work Ready Reckoner published separately. 



AJI &i.zea up to:
Crown. 
Royal • "" 
D'ble F'acap 
Super Royal 

Number 
of 

copies. 

100 
150 
200 
250 
300 
350 
400 
450 
500 
550 
600 
650 
700 
750 
800 
850 
900 
950 

1000 
1050 
1100 
1150 
1200 

·•· 

1 

360. Scale of OuttUl'Il for Babcock and Paynes Wharfedales in Simla Press. 

• 15X20J 20X26 
17X27 1 hour. 
20X28 

MAKING READY. 

D'bleCrown 
D'bleDemy . 
Quad F'aca.p 

• 22}X35 11 hoW'B. D'ble S. Royal • 
• 20 X 30} D'ble Royal 

• 27 X 34 Quad Crown 

PRINTING OF]' 0 

3 

• 26x40} 
28 X 40 2 hours. 
30X40 

--------
SIZES AS COLUMN 1 AliOVB. SIZES AS OOLVMN 2 ABOVB. SIZES AS COLUMN 3 AliOVB. 

lia.king Printing Making Printing Making Printing 
Ready. oft'. 

Total. Ready. oft'. Total. 
Ready. off. 

Total. 

Hrs. HN. M. HN. M. Hrs. HN. M. HN. M. Hrs. Hrs.M. Hrs.M. 
1 0 5 1 5 ll 0 5 1 35 . 2 0 6 2 6 
1 0 7 1 7 1i 0 7 1 37 2 0 9 2 9 
1 0 10 1 10 1i 0 10 1 40 '2 0 12 2 12 
1 0 12 1 12 1! 0 12 1 42 2 0 15 2 15 
1 0 15 1 15 1i 0 15 . 1 45 2 0 18 2 18 
1 0 17 1 17 1i 0 17 1 47 2 0 21 2 21 

. 1 0 20 1 20 1i 0 20 1 59 2 0 24 2 24 
1 0 22 1 22 1i 0 22 1 52 2 0 27 2 27 
1 0 25 1 25 1i 0 25 1 55 2 0 30 2 30 
1 0 27 1 27 11 0 27 1 57 2 0 33 2 33 
1 0 30 1 30 1! 0 30 2 00 2 0 36 2 36 
1 0 32 1 32 1! 0 32 2 02 2 0 39 2 39 
1 0 35 1 35 11 0 35 2 05 2 0 42 2 42 
1 0 37 1 37 1! 0 37 2 07 2 0 45 2 45 
1 0 40 1 40 ll 0 40 2 10 2 0 48 2 48 
1 0 42 1 42 11 0 42 '2 12 2 0 51 2 51 
1 0 45 1 45 1! 0 45 2 15 2 0 54 2 54 
1 0 47 1 47 ll 0 47 2 17 2 0 57 2 57 
1 0 50 1 50 1! 0 50 2 20 2 1 00 3 00 
1 0 52 1 52 11 0 52 2 22 2 1 03 3 03 
1 0 55 1 55 lt . 0 55 2 25 2 1 06 3 06 
1 0 57 1 57 ll 0 57 2 27 2 1 09 3 09 
1 1 00 2 00 It 1 00 2 30 2 1 12 3 12 

.. . ... -· . ·-



PRINTING OFF. 

KELLY. FALCON. 

No. of copies. Making Ready. Printing off. Total. No. of copies. Making Ready. Printing off. Total. 

-
Hrs. Hrs.M. Hrs.M. Hrs. Hrs,M. Hrs.M. Hrs.M. 

500 1 0 12 1 12 100 0 30 0 4 0 34 
600 1 0 15 1 15 200 0 30 0 8 0 38 
700 1 0 17 1 17 300 0 30 0 12 0 42 
800 1 0 20 1 20 400 0 30 0 16 0 46. 
900 1 0 22 1 22 500 0 30 0 20 0 50 

1000 1 0 25 1 25 600 0 30 0 24 0 54 
llOO 1 0 27 1 27 700 0 30 0 28 0 58 
1200 1 0 30 1 30 800 o. 30 0 32 1 02 
1300 1 0 32 1 32 900 0 30 0 36 1 06 
1400 1 0 35 1 35 1000 0 30 0 40 1 10 

1500 1 0 37 1 37 1100 0 30 0 44 1 14 
1600 1 0 40 1 40 1200 0 30 0 48 1 18 
1700 1 0 42 1 42 1300 0 30 0 52 1 22 
1800 1 0 45 1 45 1400 0 30 0 56 1 26 
1900 1 0 47 1 47 1500 0 30 1 00 1 30 

' 2000 1 0 50 1 50 1600 0 30 1 04 1 34 
2100 1 0 52 1 52 1700 0 30 1 08 1 38 
2200 1 0 55 1 55 1800 0 30. 1 12 1 42 
2300 1 0 57 1 57 1900 0 30 1 16 1 46 
2400 1 1 00 2 00 2000 0 30 1 20 1 50 
2500 1 1 02 2 02 2100 0 30 1 24 1 54 
2600 . 1 1 05 2 05 2200 0 30 1 28 1 58 
2700 1 1 07 2 07 2300 0 30 1 32 2. 02 
2800 1 1 10 2 10 2400 0 30 1 36 2 06 
2900 1 1 12 2 12 2500 0 30 1 40 2 10 
3000 1 1 15 2 15 .. .. .. .. 
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PIECE RATES FOR HAND PRESSES. 

(40 per cent. or 50 per cent. sanctioned in B. of I. and M. Res. No • ..4.-31, 
d. 15-'i-20, and I. & L. No. A.-627, d. 7-9-28, A.pp. 12, should be added to 
tke rates contained in paras. 361-364.) 

361. Rates.-The rates include the covering of tympans and friskets and 
keeping presses and ink-tables, etc., clean and in good working order. Im
pressions on hand presses including making ready are paid as under :- ~ 

Press Work Rates. 

CLABB A. CLABa B. 

Nwnber of 
i>emy impressions. Unde Imperial Under Demy Imperial Under 

demy. to super· and demy. to IIUpel'· and demy. royal. upwards. royaL upwards. 

- -
Ba.p. Ba. p. il tJ. P· ila. p. ila. p. Ba. p. BCJ. p. 

50 0 l 3 02 3 02 6 0 l 9 02 6 03 6 0 4 3 
100 0 l 6 02 6 02 9 0 2 0 02 9 04 0 046 

Rate per 100 ImpruaioM • 

150 to' 250 o 1 2 I o 1 •o 0 2 1 0 1 5 0 032 
300 to. 500 0 1 U 0 I 9 0 2 0 014 0111 02 9 029 
550to 750 0 1 1- 0 1 71 0 1 11 0 I 3l 0 I 10 0 2 7 027 
800 to 1,000 0 I Oi 0 I 6! 0 I 10 0 I 3 

.. ·r 
0 I 9 0 2 6 0 2 5! 

Above 1,000 0 I 0 0 l 6 0 1 9! 0 I 21 0 I 8 0 2 

ltltermdwte nttmbuB are p&ld for at the next higher rate. 
File copiu are not paid for. 

362. Classification-

5 0 2 4-l 

CLASs 0. 

Demy Imperial 
to super- and 

royal. upwards. 

Ba. p. il a. p. 

05 6 08 0 
06 0 0 8 6 

04 3 0 6 0 
08 9 05 2 
03 6 04 D 
0 3 4 04 6 
0 3 (I 0 4· ' 

Class A.- Form Work consists of such forms as require little making ready 
·and are usually printed in long numbers. · . · 

Class B.-Account Formll and ordinary book work consists of such forms 
as accounte forms in books, secretariat proceedings, current letters and enclo· 
sures, departmental reports, codes, etc. 

Class C.-Fine Book work consists of standard and. scientific works' requir-
ing specia.J care in inking and printing. 

363. Rates for special work-
Envelopes and labels are paid for at the rates for Cla.sa A. 
Letter headings are paid for at the rates for Class~· 
Printi11g more fornl£s than one on a press at one puU.-Full rates are paid 

for one, and half rates for every additional forme. 
Additionallays.-All formes requiring a second lay are paid one-half extra 

according to the size of the paperlaid on; every succe~ding lay is taid one
half of the second. , 



198 

Printing formes in colours by one pull.-Full rates are paid for one colour,. 
and half rates for each additional colour. · 

Long sub-divisions and folios.-Work printed in long sub-divisions is paid 
for as full sheets. Deroy and medium folios are paid for as foolscap, and 
larger folios as full sheets. 

The following work is paid at 50 per cent. over Class B :-

Printing on water marked paper and on parchment. 

The following work is paid at Class" C" rates:

" Epigrapbia Indica.'' 
"The Bower Manuscript." 
" Manual of the Geology of India." 
"Post Office Savings Banks Investment Certificates and List of Members of tb~t 

Most Exalted Order of the Star of India." · 

Printing on Tissue paper and cheques in coloured inks on common paper is 
·paid at 25 per cent. over Class B. 

Stamping in of serial letters by hand on .G. P. Notes is paid at 2 as. per 
hundred notes. 

Labels printed on Cloth are paid at Class B rates. 

Pulling proofs and pri'Ating forms which have folios or subject matter alteml 
in subsequent sheets are paid at R0-1-3 pies for each forme up to 50 copies, 
above 50 copies to .be paid at the rate of Class A work. No time for altera
tions is allowed. 

Pulling proofs after revision of book work, such as Army Regulations, 
Codes, etc., is paid at the rate of Class A work. 

364. Rates for erasing and stamping-
On sheets-

Stamping only !letter • 
Stamping only 2 or 3 letters • 
Erasing only 1 letter 
Erasing only 2 or 3 letters 
Erasing and stamping !letter • 
Erasing and stamping 2 or 3 letters 

On folded worlr;-
Stamping only 1 letter • 
Stamping only 2 or 3 letters • 
Erasing only !letter 
Erasing only 2 or"3 letters 
Erasing and stamping 1 letter • 
Erasing and stamping 2 or 3 letters 

R a. p. 
0 1 1 
0 1 4 
0 1 1 
0 1 4 
0 1 8 
0 2 2 

0 1 4 
0 1 8 
0 1 4 
0 1 8 
0 2 2 
0 3 4 

per 100 copies. 

365. Clean proofs, when pulled by pressman on piece rates, are paid lor 
on time. 
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366. Division of earnings.-The amount earned by each press is divided 
into the following proportions :-

When a press or machine is worked by two men :-
Pressman. 
lnker • 

• 
• 

• 60 per cent. 

40 " 
When a press or machine is worked by three men :-

Pressman • • 50 per cent. 
lnker • 30 , 

Fly-boy • • 20 ., 
When a press or machine is worked by four men, as with forms printed 

in colours :- · · · · · · · 

Pressman. 
Inker 

· 45 pe~. ~~t. 
• 20 .. 

lnker • 20 · ,. 
Fly-boy • • · 15 , 

361 Substitutes.-An inker who works as a substitute for . a pressman 
or a fly-boy for an inker, is paid at the rate for the higher grade ; but if his 
work is rejected, he will pay whatever expenses may be incurred in replacing it. 

368. Read)' reckoner tables.-The rates of payment for press work includ
in~ 40 per cent. in Table VIII and the rates including 50 per cent. in Table 
Viii (a) for Simla Press only are given in the Machine and. Press Work 
Ready Reckoner published separately. · 

3.-BINDING BRANCH. 

PIECE RATES FOR BINDING. 
369. Warehouse work includes the receipt and issue of stationery and 

binding material; damping paper; drying and pressing printed sheeta; fold
ing, stabbing, stitching, covering and cutting miscellaneous jobs and current 
work ; and storing printed sheets until they are required for binding. Per
forating, numbering, envelope-making, and paper-ruling IU'e also included 
under this head. 

370. Stationery binding includes every description of paper-book, from 
those simply covered with marble paper to the most elaborately bound account 
book. · 

371. Bookbinding is the art of folding the sheets of a book, securing them 
together, affixing boards or sides thereto, and covering the whole with leather 
or other material. It is divided into three branches-Binding in leather, 
Cass work and Stationery binding, which are again divided into three heads, 
preliminary forwarding, forwarding and finishing. The vario111t sizes of books 
are denominated according to the number of leaves into which the sheet is 
folded, as folio, 4to, 8vo, 12mo, etc. The different styles of binding are de
nominated according to the material used and the quantity of work employed. 
.as laalf-binding, calf neat, morocco mra, etc. 
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(40 or 50 per cem: · skoulJ, be added to all the rates contained in parM .. 
372-428.) . '· 

372._ Rates.-The. following are the rates paid for warehouse work :-
- · · Rs. A. P. 

ORDINARY PRESSING-One sheet at a time. 
Demy to imperial. • per 1,000 sheets • - 0 3 0 

II~lf sh~et. double foolscap} · · 
and half sheets of all sizes per 1,000 half sheets • 
up to imperial ·. -. · · . . 

0 2 3 

Quarter sheet double fools-} 
cap and qua~ter sheets of per 1,000 quarter sheets • 
all sizes up to imperial • · · 

0 1 7f 

Double 'foolscap octavo and! 
octavos of all sizes up toJ-1 1 OOO ta 
imperial, and all sizes per ' oc vos 
smaller than octavo . 

0 1" 1! 

Pressing 2 sheets and 3 sheets at a time is paid 25 per cent. and 50 per cent. 
respectively less than _the above rates. 

Pressing with proof paper is paid double t~.e rates for ordinary pressing. 

Hot rolling by machine is paid at 2 annas per 1,000 sheets. 

Full sheet. Half sheet. Quarter sheet. 

Rs. A.·P. Rs. A. P. Rs. A. P. 

FoLDING-per 1,000 sheets:-

{llold . 0 1 0 0 0 9 
Foolscap • • 2 folds 0 1 9 

3 folds 0 3 0 

D d {llold , 0 1 3 # 0 1 0 0 0 9 
e_my an me~ 2 folds 0 2 3 0 1 6 

dium • • 3 folds 0 4 0 

Royal, super- (1 fold • 0 1 6 0 1 2 0 0 10 
royal, andt 0 2 9 0 1 8 double fools- . 2 folds 

ca~ • • 3 folds 0 4 9 

{llold . 0 1 9 0 1 3 0 1 0 
Imperial • ·• 2 folds 0 3 0 0 1 9 

3 folds 0 5 3 
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GATHERING-pet' 1,000 sMela :-

Foolscap· • 2 folds . . • 
{

lfold. • 

3folds .: : · ~-

. ' 
Demy and medium • 
J, ' ' • • 

· {lfold • '··: • 
• 2 folds'' r : • 

3 folds " ... 

-
• ., · {. lfold;, ·:" • 
:Royal, super-royal, and 2 folds , . :- .. • 
.: double foolscap . • • 3 folds , ..• 

.. •. 
· {1 fold • :: • 
• 2 folds • 

3 folds · 

tnserting is paid double the rates for gathering. 
. ~ . . ) . . .... 

. ' 

<JUTTING SHEETs-bg 1tand :- . 
•': 

Fulluheets of aU sizes · . . . . . - ~ . 
Half sheets of all size& . • . 

- -· -. ! . : l ; ·' .. ! .. ; . . . .. .1 : • , ; 

Quarter sheets ol aU sizes and under • · ·• 
• 0 • I - : ':: i .., 

Rs . .&. P. 

0 0 6 
0 0 .f. .. o ·-o 4 

• 0 0 8 

• • 0 0 II 
• 0 0 6 

0 0 10 

'· : 1 0 0 8 
0 0 8 

0.1 0 

... ~\·.:;~ 0 0 5 
0 o· 9 

Rs. A. p~ 

• 0 1 o: 
. '· ... 

'· 
0 0 9 

·• ~-· ·~ i . '0 0 6 
~ • I '. t ,.. ~ ,. 

3to5aheeta. 
Every 

additional 
6 sheet1. '• .. 

.COLLATING-p6r 100 copies!_ 

Foolscap • 4:to 
{

folio • 

Demy and medium 

8vo 

{

folio • 
• 4:to 

8vo 

Royal, super-royal, and{!~0. • 

double foolscap • Svo 

Jmperial 
{

fo.lio • 
• 4:to 

8vo • 

. . 

• 

Rs. A. P. 

0 0 4: ·'' 
0 0 3 
0 0 3 

0 0 6 
0 0 4 
0 0 4 

0 0 8 
0 0 ~ 
o. 0 6 

0 0 10 
0 0 6 
0 0 6 

Rs. A. P •. 

0 0 4: 
0 0 3 
0 0 3 

0 0 6 
0 0 4 
0 0 (. 

0 0 8 
0 0 6 
0 0 6 

0 0 10 
0 0 6 
0 0 6 
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5sheets and Additional\ 
under. 5 sheets. 

Rs. A. P. Rs. A. P~ 

ORDINARY STABBING AND STITCHING-
per 100 co-pies-

folio . 0 1 3 0 0 6 
Foolscap • 4to 0 1 0 0 0 5-

Svo 0 0 9 0 0 4. 

rlio . 0 1 6 0 0 7" 
Demy and medium • 4to 0 1 3 0 0 6-

Svo 0 1 0 0 0 5-

Royal, super-royal, and{!~o . 0 1 9 0 0 s. 
0 1 6 0 0 1 

double foolscap . • 8vo 0 1 3 0 0 G 

folio . 0 2 0 0 0 6 
Imperial . . 4to 0 1 9 0 0 8 

Svo 0 1 6 0 0 7 

Half of the above rates are paid when only stitching is done. 
STITCRllTG AND RANGING WITH THE FACING LINES is paid 00 per cent. more than 

the rates for ordinary stabbing and stitching. 
OVERCMJTING is paid 00 per cent. more than the rates for ordinary stitching. 
WIRE S'IITCRDlG is paid at 3 pies for inner and 2 pies for outer stitching pex 

100. 
5sheetsand Additional 

under. 5 sheets. 

Rs. A. P. Rs. A. P. 

SAWING THE BACKS-per 100 copies-

folio . 0 0 6 0 0 4l 
Foolscap • 4to 0 0 4 0 0 4 

Svo 0 0 3 0 0 3 

rlio . 0 I 0 0 8 0 0 4i 
Demy and medium • 4to 0 0 5 0 0 4 

Bvo 0 0 4 0 0 3 

Royal, supe~royal, dfolio . 0 0 9 0 0 5 
an 4to 0 0 6 0 0 5 

double foolscap ·• • Bvo 0 0 5 0 0 4 

(folio . 0 0 10 0 0 4 
Imperial ·t.4to 0 0 7 0 0 5 

Bvo • 0 0 6 0 0 6-
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5sheetsand Addition&. 
under. 5 sheets. 

Rs. A. P. Rs. A. Pr 
'fAOKING----peT 100 copies-

0 z flio ·. 0 0 5 0 
Foolscap • 4to .• o·o 4 0 0 2 

8vo • • 0 0 3 0 0 2: 

flio . 0 0 6 0 0 2. 
J?emy and medium • 4to .• 0 0 4: 0 0 2. 

8vo · • 0 0 3 0 0 2. 

Royal, super-royal, arlio . 0 0 7 0 0 2: 
an .4to 0 0 5 0 0 2: double foolscap 

• 8vo 0 0 4: 0 0 2: 

flio . 0 0 8 0 0 2 
Imperial • 4to 0 0 6 0 0 2. 

8vo 0 0 4 0 0 2. 

P~sting on leaves. will be paid at the above rates. 

PASTING UP BACKS AND COVERING--peT 100 copies-
Rs. A. P. Rs. A. P. 

flio . 0 1 6 0 0 5· 
Foolscap • 4to • 0 1 2 0 0 5· 

8vo • .0 011 0 0 5-

flio . 0 1 10 0 0 5· 
Demy and medium • 4to 0 1' 5 0 0 5· 

Svo 0 1 1 0 0 0· 

Royal, super-royal, dflio 0 2 3 0 0 0· 
an .4to 0 1 9 0 0 0· double foolscap . 

• Svo 0 1 4 0 0 0' . ( 
rlio . 0 2 8 0 0 5 

Imperia] • 4to 0 2 0 0 0 5 
8vo . ' 0 1 6 0 0 5 

PASTING. ON END PA.PER3-j1er 100 copies, "(w 200 pastings._ . . . 
Rs. A. P. Rs. A. P. 

flio • 0 1" 0 · RoyaL super-folio 0 1 4. 
Foolscap . 4to 0 o· 9 · royal,· and 4to 0 1 l 

8'10 0 o· 6 double fools- • 
cap. . · 8vo 0 OlOt 
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PASTING ON END PAPEBS-1Jer 100 copies, or 200 pastings-contd. 

{

folio · 
Dei?Y and me- 4:to : 

dium. • 8 
VO .• 

Rs. A. P. Rs. A. P. 

0 1 2 {folio • 0. 1 6 
0 0 11 Imperial 4to • . · 0 1 3 
008 8vo. 010 

PASTING COVERS ON END PAPERS-per 100 copies-tio. 0 2 0 Royal. super-f folio 0 2 8 
Foolscap . 4:to 0 1 6 royal, and 

0 2 2 8vo· 0 1 0 double fools- 4:to 
cap. · 8vo 0 1 8 

Demy and "'''folio . 0 2 ' folio . 0 3 0 

di 4to 0 1 10 Imperial -. 4to 0 2 6 
Ulll · • 8vo 0 1 4 8vo 0 2 0 

EYELETTING--per 1,000-

{

On paper • • • 0 3 0 
Puncturing and fixing rings • On pasteboard, waxcloth, -, · 

or parchment • • 0 4 0 

In all the above operations, odd numbers up to 10 are not paid for ; 11 ~ 
25 are paid for as quarter of a hundred ; 26 to 50 as half a hundred ; and so
on by quarters of a hundred up to 100. 

WAREHOUSE DEPARTMENT.; • 
373. Relief stamping is pald at 2 annas. per 100 .inip~~sions. :. . -: 

374. Cameo stamping is paid at 1 anna and 9 pies per 100 impressions. 
Putting tissue paper on stamps is paid at 0-2-3 pies per 1,000. · · ; 

375. P~ stamping is paid at 6 pies per 100 impressions. 1 anna ia-
paid for making the matrix in every case. . . 

376. Puncturing holes in paper is paid at 0-1-6 pies per 1,000, and a~ 2· 
annas per 1,000 in pasteboard, waxcloth, or parchment. 

377. Pasting white paper on boards is paid at 1 anna per 100 copies of 
the book. · · · 

378. Label pasting is paid at 1 anna 3 pies per 100 pastings. 
379. Cutting cloth by hand and pasting both sides of corners of office· 

forms are paid at the rate of 0-1-6 pies per 100 pastings. Pasting paper on 
both sides of corners of paper is paid at 9 pies per 100 pastings. 

380. Interleaving with tissue paper is paid at 0-2·3 pies per 1,000. , 
381. Interleaving with tissue paper and banding are paid at 2 annas 6 pies

per 1,000. 
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• Rates for special work-
Forest Revenue Stamps.-Gumming and drying are paid at Rs. 2 

per 1,000 sheets, and perforating is paid at Re. 1-4-0 per 1,000 perfora
tions of full sheets. Folding is paid at 0-3-6 pies per 1,000 sheets of Demy 
..and Medium sizes. 

Stamp booklets.-The rate for preparing stamp booklets is 4 annas per 100 
full books: stitching 8 pies per 100 books. Cutting by machine and bundle 
_packing, etc., are paid at 0-4-6 pies per 100 full books. Stamp booklets pre
pared with advertisements are paid 2 annas extra. 

East India Service Post Cards.-Counting and packing are paid at 7 pies 
:and cutting is paid at 2 pies per ream. 

Indian Post Cards.-Cutting, counting and packing of single post cards 
..are paid at 6 pies per ream and of double post cards at 3 annas per bundle. 

Sealing packets of post cards is paid at the rate of 1 anna per 15 packets 
.consisting of 480 in number. 

New Post Cards.-All operations, viz., unpacking, overprinting, checking, 
.counting, packing, sealing and fixing labels of New Post Cards are paid at 
1 anna .Per. ream. 

Overprinting and checking of new post ca·rds are paid at 4 pies per ream. 

Reply Post Cards.-Overprinting and all other operations of Reply Post 
.Cards are paid at 2 annas 6! pies per ream. 

Unpacking and removing bands and unfolding of Reply Post Cards are paid 
.at 6 pies per ream and of single post cards at 4 pies per ream. 

'Tying bundles with strings is paid at 3 annas 9 pies per 100 bundles. 

Army Post Card is paid at 2 pies per ream including l pie for cutting. 

Envelopes.-Overprinting on envelopes and all other operations thereof are 
paid at 9 pies per ream or 3 annas per bundle. 

Counting and packing envelopes are paid at 4 pies per ream. 

Post Office Cash Certijicates.-All operations of Post Office Cash Certificates 
.are paid at 7 annas 3 pies per 100 books of 10 certificates in each. 

Post and Telegraph Guides.-Wire stitc~g of Post and Telegraph Guides 
with 2 stitches on each copy is paid at 5 pies per 100 copies. 

. Cheque books.-Collating of cheque books is paid at 4 pies for every 5leaves 
.of cheque book. 

PERFORATING. 

383. Rates.-Perforating is paid for at the rate of 1 anna pet 1,000 
perforations. 



NUMBERING. 

384. Rates.-Numbering is paid per 1,000 pages as follows:-

By By 
llllWhine. hand; 

Rs. A. P. Rs. A. P •. 

One impression on a page 0 2 0 0 6 0-
Two impressions on a page • 0 2 6 
Three impressions on a page • 0 3 0 

Numbering in vernacular by harul is paid 10 per cent. over the above 
rate for hand numbering. . 

Power Multipl6 Numhering mackine.-10 · per cent. extra is paid over 
the rate for one impression for work done on the Power Multiple Numbering: 
Machine where the number of impressions is less than one thousand. 

ENVELOPE· MAKING. 

385. Classification.-Envelopes are divided into two classes:-
Clas• A consists of envelopes with flaps opening in the centre, i.e., square• 

and oblong envelopes. 
Clas1 B consists of envelopes with flaps opening at one end, i.e., bag• 

shaped or long envelopes. 
886. Ra.tes.•-The following are the rates paid for folding and pasting:. 

envelopes per 1,000 :-
Class A. Cla.ss B. 

Rs. A. P, Rs. A. P. 

Full sheets of all sizes • 0 6 0 0 4- 3 
Half , , • • 0 5 0 0 3 6 
Quarter sheets and under of all sizes 0 - 4- 0 0 · 3 0 

Cutting envelope from full sheets is paid at 0-0-5 pies per 1,000 cuttings;. 
half sheets, quarter sheets and under at Q-0-4- pies per 1,000 cuttings. 

The following rates are paid for folding and pasting cloth-lined envelope&: 
per 1,000:-

Clue A. 

Rs. A. P, 

Full sheets of all sizes . 011 3 
Half , , • 0 10 0 
Quarter sheets and under of all sizes 0 8 6 

Cutting cloth-lined envelopes is paid as under:
Full sheets of all sizes at 0-0-8 pies per 1,000. 
Half sheets and under of all sizes at 0-Q-6 pies per 1,000. 

Cl&sa B. 

Rs. A, P •. 

0 9 ()-

0 8 o-
0 6 ~ 

Gumming blank square D. 0. envelopes is paid at Q-1-5 per 1,000 • 

• • Speoial rates for envelope-making are applicable to the Aligarh ~ 
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Folding flaps and banding in 25's of S. E. 3 and similar shaped envelopes 
.Jl.re paid for at 0-1-U pies per 1,000 envelopes; and banding in lots of 25's 
.of S. E. 4 and similar shaped envelopes at 2! pies per 1,000. 

Rates for envelopes made on the New Envelope-Making. Machines. 

Standard envelopes, Nos. 2 and 3, at 0-0-11 pies per 1,000 envelopes. 
Standard envelopes, Nos. 4, 5 and 6, at 0-1-1 pie per 1,000 envelopes. 
Standard envelopes, Nos. 7 and 1, at 0-1-3 pies per 1,000 envelopes. 
Full packing of the above standard envelopes with thick brown paper and 

~g with strings is paid at 1 pie per bundle. 

RuLING. 

387. Rates.-The following are the rates paid for forms ruled on the 
·machine:-

Description of work. 
Foolscap 

and 
under. 

De my 
to 

royal. 

Double fools· 
cap and 

super-royal. 

Imperial 
and 

upwards. 

Rs. A, P. Rs. A. P. Rs. A. P. Rs. A. P. 

Making ready-
Making new pens 0 3 0 
Adjusting old pens 0 2 0 

Go-through work-

0 3 6 
0 2 4 

0 4 0 
0 2 8 

0 4 6 
0 3 0 

Per 100 sides 0 0 3 
Per 1,000 sides • 0 2 Q 

Under-line work-

0 0 3l 0 0 4 
026 030 

0 0 4l 
0 3 6 

Per 100 sides 
Per 1,000 sides • 

Stop-~ork-'-
Per 100 sides 
Per 1,000 sides • 

0 0 3l 0 0 4 
030 036 

006 007 
040 050 

0 0 "4l 0 0 5 
040 046 

0 0 8 
0 6 0 

0 0 9 
0 7 0 

Numbers below 500 are paid for at the rate per 100 copies ; 500 copies and 
lUpwards are paid for at the rate per 1,000 dopies. 

Making ready of formes in the New Ruling Machines for both side rulings.
·Two making readys, one for each side, are to be paid for. 

Ruling on New Ruling ]!achines is paid according to the above rates per 
.1,001) sheets (and not impressions). 50 per cent. extra is paid for double 
.rulings. 

Extras.-Where two or more colours are ruled at one time, one-fourth of 
the rates for go-through work and one-eighth of the rates for stop-work are 
paid extra.. In inner forms, where little shifting of peas is required, one-· 
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fourth of the rates is allowed for making ready. Where shifting of pens is 
unnecessary, the making ready charge is not paid.· 

388. Substitutes.-A feeder who works as a substitute for a machinem.an 
~r a puller off for a feeder, is paid at the rate for the higher grade; but if his 
work is rejected, he will pay whatever expenses may be incurred in replacing 
~ ' 

389. Division ol eamings.-See para. 248. 

390. Rates.-The following are the rates paid for the various descriptions 
of binding :- · · · 

SECTION A.-BINDING IN LEATHER. 

PRELmiNaY Fo~wARnnm. 

FoLDING-per 1,000 sheets-
- 1 • 

Rs. A.~ . {lfold ' . • 0 2 '6 
Foolscap • • • . • 2 folds • .• • 0 4 6 

. 3 folds, • • 0 6 0 

' {llold • • .. 0 3 6 
Demy and medi~ • ·• 2 folds • • 0 0 0 

. 3 folds • • 0 .8 0 

Royal, super-royal,· 
aod flold' '. • ·, ., ...... 0 4 0 

double foolscap. • . • 2 folds~ .• • •... ~ 0 7 0 
. 3_folds 1 • • • 0 10 0 . 

I . flold · 0 4 6 . !' . . 
Imperial • ·• 2 folds - . 0 8 0 • • . • • 

3 folds • .. • 0 12 0 

GA.'1'HERING-per 1,000 sheets-
Foolscap folio 

.. 
0 1 9 • • • • • • r·. • • • 0 1 6 

Demy and medium • • 8vo. • • • 0 1 3 

:Royal, super-royal, anTto;. • • • 0 1 9 
double foolscap • 

Svo. • • • 0 1 6 

flo. • • 0 2 0 
Imperial • • • 

• Svo. • • 0 1 9· 
L 
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3 to 5 Every 
sheets. additionaF 

6 sheets. 
CoLLATING-per 100 copies-. 

Rs. A. P. Rs. A. P. 
Foolscap folio . . . 0 1 6 0 1 6 

Demy and medium {4to • 0 1 0 0 1 0 
• 8vo. 0 1 0 0 1 0 

Royal, super-royal, and {4to • 0 1 6 0 1 6· 
double foolscap • 8vo • 0 1 6 0 1 6· 

Imperial • {4to • 0 1 6 0 1 6 -. 
• 8vo • 0 1 6 0 1 6. 

SAWING THE BACKS-per 100 copiu-
Foolscap folio . 0 1 6 0 1 3' 

Demy and medium {4to • 0 1 3 0 1 0 . • 8vo • 0 1 0 0 0 9 
Royal, super-royal, and { 4to • 0 1 6 0 1 3 

double foolscap • 8vo • 0 1 3 0 1 0· 

Imperial • {4to • 0 1 . 9 0 1 3 
. • Svo • 0 1 6 0 1 s. 

SEWING,ORDINARY~r100copies--

Foolscap folio . 0 10 0 0 8 ()-

Deroy and medium . { 4to • 0 7 0 0 6 (). . 
• Svo • 0 7 0 0 6 0 

Royal, super-royal, and{4to • 0 7 0 0 6 0 
double foolscap . . . • Svo • 0 7 0 0 6 0 

Imperial • . { 4td • 0 9 0 0 7 6 
• Svo • 0 7 6 0 6 (). 

SEWING ON SLIPS, ~5 per cent: extra on the rates for ordinary sewing. 

OliJss I.-Binding in fuU morocco, calf or .fine sheep. 

Forwarding and finishing are pai~ for according to the time oe!cupied. . 



Class 11.-Binding in lw.lf morocco, calf or fins sheep, sprinkled edges. 

DETAIL. Number of sheets. 

Per 100 copiu. 

FOBWA.llDINO • { 

10 sheets and under • 
Every additional 10 
sheets up to 40 sheets• 

Eztm
Millboards-

Lining • • • • • 
Bevelling • • • • 

Lining end papers • , • • 
fColouring edges. }are paid for accord· 
tMarbling edges • ing to the time 
tPocket • . • occupied. . 
Pasting gold label • • • 

Fnmnmm-
Blind-

Per 200 
Per 100 

Pallet on back 
Fillet er roll on aides and comers 

OiU-

{ 
Per panel • 
.Additional panel , 

• Per 100 books 

Pallet on back • { 
Fillet or roll on aides and comers • 
La. bel on back, each • • • , 

Lettering on back, per line , • { 

tE.rlra finishing i1 paid for according to the 
time occupied or according to agreement. 

Per panel • . • 
.Additional panel , 

.. 
Per 100 • , , 
Firstline • • • 
Every additional line • 

All sizes 
under 8vo. 

Ra • .&.. p, 
15 0 0 

4 0 0 

0 8 0 
0 8 0 
0 4 0 

' 0 6 0 

0 4 0 
0 1 0 
0 12 0 

0 8 0 
0 2 0 
1 8 0 
0 8 0 
0 6 0 
0 3 0 

Demy, 
medium, 

royal8vo, 
and foolscap 

4to. 

Ra • .&.. P. 
20 0 0 

5 0 0 

0 8 0 
0 8 0 
0 4 0 

0 8 0 

0 5 0 
0 1 0 
1 0 0 

0 10 0 
0 2 0 
2 0 0 
0 10 0 
0 8 0 
0 4 0 

SIZEs. 

Super-royal Demy, 
and imperial medium, Super-royal 
8vo and 4to, and royal and imperial 

post. 4to and fool- 4to. 

Ra • .&.. P. 
25 0 0 

6 0 0 

0 8 0 
0 80 
0 4 0 

0 8 0 

0 5 0 
0 1 0 
1 0 0 

0 10 0 
0 2 0 
2 0 0 
0 10 0 
0 8 0 
0 4 0 

acap folio. 

Rs . .&.. P. 
32 0 0 

7 8 0 

0 10 0 
0 10 0 
0 4 0 

0 10 0 

0 6 0 
0 1 0 
1 4 0 

o 12 ,
0
o 

0 2 
2 8 0 
0 12 0 
0 10 0 
0 5 0 

Rs • .&.. p, 
40 0 0 

9 0 0 

0 12 0 
0 12 0 
0 ' 0 

0 12 0 

0 7 0 
0 1 0 
1 .8 0 

0 u 0 
0 2 0 
3 0 0 
0 14 0 
0 12 0 
0 6 0 

~----~------~~~~~~------------~----~----~~~--~----~------• After 40 additicma.I sheet. half of the above rates is paid for every additiona.llO sheets. 
f 40 or 60 per cent. as stated on page 196 should not be added when done on time. 

"-'t .... .... 
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SECTION B.-CASE WORK AND BOARDINGS. 
~- . 

. PRELIMINARY FORWARDING. 

---
. -- .. - . . - Rs. A. P • 

FOLDIN~er 1,000 sheets:.:_ .. 

fold .. 0 1 s.. 

Foolscap • . ~== 0 2 3. 

0 3 9· 

fOld 0 1 7: 

Demy and medium ·• 2 fol~ 0 2 !}' 

3 folds 
.. 

0 5 (). 

.. r·M 0 2 o-· 
Royal, super-royal, :nd ~oubl~ 2 folds 0 3 6. 

!o()lscap • 

3 folds 0 6 (). 

r·ld • 0 2 3-

Imperial . • 2 folds 0 3 9-

3 folds • 0 6 6. 
--

;GATRE~ING-per _1,000 !k8ets-

Fo?lscap folio • • • • • • • 0 1 ()' 

.. ·r" • 0 1 (). 

· Demy and medium ... 
. · 8vo • 0 1 () 

Royal, super-royal, and ·· · fto • • 0 1 (): 
:double . 

foolscap • • _ ,· Svo • 0 1 3-• • 

. r4to .. • • 0 1 9-
Imperial . "' • • 

l8vn • • 0 1 6 
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ad~~ ' 
i abeeta. 

Rs. A. P. Rs. A. P. 

CoLLArma-per 100 copies- - · ------~ -: -.--·--·-

Foolscap folio • • • .. 0 0 B 0 0 8 
: 

. Demy and medium . {:;c:; - -~-- -- .. --- 0 0 . 6 ... .. 0 0 6 

• .0 0 6 _0 0 6 
~ 

Royal,- super-royal. _and{ 4:to- . ;- ~ 0 1 0 0 1 0 
double foolscap . • Svo -0 1 0 '. 0 1 0 

- - -~ ·-' -- ·- ·- ~-~--- -------- . -

Imperial· { 4:to < ;- :.. 0 1 0- 0 1 0 
• Svo , .• • 0 1 0 ' ': 0 1 0 

: ; -:. . - ... -
- - . 

fJ.A.WING THE BACKs-per J00 copies- --- ---
Foolscap folio • ~-o, 1 0 0 0 9 

--

- ._ {!: -·. -0 010 - 0 0 8 Demy and medi~ __ 
• -- ~-. -- ·0 0 8--0-·() 6-

I 

Royal, super-royal, :and{ 4:to " : ._ o·1 0 .-.0 0 10 
· double foolscap • • Svo --. .. . 0 010 - 0 0 8 . - . . ~ . ... . 

.. 
{'to - 0;1 2 -0 0 10 Imperial • • • • Svo 0 1 0 ·o 0 8 "!' • 

-
SEWING1 ORDINARY -;Per 100. copies~ _ 

--~--- -.... . 
Foolscap folio • • • 0 . T 0 0 5 3 

Demy _and medium {'to. . 0 4 6 0 4 0 
• Svo • 0 4 6 0 4 0 

Royal, super-royal, and{ 4:to 0 4: 6 0 4 0 
double foolscap . • Svo 0 4 6 0 ' 0 

lmpepal {'to • 0 6 0 0 li 0 
• • Svo 0 li 0 0 ' 0 • • 

SEwrNG ON SLIPS, 25 per cent. extra on the rates for ordin&~Y sewing. 



Class 111.-0ase 'I.Dork. 

I SIZES • 

DETAU.. Number of sheets. 
. Deroy, Super-royal Demy, 

All sizes medium, and imperial medium, Super-royal 
under8vo. royal8vo, 8vo and and royal and imperial 

and foolscap 4to,post. 4to and 4to. 
4to. foolscap folio. 

Per 100 co1.ies. Rs. A. p, Rs. A. P. Rs. A. P. Rs. A. P. Rs, A, P, 

F JRWARDING-. 
Pasting on end papers, folding end { 10 sheets and under - 0 6 0 0 8 0 0 10 0 0 12 6 0 14 3 

papers, cutting strings, beating Every additional10 sheets 0 1 6 0 2 0 0 2 6 0 3 3 0 3 6 
and gluing up backs. 

Rounding and backing at machine • J 10 sheets and under . 0 6 0 0 8 0 0 9 0 011 3 0 12 6 
l Every additi?nal10 sheets 0 1 6 0 2 0 0 2 3 0 2 9 0 3 3 

Making cases, including cutting mill- ( 10 sheets and under 0 8 0 0 10 0 0 12 6 0 15 6 1 1 6 
boards and cloth and rolling • l Every additional10 sheets 0 2 0 0 2 6 0 3 3 0 4 0 0 4 6 

Lining back with calico, in~ludin.g{ 10 sheets and under 0 3 0 0 4 0 0 5 0 0 6 0 0 7 0 

cutting cloth . . Every additional10 sheets 0 0 9 0 1 0 0 1 3 0 1 6 0 1 9 

Rounding backs of cases, putting on ( 10 sheets and under 0 8 0 0 10 0 0 12 6 0 15 6 1 1 6 
casea and pasting end papers,l Every additional10 sheets 0 2 0 0 2 6 0 3 3 0 4 0 0 4 6 
pressing and cleaning • - • 

*Blocking side and back {: :!~d 
·Per 100 pulls . . 0 3 0 0 4 0 0 5 0 0 6 3 0 7 0 
Per 100 pulls . . 0 6 0 0 8 0 0 10 0 0 12 6 0 14 0 . 

Eztras-
Per200 0 3 0 0 4 0 0 Lining end papem . . . . . . . 5 0 0 6 3 0 7 0 

Bevelling millboards Per 200 boards . . 0 6 0 0 8 0 0 10 0 0 12 6 0 14 3 . . . 
• Blocking In gold ot Annual Report, Ltngulatic Survey and Censu Report of D. G. A.rohalologyla paid 50 per cent. over the ratea. 



Clas1 lY -BiMirtg itt full cloth, boards,Jlush. 

SIZEs. 

1>ETAIL, Number of sheets. Demy, Super-roya.l Demy, 

All aizea medium, a.nd im peria.l medium, Super-royal 

under8vo. roya.l8vo, . 8vo a.nd and royal and imperia.l 
a.nd foolsca.p 4to, post. 

4to and ' 4to. 
4to. foolscap folio. 

Per 100 copiu, Rs. "· P, 
Rs. "'· 

p, . Ra. A. P, Rs. "'· P, Rs. "'· p, 

Foaw.uniNG-
Pasting on end pa.pers, folding end { 10 aheeia a.nd under . 0 6 0 0 8 0 0 10 0 0 1g 6 0 14 3 

papers, cutting strings, beating .. 
and gluing up backs , • · , Every additiona.l10 sheets 0 1 6 0 2 0 0.2 6 0 3 3 0 3 6 

Lining back with ca.lico, cutting { 10 sheets and under , 0 8 0 0 10 0 0 12 6 0 15 6 1 1 6 
boards, putting on boa.rds and 
paating down end papers • • Every a.dditionallO aheets 0 2 0 0 2 6 0 3 3 0 4 0 0 4 6 

·{ 10 aheets a.nd under . 0 6 0 0 8 0 0 10 0 0 12 6 014 3 
•<»vering . I . . . . .. 

Every a.dditional10 sheets 0 1 6 0 2 0 0 2 6 0 3 3 0 3 6 
BLOCKING Conaa-. 

Blocking •ide in blind • • . Per 100 pulla . . 0 3 9 0 5 0 0 6 3 0 7 9 0 8 g . 
Blocking title on 1ide in gold . . Per 100 pulla , . . . 0 7 6 0 10 0 0 12 6 0 1~ 6 1 1 fl 

Eztrvu-
·{onside . . ... 0 4 0 0 4 0 0 4 0 0 4 0 0 4 0 

Pasting paper label 
on back . 

" ··-· 0 2 0 .. 0 2 0 0 2 0 .. 0 2 0 0 2 0. 
. ·----- .. 

• lit por aeD&. estra 11 paid tor tumlng tbe oloth rouDd the boards, 



Class V.-Binrling in boards, cloth backs, paper covers, flush. 

SIZES. 

Dm.ur.. •. Number of sheets. Demy, Super-royal Demy, 

All sizes medium, and imperial medium, Super-royal 

under Bvo. royal8vo, Bvo and and royal and imperial 
and foolscap 4to, post. 4to, and 4to. ~ 

4to. foolscap folio. 

-
Per 100 copies. Rs. A. p, Rs. A. P. Rs. A, p, Rs. A. p, Rs. A. p, 

Foaw.u!.Dmo-

Pasting on end papers, folding end { 10 sheets and under . 0 6 0 0 8 0 0 10 0 0 12 6 0 14 3 
papers, cutting strings, beating 
and gluing up backs • , • Every additiono.l10 sheets 0 1 6 0 2 0 0 2 6 0 3 3 0 3 6 

Lining back with calico, cutting { 10 sheets and under . 0 8 0 0 10 0 0 12 6 0 15 6 1 1 6 
boards, boarding and pasting 
down end papers . . . Every additional10 sheets 0 2 0 0 2 6 0 3. 3 0 4 0 0 4 6 

·{ 10 sheets and under 0 3 0 0 4 0 0 5 0 0 6 3 0 7 0 
Cutting and pasting on cloth . 

Every additionallO sheets 0 0 9 0 1 0 0 1 3 0 1 6 0 1 9 

·{ 10 sheets and under 0 6 0 0 8 0 0 10 0 0 12 6 0 14 3 
• Cutting and pasting on cover. 

0 3 6 Every additionallO sheets 0 1 6 0 2 0 0 2 6 0 3 3 

Eztra,-
Pasting paper label on back . . . ... 0 2 0 0 2 0 0 2 0 0 2 0 0 2 0 

• 12l per ceot.IB paid over the ratca for turol1111 edgea. 



CLABSL 
~ IOOib or amootb caU or parchment, 

.wee~, eolonred end papen, cloth 
jolntl, aprlnkled edgea, opr\ng back, 
blln4 tooled-two qulrel and under • 

Jor 8Vft1 additional quire up to eight 
qmr. • • • • • • 

CLABBU. 

JuD mootb caU or parchment, eewed. 
llyleavea, apr\nkled edgea, faot back, 
bUnd tooled on ~wo qulreland 
a.uder • • • • • • 

Jor 8Vft1 ad.Utlonal quire up to lis .... . . . . . . 
CLABSUL 

~ teat.ber or parchment, ~ewed, 
ootoured end papen, Ump-b&U quire 
aD4 UD4el • • • • 

lor "ery additional b&U quire up to 
Ills qallel • • • • • 

CUB~ IV. 

llledlum8vo, 
Demy 8vo, Royal Bvo, 

8nper Royal Fool8cap4to, 
limo, Royal Medium 
limo, Double 8mo, Demy 

Foolocap Gmo, Super 
tllmo, Royal 8vo, 

Foolacap 8vo, Imperial 
andall 8vo, 

smaller olzea. 

Rl. ... p, :a. .... p, 

II 8 0 11 0 0 

0 II 0 011 0 

' 0 0 9 0 0 

0 ' 0 0 II 0 

'11 0 • 0 0 

0 I 8 0 • 0 

JuU leather or parchment~wed, wbl.!;; 

,;:;:~::;:u ::.:~I 
bait tiS qulret • • • • 

I I 0 

0 I 8 

' 8 0 

0 8 0 

Section a.-Stationery Binding.· 

Double 
Foolscap 

8mo, Royal 
8mo, 8uper 
Royal6mo, 
Demy4to, 

Medium 
,to, 

Rl. ... p, 

0 1& 0 

10 8 0 

010 0 

' 0 0 

0 8 8 

II ' 0 

0 8 II 

PBB. 100 COPIBS. 

I to 1 De D f U :RoYRI, Roya 4 , • my, emy 0 0 • Super Royal 
Foolocap 1 Medium, Medium Double ' 

folio, Super t Royal, folio, ~ Super Foolocap 
Royal 4to, and t Double Royal, and and Imperial 

Imperial 4to. Foolscap. t Imperial. folio. 

Ra .... l'. :a. .... p, :a.. &. l'. Ra, A. l'. 

18 0 0 1!0 0 0 15 0 0 80 0 0 

1 0 0 1 ' 0 1 8 0 1 u 0 

11 0 0 16 0 0 18 8 0 Ill 8 0 

0 11 0 0 15 0 1 I 0 1 II 0 

8 0 0 10 0 0 11 8 0 16 0 0 

I 

0 ' 0 0 & 0 0 8 0 0 7 8 

II 0 0 ' 8 0 9 ' 0 11 0 0 

0 ' 0 0 II, 0 D 8 0 0 7 8 

Demyand 
Medium 

Broadolde. 

:a.. &. p, 

40 0 0 

I 8 0 

80 0 0 

114 0 

110 0 0 

0 10 0 

15 0 0 

0 10 0 

Royalaud 
Double 

Foolscap 
Broadolde. 

Re. & ••• 

u 0 0 

I 111 0 

83 0 0 

I 0 0 

Ill 0 0 

011 0 

18 8 0 

0 11 0 

Super Royal 
and Imperial 

Broadatde, 

Ra, &. P, 

48 0 0 

8 0 0 

88 0 0 

I ' 0 

14 0 0 

0 11 0 

18 0 0 

0 111 0 



'DIISORU •:rtOII OJ' BINDING. 

CLABB V, 

H a If tough ora 
.. wed, GA!ot 
jol nta, aptln 
cloth or pap 
back-twoq 

mooth calf or parohment, 
tred end papera, cloth 
kled ed11ea

1 
•srlng back, 

er aldea, b In tooled on 
ulrea and under 

For every add! 
qulree • 

tiona! quire up to eight . . 
CLABBVI. 

If or parchment, eewed 
vea, aprlnkled edgeab fast 

naif amooth en 
white fty lea 
back, cloth 
tooled on ba 

or paper aldeed lind 
ck-one quire an under 

For every add! 
qulrea • 

tlonlll quire up to alx 

CLASS VII. 

, oewed, white fty leaves, Quarter leath.r 
boards, clotl 
half quire an d o,;ns:r ·~des, ~ Ullh-:-

ltlonal l~alf quire up to J!orevery add 
half 1lx q ulrea . . 0 

CLAB8Vill. 

•r, 1tltched, whit. fly Quarter lesUt 
leavea, clotl 
lluab-wllq 

1 or paper eldea, limp, 
ulre and under . . 

Medlum8vo, 
Demy8vo, 

Super Royal 
lll.mo, Royal 
Ulmo, Double 

~·oolscap 
lllmo, 

Fools en p 8vo, 
and all 

amalleralzea. 

Ra. ~. 1'. 

8 0 0 

0 II 0 

6 0 0 

0 7 0 

8 8 0 

0 I 6 

1 8 0 

Section 0.-~Jationery JJi'I'U!i'llg--contd. 

PBR 100 COPIIIB 

I I 
Rotal8vo, Double 

Foo cap&to, Foolscap Royal4to, I Demy, Demyfollo, 
Medium 6mo, Royal 

6mo, Demy 6mo, Super Foolscap i Medium, Medium 
folio, SnEer It Royal folio,~ Supe 6mo, Super Roynl6mo, and I Double Royal8vo, D:M'!'JI:~• 
Royal 4 o, Roya ,and 

Imperial Imperlal4to • Foolscap. i Imperial. 
avo. 4oto. 

Rl. ~. P. Ra. ~. P. Ra. ~. p, Re. ~. p, Ra. ~. r. 

10 0 0 1Z 0 0 14 0 0 17 8 0 l/.1 0 0 

0 1ll 0 ou 0 1 0 0 1 ' 0 1 8 0 

7 8 0 II 0 0 10 0 0 Ill 8 0 15 8 0 

0 II 0 0 10 0 Olll 0 0 15 0 1 I 0 

' 8 0 5 ' 0 0 0 0 7 8 0 II ' 0 

0 8 0 0 8 6 0 ' 0 0 5 0 0 6 0 

1 14 0 I ' 0 I 8 0 8 I 0 814 0 

Roynl, Royal nnd 
Suf::~::;nl, Demyand 

Medium Double suger ROVI\I 
Foolscap au Imperlnl r Foolscap Broadalde. 

and Imperial Broadside, Broadside. 
folio. 

Ra ..... 1'. Ra. ~. 1'. Ra. ~. p, Ra. ~. 1'. 

116 0 0 85 0 0 88 8 0 4ll 0 0 

114 0 II 8 0 llZ 0 8 0 0 

111 0 0 115 0 0 17 8 II 80 0 0 

1 6 0 1 14 0 I 0 0 I ' 0 

11 0 0 15 0 0 16 8 0 18 0 0 

0 7 6 0 10 0 011 0 0 Ill 0 

' 11 0 8 ' 0 614 0 ' 8 0 



or nery additional balf quln up to 
0 1 • 0 I 0 0 I I 0 I 8 0 I 0 0 I 8 0 ' 8 0 • I 0 ' 

0 ball aiS qulree . . . 0 7 I 

CuBa IX. 
' F uU cloth, ......,d. whit<! fly le&vflll, 

eprtnklf'd edgee, boarda-half quire 
&11 0 • 0 0 ' 0 0 8 0 0 10 0 0 11 I 15 0 Ill and llllder . . . . 0 0 110 0 0 0 0 24. 0 0 

or every addltloDAI ball quire up to 
0 8 • 0 ' • 0 0 • 0 ' 0 balfaiSqulreB . . . . 5 0 0 • 0 8 0 011 o· 0 1& 0 1 0 0 1 I 

CUBIX. 

cloth, tleWt!CI, whi!A! fly lea vee, 
boards, lllllh-balf quire and 1lllder • 8 0 0 I 11 0 ' • 0 I 0 0 • ' 0 '11 0 8 8 0 11 0 0 18 I 0 15 0 0 

ar every addltloDAI ball quire up to 
0 II • 0 I 0 0 I 0 ' 0 I 7 • balf m qulree . . . . • 0 0 0 • 0 0 010 0 011 0 0 11 ..0 F 

cuss XL . 
J' an elotb, stitched, w'hi!A! By leaves, 

Ump, IIDBb-balf quire and under • 1 8 0 114 0 I ' 0 II 8 0 8 I 0 814 0 '11 0 • ' 0 814 0 7 8 0 

ar every addltloDAI ball quire up to 
0 1 • 0 I 0 0 I 8 0 I 8 0 8 0 0 8 8 8 ' balf elx qulrea . . . 8 0 ' 0 8 0 ' 0 0 0 

CLAIIBXU. 

uerter cloth, paper eldee ar full peper 
Jlnf'd with oalleo on back, eewed, ' \, 

whi!A! lly lt•avea, boards, lllllh-balf 
II • 0 8 0 8 8 0 ' 8 0 quire and under . . . . 0 ' 0 0 I 0 0 • ·o 0 10 0 0 11 0 0 11 0 0 

Q 

ar every additional ball quire up to 
balf m qulree • • • • 0 I 8 0 I 0 0 I 8 0 ' 0 0 I 0 0 8 0 0 7 8 010 ·o '0 11 .o e 11 0 

CUBIXIII. -

uarter cloth, paper llldee ar full paper 
lined with oeUeo on back, atltehf'd, 
white lly leavea Ump, IIUib-ball 

1 l 8 0 quire aDd llllder . . . 0 0 1 ' 0 0 111 0 I I 0 110 0 a ' ' ' 0 '111 0 I ' 0 

Q 

J' or every additional baD quire up to 
ball lilt qulree • • • • 0 1 • 0 I 0 0 I a 0 I • 0 • 0 0 8 0 0 ' D 0 8 8 0 ' 0 0 ' 8 

CUBIXIV. ~ 

C1 otb back, atuecl, ar atltched paper 
llldel, IIDBb-one quire and under , 0 ' 0 0 II 0 0 10 8 !) 11 0 0 15 0 1 I 0 1 8 0 114 0 I 1 0 I & 0 

ar evi!I'F additional 0118 quire up to • 0 • -0 . 
' • 0 • ball ab: qutr01 • • • • 0 0 a 0 ' 0 0 ' 0 li 0 0 0 0 11 8 0 1& 0 015 0 . 

J 



Sution C.-Stationery }Jinding:contd.. 
' 

PEB 100 COPIBS. ' 
" I ' 

Medlumtlvo, ! 
Deroy 8vo, Royal8vo, Double 

Super Royal Foolscap 4 to, Foolscap Royal4to, i Deroy, .. Demyfollo, Royal, .. 
DESOBIPTION 011' BINDING, 12mo, Royal Medium 6mo, Royal Super Royal, Royal and 

l2mo, Double 6mo, Deroy 6mo
1 

Super Foolscap i Medium, Medium Double Demyand Double Sup•r Ror,a\ 
Foolscap 6mo, Super Roya 6mo, folio, Super JRoyal, !olio, t Super Foolscap, Medium Foolsoop and Imper al 

12mo, Royal8vo, DemJI 4to, Royal4to, !an l Double Royal, and and Imperial Broadside. Broadside. Broadside. 
Foolscap 8vo, Imperial Me tum Imperlal4to • Foolscap. i Imperial. folio. 

and all svo. 4to. 
smaller sizes. 

RB. A. p, RB. A, p, Rs. A. P. Rs. A. p, RB. A, p, Rs. A, P. RB, A. P. Rs •. A. P. Ra, A• P, 11.8, Ao Po 

CLAssxv. .. ., 

Paper covers, glued, or stitched, ftush-
Jive aheets and under• , • • 0 1 D 0 !I 8 0 !I 6 0 8 0 0 8 D 0 4 6 0 6 8 0 7 8 0 8 8 0 D 0 

For every additional ftve sheets up to 
100 sheets • • • • • 0 0 8 0 0 9 0 0 10 0 1 0 0 1 8 0 1 8 0 1 9 0 !I 8 0 !I 9 0 8 0 

CLASS XVI. 

Sewing back, paper cover with sUp-
Flrot live oheets and under• • • 0 2 8 0 2 6 0 !I 8 0 !I 8 0 8 8 0 4 0 0 ( 0 0 li 0 0 8 0 0 7 0 

Alldltlonal ftve sheets . . . 0 111 0 111 0 111 0 111 0 !I 8 0 8 0 0 8 0 0 8 9 0 4 8 0 6 8 
' 

,, 
CLASS XVII. 

Stitching-Five sheets and under• . 0 1 8 0 1 8 0 1 9 0 !I 0 0 II 8 0 8 0 0 8 9 0 li 0 0 6 8 0 8 0 

For every additional ftve sheets up to 
60 1heeta • • • • , ' 0 

' 
0 8 0 0 9 0 0 10 0 1 0 0 1 8 0 1 8 0 1 D 0 II 8 0 2 D 0 8 0 

CLASS XVIII. 

Tacking-Five sheets and under• . 0 0 8 0 0 9 0 0 10 0 1 0 0 1 8 0 1 8 0· 1 9 0 II 8 0 2 D 0 8 0 

II' or every addltlooa I ftve sheets up to 
601heel41 • • • • • 0 0 8 0 0 D 0 0 10 0 1 0 0 1 8 0 l 6 0 1 D 0 II 6 0 z " 0 8 0 



tuss .t.I.X. 

J'&ltlug-Ooe ehaet and a half eheet• . 0 0 • 0 • II 0 0 10 ci i 0 0 1 8 0 1 II 0 1 II 0 I • 0 I II 0 8 d 

CL48B .x.x. 
J'a.UDI oloUl OD )lA perf . . . .. .. .. .. . . 0 8 0 0 ' 0 0 8 0 0 II 0 0 10 0 

:rutin~ paper on paper . . . .. .. . . .. .. . . 0 8 0 0 a 8 0 • 0 0 • 8 0 II 0 

CLASS X.xL 
; 

PorUoU-J!'ull leather, bUod tooled 
on back or half leather, clot.h or paper 
aldee . . . . . 8 0 0 7 8 0 11. 0 0 ,10 0 0 . 11 8 0 16 8 0 19 0 0 16 0 0 117 8 0 80 0 0 

I 
j 

: 
" i 

CLA88X::S:ll, , 
Jnll clot.h, back Hoed with leather or ,. ' ' 

half olot.b, paper oldee • , • 8 0 0 8 18 0 • I 0 I 0 0 8 • 0 rl~ 0 9 8 0 lll 0 0 18 8 0 15 0 0 

., 
; 

' ' CLJ.88 XXliL : ' 
GUArd Boob-Half leather, oewed, 

olot,h or paper sldeo, bUnd tooled on 
back-t.wo qnlreo full aheeto and 
IUider . . . . . ' 0 0 D 0 0 10 8 0 111 0 0 16 0 0 18 8 0 II 8 0 80 0 0 88 0 0 88 0 0 -rar rrttr1 additional ball qolre . 0 ' 8 0 8 0 0 ' 0 0 8 0 0 10 0 0 18 0 015 .0 1 ' 0 1 8 0 1 8 0 

Nf!TII.-Wbere two or more sheet. are arrao~ed for faclllty In wrltlna by the aulatanoe of carbon paper, 115 per oent. extra over the rata of the c1Jl98 II paid. 
Twenty-live sheet. are reckoned aa one quire; two aheeto above the quire are not paid for, but three aheeto aro paid for at the rata for the next alee Ia •hlckonro 

J'or \ qr. '""""''"· 
8 

! Where oheetAI oontAin blne mlee, 115 per cent. extra lo p&ld. ' , , . 1 ' . 
~Where sh..,to ,. .. gathered "nd colla tad, 115 per oent. ext::s lA !lAid. 
J:l'lvecopleeand under a,.. paid at60 per cent. additional on tlie rata per 100; above five copleo are pAid at the rate per 100, 
Additional qulree above 0 and ~ are paid at half the ratea already llxed for the additional qulrea. 
t paatlnll ol11th on paper of Double Damy llze Ia paid for at the rate of &e. 0·10-8 per 100 aheew. 



Extras of SttJtionery Binding. 

ExTILUI11NDBB CLASSBS 1, 2, 6, 6, 
II, 21, 22, AND 28, 

EXTRAS ll'NDBB CLASBIIIB 8, 4, 7, 8, 
10, 11, 12, AND 18, 

ExTRAS ll'NDBB CL.\sSBS 14, 15, 
16, 17, 18 AND 111, 

Description of Extras, Rate per Description of Extras, Rate per Description of Extras. Rate per 
100. 100, 100, 

RB. A. P. Jls. A. P. Ra, A. P, 

{on aide . . . 2 0 0 Fixing printed labels . 0 1 6 Fixing printed labels . ' 0 1 8 
Labels, gold lettered 

on back . . 1 0 0 Indexing, ftxln~ a piece of cloth on the Indexing, flxlnf, a piece of cloth on the 
back of the p ace Indexed ' 0 0 back of the p ace Indexed . . ' 0 0 

Gilt pallet on back • . . . . 1 0 0 
Fixing eyelet. . 0 0 6 Flxlngeyeleta . 0 0 8 

Fixing printed labels . . 0 2 0 
Fixing tapes . . 0 0 II Fixing eyeleta on envelope . . . 0 0 a 

HarbUng edgea . . . . 1 8 0 
Stamping worda on sheete 0 ll 0 Stamping words on eheeta . . 0 II 0 

Indexing, fixing a piece of cloth on the back 

' 0 0 Trimming Inner leaves 0 6 Trimming Inner leavee 0 0 8 of the place Indexed . . 0 . . . . 
Fixing cie.sps . 0 12 II Making and fixing cases for pencils 0 6 0 Pasting In 

~ . . . . 0 0 6 

Ji'lxlng clamps, . . . .o 8 0 Making and fixing pocketa 2 0 0 Paetlng out . . . . . . 0 1 0 

Fixing eyeleta , . . . . . .o 0 II Making and llxlng leather 8aps . . 0 8 0 Pasting sldee . . . . . 0 ll 0 

Jrlxlng tapee . . . . . . 0 1 0 Making and llxlng cloth lle.ps . 0 8 0 Cutting Into envelope ahe.pe , . . 0 0 I 

Stamping worda on eheeta . . . 0 2 0 

Trimming Inner lea vee . . . 0 0 6 
' 

Making and llxlng casee for pencils . . 0 8 0 

:Making and llxlng pooketa . . . a 0 0 

Haklng and fixing leather flaps • . 1 8 0 

Making and ft:ring cloth ftaps . . . 0 8 0 

. ~· -·· .. -. " -
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BINDERY. 

39L Binding in hall country leather.-Forwarding is paid 25 per cent. less 
than the rate for half English leather binding. 

392. B:nding in full country leather.-Forwarding is paid 12! per cent. 
less than the rate for half English leather binding. 

393. Binding in quarter country leather.-Forwarding is paid 25 per cent. 
less than the rate for half country leather (i.e., 121 per cent. for quarter 
.binding and 12! per cent. for not banding). 

. 394. Forwa.rding of bJaks of DJ.:ny a nil Medium folios bound in leather or 
.cloth is paid at the rates for Super-Royal and Imperial 4to sizes. Royal. 
Super-Royal, Double Foolscap, and Imperial folios are paid 12! per cent. 
above Demy folio ; all larger sizes are paid 5 per cent. extra. above Royal 
:folio. 

395. Binding in Art canvas.-25 per cent. less than the rates for leather 
.binding is paid for binding in Art canvas. 

396. Cloth joint, with joint fly-leaves is paid at the following rate 
iJ>er 100 pairs :-

Rs. A. P. 

All sizes under Foolscap Octavo 0 3 0 
Demy Medium, Royal Octavo, and Foolscap 4to . 0 4 0 
Super Royal and Imperial Octavo and 4to Post . 0 5 0 
Foolscap folio . 0 6 3 
Demy folio . -. . 0 7 0 
D. Foolscap folio . . 0 8 0 

;397. File Boards per 100--
Standard foolscap size with fia.ps and tapes 1 8 0 
Skeleton foolscap size with fiaps and tapes·. 1 4: 0 
Demy 4to size with fiaps and tapes 0 12 0 
Foolscap l size with fiaps and tapes 010 0 .. l .. .. 0 7 0 

Half of the above rates is paid for file boards made without fiaps and tape. 
File Boards, foolscap, coloured paper pasted on brown cartridge, ey&-, 

.Jetted, and red tape fixed, are paid at 0-10-7 pies per 100 copies. 
398. Interleaved copies are paid fifty per cent. over the ordinary rates for 

binding. • 

399. Pasting coloured end papers is paid 50 per cent. over the ordinary 
rate for pasting end papers. 

400. Pasting white papers on boards before pasting cover is paid 50 per 
.cent. over the ordinary rate of cutting and pasting on cover. 
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401. Cutting strings and beating the .books after sewing are paid at 0-4-() 
anna.s per 100 copies. , 

402. "Re-binding old books are paid at piece rates-50 per cent. over the= 
rates is allowed when 5 copies only or less are bound in one binding order •. 
No time is allowed in re-binding old books except under special circum
stances when previous sanction is obtained." 

403. File copies of books bound in half or full leather are paid for at piece· 
rates. · 

404. Folding.-Four folds of a.ll sizes are paid at 8 a.nna.s per 1,000 sheets. 
405. Sewing on the Smyth's sewing machine is paid at 3 pies per 100· 

sheets. 50 per cent. extra. is allowed on the machine sewing rates on each. 
signature where the sheet is cut to allow of the insertion of charts, maps, 
plates, etc., in the copies. 

406. Black bordering by hand on papers and envelopes is paid at the rates. 
as under:-

Note papers, etc. 
Sizes. 

Super Royal, Royal 4to and Foolscap folio 
Demy, Medium and Foolscap 4to • 
All octavo sizes and under· 

Envelopes. 

Sizes. 

Rate per 100. 
Rs. A. P. 

0 6 0 
0 5 0 
0 4 0 

Rate per 100. 

Thick. Thin. 
Rs. A. P. Rs. A. P. 

Sizes larger than Foolscap • 0 5 0 0 3 6 
Foolscap • 0 4 6 0 3 0 
Under Foolscap • 0 3 6 0 2 6 

407. Counting ruled sheets into quires, folding, packing into reams ancf. 
pasting labels on the packets are paid at Re. 1-8 as. per 100 reams. 

iQS. Preliminary forwarding of all sizes under octavo is paid for at th~ 
rates for Demy Octavo and Forwarding at rates for under Octavo. 

409. Gluing up the backs of books sewed on the sewing machine, is paid. 
at 0-1-3 pies per 100 books of ten sheets and under. For every additional10' 
sheets 6 pies per 100 books is paid. 

410. Fol!ing by machine is paid at Re. 0-2-9 pies per 1,000 sheets (irrespec-· 
tive of sizes and folds). Above D'Royal is paid at Re. 0-3-9 pies per 1,00() 
sheets. 

411. Perforating one sheet and pasting two sheets inclusive of arrangin& 
blue rules for writing with carbon paper are paid at 9 pies per 100 copies. 
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412. Cutting boards (Straw boards, Mill boards, etc.) is paid at 1 anna. 
per 100 boards. 

413. Cutting thin cards is paid at 3! pies per 1,000. 
414. Cutting Indian pulp boards as used in I. 0. F. form No. 63 is paid at. 

5 pies per 1,000. 
415. Cutting boards into envelope shape for stamp booklets is paid at 

1 anna. 6 pies per 1,000; 
416. Counting, packing and banding.-All counting and packing are paid 

at 2 pies per 1,000 and banding is paid at 3 pies per 1,000. Counting, band
ing into 100, and packing of sheets per bundle of 1,000 are paid for at 5 pies. 
per bundle. . · · · · 

417. Punching and pasting paper washer on one side are paid at Re. 0-5-t 
pie per 1,000 copies. · 

418. Rounding comers in Machine-
All octavo sizes and under at 1 pie per 1,000 leaves. 
All quarto sizes at ! pie per 1,000 leaves. 

· All folio sizes at ! pie per 1,000 leaves. 
419. Books bound exactlJ' like leather-Preliminary forwarding is paid for

at board binding rates for using binding cloth instead of leather and For-
warding is paid as follows :- · · 

(a) 25 per cent. is deducted from Forwarding rates for leather binding· 
(like art canvas). 

(b) 12! per cent. is deducted from the remainder (for not banding). 
(c) 25 per cent. is again deducted from the remainder (for using; 

ordinary cloth and not using head band). 
420. Folding tables, charts, maps, etc., to size of book.-

Per 100. 

Rs. A. P. 

(a) Foolscap Folio antl all 4to sizes-
Folding 1 fold 100 sheets or maps . . 0 1 1 

.. 2 folds 100 ,. .. 0 2 2 
,. 3 .. 100 ,. .. 0 3 3 .. 4 ,. 100 •• .. . • .. 0 4: 5 

.. 5 .. 100 ,. .. • 0 5 6. 

(b) A.U octaoo sizes-
Folding (1) Vertical 0 t 1 

.. (2) ,. 0 2 2: 
Folding 3 folds . . 0 2 9-

.. 4: .. .. 0 3 3-

•• 5 .. • • • 0 3 1(} 



(c) All sizes under octmJO
"'Folding 1 fold · 

" 
" 
" 

2 folds 

3 " 
4 " 
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l'er 100. 

Rs. A. P. 

0 0 6 
0 1 1 
0 1 8 
0 2 2 . ' 

421. Cutting open folded sheets of Foolscap folio a!ld all quarto sizes 
>(except foolscap 4to which is equal to royal o::tavo) for pasting in plates, 
.charts, extra leaves, etc.-

Per100. 
Rs. A. P. 

(a) Cutting open top only 0 0 10 
(b) , , side • 0 0 10 
(c) , , foot or bottom does not occur in this case. 

Top and side in one op~ration 0 1 8 

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

(a) Cutting open top only •• 
(b) , , side • 
(c) , , foot • 
Top and side in one operation 

-423. Cutting open folded sheets of all16mo sizes-

Per 100. 
Rs. A. P. 

0 0 10 
0 0 10 
0 0 10 
0 1 8· 

Per 100 sheets. 
Rs. A. P. 

Cutting open top only • 0 1 1 
, side , 0 1 1 
, foot or bottom (in ease of a sheet con-

taining 32 pages) · • 0 1 1 
"l24. Cutting guard in a map and folding to size of book-

• 

1a) Rate for Foolacap Folio as follows :-
(i) 4 folds, 1 hoiizontal and. 3 parallel vertical 
(ii) 3 " 1 " .. . 2 .. 

{iii) 2 ,. 1 , ,. 1 vertical 

Pe.r 100 maps • 
Rs. A. P. 

• 0 6 7 
0 5 6 
Q 4 5 
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Per 100 maps. 
Rs. A. P. 

(b) AU octaoo Bize1 -
Cutting guard of maps~ etc., and-: 

Folding (2) 1 Horizontal and 1 Vertical • 0 3 3 .. (3) 1 ... 2 ... • 0 4: 5 

u- (4) 1 ,. 3 .. 0 5 6 
.. (5) 1 .. 4: .. . 0 6 7 .. (6) 1 .. 5 .. 0 7 9 .. (7) 1 .. 6 .. 0 8 10 

Per 100 maps. 
Rs. A. P. 

(c) A.ll Bizes u;nder octaw-
8 Folds 1 horizontal and 7 vertical • 0 6 7 
4 .. 1 .. 3 .. 0 '4 5 

425. Pasting plates, etc., on guard. making into sections and inserting, 
hem into the folded sheets.-

(a) 8. Royal4to (making into sections of 
Gleaves) · 

' (b) AU octavo sizes 
. (c) AU sizes under octavo • 

426. Pasting maps, etc., into the sheets-_ 

(a) Foolscap folio and aU 4to sizeS • 
(b) All octavo sizes • • 
(c) All sizes under octavo • • • 

• 

• 
• 

Per 100 plates. 1 
Rs. A. P. 

• 0 6 ·7 
0 _5 6 
0-' 5 • 

Per 100 maps. 
Rs. A. P. 

0 2 9 
• 0 2 2 

0 1 8 

427. Collating of mapa, Charts, etc., is paid at 1 anna for every 5 sheets. 
428. Rates lor special work.-

" Tit~ Army List" and tli6 "Bower Manuscript."-Prelim.inary forward
ing is paid at board-binding rate and the covering at warehouse rate. 

Acts.-Preliminary forwarding is paid at board-binding rate • . 
British India Passport.-Bewing of British India Passport is paid at 4 

annas 6 pies per 100 copies. 

Duplicat~ passport.-Pasting full brown cover on back is paid at Re. 1·1-'l· 
pies per 100 copies. 
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New British India Passport is paid at Rs. 4-12as. per 100 copies which 
-excludes the charges' for :Operation as under:-

Rs. A. P. 

Collating • · • • 0 2 0 
Punching. 0 2 0 
Blocking in gold 0 6 0 
Cutting edges 0 0 3 
Hot pressing 0 0 10 

Writing pads.-Making writing pads with morocco or ordinary cloth is 
-paid at Rs. 15 per 100 copies, with Pigamoid or Pluvisin cloth at Rs. 22-8 as. 
>per 100 and with leather Rs. 30 per 100 copies.· 

Certificates.-Pasting edges of certificates with longcloth on four sides 
.and cutting cloth are paid at Re. 0-11-5 pies per 100. 

429. Wanting Sheets~-Supplying wa.:nting sheets in connection with 
-the binding is paid on time. 

430. Unclassified work.-Work not coming under these rules should 
'be submitted for orders. 

Tll\lli WORK. 

431. Time work is paid at the rates laid down in para. 40. 
432. Ready Reckoner. Tables.-T.he rates of paym3nt from! hour to 10 

·hours. and from 15 to 100 hours of the various classes for compositors in 
'Table IX, for lmposito:s, Distributo:s· a:~.d lnkers in Table X a'ld for • 
·Machin.emen, Pressmen and Binders in Table XI are given in the Time Work 
\Ready Reckoner published separately •. 



APPENDICES. 

APPENDIX 1.-COSTL~G SYSTEM AND DEPRECIATION FUND; 

lntrorl!ld~ o/ a revi&ed Bystem. of costi,;.g an.rl 1M creation. of a deprecia~ fund in. 
Government Pre88e8. 

Letter No. Pg.-9, dated 6th Ma.y 1924, from the Controller of Printing, Sta.tionery 
and Stamps, to the Secreta.ry to the Government of India., Depa.rtment of Industries 
and Labour. · 

I have the honour to refer to pa.ragraph 'f of my letter No: Pg.-9-17, dated the 25th 
January' 1924, dealing with the system of costing in Government Presses. The 
aubject formed the main item for discussion at the Conference of representatives of Govern
ment Printing Establishments in India held at Delhi in December 1923, copies of the 
proceedings of which were forwa.rded to you with my letter under reference. The Examiner 
of Pl'ellil Accounts and I ha.ve subsequently worked oui the deta.ils of the proposed system. 
and have discussed with the Auditor General the points on which his advice and orders 
were required. The result of these discussions has been embodied in the rules and instruc· 
tions which I atta.ch to this letter (Appendix A •) and which I now forwa.rd for fa.vour 
of early orders, in order that the system ma.y be brought into force from the comml!lllce
ment of this fina.ncia.l yea.r. · I must in the first pla.ce acknowledge the invaluable &BBist.&nce 
afforded by Mr. K. Jag&disa.n, the Examiner of Government Press Accounts, on whom 
has devolved the burden of performing the spade work in evolving the instructions and the 
majority of the numerous illustrative tables attached to these instructions. 

2. The principles which have been adopted in revising the system of costing have, I 
think, been fully explained in my note, da.ted the 5th November 1923, a copy of which is 
appended to the proceedings of the Conference and which constituted the basis for discus
sion, and in the proceedings of the Conference, when the subject was under discussion. 
I do not think that it is neoessa.ry to cover this ground again. I would merely call the 
attention of the Government of India to the fa.ct that the accura.cy of the costing syt~tem 
dependa entirely on the compilation of Sta.tement I atta.ched to the annual reports of the 
presses, and that the revised system consists almost entirely in a recension of this sta.temenfi 
with the object of ma.king it complete and acoura.te. The instructions which I now have 
the honour to forwa.rd for orders consist accordingly in detailed rules for the compilatioa 
of this sta.tement in a revised form. and in order tha.t the instructions may be as simple 
as possible, the statements nece&Ba.ry for its compilation have been drawn up on imagina.ry 
figures, which have been kept consistent throughout. · Atta.ched to these statements_ 
models of the neoessa.ry pro forma accounts• have been prepared to cover aU branches of 
expenditure which are not debited directly a.gainst the working costs of the press. For 
convenience of reference I note herewith the methoda in which the pro forma accounts 
are used in arriving at coat ra.tes :-

A. Capital Account, Plant and Ma.chinery. 
Interest and deprecia.tion on the capital value are transferred to working coats. 

B. Capital Account, Buildings. 
Interest and upkeep are transferred to working coats. 

C. Mechanical Branch. 
The whole coats of the branch are distributed over the va.rious bra.nches of the 

press or other offices. 

• Not printed. 

( 229 ) 
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D. Foundry. 1 

Outturn is debited entirely to capital account (Stores) (pending the issue of type)> 
and to other presses. 

E. Paper, stationery and binding materials. 
Not debited to press costs but distributed over gross departmental costs (State-

ment II). 
F. Stores. 

Debited to press costs on issue from stock only, and not at the time of purchase. 

G. Depreciation Fund is dealt with below separately. 
Beyond the detailed treatment of these pro forma accounts, the main alteratioll: 

frcm the existing system is the complete distribution of variable items, e.g., 
rensions, over all branches of the press. 

3. There is one item that has for the •t time been included in the costing system,. 
"hich, while it is not eEsential to the calculation of true cost rates, is essential to the satis· 
factory management of a press and to the maintenance of its plant in a proper working 
condition. I refer to the proposal to create a Depreciation Fund. The subject is dealt 
with in paragraph 11 (c) of the Proceedings of the Conference. The present proposals. 
are based on the conclusions arrived at by the Indian Railways Depreciation Fund 
Committee, and the proposed rules for the fund, reproduced in*, are based on the
proposals of that Ccmmittee ; they have been discussed informally with the Auditor 
General. The objects of the fund are adequately explained in the preamble to the
Jules. It will, I trust, be admitted that a printing press can be run efficiently only 
if its machinery and plant are maintained in a satisfactory condition ; to effect this 
it is essential that sufficient funds shonld be set aside every year to renew and replace 
the deterioration of machines due to wear and tear, in other words the value of the wear 
and tear must be set aside annually to ensure continuity of efficiency in the machinery. 
The proposed rules are drafted solely with the object of effecting this result. Perhaps 
it is unnecessary to mention the fact that the recent heavy capital expenditure in the 
Government of India presses has been due to the failure to replace machinery, as it became 
obsolete and unable to perform econcmically the task for which it was installed. If the 
principle of the Depreciation Fund be accepted, such an eventuality cannot again 
occur. 

4. The adoption of the new costing system will necessitate certain changes in the 
form of budgeting and in the accounts maintained by the Accountants General. The 
nlterations in the form of budget will not be great, but will be advisable in order to bring 
the budget statement into line with the revised grouping of branches of the press in State· 
ment I ; such an alteration is in any case advisable under the existing costing system. 
Detailed proposals under this head will be submitted as soon as the new system of costing 
bas been accepted. With reference to the books maintained by Accountants General, 
the Auditor General has agreed informally to the necessary alterations, but it is essential 
that orders should be issued at the earliest possible date-in order to avoid confusion in the 
accounts during the present financial year. These changes will render advisable certain 
corollary changes in the Finance and Revenue Accounts of the Government of India ; 
the Auditor General has agreed to approach the Secretary of State with a view to obtaining 
his concurrence with the proposed changes. 

5. It has already been noted that Statement I, which forms the basis of the proposed 
costing system, forms a portion of the annual report on the Government of India presses. 
In the present form of report three other statements are included :-

Statement II constitutes an incomplete statement. of the value of work done for each 
indenting officer separately in each of the presses. The only value of the statement is to 
show the total cost of work done for each department. I accordingly propose that in 
future reports the cost of work done for departments in different presses should be con· 
solidated into a single statement, that entries should be made only of offices entered in 
Appendix I of the Rules for P1inting (offices entitled to indent direct on the presses), 

• See pp. 81-82. · 
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eubordinate and attached offices being included in the account of the major department 
1;ha.t the statement be divided into 3 parte to cover-

( a) offices entitled to free printing, 
(b) officea entitled to printing on book debits, 
1c) officea entitled to printing on cuh payment, each grouped under the main heads of 

account as at present, and that the statement be prepared in the followinl 
revised form :-

Column I. Name of Department. 
Column 2. Fresh composition (including cost of blocks, plates, etc.). 
Column 3. Alterations to standing matter (periodical publications, etc.). 
Coliunn 4. Author's cOlTl"Ctions. 

Column 5. Printing. . 
Column 6. Bindery. 
Column 7. Total work charges. 
Column 8. Paper and binding materials. 
Column 9. Total cost. 

Statement llL Following the decision of the Conference (paragraph 15) I propose 
the.t this statement should be abolished, as it is misleading and serves no UBeful 
pw·pose. 

Statement IV will be renumbered m and will contain the 'T pro form4 accounts. 
etc., attached to the proposed costing instructions in substitution of the existing state
ments. 

6. I have to request that I may be favoured with the orders of the Governme~ of India 
.on these proposals at a very early date. 

Letter No. A-463, dated 16th September 1924, from the Deputy Secretary to the Go
vernment of India., Department of Industries and Labour, to the Controller of .Pl int
ing, Stationery and Stamps. 

I am directed to acknowledge the receipt of your letter No. Pg.-lt, dated the 6th May 
1924, in which you submit proposals for the revision of the system of costing in Government 
presses, as a result of the discUBBion at the conference of representatives of Government 
Printing Establishments in India held at Delhi in December 1923. They a.re pleased to 
eanction the introduction of the new system of costing in the Calcutta, Simla, Delhi, and 
Aligarh Presses of the Government of India with effect from the commencement of the 
current financial year. The r>088ibility of applying the new system to the smaller presses 
:ehould receive your consideration. 

2. The Government of India also agree to the proposal contained in pa.ragra.p~ 3 of 
your letter, regarding the creation of a depreciation fund in Gcvernment presses and 
.approve of the rules• framed by you for the purpose. 

3. The adoption of the new system of costing will neoessitate certain changes in the 
form of budgeting and in the accounts maintained by the Accountants General as well 
as by the presses. The Government of India await the receipt of detailed proposals fro:n 
you in regard to the alterations neoessa.ry in the form of the budget. As regards the 
<Changes necessary in the books of the Accountants General and in the Finance and Revenue 
Accounts of the Government of India, the Auditor General is taking steps to carry out the 
alterations with the concurrence of the Secretary of State for India where necessary. 
So far u the accounts of the presses are concerned, the Government of India agree to the 
revision of StatAlments I, ll and IV of the Annual Stati.l~ical Returns showing the working 
of the Government of India Presses, on the lines indicated in paragraphs 2 and 5 of your 
letter under reply and to the abolition of Statement llL 

• See PJ'o 81--81. 
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Amendment of rules (1) and (2) of the rules for depreciation fund in Gove7'1!ment presses. 

Letter No. 376/55-26, dated 1st August 1928, from the Examiner, Govt. Press Accounts, 
to the Managers of Govt. Presses. 

I have the honour to issue the following instructions in connection with the working 
of the rules for the Depreciation Fund in Government Presses contained in Appendix B 
to No. Pg.-9, dated the 6th May 1924, from the Controller of Printing, Stationery and 
Stamps, to the Government of India, Department of Industries and Labour. These 
are issued with the approval of the Government of India and the Auditor General. 

2. Rules (1) ar.d (2) will be amended to read as shown below:
" (1) The annual receipts of the Fund shall consist of 

(a) the amount of depreciation calculated on the value of the plant, machinery 
and furniture on the books at the beginning of each_year and in use in the 
Press during the year (except items added during the year}, 

(b) the book value of plant, machinery and furniture written off and removed· 
from the Register of Dead Stock up to the end of October of the year." 

" (2) The Fund shall be treated as a deposit in the Government accounts and re• 
ceipts due to the fund shall be credited immediately prior to the closing of 
the accounts of each financial year on the basis of the actual amount of de
preciation worked out during the year in accordance with rule (1)". 

3. The object of amending rule (2) is to effect an agreement between the amount of 
depreciation worked out in the books of the Press of one year and the amounts that will 
be charged to the accounts head ' Provision for Depreciation ' in the accounts of the same 
year in the books of the Accountant General• or the Pay and Accounts Officer. In order 
that this may be done you should work out the total amount to be credited to the Depre
ciation Fund, viz., (1) the amount of depreciation calculated on the depreciated value of 
all plant, machinery and furniture borne on the Register of Dead Stock at the beginning 
of each year and (2) the book value of plant, machinery and furniture written off during the 
year and removed from the Register of Dead· Stock, and intimate the same to the 

Accountant General b f Jul f h f ll · bl h Pay and Accounts Officex e ore 1st y o t e o owmg year to ena e t. at officer to carry 
out the necessary adjustment on his books before closing the accounts of the year 
concerned. 

4. Rule (3) requires that nP.cessary budget provision should be made for the amount 
to be transferred to the Fund, but as it is not possible to estimate beforehand the exact 
amount that will have to be transferred to the Flmd, it is intended that the provision 
should be sufficiently approximate and based on the a.ctuals of previous year. The actual 
amount to be transferred to the Depreciation Fund will be debited by the 

Accountant General • t th b d t · · It b · t d t · Pay and Accounts Officer agams e u ge proVISIOn. may e pom e ou 10 
this connection that it is necessary that the budget provision should be as accurate as 
possible because it will not be possible to surrender any balance if the budget is !or a larger 
amount, or to obtain additional funds if it is for a smaller amount, as the necessary adjust
ment will be made after the close of the official year. In order to guard against any defi
ciency in or excess over the budget provision already made, and to provide for additional 

t d • t' b f tl 1 f th Superintender.ts f gran s or surren er excesses In 1me e ore 1e c ose o e year, Managers o 
Pre.~ses should review the position duiing November of each year with reference to the ac
tual transactions of the year, viz.-

( a) the actual amount of depreciation that will have been worked out in the Register 
of Dead Stock in accordance with rule (1) (a), and 

(b) the book value of the articles that will have been written off and removed from the 
. Register of Dead Stock in accordance with rule (1) (b) 

and ascertain whether the budget provision will have to be added to or reduced, and take 
ueoeliiS&ry steps to obtain additional' provision or surrender funds, as the case may require, 
Depreciation on the plant, machinery and furniture added to the stock during the year 
and the boo\ value of the articles removed from the Register of Dead Stock after the end 
of October will be credited to the fund during the following year. 

• Thetenn 'Accountant General'lncludes Comptroller. 
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5. The Depreciation Fund is intended to meet ~he following items of expenditure :
(1) Purchase of new ma.chineryor articles in replacement of those wom out or COD• 

demned as unserviceable. 
(2) Manufacture or purchase of new type in replacement of wom out or unservioeable 

type. 
Renewals of parts of in&chineey, ~.g., matriceS; kii.i.ves, etC:, sho;ud be treate-d as ordi: 

nary repairs to the machinery and should be met from the grant for spare parts. They 
are not to be met from the Depreciation Fund as the Fund is intended to meet the cost of 
whole ma.chines replaced and not of separate parts thereof. In making necessary provision 
in the annual budget for spare parts, the cost of renewals of parts of machinery which may 
have to be met during the year should be taken into account. 

6. As the pl'ovision in the Depreciation Fund which has recently been started may 
not be sufficient to meet the cost of any new machinery to replace machinery wom out 
or condemned as WlBervice.ahle which·may be required urgently, special provision should 
be made in the budget for the purpose before any purchase can be made. 

7. The cost of machinery, etc., purchased in England through the High Commissioner· 
for lndi11. i' adjusted in his books, but a further adjustment is m11de in the Indian accounts 
debiting the cost of t.he stores to the sub-head " Renewals and Repla!lements from De
preciation Fund " subordinate to the h~a.i "46-Stationery and Printing---C';tC>vemment 
Presses " by credit to " Dedw:l English cost of stores, etc." under the same head. This 
adjustment is made at the prevailing rates of exch!l.nge on the basis of statements of pay· 
mente received from the High Commissioner. The transfer of the expenditure to the 
Fund is made by a regular account adjustment through the sub-head "Deduct amount 
transferred from the Depreciation Fund." · 

8. These instructions may be given effect to commencing from the accounts for the 
year 1928-29. · · : 

Amendment of tke rules for depreciation fund in Government presses. 

Letter No. 1204-55-26, dated 23rd 1\fa.rch 1929, from the E:mminer, Government. Press 
Accounts, to the Controller of Printing and Stationery, New Delhi. 

I have the honour to invite your attention to paragraph 2 of my circular letter 
No. 376-55-26. dated the lst August.l92S. and to point out-that the revised ru1a (H of. 
the Rules for the Depreciation Fund involves one important change in the existing 
practice which has to be brought prominently to notice. Hitherto depreciation was 
calculated for the whole year on all plant, machinery and furniture on the books at the 
beginning of each year, and in the case of articles purchased during the year deprecia
tion was calculated for the period during which they were actually in use during the year. 
Similarly, in the case of articles condemned as unserviceable during a year depreciation 
was calculated up to the date they were so treated. As this involved unnecessary re
finement in calculation and extra. work, this was dispensed· with in the revised rule. 
AccorJing to the revised rule, therefore, depreciation will only be calculated on the arti
cles on the books at the beginning of each year, but not on those added to the stock dur
ing the year. For the same reason depreciation will not be calculated on the articles 
which are declared unserviceable during the year. For the purpose of credit to the 
Depreciation Fund, the book value of articles declared unserviceable from the period 
(November of the previous year to October of t'le current year) should be taken into 
account, and a foot-note should be added to the Pro-form~ Account A.-Capital Account 
of Plant, etc., showing separately the value of unserviceable articles written off from 
April to October and from November to 1\J.arch. 

2. I attach herewith copies of revised illustrative Statements A.-Capital Account, 
and G.-Depreciation Fund Account to replace those included in Controller's letter_ 
No. Pg.-9, dated the 6th Ma.y 1924, addressed to the Government of India, Departrnnt 
of Industries and Labour, to make the position clear. 

3. The calculation of Depreciation may also be adopted on Rupees only to save 
clerical labour. 
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Controller's letter No. Pg.-9, da.ted the 6th Ma.y 1924, addressed to the Government of 
India., Depa.rtmeni of Industries a.nd La.bour. 

PAGE 10 • 

.A..-Capital Account of Plant, etc., for the year ending 31st ];!arch 1929. 

ExisTING PLANT. 

Addition of 
J,ess book new plant Clrn!ing 

value of plant, 
"Branch, 

during the value of 

Opening Deprecia-
etc., declared 
unserviceable 

y~ar !rom all plant 
1st April on 31st 

value on tion on during the Closing 1928 to March 
1st April 1st April p~riod from value .• 31st March 1929. 

1928. 1928. 1st April 1929. 
1928 to 

31st March 

1 2 3 
1929. 

• 5 6 7 

lis. 11<1. 11<1. lis. Rs. 11<1. 

Hand Composition • . 40,000 2,4~0 2,000 35,560 11,67! 47,234 

Mono 60,000 4,600 .. 55,400 10,000 65,40oc-

Lino . 40,000 <1,600 .. 35,400 10,000 45,400· 

Hand Press . 20,000 900 1,000 18,100 5,000 23,10G-

lfaeh ine Press 80,000 6,300 .. 73,700 10,000 83,700' 

Dra.rutg and Litho . 3,000 80 .. 2,920 .. 2,92()-

:Bindery. 30,000 2,020 1,000 26,980 10,000 36,980 

lllechanical . 25,000 1,300 .. 23,7CO 5,000 28,700 

Engine Power :.0,500 1,800 .. 28,700 4,520 33,220 

Type Foundry 10,500 800 .. 9,700 .. 9,700 

Office . . 20,000 1,100 .. 18,900 4,000 22,900 

3,59,000 25,940 . (,.) 4,000 3,29,060 70,194 3,99,254< 

11<1. 
(,.) Book value of plant, etc., declared uns&Vie4'able from 1st April 1928 to October 1928 3,100 

Ditto ditto 1st November 1928 to March 19"29 900 

P&.GE 12. 

G.-Depreciation Fund Account for the year endina 31st March 1929. 

Credit. 

Opening balance on 1st Aprll1928 

lis. 

16,000 

Credit on account of depreciation durlllfl the 
year 1928-29 • • • • • 25,940 

Jlook value of plant, etc., dlspllSed of during 
the period from 1st November 1927 to 
Slst October 1928 4,660(a) 

TOT.U. 4<6,600 

Debit. 

By Mechanical Branch 

By Foundry 

Closing balance 

TOT~L 

4,000 

(a) Value of unserviceable articles disposed of during 1st }lovember 1927 to 31st March 
1928 • • • • • • • • • • • • • • 1,560" 
and trom lat April 1928 to Slat October 1928 , 3,100 

6,600 

6,00()-
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.lrlemJrandum No. 95-C.-29-55-26, dated the 25th Aprill929, fro:n thl Eta.miner, Gn
ernment Pre3s Accounts, Calcutta., to the Controller of Printing a.n.l Stationery 
New Delhi. 

Substitute the following for the fifth ani si:rlh sentenoe3 of p:naJra.ph l of this o'Ji3e 
·e~ircular letter No. 120i-55-26, dated the 23rd March 1929:-

.. According to thl' revised rwe, therefore, depreciation will be oa.lculatei for the whole 
:year on the articles on the bo:>k' at the beJinuing of e:.(lh yeu, bat n:>t on tho3e adild 
to the stock during the year. Similarly, depreciation will be o:~olculatei for the whole 
year even on articles which are declare:l un~ervice!.ble during the yeu. Thus, the o:nis

:aion to calculate depreciation for a put of the ye!.r when the article is fir3t brought into 
use will be mide up to some extent by the calculation of depreciation for a whole yen 
-during the last year in which it is de:~larei un'lervicea.ble, ani hoking into a(lcount th1 
amount of depreciation credited to the Fun:i from year to year, ao long as the entire 
'balance of the book va.lue is credited to the Depreoi&tion Fund when an article is declare! 
-unservice.~oble, the full bo:>k value will eventually h-.ve been credited to the Fund." 

··Un-official No. L-ll6 (Camp), dateil the lOth August 1928, fro:n Ex:a.:niner, Government 
~resa Accounts, Bombay, to M.~on!.ger, Government of Iniia Pre39, C.~oloutta.. 

Aa the object of the Fund is to provide a reserve sufficient to meet according to re
oquJ.rements the cost of renewals ani replacements of plant and mJ.ohinery in order that 
-the Press m!.y be kept in an efficient working con:iition, the entire oo1t of replacem1nt 
even though it may exceed the original cost of the old m:.chine m:.y be met from the 
depreciation fund. It is not always possible to limit the cost of new IJ!..Iochines to thct 
.original price and it is not intended that any such restriction should be placed or that 
the allocation of cost should be ma.de as proposed by the Controller. 

APPENDIX 2..-DEAD STOCK.. 

.Standardized rates of depreciatio11. for tle4il stock articles ad m:~ill.tM~""" rJ/ Zd1ua, elc.., 
in Government presses. List oJ deal. stock articles from. tke tliil¥e of w\icii dd"::tio1u 

Ill the ratu should be made. 

Letter No. 6454, da.ted 12th July 1918, from the Olibiating Ullier-Secretar.r to the 
Government of India, Department of Co:nn:M'oe and ln:luitry, to all L:»::s.l Govern
ments and Administrations (except Madras, Bombay, Coorg, Ajmar-Msrwar..~o ancl 
Baluchistan). 

I am directed to refer to the Rnolutio11 No. UOS:i-11033-25 recorJeJ in this Dapa.rt
ment oo. the 8th Daoember 19()8, which oontainei a schema for the exhibitioo. of the 
:accounts of Government Pre39eS in India and thct SllbJeluent lettera in which minor 
oehange1 of detail have, from time to tim~. been m'l.de. The schem' wa.'l brought Jnto 
-effect from the 1st April 19()9 ao.d the vari01n ano.ual statemlnts pre3cribei ha.v., siooe 
been exhibited in identical form by aU the PreJSeJ oonCJernei. There are, however, still 
certain differences in the methods of preparing the fig11reJ for the statem)nts in the 
different Presses, and, in ord8l' to coo.nder whether a uniform sy11tem could nlt be intro
-duced in this m&tter, a coo.ferenoe of Superintendents of Governm;mt PresiSS wa• h"J in 
oC&loutta iri Febru&ry 1917, un:ier the presidency of the Controller of Printing. StAtionery 
and Stamps. 

2. One of the most important points cliscussed was the rate of depreciation to be 
·written off the value of dead stock articles. It hr.d long been reoogni~d that this ms.tter 
·demanded reform, owing to the great variety of pr~Wtice in different Pre'lse!, both as 
regards the rat.E>s of depreciation assigned to similar articles and also as regards the di1fer
'(lntiation between dead stock and store articles. After full discussion the oonferenoe 
t~ventually decided to recommend that there should be only three rates of depreciation 
for dead stock articles, v~ .• 3, 6 and 10 per cent. to be worked off the depreciated value of 
the articles. (Letter No. 9349, d2tetl 7tA Septem'IJer 1918, from Com'IW'CC anti [dt~,llrJ 
Department.) Lists have been prepared and are o lntained in the Annex11re to this letter 
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<>f the articles from the value of which deductions at these rates should be made. The 
ratos seem to the Government of India to be fair, and I am to request that they may be 
adopted in all presses and applied when working off depreciation in the dead stock ledgers 
at the end of the current and subsequent years. No article which does not appear in 
these lists should be treated as dead stock without reference to the Examiner of Govern
ment Press Accounts.· 

3. It will be necessary to revalue all the dead stock articles of the kinds mentioned 
in the liRts before introducing the new rates, unless they have been revalued within the 
last five years. This should be undertaken by the Superintendent or ManaO'er of the 
.l'ress, who shouid have regard to the present condition of the articles, their original cost, 
the period for which they have been in use, and their estimated future life. The valuation 
lists should show the depreciated value that each article bears in the Dead Stock Ledger 
alongside the value now estimated and should be submitted to the Controller of Printing. 
Stationery !tnd Stamps, before the figures are entered in the ledgers. 

4. Hitherto depreciation has not been worked off the value of an article for the year 
in which it is first brought into u~e. This practice, however, operates unfairly for it makes 
.no allowance for the varying time that may elapse between the date on which the article 
is brought into use and the end of the year. In future, a proportionate deduction on 
account of depreciation should be made for the period of the first year for which an ~rticle 
is in use. 

5 .. The consideration of the question of depreciation led the conference to review the 
whole system of accounting for articles of dead stock and store, and, in order to secure 
uniformity in preparing the figures in the statistical statements, the Examiner of Govern
ment Press Accounts has now recommended and the Government of India agree that the 
following instructions should be observed. 

6. Many articles of trifling value and short life are at present treated as dead stock, 
and depreciation is worked off their value. Articles of this kind have been eliminated 
from the lists in the Annexure to this letter and they should be removed also from the 
dead stock ledgers. As it is, however, necessary to keep a strict account of their number 
to avoid the possibility of loss, they should in future be styled " Petty Plant " to dis· 
tinguish them from Dead Stock and Stores, the latter being the term applied to articles 
of a consumable nature such as, flour, oil, coal, etc. 

7. Articles classed as "Petty Plant " should be accounted for in the two ledgers, viz .• 
(a} Store Ledger, and (b) a Petty Plant Ledger. 

(a) Stcre Ledger.-The form of ledger which is already in use, or suggested for uses 
for accounting for consumable stores received from England would be suitable for this 
purpose with the second column amended to provide for both India Office invoice number 
and contin€_ent bill number, so as to accommodate articles imported and purchased locally. 
As the store ledger for petty plant articles will also accommodate dead stock articles, which 
"re stored before issue, and spare parts of machinery, it may appropriately be styled 
" Store Ledger of Dead Stock, Petty Plant and Spare Parts ". A separate set of pages 
should be allotted to each of these three groups. Articles classed as petty plant which 
t.re purchased loC'ally and stored before issue should first be accounted for in the store 
ledger, the contingent bill number 'being entered in the ledger. If the article is purchased 
in England it should, however, be accounted for in the store ledger, whether it is brought 
st.raight into use or not, the India Office invoice number being entered in the ledger. The 
object of this distinction in treatment between locally purchased and imported articles 
is to ensure that the cost of the latter is properly debited. There is wide divergence of 
practice in different presses in this respect, and it is impmtant that the procedure now 
indicated should be uniformly observed. The cost of articles purchased locally, whether 
stores, petty plant or spare parts of machinery, should be debited to the appropriate 
srotion of the press on purchase through the Contingent Register. The cost of imported 
articles should, however, be debited on issue. Articles are purchased locally as occasion 
demands, and there should never in ordinary circumstances be any considerable balance 
at the end of a year. In the case of imported articles, on the other hand, which are in
tended for once a year, there is frequently a large balance, and the debit of the entire cost 
would unnecessarily inflate the expenditure. The value of the unconsumed balance of 
imported artices should be accounted for in Statement No. 1 "Expenditure" of the 
Annual Report under the head " Capital Account and Plant ". 
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(b) Petty Plant Letlger.-The most suitable form for this ledger is the dead stock ledger
•ith the omission of the money columns, which are not required as the value will already 
have teen accounted for either in the Contingent Register or the Store Ledger. The
object of the ledger is to keep an account of the number of articles of each descriptioD 
which are classed as J::etty plant, and whenever such articles are brought into use either 
from store or directly on purcl:ase they should be accounted for in this ledger. 

8. Steck should be taken annually of petty plant articles in store along with stock 
of consumable stores, and stock should l;e taken of petty plant articles in use when stock 
is taken of dead stock articles, which should never be less frequently than every five years. 
It would l:e advisable not to allow fresh issues of petty plant articles until the worn out. 
1.1ticlea are returned frcm the sections concerned and written off the ledger. 

9. 'Ihe Dead Steck and Store udgers should te maintained in the Slime forms as ai; 
present, tut care should te taken to otserve the following instmctions :-

(llf Type is not to be entenid in the Dead Stock Ledger until it is actually brought 
into use. It is not necessary to account for type in use by detail of bodies. -
It is sufficient to enter in lump in the Dead Stock Ledger all the type of every 
description that has been issued from the type store during the year. ;rhis 
lump sum will be the sum of the totals of the yearly issues in the type stor& 
register, and the value will be obtained from the same source.' The quantity 
and value of unserviceable type that is thrown out during a ~ear should be
deducted from the total quantity and the value of type shown in the Dead 
Stock Ledger, ar:d depreciation should be calculate·l on the balance. The-o 
value to be written off on account of unserviceable type should be at the cur
rent rate for old type metal. Stock of "type should also be taken in Jump 
without attempting to account for different bodies separately. 

(b) The value of stores and dead stock shown in the ledgers should include all inci
dental charges such as freight, packing, insurance, cost of receptacles, etc. 
When it is not rossible to apportion these charges exactly o"ing to several 
articles of a different nature being included in one consignment, they should. 
be distributed in proportion to the value of the articles forming the consign
rrent. As regards dead stoc:k articles, depreciation should be calculated. 
on the grOBB value inclusive of all incidental charges. As regards locally· 
purchased stores, the full value of the stores purchased during the year (ill• 
elusive of incidental charges) should be debited to working expenses. As. 
regards imported stores. the amount consumed during the year (inclusive of 
incidental charges) should be debited to working expenses, th& unconsumed 
balance being debited to .. Capital Account and Plant". 

10. The following instance will sern to illustrate the correct method of accounting 
for the spare parts and accessories of machines, etc. The full value of a guillotine 
machine, which includes that of the spare knives, should be shown in the Dead Stock. 
Ledger, and dl'preciation worked off accordingly. The spare knives, shculd, however, 
be shown in the Store Ledger of Dead Stock, Petty Plant and Spare Parts, withou' 
any value-. Whe-n any of the knives is taken out of store to replace one on the machine
it should be shown as issued in the Store Ledger but no addition is to be made in the Dead 
Stock Ledger, as the only effect of the transaction is to restore the value of the machine· 
to its book value. If, however, a spare knife has to be purchased separately and is kept 
in store, it should, if purchased locally, be shown in the Store Ledgt'l" together with its. 
cost and debited at once to working expenses. If purchased in England, it should pass. 
through the Store Ledger eve-n if it never goes into store, but the cost is only to be debited! 
when it is issued in accordance with the principle already e-nunciated in connection with. 
the debit of articles classed as petty plant. 

11. Under existing orders the cost of repairs is to be debited to " Capital Account I.IIdl 
Plant " in Statement No. 1 " Exrenditure " of the Annual Report. This practice is opeD 
to objection that the cost of repairs is not debited to working expenses unlees the charge· 
is added to the value of the article repaired and depreciation calculated on the total, which. 
is ,.,.ong in principle, as the value of an article is not increased when it is repaired. 
Repairs &hould, in future, be treated as working exrensea and debited directly to the 
aection of the PreBB concerned as a contingent charge. 
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His Excellency the Governor In Connell baa 
12. I am directed to request that if His Honour the Lieutenant-Governor (in Couneil) 

;rouhave 

lllo objection. the procedure indicated above may be observed in future in the 
Presees under~ controL 

your . 

:Boards of every kind. whether wooden-or 
metal (not glazed boards). 

Chases. 
Imposing Stones. 
Ink ta.bles, stones or slabs. 
Oil cabinets and filters. 
~. 

Ra.cks of every kind. . 
Rods, rails, etc., made of steel, iron or other 

metal. 
Sa.fes. 
8teel bea.ms. (a) 
Tubs, troughs, tanks. 

6 ~ unt.• .. 
.,... Air compressors and tanks. 

:Batteries and Dynamos. 
:Bins. 
Eons of all sorts (including cash boxes). 

Camem11 with all a.ccessories. 
Carpets and Durries, Linoleum, Matting 

(not door mats). 
Carts, Truck1, Trollies, Wheel barrows. 
CIO<'ks and time recorders. 

()omp.:.sing sticks. 

Engines with all a.cceBBOries. 

FaUll (a), electric, Jost, etc. (a) (if purchased 
by the Press). 

Filtem. 

l<'ixe Engines. 
Forges, Furnaces. 
Forme carriers and carriages. 
Furniture, e.g., Almirahs, Cha.irs, Commodes, 

Cabmets, Side-boards, Benches, Stools, 
Tables, Thermantidotes, Book cases, 
Pigt>on holes, Shelves, Cupboards, Draw
ers, Decks, Bra.ckets. 

-Galleys, whether wooden or zinc. 
Gas compressor. 
·Godown and paper ho11!BS. 
Gongs. 
Grinding stones. 
Iron stereo mounts. 
Ladders. 
Lamps and Lanterns. 
Lawn mowers 
Leather bags and trunks. 
Litho stones. 

:Ma.chines of every sort-printing, binding, 
etc., whether driven by power or hand 
with all accessories. 

llratrices of every sort. 
:Metal furniture, reglets and quoins

(wooden furniture, reglets, quoins and 
keys as petty plant). 

:Microscopes. 
Motors. (a) 
1\r oulds of all sorts. 
Pantographs. 
Paper testing ma.chines. 
Piping (a), iron or lead (a). 
Pulleys, Pulley blocks and chains. 
Pumps. 
Punkhas. 
Roller frames and stocks. 
Scales of all sorts (the weights to bs in-

cluded). 
Shaftings. 
Stands, Platforms, Tables of every sort. 
Stereo casting box. 

. Stereo type agitator. 
Stoves of all sorts. 
Syringes. 
Thick Zinc plates. 
Tools which are mechanical or in the nature 

of fixtures, e.g., Anvils, circular sa.ws, 
drills (other than hand drills), lathes, 
rule and lead cutters, pestles and mortars, 
vices, swage blocks, brace makers, planes 
(other than hand planes). 

Trays t (other than paper trays). 
Type cases. 
Type foundry punches and gauges. 

Typewriters. 
Vandyke printing frames. 

• Depreciation will be calculated at the rates of 4, 8 and 12 per oent. Instead of thto existing rate• on depre· 
Clated value and distributed over the productive and service branches according to the Dead Stock Ledger. Viole 
Controller's letter No. Po:.·9, dated the 6th Ma)'l9U and Industries and Labonr Department"• letter No. A-46~, 
-elated 16th September 1924. (.d.pp. 1.) 

(II) Faoe,llghts, motom, steel heamsbplpln!f, etc.,lnatslled b7 the Publlo Works Department and In the 
.o~tnn ofllxtures are llOt to be bon~ on t e Preu bonlre. 
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10 per cent.• 
.Auromatio type high numbering machines, 

counting machines, if they are moved 
from one machine to another. If they 
are used on one machine only the value 
ebould be included in that of the machine. 

Bellowe (foundry, etc.). 
Bindere' tool& 

Bicycles and Tricycles . 
Curtains. Purdahs. Chicks. 
Dust extractors. 
Fire extinguishers. 
lfelting pots of every kind. 
Rubber hose and piping. 
Tarpaulins. 
Thin Zino plata. 

NoTB 1.- Type of every deaerlptlon, English and Vemacnlar, brass, metal or wooden, Including borders, or
umenP, cheque rulea, coat of anna, br&eea, corners, clrculan, dashes. leads, clamps, quotations, quads, etc., etc-

NO'J'B !.-Sureos and electros which are made for a general purpose, e.r., coat of arms, should be treated a a
type. The cost of electros wblch are used for a special work should be charged against tbe job. The eost of ster<oa
wblch are cast for a special work would not be charged against the job, i be cost of stereos which are cast fer 
a special work should not be charged at all, as they are cast to eave w~ and tear on tne. 

Procdure regarding main.tenanu of dearJ Btock reg~B, bolA for reuiptB a114 i8BttC8. 

U. 0. L No. Pg .• 232/1, dated 27th August 1924: from the Controller of Printing, Stationery. 
and Stamps, to the Superintendent, Government Printing, India.. 

In connection with the recent issues of printing plant and materials to Messrs. Karim· 
Bux, I have examined the system used in the Calcutta PreBII for maintaining the dearJ 
8loclc regilterB, both for receipt and iaaue of stock. The system, so far as any system exists,. 
is extremely bad. The basis o( the system is the maintenance of two registers, the Stock 
Book of Printing Materials and the Stock Ledger of type, printing materials, etc. These 
registers, so far as we are now concerned, deal only with stock actually in the press and not: 
with stock in the Stores. The former register is maintained by the Store-keeper, t.he 
latter by the Accounts Branch. Theoretically the procedure is as follows. On receipt 
of plant, etc., the Store-keeper enters the items in the Stock Book with reference to 
invoices. eto. Evidently at the close of the year the Stock Book is made over to the .Ao
oounts Branch which proceeds to make the necessary entries in the Dead Stock Ledger_ 
As regards disposal of stock by sale, aa unserviceable, etc., I was unable to discover any
trace of a system; apparently no entry is made in the Stock Book, and no system exists 
for reporting to the .Acoounts Branch for entry in the Ledger. It is clear that undE~r the
present system stock could be disposed of or sold without any entries being made in the 
Ledgers. The Ledger is supposed to serve as an authentic .:ecord of press stock ; I en• · 
q•dred what would happen supposing that the Store-keeper omitted to enter a machine 
in his Stock Book, as this would result in a corresponding omission in the Ledger. I waa. 
informed that the omission would be discovered in audit. I cannot too strongly condemn. 
this theory of office administration. In the first place there is no certainty that audit 
would discover such an omission ; in the second pla.oe the Accounts Branch is responaibl~ 
that the Ledger contains a correct account of all stock in the press. Under the existing. 
system the branch can only certify that the Ledger corresponds with the Store·keeper'a
books. In other words there is no control at all over stocks and stores-control which ~ 
essential and insisted on in all offices and deal largely with Sto1-ea. It is fundamentally 
wrong to suppose that an audit is a substitute for work that is required from an office. 
and the sooner the Calcutta press realises this the better. The system in force is unsound o. 
the method of operating the SY!Item is worse. The Store-keeper has made no entries iB. 
his Stock Book since the 31st March 1924:-evidently he IDls up the book annually from 
odd notes and papers at the end of the year, and for 12 months the press possesses no. 
authentio record of its stock. When the entry is made. the date of receipt (an important 
item in many cases) is not given. In entering the description of a machine, the maker'• 
number-the only means of identification-is not given except in rare instances. The
Stock Ledger is written up only to 3lllt March 1923-in other words the register on which. 
we have to rely is 16 montlts in arrears. This register is used for showing depreciatioo. 
and accordingly present value of machines ; under the heading "Printing Machines " I 
noted an entry "Machines, Number« Value so: so-less" transferred to Delhi. In other
words there is no record of P.ach individual machine and it is impossible to find the present 
value of each u values and depreciation are only entered in lump. In casee where indi
vidual machines are entered separately, the maker's number is seldom entered. Aa a. 
detailed register of stock. the Ledger ie incomplete and from tho method of its preparat.ioDo 
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unrelia'hl~. As regards disposal of stock I have already stated that no system of any 
description exists for posting in the Ledger. It is essential that a radical change in the 
.system should be made at once. 

2. The following system will be introduced with immediate effect. The Stock :Book 
.a.nd the Dead Stock Ledger will in future both be maintained by the Accounts Branch. 
If the Store-keeper desires to keep a Stock Book for his own information he may do so, 
but it will not be treated as an official register. The followinu procedure will be adopted 
.for maintaining the Stock· Book and Ledger :-

0 

I. RECEIPTS. 

(a) Imported Stores.-The Invoice will be ~ade over to the Accounts Branch on receipt 
and the Packing Account to the Store-keeper. On receipt of the machine, material, etc, 
in proper condition the Store-keeper will make the Packing Account over to the Accounts 
:Branch with a certificate of receipt endorsed on it. Until receipt of the Packing Account 
from the Store-keeper Accounts :Branch will hold the Invoice in suspense ; in case of delay 
in receipt of Packing Account they will enquire from Store-keeper. On receipt of the 
Packing Account, entry will at once be made in the Stock Book, including date of receipt 
<Of machine, etc., full description including maker's number, and then in the Ledger; 
;a separate page should be used for each machine, but small items,· e.g., galleys, chases, etc., 
may be grouped together. When entries have been made in the Stock Book and Ledger, 
the Invoice and Packing Account will be disposed of in the usual way. All entries in the 
Ledger must be initialled at once by the Officer-in-charge of press. 
. (b) Stores purchased locally.-The bills are sent for payment to the Accounts Branch; 

they should be accompanied by (i) the order to purchase, (ii) certificate of supply. Before 
payment is made, entries must be made in the Stock :Book and Ledger as in (a). 

(c) Stores manufactured in the press or supplied from store.-These are obtained from the 
'Stores, Type ]'oundry Stores and Mechanical Branch. Nothing is to be issued from any 
-of these branches except on proper vouchers. These vouchers will be prepared in tripli-
-cate, one part to be retained by the issuing branch, one by the indenting branch and the 
·third to be sent to the Accounts Branch, which will at once make the necessary entries 
in the Stock Boo~ and Ledger. In the case of all stock received the Dead Stock Ledger 
folio number must be endorsed on the invoice, receipt or chalan in the case of imported, 
local and manufactured articles respectively. This will apply 11imilarly in the case of 
.issues. 

11.-ISSUES, . 

Issues cover the sale of surplus stock, disposal of unserviceable articles, transfers from 
-one press to another or to Stores. These instructions do not affect the existing pra::tice 
as regards entries in the unserviceable stock register and Dead Stock Ledger, but will 
.apply as soon as the unserviceable articles are removed for sale. Accounts Branch should 
·however watch delays in disposal. In order to control issues, dead stock will be deemed 
to be in charge of the Assistant Manager, and no article of dead stock will be allowed to 
tea.ve the press premises except under his signature. In the case of sale or disposal of un
serviceable or other articles the orders in writing of the Officer in charge of the press are 
required before an issue order is given. Dead stock will only be allowed out of the press 
on chalans signed as ab:>ve in triplicate; the chalan mu3t shte distinctly the person or plaoe 
to which consigned and the reason for issue. One copy of the ohalan will be retained by 
t':l.e Assistant l\bnager, one kept by the Time-keeper at the time of issue and the third 
sent to the consignee. The Time-keeper's oopy sh!l.ll be m'Lde over daily by the Tim3· 
'keeper to the Accounts Branch. The consignee's portion will be returned, with a certi
iloate of receipt, by the consignee and sent to the Accounts Branch. Ex:cept in the oase 
~f articles sold (unless adjusted by book debit) the Accounts Branch will as soon as both 
-copies of the chalan have been reaeived note the facts in the Stock B:>ok and Ledger and 
put the Ledger up to the Officer in oha.rge for signa.ture. In the case of articles issued 
... sold" or "for sale," the Accounts Branch will keep the cha.la.ns in suspense pending 
receipt of the price ; in oase of delay of receipt of cash, the bra.nch will report for orders : 
-on receipt of oash they will m!l.ke the necessary entries in Stock Book and Ledger. in
cluding the price received and put up to the Officer iu charge for signature. 
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3. Separate Stock Books and Ledgers must be opened for the Dharamtala Forma 
Prees. A new Ledger must be opened for the main press in order to conform with the 
instructions given under I (a), separate pages for each machine, separate valuation and 
separate depreciation. All machines must be properly described and identified by maker's 
numbers. U any difficulty is found in carrying out these orders they should be referred 
to me at once. A possible difficulty might be the transfer of stock from Hastings Street 
to Dharamtala, the second from Dharamtala to the purchaser. This can be watched easily 
by the Accounts Branch. No alteration is reqwred in the present form of registers, but 
a combined index to the Ledger and Stock Book is essentiaL ' 

Eliminati<m of Glawl Boards from the lise of Dead Stock Artida. 

Letter No. A.-123, dated 11th July 1928, from the Department of Industries and Labour, 
to the Controller of Printing and Stationery, India, New Delhi. 

In reply to your letter No. C. P. 0. 14/29/28, dated the 2nd July 1928, I am directed 
to convey sanction to the elimination of " Glazed Boards" from the list of Dead Stock 
articles appended to the letter from the Government of India, Department of Commerce 
and Industry, No. 6454, dated the 12th July 1918. The issue of Glazed Boards from the 
Press Store to the Bindery will in future be classed as " Departmental Sundries " and 
the cost of all such issues will appear under the head" 24-Stationery, proof paper, office 
forms and printing " in the Press oost statement No. 1 and be distributed over the Bindery 
eection. 

APPENDIX 3.-ESTABUSHMENT. 

· Appoi11lmenll in the GovemfM114 of India Prua, Calcutta, the Aolders of whicla will be wetmd 
as " Solari«!. " and en.tertai~ ofltlbstittdu in place of salari«l mm on compen• 
sation leaw. 

Letter No. A-469, dated 11th June 1927, from the Government of India., Department 
of Industries and Labour, to the Controller of Printing, Stationery·and Stamps. 

I am d:rected to refer to your letter No. C. P. 0. 12-173, dated the 18th June 1926, 
on the above subject and to say that the Government of India confirm the acting arrange
ments made in December 1925 during the absence on compensation leave of Shewna.th 
Singh. lorry driver in the Government of India Press, Calcutta. They also approve of 
the list herewith attached showing the appointments in the Government of India Press, 
Calcutta, the holders of which will be treated as " Salaried " hands and during whose 
absence on compensation leave acting arrangements will be admissible in accordance 
with the orders contained in the Department of Commerce and Industry, letter No. 7300, 
dated the 26th June 1917. 

2. The Government of India. are unable to agree to the proposal that 11 Labourer~~" 
{including the litho labourer) should be olassed es " Salaried " hands for tl is purpose. 

State"'u' elloloillf all Oae appoiMmetltl i• Oae Ootlens.mem of I flllt. Preu, CakviCIJ, 111lic1 IAovU 
f,e lrealell a.t faUirtf vllller Oae ~ of " lltJlarW me• ". . 

1. Time -keeper and Assistant Time-keeper. 
2. J'aper Issuer. 
3. Paper Supplier. 

'· Cue Foreman. 
I. Allistant to Caae Foreman. 
8. ~on-holderL 

• 'T. Auiata.nt Section-holderL 
8. Correction Checkens. 
9. Warehouaemen. 

U. PJOOf Preumen including Galley and 
' ·""' Forme Proof Preesmen. 

11. Fonoe Carriel'L 
12. Standing Fonoe-keeper. 

13. Assistant Standing Forme-keeper. 
1'-. Type Store-keeper. 
15. Type Suppliers. 
Ul. lllono Mech&D.io. 
17. Mono Operatom. 
18. lllono Casters, · 
19. lllono lllelter. 
20. Lino Mechanic. 
21. J.ino Operators. 
22. Machine Foreman. 
23. Machine J amad&r. 
2'-. P- Foremaa. 

II 
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Statement showing aU the appointments in the Government of India Press, Calcutta, which 
should be treated as falling under the category of "Salaried men."--contd. 

25. Report Writers. 
26. Draftsman. 

. 27. J.itho Pressman. 
28. Bindery Foreman. 
29. Bindery Assistant Foreman. 
30. Bindery Jamadar. 
3 I. Bindery Despatcher. 
32. Paper Counters. 
33. Material Supplier. 
34. Paste Supplier. 
35. Band Ruler. 
3 6. Examiners •. 

37. Numberer. 
38. Finishers (Bindery Branch). 
39. Mechanics (Mechanical Branch) • 
.0. Carpenter. 
41. Roller Moulder. 
42. Lorry llriver. 
43. Stereo Typer. 
44. Finishers (Stereo Branch). 
45. One salaried binder •. 
46. Rotary Machineman. 
47. Rotary Machine Inker. 
48. Durwans, 

Extract from letter No. 7300, dated the 26th June 1917, from the Under Secretary to 
· the Government of India, Department of Commerce and Industry, to the Controller 

of Printing, Stationery and Stamps. 
In forwarding, for information and necessary action, a copy of Mr. C. A. G. Riva's 

Report No. 15, dated the 1st May 1916, on the audit and inspection of the accounts of 
the Government Central Press, Calcutta, for the years 1913-14 and 1914-15, I am directed 
to communicate the following remarks and orders of the Government of India on the 
points raised by the Examiner. 

* * * * * * 
· 3. Paragraph 4.-It has been decided that the existing practice should be continued 

under which substitutes appointed to act in the place of salaried men on compensation 
leave are paid for at a fixed rate of wage per month for the entire period for which the 
permanent incumbent may "!>e absent, provided that such leave should not be allowed 
to be prefixed or affixed to holidays of more than three days' duration. · 

Reorganisation. and reduction oi the Stereo and Electro and Mechanical Branches of .the 
Got·ernment of India Press, Calcutta. 

Extract from letter No. A-431, dated 4th March 1926, from the Assista.nt Secretary 
to the Government of India, Department of Industries &l).d Labour, to the Controller 
of Printing, Stationery and ~tamps. 

With reference to the correspondence ending with your letter No. 214-Camp, dated 
the 31st August 1925, I am directed to say that the Government of India sanction, with 
effect from the 1st- December 1925, the revision and reduction of the establishment of 
the Stereo and Electro and the Mechanical Branches of the Government of India Pres~, 
Ca1cutt-a, as sliown in the statement attached except that the abolition of the post of 
Engineer·· on Rs. 300-10-350 and the creation of the post of Head Mechanic on 
Rs. 200-10-250 per mensem should take effect from the 6th October 1925. The reduc• 
tion of the temporary fluctuating establishment will involve a corresponding reduction · 
in the lump sum grant sanctioned for such establishments in the Calcutta Press as a 
whole. The resultant savings during the current financial year should be surrendered if 
they have not already been utilised by re-appropriation. 

Sanctioned scale. 

Perm a- Tempo- Designation. I Pay. REMARKS, nent. rary. 

Fo-undry Branch. 
Rs. 

1 .. Stereotyper. . . 60-4-80 
1 1 Finishers. . . . 25 each .. I Finishtr . . . 24 
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Perm a. Tempo· DeeignatioO:. Pay. REJ~AUS. uent. rary. 

Jf ecAanical Brancla. 
Ra. 

1 Head Mechanic 200-10-250 
l Mechanio 40--3--65 
l l .lllechanice 35-1-40 each 
1 2 Do. 30 each 

1 Mechanic 25 
1 Carpenter 35 

l Do. 30 
l Roller Moulder 24 

l Ditto 19 
l Lorry Driver • 70 

3 Labourere · 18 

.Abolitioa of cerlain :posts in 1M Government of I JUlia Press, Calcutta. 

Letter No. A-431, dated 9th March 1926, from the Assistant Secretary to the 
Govemment of India, Department of Industries and Labour, to the Controller of 
Printing, Stationery and Stamps. . · 

I am directed to convey the sanction of the Govemment of India to the abolition of 
the following posts in the Govemment of India Press, Calcutta, sanctioned in this Depart
ment'aletter No. A-431, dated the 27th December 1924 ;-

Permanenl-
1 Caretaker 

&Labourers 

Ttmporarg-
1 Bhisty 

Pay. 

Ba. 
• 65 per mensem:. 

• 19 •• .. eaoh. 

• 13 per menaem. 

Letter No. A-431, dated 24th December 1926, from the Govemment of India, Depart
ment of Industries and Labour, to the Controller of Printing, Stationery and Stamps. 

I am directed to convey the sanction of the Govemment of India to the abolition of 
the following posts in the Government of India Press, Calcutta, sanctioned in this Depart. 
ment'a letter No. A-431, dated the 27th December 1924 :-

Permanenl-
1 Farash 

Tamporury-

Pay. 
Ba. 

• 13 per menaem. 

1 Assistant to lllono-mechanio (Monotype Section) • 75-6-100 per menaem. 
15-1-20 •• .. •. 1 Stamp Counter 

1 Farash • 13 per menaem. 

K2 
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Sanction to the entertainment of additional establishment required for B$X adthtional 
Linotype Machines installed in the Government Central Press, Delhi.. Revision. 
of the pay of the existing 6 linotype operators • 

. Letter" No.- A-431, dated 1st October 1923, from the Under Secretary to the 
Government of India, Department of Industries and Labour, to the Controller of 
Printing, Stationery and Stamps. · 

. With reference to your letter No. 93-S. C., dated the lith September 1923, I am 
dire.c~d to say that the Government of India sanction the entertainment of the following 
additional establishment in the Government Central Press, Dellii, with retro9pectiv& 
effect from the date or· dates on which the men were actually engaged:-

PeNnanenf,-

2 coolies 
6 Linotype Operators • 

'l'emporanJ-

Pay. 
Rs. 

• 16 per mensem each. 
• 85 per mensem each for an 

average outturn of 4,000 ens 
per hour. 

90 per niensem each for an 
average outturn of 4,500 ens 
per hour. 

100 per mensem each for an 
average outturn of 5,000 ens 
per hour. 

For all outturn in excess of 
5,000 ens per hour a bonus 
at the rate of Rs. 0-1-9 per 
1,000 ens. 

1 Assistant Mechanic , Rs. 45-1-50 per mensem. 
2. The Government of India agree to the six Lino Operators on the existing establish

ment of the Government Cen.tral Press, Dellri, being paid on the basis of outturn as shown 
above instead of at the rate of pay sanctioned in this Department's letter No. A-431, 
datec;l the 3rd May 1923. They do not however see sufficient justification to sanction 
an increase in the pay of the Mechanic of the Lino Section in that Press from Rs. 100-5 
-125 to Rs. 125-5-150. 

Measures to be adopted for securing the appointment of members of minority communitiea 
in the Government of India Secretariat OjficeB (clerical establishments). 

Memorandum No. F-1'76/25:Ests., dated the 5th February 1926, from the Home Depart
_ment, to the D~partment of Industries and Labour. 

The undersigned is directed to invite a reference to the Home Department Office 
Memo. No. F•176f25-Ests.; dated the 15th July 1925, on the subject noted above. 

2 •. The policy of the Government of India is to prevent the preponderance of any one 
class or community~ and they have now decided that the method laid down for the purpose 
of attaining this end in the case' of the All-India services, namely, the reservation of one· 
third of all permanent vacancies for the redress of communal inequalities, should be 
adopted 'generally in recruiting the clerical establishments in the Government of India 
Secretariat and the offices subordinate thereto. This procedure should be adopted in 
all future recruitment. 

3. In order to give the instructions practical effect it will be necessary for each Depart. 
ment or office to examine the communal composition of its clerical staff from time to 
time with a. view to ascertaining whether any community requires to be more adequately 
represented. Further the head of each office should specifically consider in the case of 
every third vacancy which occurs whether or not such vacancy should, having regard 
to the communal composition of the clerical staff of the office, go to a member of a minority 
<Jommunity. If the decision is in the affirmative, a candidate of such a. community, if 
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ava.ilabl~ and adequately qualified, should be appointed to the va(lancy, the claims of 
the. '!an~u~ minority communities available for service being borne in mind. U the 
dec1.swn 1B ~ the negative, the vacancy should go to the candidate with the best claim 
to 1t, havmg regard to all the circumstances of the ease and not necessarily to a 
member of the non-minority community. Such recruitment should of course be made 
through the prescribed channel where such has been laid down, 

. ._ These orders refer to fresh recruitment only and not to Departmental promo
tiona which will continue to be regulated by merit. 

li. It is requested that a copy of these orders may be communicated to attached and 
subordinate offices for information and guidance. 

Mta8Uru to be adopted for communal representation in tM indtultriaJ Bta/1 of tM Government 
of India PrutJU, .. 

Letter No. A-631; dated the 2nd March 1929, from the Government of India, Department 
of Industries and Labour, to the Controller of Printing and Stationery, India. 

I am directed to invite a. reference to the office Memo. from the Home Department 
No. F. 176/25-Ests., dated the 5th February 1926, a copy of which was forwarded to 
you with the elldorsement from this Department No. G(E)-143, dated the 9th February 
1926, and to say that the Government of India have decided that the procedure laid down 
therein for recruitment to clerical establishments should be adopted in making future 
recruitment of the industrial stall in the Government of India Presses. The communal 
composition of the staff in question should be detemiined with reference to the aggregate 
strength of each presa and it ia not essential that the procedure should be applied indivi· 
dually to each class of appointment. 

.Amalgamation and revilitm of utabli&Ament8 of tM Government Central BraMl ·mtl 
Monotype PruB, Simla. .Abolition of certoin poBt8. 

Extract from Letter No. A-413, dated 13th November 1923; from the Offg. trader 
Secretary to the Government of India, Department of Industries and Labour, to the 
Controller of Printing, Stationery and Stamps. 
With reference to your letter No. 230 S.C., dated the 23rd September 1923, I am 

directed to say that the Government of India sanction with effect from the lst March 1924 
the amalgamation of the Government Central Branch and Monotype Presses, Simla, and 
the revision of establishments employed in these presses as shown in the column "Sanc• 
tioned Scale" of the proposition statement attached. They also sanction in this oonneo
ti·>n the following proposals made by you :-

(a) that promotion to the grade of Rs. 245--10-325 now sanctioned for '' Beadera" 
may be made with the approval of the Controller of Printing, eto. ; 

(d) that the combined press be known as the Government of India Preas, Simla. 
2. The men who are at present employed hi these presses and who· cannot be absorbed 

in the sanctioned atrength of the combined press should be disposed of by you in accord
ance with the orders already issued on the subject. U it is intended to retain any perma
nent men as aupernumeraries against temporary posts sanction to do so should be ob-
tained aeparately. lSanotioned scale appears in Chapter II.) · 

Extract of para. 4 of letter No. A-525, dated 17th November 1925, from the Govern~ 
ment of India, Department of Industries and Labour, to the Controller of Printing, 
Stationery and Stamps. 

• • • • • • • 
'· The following posts in the Government of India Presses at Delhi and Sizrla are 

abolished with effect from the lat November 1925 :-

DelAt Pr-eB<I. 

1 Reader on Ra. 60-4-100. 
2 Copy holders on Ra. 30-2-50 each. 
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Simla, Prestr. 

1! Paper Wetters at Rs. 18 per mensem each. 

1 Metal Melter at Rs. 35 per mensem. 
1 Impositor at Rs. 40 per mensem. 

Letter No. A-413, dated 6th July 1928, from the Government of India, Department cf 
Industries and Labour, to the Controller of Printing and Stationery, India. 

With reference to your letter No. C. P. 0. 13/4/28, dated the 12th May 1928, I am 
directed to say that the Government of India sanction the abolition of the undermen
tioned posts in the Government of India Press, Simla, with effect from the 1st April1928 :--

1. Litho Pressman (Permanent) on Rs. 55 per mensem. 

2. Spongeman (Temporary) on Rs. 22 per mensem. 
3. Inker (Temporary) op. Rs. 17 per mensem. 

3. They also sanction the grant of a pay of Rs. 50 per mensem in the scale of Rs. 35--
3-50 plus a personal pay of Rs. 5 per mensem to Mr. Mirza Murad, the Litho Pressman, 
who on the abolition of his post has been appointed by you as a Caster Attendant in the 
Government of India Press, Simla. 

Retention of some permanent employees as supernumeraries against temporary posts in 
Government of India Press, Aligarh. 

Letter No. A-627, dated 15th February 1927, from the Assistant Secretary to the 
Government of India, Department of Industries and Labour, to the Controller of 
Printing, Stationery and Stamps. 

In reply to your letter No. C. P. 0. 15/150, dated the 6th October 1926, I am directed 
to convey the sanction of the Government of India to the retention with effect from the 
1st April 1926 of the permanent employees of the Government of India Press, Aligarh, 
shown in the attached list as supernumeraries against the temporary posts in that Press, 
noted against their names. These men should be absorbed in the permanent establi~h
ment as vacancies occur in that cadre. 

List of supernumerary permanent employees of the Government of India Press, Aligarh. 

Tola. Ram, II . 
Chandra. Pal 
WalterLa.l • 
Yusuf Ali Khan 
Sa.diq Huss11in 
Sha.fiqAhma.d 
Dhoori . 
Channo La.l 

Name. 
Pay and designation 

in the permanent estab· 
lishment. 

Binder, Rs. 15 
.. 15 

, " 15 
Bindery-boy, Rs. 10 

" .. 10 
.. .. 10 

Binder, Rs. 15 
Flyboy, Rs. 10 

Revised pay and designation 
in the temporary estab· 

lishment. 

Binder, Rs. 20 .. 
.. .. 

" 20 
20 .. 

, 20 
.. 20 

20 
Co~lie, R~. 15 

.. 15 

Removal of the restriction regarding substantive appointments in the Govemment of India 
Press, Delhi. 

Letter No. A-431, dated 4th October 1928, from the Government of India, Department 
of Industries and Labour, to the Controller of Pdnting and Stationery, India. 

I am directed to say that the Government of India are pleased to withdraw the res
triction laid down in para. 1 of this Department's letter No. A-431, dated the 31st March 
1927. Salaried industrial hands of the Government of India Press, Delhi, who will now 
be appointed substantively to permanent posts in pursuance of these orders will be subject 
to t.he leave rules issued with the Government of India, Finance Department, Resolution 
N~. F. 119-R. I./28, dated the 6th September 1928. 
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Creation of an additional post of..!ssl81ant Sedion Holder in the Government of India PriU. 

Delhi. 

Letter No • .A-431, dated 15th October 1928, from the Government of India, Department 
• of Industries and Labour, to the Controller of Printing and Stationery, India. 

With reference to your letter No. C. P. 0. 14,151/28, dated the 3rd September 1928, 
I am directed to convey the sanction of the Government of India to the creation, with effeot 
from the 1st November 1928, of an additional permanent post of Assistant Section Holder 
in the Government of India Press, Delhi, on a eoa.le of pay of B.a. 40--4--80 (Rupees 
forty rising by an annual increment of rupees four to rupeee eighty), per mensern. 

The extra cost involved during the current financial yea~ should be met by appropria
tion from savings under the head " Pay of Establishment" in the current year's grant. 
under the head " Stationery and Printing." 

' '· r 

Crt.ation of 1111 additional post of CIIBfu A ttetldant in 1M Gooemmenl of! tulia Press, Delhi. 
' - , . ., 

Letter No. A-431, dated 3rd February 1928, from the Government of India. Department 
of Industries and Labour, to the Controller of Printing and Stationery, India. 

In reply to your letter No. C. P. 0. 14/43/27; dated 3,rd February 1928, I am di~ted 
to say that the Government of India are pleaeed to sanction the creation of an additional 
permanent post of Caster Attendant on Rs. 30-l-35 (Rupeee thirty rising by annual in· , 
crement of Rupee one to Rupeee thirty-five) a month in the Government of India Press, 
Delhi. The scale of Rs. 30-1-35 will also be applicable to the future incumbents of three 
posts of Caster Attendants in that Press sanctioned in this Department letter No. A-431 1 • 

dated the 31st March 1927. ·The existing incumbents of these posts will be allowed to 
remain on their existing scale of pay-Rs. 35-3-50 per mensem (Rupeee thirty-five 
rising by annual increiQBnts of Rupeee three to Rupeee fifty). . 

2. The extra expenditure involved during the current year should be met by re-appro
priation from savings under the unit " Pay of Establishments'' in the Stationery and Print
ing Grant for 1927-28. No provision on this aooount has been included in Budget Estimate. 
for 1928-29. The expenditure during that year should be met from the grant which may·· 
be sanctioned by the LegWa.tive Assembly. · 

.r 

TraMfer of the post of tJ Morwtype opertUot' from Got~er~tmettt oflruli4 Pre-, Caku.U4, lo· 
1M GotJU'11m.enl of I rulitJ Pru11, DeTAi. 

Letter No. A-431, dated 29th November 1928, from the Assistant Secretary to the GoY· 
emment of India, Department of Industries and Labour. to the Controller of Printing 
and Stationery, India. . . . 

With reference to your letter No. C. P. 0. 12/~/28, dated the 6th November 1928. 
on the above subject. I am directed to say that the GoYernment of India agree to the re
duction of the post of a monotype operator on R&. 80--4:--100-5-125 in the GoYem•. 
ment of India Press, Calcutta. and to the creation of a aimilar po!lt 011 Rl. 8()-...oi-10~ 
rer mcnaem in the Government of India Preas, Delhi • 

.AboliUon of tJ poat of Stamp Counter ia 1M CalcuUtJ Preu. 

Letter No. A-•31, dat«i the 25th April 1929, from the ABBiBtant Secretary to the Govern
ment of India, Department of Industries and Labour, Simla, to the Controller of 
Printing and Stationery, India. 

I am directed to convey sanction to the abolition of one umporary post of Stamp 
Counter on RL 15-l-20 per menae.m in the Government of India Preas, Calcutta. 11&110• 
tioned in this Department's letter No. A-•31, dated the 27th December 1924.. 
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Abolition oF the single cadre of the clerical establishments of the offices of the Stationery and 
Printing Department located in Calcutta. 

Letter No. A-431, dated the 26th March 1929, from the Government of India, Depart.. 
ment Qf Industries and Labour, New Delhi, to the Controller of Printing and Station• 
ery. 

With reference to your letter No. HQ. 4/246, dated the 21st January 1929, on the above 
subject, I am directed to say that the Government of India are pleased t.o withdraw the 
orders contained in paragraph 2 of the letter from this Department No. A-431, dated 
the 27th December 1924. The clerical est.ablishments of the Central Stationery Office, 
the Central Forms Store, the Central Publication Branch, and the Government of India. 
Press, Calcutta, will in future be treated as separate. Appointments and promotions 
in each establishment may be made by the officer in charge subject to your approval. 
But promotions to permanent and semi-permanent vacancies should be sanctioned after 
you have duly considered the claims of the men working in the different offices men. 
tioned above on the date of these orders, i.e., a person working in a part:cular office in 
which a vacancy occurs shall not ordinarily be given preference in filling up the 
vacancy over those who are working in other branches and are senior to him on the date 
of these orders. Promotion to a higher grade or appointment will continue to be by merit 
only. 

2. The roles regulating the appointment to the clerical staff of your offices may be 
amended accordingly and a copy thereof may be supplied to this Department in due course. 

Change in the designation of the Hand Ruler of the Government of India Press, Calcutta, 
and the revision of his pay. 

Letter No. A-431, dated the 16th February 1929, from the Assistant Secretary to the 
Government of India, Department of Industries and Labour, New Delhi, to the 
Controller of Printing and Stationery, India.. 

With reference to your letter No. C. P. 0. 12/70/28, dated the 8th November 1928, 
on the above subject, I am directed to say that the Government of India approve your 
proposal that the designation of the Hand Ruler employed in the Government of India 
Press, Calcutta, may be altered to that of Paper Counter and that he should be granted 
a pay of Rs. 25-1-35 sanctioned for Paper Counters in that Press with effect from the 
1st ,July 1928. 

2. The extra expenditure involved during the current financial year should be met 
by appropriation from savings under the head " Pay of Establishment " in the current 
year's grant under the head "Stationery and Printing". 

(!lassification of the service of the material supplier in the Government of India Press, 
Calcutta. 

Letter No. A-700, dated the 14th November 1927, from the Assistant Secretary to the 
Government of India., Department of Industries and Labour, to the Controller of 
Printing, Stationery and Stamps. 
With reference to your letter No. C. P. 0. 12/1/27, dated the 16th August 1927, I am 

directed to convey the sanction of the Government of India. to the material supplier 
employed in the Government of India. Press, Calcutta., being classified as a superior servant. 

Creation of a post of addressograph Operator in the Government of India Press, Simla. 

Letter No. A-431, dated the 22nd March 1929, from the Assistant Secretary to the Govern· 
ment of India, Department of Industries and Labour, to the Controller of Printing 
and Stationery, India.. 

With reference to your letter No. C. P. 0. 13/47/28, dated the 16th February 1929, 
I am directed to convey the sanction of the Government of India to the creation of a 
permanent post of addressograph operator on Rs. 35-3-50 per mensem in the Govern
ment ~>l India. Press, Simla, with effect from the 1st April 1929. The extra expenditure 
involved dul'ing the year 1929-30 should be met from within the sanctioned grant of the 
Stationery and Printing Depa-rtment under the head "Pay of Establishment". 
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EBtabUBAtMnl of 1M Forms Press, Calcv.t14, on 11 pmmznenl 'basis and iu tgtdpfMnl witla 
taeto plant and ~inery. 

Extract Para. l of letter No. A:586, dated 25th February 1929, from Government of India 
Department of Industries and Labour, New Delhi, to the Controller of Printing 
and Stationery, India. 

With reference to your letters No. C. P. 0. 17-7-28, dated 9th August 1928 and 5th 
October 1928, I am directed to say that subject to the necessary funds being voted by thu 
Legislatve Assembly the Government of India are pleased to sanction the revision of 
the pay and strength of the establishment of the Forms Press, Calcutta, as shown in the 
accompanying statement with effect from the lat. March 1929. The Press will be placed 
on a permanent footing from that date and the oonditio111 regarding leave, holidays, over• 
time allowance, hours of attendance for the employees will be the same u for. the 
employees in the Government of India Pre~~~~, Calcutta. The piece-worker~ will also be 
entitled to the piece and time ratee prevailing in the latter pre1111 but payment for the rest; 
and prayer interval now made to certain piece-workers will cease from the let March 1929. . ' . . . . . . 
Placing of 1M leatJe reserve post. in 1M Central Forms Rtore and 1M OotlemtMnt of IwditJ 

Press, Calcv.t14, on 11 permanent footing. 
Letter No. A-431, dated the 28th February 1929, from the Government of India, Depart

ment of Industriee and Labour, to the Controller of Printing and Stationery, India •. 

With reference to your letter No. H. Q. 'fl93, dated the lOth August 1928, I am directed 
to say that subject to the necessary funds being voted by the Legislative ABBembly the 

· Government of India are pleased to 

Tbr8e clerks, Grade L Re. 15--45-6~5-t--85-4 
-106-i-1.0 (EIIlctency bar at Ba. 86). 

Three clerka Grade II. Ba. "'-"'-'5-6/2-?o-6/1 
-100 (EIIlctenc:r bar at Ba. 70). 

~ tl/ I Mia l'Nu, Calcvtta. 

sanction the conversion of the tem
porary, leave reeerve posts u showa 
in the margin in the Central Forma 
Store and the Government of. India 
Press, Calcutta, into permanent posta 
with effect from the let April 1929. 

Beven clerka, Grade I 
Beven olerka, Grade U t; !:=~~ Sanction to the placing of the tem• 

porary leave reserve posts in the Central 
Stationery Office, Calcutta, on a permanent footing was conveyed to you in this Depart. 
ment's letter No. A-431, dated the 26th February 1929. 

Transfer of 1M post of 1M Monotype Operatof. from 1M Government of ltulitJ Pru1, AligarA, 
lo 1M Government ofl tulia Pres~, DelAt. 

Letter No. A-627, dated the 11th March 1927, from the Assistant Secretary to the Govern• 
ment of India, Department of Industries and Labour, to the Controller of Printing, 
Stationery and Stamps, New Delhi. 

With reference to Mr. Coombs' letter No. C. P. 0. 15/172, dated the 9th February 1927, 
on the above subject, I am directed to say that the Gonrnment of India agree to the 
reduction of the post of Monotype Operator, on Ra. oG-2--70, sanctioned in thia Depart
ment letter No. A-627, dated the 28th April1926, in the Government of India PreM, 
Aligarh, and to the creation of a similar post in the Government of India PreM, Delhi, 
with etleot from the 1st April 1927. · 

. APPE~'DIX 4.-DELEGATION OF POWERS. 

Delegation of fJOWet'l to the MaMgers, Government of lndi4 Pruses, all<l to 1M Controller 
of Printing, Stationery and Stamps; of employing temporary haw againse grant. fr.r 
temporary establishiMIIU. 

Letter No. A-550, dated 15th January 1925, from the Deputy Secretary to the Gover.a
ment of India, Department of Industries and Labour, to the Controller of Printing, 
Stationery and Stamps. 

I am directed to say that the Government of India are pleased to dell'gate to the 
:Mansgera of the Government of India fresses, to the extent noted below, the po'11"er of 
employing temporary hands in their presses against their grantJs for temporary est&bli&h· 
menta. 
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Piece hand8 not exceeding the number of the sanctioned establishment. 
&laried hand8 up to a pay not exceeding Rs. 50 per mensem in each caae. 

. !. The Governme~t of India are also pleased to delegate to yon the power of sanction
lllg t~e employment m any of the presses in question, against its grant for temporary 
P.stablishment, temporary hands on a pay not exceeding Rs. 200 per mensem each. 

DdegatU:m to Managers of GQVernmenl of India Prustll of power to sanctU:m advanctll fr071l. 
the General Provident Fund. 

Letter No. A-316, dated 23rd February 1925, from the Deputy Secretary to the 
Government of India, Department of Industries and Labour to the Controller of 
Printing, Stationery and Stamps. ' 

In reply to your letter N?- Pg.-190, dated the 4th February 1925, I am directed to say 
~bt the Government of India are pleased to delegate to the officers • noted in the margin 

the powers of the head of a Department under Rule 20 (1) 
.. Managers of Government of (ii) of the General Provident Fund Rules to sanction 

~ :.!lia Presses, Simla, Delhi, Aligarh 
o.aad Calcutta. advances from the General Provident Fund to subscribers 

in their respective offices. 

DekgatU:m of power to sanction wmpensatU:m payable under the WorknwJ's CompeMatU:m 
Act,1923. 

Letter No. A-707, dated 15th March 1928, from the Assistant Secretary to the Govern
ment of India, Department of Industries and Labour, to the Controller of Printing, 
Stationery and Stamps. 

I am directed to say that the Governor General in Council is pleased to deleg"'te to you 
and to the Managers of the Government of India Presses, Calcutta, Simla, Aligarh and 
Deihl. the following powers to sanction expenditure from Central Revenues on the grant 
of compensation payable under the Worl~men's Compensation Act, 1923 (Act No. Vlli of 
1923) subject to the amount involved being met within the budget provision made for 
the purpose or by reappropriation which you are competent to sanction within the grant 
under the head " Stationery and Printing." 

Controller of Printing. 
Stamps. 

Extent of power ddegated. 

Stationery and 
• Power to sanction compensation for 

temporary disablement of any duration : 
power to sanction commutation and to 
make other lump sum payments subject 
to a maximum of P..s. 1,000 (one 
thousand). 

Managers of Government of India 
Presses, Calcutta, Simla. Aligarh and 
Delhi • Power to sanction compensation due for 

temporary disablement up to a period 
of six months. 

2. I am to req1lel!t that a statement showing the sanctions given by the authorities 
during each financial year may kindly be submitted to this Department early in the follow
ing year. 

APPE~"DIX 5.-FI!\'"ES A!\"D FTh'"E Fm"D •. 

InrWutU:m of fine fund8 i~t the GQVtrnmenl of India preMtil and maintenance of certain 
acrountB for the fund8 and amendments of r.erlain ruleR thereof. 

Letter No. A·240, dated 24th March 192.2, from the Government of India. Department of 
Industries, to the Controller of Printing, Stationery and Stamps. 

I am directed to say that the Government of India have decided, on the representation 
made by the Works Committee of the Government Monotype Press, Simla. at ita meeting 
bed on the 16th May 1921, to institute, with effect from the 1st Aprill922, a Fine Fund 
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for t!IWh of their Presses. To thil fund will be credited all fines realised from workmen 
excluding pye and such other fines aa at-e levied for neglect or bad work entailing 1088 or 
extra expenditure on Government. The aasetB of the fund will be applied to the relief 
of distl'e88 among workmen or their families in accordance with the rules (aes para. 64 of .. 
Chapter lli). • 

2. I am to requeet that in order to avoid confusion in the accounts instructions may be 
issued to the officen in charge of the PreiiSCII to sub-divide the fine column in the pay-bill 
of their establishment to show separately- · · · 

(a) fines that will be credited to the Fine Fund, and 
(b) fines that will be deducted from the bill 

The total of (a) will be drawn by the Officer-in-charge of the Pl'e88 and deposited in 
the Post Office Savings Bank to the credit of the Fine Fund. 
Letters Nos. 1200-Pg., 1201-Pg. and 1202-Pg., dated the 28th March 

1922, from the Controller of Printing,. Stationery and S~ps, to 
Superintendent. Govemm<'llt Printing, India, Ca.lcutta. 

the G. C. B. 
llonotype. 

In forwarding herewith a copy of a letter No. A-MO, dated the 24th March 1922 and 
enclosures, from the Department of Industries on the subject of Fine Funds in the Govern
ment of India Presses, I have the honour to request that steps may be taken early to start 

Government Central Pr<'M 
a Fine Fund in the G. c. B. with effect from 1st April 1922. The rule 

Honotype 
enclosed and the instructions given in the letter above referred to should be carefully 
noted for guidanos. 

The receipt of the sanction of Government to the institution of Fine Funds may be 
brought to the notice of the Press W orka Committee at their next meeting. 

Letter No. A-~1. dated 27th March 19M, from the Under Secretary to the Government; 
of India, Department of Industries and Labour, to the Controller of Printing, 
Stationery and Stamps. 

With reference to your letter No. Pg.-17, dated the 8th March 1924, I am directed to 
say that the Government of India approve of the addition of the following new rule to 
the Fine Fund Rules ismed with the letter from the Department of Industries. No. A-240. 
dated the 24th March 192! :- . 

.. 9. If a fine is relllitted after it hu been drawn in the establishment bill and credited 
to the Fine Fund in the Post Office Savings Bank, it should be withdrawn from Savings 
Bank under the sanction of the Controller previously obtained, and paid to the pa.rt7 
concerned." 
:Memorandum No. Pg.-17, dated 15th January 1925, from the Deput7 Controller. 

Printing, Central Printing Office, to the Managers. Government of India Presses, 
Simla.. Delhi, Calcutta and Aligarh. 

The Controller of Printing, Stationery and Stamps, observes that the accounts of the 
Fine Fund are not being submitted in proper form. Will the Managen pleue note that 
these account. should show-
Opening balance • • 
Receipts from interest • 
Receipts from Finel 

TOTA.L 

Expenditure (i) 
(ii) 
(iii) 

Closing balanoe 

.. 
• 

Letter No. A-4tH, dated 3rd Fehruuy 1925, from the Assistant Secretary to the Go~era• 
ment of India, Department of lndustritlll and La.bour, to the Controller of Printing, 
Stationery and Stamps. , 

With reference to :rour letter No. Pg.-17, dated the 13th January 1925, I am direoted 
to convey the aanotion of the Government of India to t.he deletion of the worda •• Ulf. 
yee.rly aooounts being eubmitted to the Government of India through the Controller of 
Printing " from rule 7 of the Fine Fnud Rultlll issued with the letter from the Department 
of Industries. No. ,A..M(), d•ted the 24th March 1922. 
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APP~""DIX 6.-Gn~AL. 

GotJernment ordertJ 011 1M Report of 1M pieu.woru committee, 1922. 

Letter No. A-389, dated 2nd February 1923, from the Deputy Secretary to the Govern
ment of India, Department of Industries, Delhi, to the Controller of Printing, 
Stationery and Stamps. 

The Government of India have had under consideration the report of the Committee 
appointed in January 1922 to consider the grievances of piece-workers employed in their 
printing presses in Calcutta, Delhi and Simla, and they generally approve the recom· 
meudations contained in the majority report with the following modifications:-

(a} In view of the rates of pay obtaining in private presses for distributors the Gov· 
ernment of India are of opinion that there is little likelihood of distributors 
in Government presses wishing to accept the salary system recommended 
by the Committees. The Government of India, therefore, accept the Com· 
mittee's alternative suggestion that compositors may be allowed to do their 
own distribution if they 80 desire, the piece rate for distribution being added 
in such cases to the piece rate for composition. Officers in charge of the 
presses should make arrangements accordingly. 

(b) The Government of India are unable to accept the recommendation contained 
in paragraph 16 of the majority report that for the purpose of calculating 
qualifying service for pension retrospective effect should be given to the con
cession allowing piece-workers to count 16 days' absence a year as qualifying 
for pension, if the concession was given retrospectively to 1st April 1922, it 
would favour the irregular worker in the past as against the regular worker. 

2. I am now directed to request that the following instruCtions may be issued to the 
officers of the Government Presses in Simla, Delhi and Calcutta with a view to their 
giving effect to the recommendations of the Committee. 

(I) Payment for idle time should be allowed to piece-workers whenever due accord· 
ing to the orders already issued. 

(2) The distinction between the permanent and temporary piece establishment 
should be abolished 80 far as pensions are concerned. All men in employ· 
menton the 15th July 1920 shall be entitled to pension subject to the con
ditions laid down in the Department of Industries Resolution Xo. A-37 J, 
dated the 30th November 1921, without reference to the word .. permanent," 

(3) Whenever it may be necessary to reduce piece establishment on account of short
age of work, the most junior hands should be discharged first. Tl:.e dis
charge of a senior man should only be made by the Officer in charge of the 
press, who will record his reasons in writing. 

(4,) The older hands should aa far aa practicable be put on lighter work. 
(5) Overseers in the presses should be instructed to exercise a close supervi.i!ion over 

the distribution of work by section-holders to compositors and the officelll 
· in charge of the presses should satisfy themselves that section-holders are not 

showing favouritism in the distribution of the work. To this end a tabular 
statement should be kept in each section showing the hours worked and thtt 
earnings of every compositor month by month. This statement should be 
regularly examined by the Officer in charge of the press. U the earnings of 
any man show a tendency to decreaae, the Officer .in charge should examine 
his file of work in order to see whether the decrease is due to the type of work 
made over to the compositor by the section-holder. 

(6) Overseers should exercise a close supervi.i!ion over the work of checkers and ~hen• 
ever required should explain to compositors the reasons for reduction in their 
claims. 

(7l Ordinary hours of attendance in a press should be decided in consultation with 
the Works Committee of the Press, due regard being had to the wishes of 
piece-workers who at present form the largest proportion of the establishment. 

(8) Vacancies in the grade of section-holders should be filled up alternately from 
assistant section-holders and duly qualified senior compositors. 
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Cl&tde ma 1M tue of•t.nlice poatage 11Gmp1. 

Letter No. 4689, dated 13th October 1924, from the Under Seoreta.ry, Flcanoe Depart· 
ment (Central Revenues), to alllooal Government& and Administr&tioDL 

I am directed to refer to my circular letter No. 1501, dated the 15th MIL)' 1924, on the 
above subject, and to say that it has been represented to the Government of India that some 
doubt exista whether the inspection and audit of servioe postage stamps n;ferred to there· 
in will be done by the heads of Department& and other officers concerned or by the Audit 
authorities. I am to say that the intention of the Government of India waa not to burden 
the audit authorities with additional duties, but that all heads of Dep&Jtmenta should 
make their own arrangement& for inspection and a domestic audit of their stamp accounts. 
I ..:~;",;I t t tL-t if Hlo Excellency the Governor In Counell 8etlfl • b' t' th am aoco.~ y o reques II& . rou 888 no o Jec 1on e 
various heads of Depa.rtmentsandotheroffioers concerned may be instructed accordingly· 

Fizing ofBak pria_ o} Publication~ printed periodically. 

Letter No. A-436, dated the 29th June 1929, from the Assistant Secretary to the Govern
ment of India, Department of Industries and Labour, to the Controller of Printing 
and Stationery, India, New Delhi. 

' 
I am directed to say that the Government of India have had under consideration the 

question of the method which should be adopted in fixing the sale price of publications 
which are printed periodically. The type for such publications is usually kept standing 
for a number of years and so long aa it does not require complete reoomposition, the only 
cost that is incurred in printing the subsequent issues of the publication is in connection 
with the corrections that have to be carried out from time to time. Under the present 
system when such a publication is first put in type the whole cost is debited against the 
first issue with the result that the sale price is abornmally high for the first i6sue after 
each re-composition and unduly low for subsequent issues from the same type. To remedy 
this defect the Government of India have decided that in future the original cost of com
position of such publications should be spread over the period for which the type is 
expected to laat and is likely to be required. To this may be added the cost of correction 
work that may have to be incurred from year to year. Care should be taken that the 
period over which the cost·is to be spread should not be overestimated. 

'l'raMfer ofiAe Gtulil ofiAe C1otJem,_, of India Prusu, Delhi and Aligaf'A,from c~ IG 
: Delhi. 

Letter No. D/3216-A, dated the 14th December 1928, from the Assistant Secretary to the 
Gove~ent of India, ~ce Department, to the Auditor GenertJ. 

For the grea.tor convenfenoe of the Aliga.rh and Delhi Presses ,..hich &re at presen' 
served by the Pay and Aooounta Office, Misoellaneous Central Departments, the Govern• 
ment of India have decided to transfer, with efteot from the 1st Aprill929, the mainten
ance of the aooount.a of the Presses in question from the Pay and Aooounta Officer, MiiJ. 
oell&lleous Central Departments, Calcutta, to the Pay and Accounts Offioer, Secretariat. 
New Delhi, in whose books all the adjustment& relating to the oost of the work done by 
tho Presses for other department& &re being made even at present. 

Memorandum No. Pg.•ll, dated 22nd November 1924, from the Controller of Printing, 
Stationery and Stampa. 

The attention of all branches and preBB88 is invited to the~ neoesaity of submitting 
their etatementa of monthly expenditure within the amallest possible time after the com
mencement of each month. We &re responsible now not only for seeing that budge' pro-
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vision is not exceeded, but for surrendering any amount that we are unable to spend. 
In 1923-24 we appear to have failed to report savings of about lllaks and we are certain 
to be reprimanded by the Finance Department and the Public Accounts Committee. 
Officers in charge of branches and presses Will be held responsible, if we fail to carry out 
the above duties owing to their delay or faulty information. The same urgency applies 
to returns regarding Post and Telegraph Department expenditure required from all the 
presses, the Stationery Office and the Forms Store. At present there is unnecessary delay 
in the submission of these statements. The statements must in future all be in the follow
ing form. Columns :-

1 2 3 4 5 6 

Expenditure Expenditure Progressive Heads. Budget grant. up to end of for the month. total. REHARKB. 
previous month. 

Sub-heads will be as at present. 
2. Steps will be taken by me to surrender excess allotments on the basis of the state

ments for November due to me in December. In this return all branches and Presses will, 
in addition to the usual £gures, submit a forecast of their expenditure from the beginning 
of December to the end of March and will indicate reasons for expenditure in excess of 
the average for the first 8 months of the year. The forecast should give figures for the 
same sub-heads as the monthly statement and should be under the following columns :-

1 2 s 4 5 

Original budget Grant as revised Expenditure to Forecast from 1st 
December till the Explanations. by reappropriation. grant. 30th November. end of the year. 

3. The following special instructions are issued in connection with the forecast;-

(a) Pre&Be& and Forms Store will forecast for all stores (including spare parts) obtained 
for them through the Purchase Branch. They will not forecast for machinery 
under purchase through the Purchase Branch, either from India or Home, 
except in the case of machinery for which they )lave already paid. 

(b) Stationery O.tfice. In sending the forecast the Stationery Office will also submit 
the papers regarding progress of purchases against the contracts for paper, 
stationery stores and will explain the forecast for the remainder of the 
year. It will also submit a forecast for machinery under order for the presses, 
press by press, distinguishing between expenditure in India and in the 
United Kingdom. This branch also watches progress of expenditure in the 
United Kingdom and will submit a forecast for that on the basis of carry 

·over reported from last year, indents sent Home this year and indent still 
to be sent Home for compliance this year. Reappropriations for Security 
Printmg and Rs. 92,000 arrears to Titaghar should not be forgotten. 

(c) Forms Store must forecast- very carefully for payments under the contracts. 

4. If these instructions are not quite clear an immediate reference should be made to 
me. 

Memorandum No. H. Q. 41/1, dated 13th October 1925, from the Controller of Printing, 
Stationery and Stamps, Delhi. 

With reference to this office No. Pg.-11, dated the 22nd November 1924, all monthly 
statements should reach this office not later than the 5th of each month, as in delaying 
these statements a considerable amount of difficulty is experienced. In this connection 
your attention is invited to the enclosed extract (paras. 2 to 4) from the above letter. 
Please see that the instructions .:lontained therein are properly carried out as a good deal 
of calculations will be based on these statements and figures should be accurate. 



255 

Memorandum No. H. Q. Uf3, dated 4th December 1926, from the Controller ·~f Printing, 
Stationery and Stamps, Delhi. . 

Paragraph 3 (a) of the extract from this office letter No. Pg.-11; dated the 22nd November 
1924, forwarded with this office memorandum No. H. Q. 41/1, dated the 13th October 
1925, may be modified as follows :-

3. (a) Presses and Forms Store will forecast for all stores (including spare parts) 
obtained for them through the Purchaae Branch. They will not forecast 
for machinery under purohaae through the Purchase Branch, either from 
India or Home. The Machinery for which the Presses have already paid, 
will however be shown under actual expenditure ending 30th November 
under column 3, shown in the extract. , 

Memorandum No. H.Q. 20/243, dated 14th March 1928, from the Controller of Printing, 
· Stationery and Stamps. 

, In connection with the adjustment of charges relating to services rendered by the 
Stationery and Printing Department to Paying Departments and Provincial Governments, 
Presses and Branches are at present required to prepare and submit the following state
ments:-

(a) a monthly statement of expenditure to the Headquarters Office, 
{b) a quarterly statement of debits l.o the Aocount Offices and Headquarters Office, 
(e) an annual statement showing final debits to the Account Offices and Head· 

quarters Office. . 
This procedure throWJJ unneoessary work on the Presses and Branches and leads to con· 
fusion in acoount offices. With a view to simplify the system and reduce work in the 
Presses and Branches of the Stationery and Printing Department, it has been decided, ~ 
eonsultation with the Pay and Aocounts Officer, Secretariat, New Delhi, that the following 
procedure should be observed in fufure :-

{i) The present system of raising quarterly debits by Presses and Branches IAI"'tt{{A. 
their rupeetiw .A tuUt OjfirMB 11wtdd be diBcon.linud. and monthly debits should · 
be raised by them in future against the Paying Departments, etc., through 
the Pay and Aocounts Officer, Secretariat, New Delhi. Monthly statements 
should be furnished to the latter officer so as to reach him punctually by the 
8th of the following month to enable him to make the necessary adjustments 
in the acoounts of the months to which the statements relate. 

(ii) An annual statement showing the actual debits for the whole year should be 
furnished to the Pay and Acoounts Officer, Secretariat, New Delhi, in 
sufficient time after the end of the year, to admit of the readjustments, if 
any, being made in the accounts for that year before they are finally closed. 

2. A copy of the monthly and annual statements should be forwarded to this office 
11imultaneously for information. 

3. The above procedure will come into force with effect from the last quarter of 1927-28 
beginning with the debits relating to the month of January 1928. 

Memorandum No. H. Q. 2/530, dated 19th April 1928, from the Controller of Printine, 
Stationery and Stamps. 

Instances have occurred in which officers in charge of the Presees and Branches have 
reported to Headquarters surrenders of funds at their disposal. during the closing days of 
the last financial year. The intimation of surrender by one officer 11"&1 actually received 
in this office on the 30th March 1928. The effect of euch belated surrenden is to defeat; 
entirely the object of the financial control exercised by the Headquarten Office. 6uch 
savings do not eerve any useful purpose u they eannot be re-appropriated to meet excesses 
in other Branches of the Stationery and Printing Department, nor Cl&ll they be reported to 
the Finance Department to be utiliaed to the best advantage of Government elsewhere. 
These amounts will consequently lapse and the officers concerned cannot; eecape from their 
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responsibility merely because they have reported the surrenders a few days before the close 
of the financial year. This practice is unsatisfactory and irregular. 

2. To avoid similar irregularities in future, the special attention of Officers in charge 
of Presses and Branches is invited to paragraph 10 of the Resolution of the Government 
of India, Finance Department No. D-1089-A., dated the 1st June 1926. The forecast of 
expenditure showing anticipated excesses and savings, due in this office by the lOth De
cember, should henceforth be prepared with greater care and every effort should be made 
to ensure that it is as reasonably accurate as can be. Any unavoidable deviations should 
be very few and surrenders of additional savings, if any, due to subsequent modifications 
-of the forecast should be promptly reported to this office, at any rate nollater than the lilt 
of MarrA. 

3. These instructions should be carefully observed in watching the progress of expendi
ture during 1928-29 and subsequent years. 

APPn"'DIX 7.-G~"'ERAL PROVIDE~"'T FU~m. 

Prompt disposal . of applications for the payment of the General Providenl Fund balances 
and the is8ue of pen8ions to ojJicers tolw retire or go on leave preparatory to retirement. 

Letter No. F-51-F. E •• dated 16th July 1924, from the Secretary. Finance Department, 
to alL provincial and minor local Governments. 

I am directed to inform you that cases have recently been brought to the not.ice of the 
Government of India where there has been considerable delay in the payment of balances 
in the General Provident Fund of subscribers who have retired, or have gone on leave 
preparatory to retirement. It is obvious that any delay in such payment is a serious 
matter often resulting in hardship and loss to the subscriber. The Auditor General has 
represented that the Audit Department is usually considered solely responsible for the 
delay. whereas, as a matter of fact, delay is sometimes caused by the failure on the part of 
the head of an office to give the audit office essential information. His remarks apply also 
to delay in the issue of pensions, which is often due to the negligence on the part of _the 
authorities whose bnsiness it is to prepare the pension papers. Steps have already been 
taken by him to reduce, as far as possible, delay in the audit offices, and he has suggested 
that similarly steps should be taken to impress on heads of offices the neoessity of giving 
to audit offices essential information relating to the General Provident Fund balances or 
the pension of an officer, as the case may be, without any avoidable delay. 

2. The Government of India are in full agreement with him that it is necessary for the 
executive authorities to co-operate with the audit officers, and they therefore suggest 
that, if the Go.-ernor in Council has b" ti orde be · ed to heads f ffi 

you have no o Jec on, rs 1SSU o o ces 
• the ~ontrol of the Local Government . . . 

ana Departments under your control to the effect that applicah?ns 
for pensions and for payment of Provident Fund balances, should be disposed of with 
the greatest possible expedition and that in future disciplinary action will be taken against 
the officers concerned if it is found that delay has been caused by such applications not 
having been promptly dealt with. 

Letter No. F-129-C.S.R., dated 15th August 1924, from the Deputy Secretary, Finance 
Department, to all provincial and minor local Governments. 

In order to minimise as far as possible delays in the issue of authority for payment of 
pensions. the Government of India have decided to adopt the following suggestions for 
modifications in the present procedure regarding the preparation and d..i8posal of applica
tions for pension :-

t.a) It will be permissible in future for officers taking leave preparatory to retirement 
to submit their formal application for pension on proceeding on leave if they 
specifically declare that they propose to retire at the end of their leave, and 
1f the proposed date of retirement is definitely known, audit officers will verify 
the services wherever necessary and send their final report to the sanctioning 
euthority who will sanction the pension as soon as may be after the date cf 
retirement of the officer. 
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(b) Wilen a.n otllcer is appointed direct from the Army to an appointment from which 
he will ultimately retire on a civil pellBion, his military service sqould be 
verified fOTthwith and the details be ha.nded over to the Civil Audit and 
Accounts officer. 

(c) The immediate verification of such military service should also be mRde io 
the case of civil officei'!I now in the service who have had previous military 
service, whether prior to taking up a civil appointment or during the 
Great War. 

2. I am to request that (with the approval of Hia Excellency the Governor in Council), 
te '-- take to b • th .....:.... ooed • to f . tbe Mairat1, etc., l'ret!ldenor s ps may uv n nng e rev....,.. pr ure m orce 1D · Blbaund Orilisa. et.c.' 

Letter No. F-374-C.S.R.-27, dated 28th September' 1927, from the Deputy SecretWy, 
Finance Department, to the Secretary, Government of the Punjab. 

In reply to your letter No. 1249-S.F., dated the 16th June 1927, on the above subject, 
I am directed to state that the Government of India have decided to modify the instruo· 
tiona conveyed in Mr. Macleod's letter No. F-129-C.S.R., dated the 15th Augw.t 1924, 
so as to allow the sanctioning authority to aanotioo a pellBion not more than one month 
before the date from which it is to tab effect. 

l118t~ic1M in connection wH1a the paymenl ~~ bala~ tt. the General Pf'OIJiden.e Fvn4 
to BUbscriber1 on rttiremenl w.ruler Rule 19 of the Fv.n4 Btdu. 

Letter No. F-49-F.E.-24, dated 28th August 1924, from the Secretary,' Finanoe 
Department, to all provincial and minor looal Governments. 

In oontinua.tion of my letter No. F-51-F.E., dated the 16th July 1924, I am directed 
to forward a set of instructions for the gwdanoe of the executive and aooounts authorities 
in connection with the payment of bala.noea in the General Provident Fund of 
subscribers on s:etirement, under Rule 19 of the Fund Rules. I am to request that, if 
tbe Governor In Counrll bao b" ti Jleada of _..,__ d DenD•hn ts de tbe 

rou ii&Ve no o Jec on ......,.,.. a.n ,.--en un r ToUi 
eontroJ 0 tbe Local Government mav be instructed to follow them olosel7 in future. 

oontrol "' 

1 aBtl't£CtioM to be followed. by I!UCittitlt tJn4 acoov.nl.t Gutlioritiu in connection wUA the paymi!f!C 
of Gmeral Pt'OIIidi!nJ Fv.rul f110f1.1!Y ofl!lbBCriberl v.ruler BtU!! 19 of the Fv.rul Bultl. 

When a subscriber who is a non-gazetted offioer s:etires the head of the offi06 when 
intimating the fact will send a certificate to the aooounts offioer from the authority 
empowered to gra.nt adva.noes to the subscriber in the following form :-

no balanoe 
' I certify that .. ~ba~la~n~oe::-ol:-:-:.llAir::.--~ou:::t-::oi~&~D:-:W::.:::, ... :':n:-:'co::"of:Ti:.llAir::.--~dJ:::-.. =w=-n~on::---~ .. :-t -- T ...... UI'J' 

.is outstanding. 
A gazetted officer when applying for repayment of his Provident Fund balance wiU 

furnish a similar certificate. 
On receipt of such a certificate the aooounts offioer will arrange immediately for the 

payment of the b~ce. at credit ~ the subscriber as shown in h;iB b~ after deducting 
the adva.nce mentioned 1n the certificate less a.ny amounts shown 1n his books u repaid on 
account of that advance. He will at the same time il!form the subacriber tha~ as BOOn u 
his account is finally settled, he will receive a statement of his acoount a.nd any b.t.la.noe 
that may be due to him. 

In the absenoe of the certificate referred to above, the acoounts officer win, as soon as 
he receives intimation of an officer's s:etirement, put himself in communication wi~ll tho 
authority empowes:ed to sanction adva.noes to the s:etiring officer in order to obtain infon~~. 
ation of any adva.noes sanctioned before s:etirement within tho last 12 months. 

The &~lOounts officer should arrange for the payment &a promptly 88 p01111ible oi tne 
Provident Fund balanceB of subscriber~~, a.nd if 11.11y delay in settlement ia anticipated he 
should arrange to pay the bulk of the bala.noe at onoe retaining only 88 muoh as may bo 
required to cover advances paid but not yet brought to account on the books of the &t't'ounts 
ollioe. 
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APPE~'DIX 8.-HOLIDAYS. 

Payment al special rat/!8 to the industrial employe1!8 of the Government of India Pri!8B1!8 for 
attendance on gazetted holidays and Sundays in lieu of the existing syst-em of granling 
comprmsation leave. 

Letter No. A-662, dated 19th June 1928, from the Government of India, Department of 
Industries and Labour, to the Controller of Printing and Stationery. 

I am directed to say that the Government of India have had under consideration the 
question whether any special payment should be allowed to the industrial employees 
of the Government of India. Presses for attendance on gazetted holidays and Sundays, 
and have decided that some extra. payment should be made to them for attendance on 
®lch days, provided the existing practice of granting compensation leave is discontinued. 
They are accordingly ple&!ed to sanction the introduction with effect from the 1st July 
1928, of the following rules in their presses at Calcutta., Simla, Aliga.rh and Delhi :-

(a) Compensation leave for attendance on gazetted holidays, not falling on Sundays, 
on which the press is closed, will be entirely abolished. 

'b) Twenty five per cent. over the ordinary rates will be paid to all industrial em
ployees eligible for overtime, whether on a. monthly rate of pay or at piece 
rates, who are required to attend on " closed " holidays as explained in pa.ra.
g~-aphs 2 and 3 below. 

tc) For attendance on Sundays no extra payment will be made but a. compensatory 
holiday will be allowed as required by the Indian Factories Act. 

-td) In the rare cases in which the compensatory holiday for attendance on a. Sunday 
has to be withheld, payment will be made at 50 (fifty) per cent. over the 
ordir.ary rates. (Compensatory holidays for Sundays can, of course, be with· 
held only when an exemption has been secured from the provisions of Section 
22 of the Factories Act.) 

{e) The extra payment allowed under (b) and (d) above will be m&de irrespeetive 
of the total number of hours worked during the rest of the week and th!! hours 
worked on gazetted holidays or on Sundays will not be taken into account 
in calculating ordinary overtime. The extra. payment in the case ol piece
workers will be made at class rates. 

2. In the Government of India Presses, Simla. and Delhi, ten "closed" holidays in a. 
year are observed on the analogy of the practice in the Government of India Secretariat 
Offices and each man is allowed, in addition, six communal holidays in a. year. Thi1 
.arrangement will be continued but the possibility of re-arranging the list of gazetted 
holidays for the Government of India Press, Delhi, so as to ensure that they do not fall in 
the busiest season should be considered. Winter leave which is at present allowed to the 
piece-workers in the Government of India Press, Simla, in lieu of attendance on gazetted 
holidays will be discontinued with effect from the date from which these rules are in
troduced. 

3. The number of gazetted holidays in the presses at Calcutta. and Aliga.rh, is, it 
is understood, 42 and 40 respectively. This number will not be reduced, but only 23 (twenty 
three) days out of the total number of holidays will be regarded as "closed" holidays 
for purposes of the special payment referred to in paragraph I above and the remainder 
as non-closed holidays. In the case of the latter class of holidays the men may be allowed 
to be absent if the state of work permits, but no extra. payment will be allowed, nor will any 
compensation leave be granted for work on such holidays. Attendance on closed holidays 
will be paid for at the special rates referred to above. The holidays which will be treated 
as closed in these presses should be fixed in consultation with the Works Committees of 
the respective presses, and the possibility of so arranging the holidays that they do not fall 
in the busy season in each press should be considered. 

4. The existing salaried industrial employees of the Government of India. Presses will 
be allowed the option of remaining under the existing rules if they do not desire to come 
under the rules referred to in the preceding paragraphs. But these rules will apply to all 
the existing piecework employees as well as to all future salaried and piece hands who may 
be employed in the various Government of India Presses. 
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5. The extra expenditure involved should be met from within the grant undet' the 
head "Stationery and Printing" for 1928-29. . 

Paym.enl at cla88 rate8 to piece-worm• of tAt 00flernm.enl of India PruBU for tAt lwliday• 
• on accounl of tAt demi8e and funeral of Her M ajuty tAt Queen M ot!tr. 

Letter No. A-648, dated 16th Aprill926, from the Asaistant Secretary to the Govern
ment of India, Department of Industries and Labour, to the Controller of Printing, 
Stationery and Stamps. 

With reference to your letter No. C.P.O. 12/117, dated the 22nd February 1926, I 
am directed to convey the sanction of the Government of India to the expenditure already 
incurred on account of payments made to piece-workers of the Government of India. 
Preaaea at their respective clasa rates during the period the presses remained closed on 
account of the demise and funeral of Her Majesty the Queen Mother. 

2. i am to request that officers in charge of preaaea should be warned not to make any 
such payments in future before obtaining the previous sanction of the Government of 
India, 

Holiday• in the GotJernmtnl. of India Suretariat Gl applicable to the u1Gbli8hmmts of the 
Governmmt of India Prusu, D,)J,i rsnd Simlts. . 

Office Memorandum No. D-~62-Public, dated 20th October 1923, from the Gevernm~nt 
of India, Home Department, to all Departments of the Government of India, etc. 

The Government of India have had under examination the recommendation made in 
paragraph 12 on pages 284-85 of the report of tha Indian Retrenchment Committee regard
ing holidays and casual leave given to the establishments in the Government of India. 
Secretariat. A conference of the representatives of all Departmenta was held in the 
Home Department to consider the general question of holidays. While the figures given 
in the paragraph quoted are somewhat misleading and no account aeema to have been 
taken of the fact that in praotice a large proportion of the stall is on duty un most holi
days, the conferenoe recognised that the present state of affairs waa unsatisfactory in tha' 
there waa a large number of nominal holidays and a lack of uniformity in the practice 
of the various Departments in observing them. They agreed that the adoption of a more 
logical and uniform system waa desirable, by which there should be occaaional real 
holidays rather than many nominal ones. 

2. The conference made the following recommendations :
(i} The Saturday half-holiday should remain. 
Iii) The last Saturday of the month, and the Saturdays in the months of 8€ptember 

and October at present given aa holidays in lieu of the Puja holidays 
should be abandoned aa whole holidays, but should be treated aa ordinary 

., _ Saturdays. 
(iii) Casualle&ve, which is of oourae entirely a matter of graoe and not of right. should 

normally be limited striotly to ten days in the year, though in Yery special 
circumstances discretion should remain with the head of the office to extend 
that period. 

(iv) There should be ten oloaed holidays in the year aa follows :- -

General 4 day• :-
J anU&l'Y lst • 
MayUth. 

• 

June (Saturday in the lint week). 

Deoember 25th~. 

H inti• S day• ,_ 
One day at • , 
One day at • • 

. :. .. 
• 

• 

• 

·Proclamation Day. 
Empire Day. 
His Majesty the King Emperor'• 

birthday. 
X'maaDay. 



MulwJmmadan 2 days,_ 
One day at • 
Onedayat • 

Ohri8tia~ 2 days :-
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Idul Fitr. 
Muharram, 

One day at Good Friday • 
. One day • Boxing day. 

If any of these days falls on a Sunday no other day will be declared as a. holiday 
as compensation. It must, of course, always be open to the head of an office 
to cancel any of the holidays if the state of work demands this, or to give a 
sectional holiday instead of closing the office entirely. 

(v) Of the remaining gazetted or local holidays not more than six should normally 
be allowed per man in the year. The practice will be that a few days before a 
gazetted or a. local holiday occurs, other than those mentioned above, the 
orders of the head of the office will be taken whether the state of work permits 
of its being a holiday. The advantage of this elasticity is that it will be possible 
for each community to obtain holidays on the more important festivals and, 
as the holidays of the commanities are on different dates for members of the 
communities not observing the festival, to attend office as usual. This will 
of course require the maintenance of a holiday roster. 

3. Before finally accepting these recommendations the Home Department invited 
representatives, namely one Hindu, one Muhammadan, one Christian and one Sikh, of 
the Imperial Secretariat Association to discuss the proposals made. The only 
suggestions offered were, 

( 1) that the last Friday in the month of Ramzan should be a holiday for Muham· 
madans. 

(2) that for a holiday at the Holi should be substituted a holiday at the Diwali, 
(~) that the holidays now proposed should be real holidays in practice as well in name. 

Asto(l),thelastFridayinthemonthofRamzanisat present observed as a holiday 
for Muhammadans in most offices and it is considered that this practice should be continued, 
under th6 discretion allowed by paragraph 2 (v) above. 

As to (2), the substitution of a day at the Diwali instead of Holi, the reoommendation 
of the Association has been accepted.: 

4. The Government of India accept the conclusions arrived at by the oonference and the 
recommendations made by them, subject to these suggestions of the Association. While 
holidays must depend upon the exigencies of the public service, they feel confident that 
there will be nJ desire to deprive the staff, in normal ciroumstances, of the limited holidays 
now proposed which should be real holidays. These orders should as far as practicable 
take effeot from the beginning of the next Delhi season. 

Reduction in the number of gazetted holidays in the Government of India Presses, Delhi 
and Simla. 

Extract from Memo. No. Pg.-34, dated 7th January 1924, from the Controller of 
Printing, Stationery and Stamps, to the Manager, Government of India PreBil, Delhi. 

The orders regarding holidays in the Government of India (Home Department) 
No. D-4562-Public, dated the 20th October 1923, are hereby declared to apply with im· 
mediate effect to the Government of India Presses at Simla and Delhi. The Sn~~::::ent 
of the Press will decide what 6 days shall be treated as holidays in addition to the 10 closed 
holidays in accordance with the exigencies of the work. No employee of the press is 
permitted to count a day's absence in lieu of a. holiday without the previous sanction of 
the Officer-in-charge. 

2. All palf-holidays with the exception of Saturdays are abolished. 
4. Casual leave will be limited in the case of salaried hands to 10 days. The question 

of other leave is still under consideration. In the case of piece-workers casual leave is 
limited to 16 days, for which they will be paid at class rates; casual leave may be used to 
•' fill up" absences. • 
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APPENDIX D.-LEAVE. 

Gru.nt of CtUualleavll lo prull employllU 011 1M OCCutTiliiCil of infectio'IU dille.alllliJ ill ~heir 
Aotuu or on their delllntioll in plague campll and appointm~~nl of lltdutitute.ll in 
place of theabBentllllll "ndllr urtai11 conditioJI.Il. Lilli of dillea.Bu declared infectio'IU • 

. . • 
Order No. 11016-F., dated 20th September 1919, from the Government of Ben~al, 

Finance Department. 

For the purpose of granting leave to an officer prevented from attending office t'U 
account of prevalence of some infectious disease in his family in accordance with the 
Secretary of State'a ot-der No. 79 (Financial), dated the 15th December 1916, communi· 
oated with Government circular No. 6-F., dated the 19th February 1917, the under· 
signed ia directed to state that the following should be treated u infectious dise&BeB within 
the meaning of that order:-

Lisf of dille.alllliJ. 
Anthrax (Woolsorter'a diaease). Mumps. 
Cerebro-apinal fever. Plague (pneumonia or bubonic). 
Chicken-pox. Relapsing fever. 
Cholera. Scarlet fever. 
Diptheria. Small-pox. 
German meules. Typhus. 
Glanders. Whooping oough. 
Measles. 

For persona employed in the preparation or distribution of food, the following a.ddi· 
tiona.l diaeaaea will be treated u infectious :-

Dysentery. 
Enteric fever (typhoid fever). 

Malta fever. 
Part.typhoid fevers. 

Letter No. A-640, dated 20th October 1926, from the Aasiatant Secretary to the 
Government of India., Department of Industries anc:t. Labour, to the Controller 
of Printing, Stationery and Stamps. - • 

I am directed to enclose for your information a. copy of the Resolution of the Gover11• 
ment of India., Finance Department. No. F.-273-C.S.R./26, dated the 3rd Septemter 
1926, authorising you under certain conditions to employ aubstitutes in place of em• 
ployeea appointed by you who are obliged to be absent from their duty on a.coount of 
detention in plague camps or the presence of an infectious disease in their houaea. Jn 
this connection I am to enclose for your information a. set of rules framed by the Govem• 
ment of India for the grant of leave to press employees in these circumstances. These 
rules supersede the existing rules in paragraphs 23 and 23 (a) of the Preas Handbook and 
are applicable both to the salaried hands and piece-workers, whether permanent or t;.,m. 
porary, with effect from the 3rd September 1926. · 

Extract from Finance Department Resolution No. F.273.C.S.R./26, dated the 3rd Sep· 
· tember 1926. 

The Governor General in Council ia pleased to add the following as Notes 3 and 4 under 
part V(2)-Leave-of the rules which were published in Finance Department Resolution 
No. 205-C.S.R., dated tile 8th February 1924 :- . 

NoTB 3.-Tlie Controller of Printing, Stationery and Stamps, In reapeot of employee~ a~ 
pointed by him, may 111o11otion a IUbatitutAI for an abeentee who Ia prohibited from attendin1 
to hia dutie1 on aooount of detention In plague oampa on the 'ff&J to rejoin, or on aooount of 
aome infeotioUI m-ill hie hoU18 and whoea duti111 O&llllot be &l'l'&llged for without prejndioe 
to hie pay 1 provided that the ablenoe doea 11.0t exceed 30 daYI and the pay of the ablentee 1a 
not more than B& 100 a month. 
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In the case of piece-workers pay or salary should be taken to mean remuneration at class 
rates. 

• *· * * * * 
l. Infectious IJiaeaBu.-Men in whose houses are cases of infectious diseases, such as small

pox, etc., should submit _. medical certificate to this effect, and obtain leave of absence from 
office until. another medical certificate can be produced that all dangeJ of infection has ceased. 
Men whose houses have ca~ of infectious diseases will. if they attend office, be liable to be 
suspended from work. 

2. Employees compelled under the above orders to absent themselves from office not on 
account of their own sickness, but on account of the occurrence of infectioua diseases in their 
houres, may be allowed casual leave for the period, not exceeding 30 days, during which 
they are prevented from attending. Casual leave up to 30 days will also be admissible to press 
employees returning from leave who are detained in plague camps on the way to rejoin. 

3. During casual leave salaried workers will receive full pay and piece-workers will be re
munerated at class rates. 

4. If the period of absence exceeds 30 days employees may be allowed leave with leave 
salary of any kind which may be due to them and thereafter leave without leave salary. 

Question. of leave salary admissible to the Linotyps operators of the Government of India 
Press, Delhi. 

Letter No. P. Mis. 7453, dated 27th March 1926, from the Pay and Accounts Officer, 
Miscellaneous Central Departments, to the Government of India, Finance Department. 

I have the honour to invite a reference to Government of India, Department of In
dustries and Labour, letter No. A-431, dated the 30th June 1924, in which sanction was 
accorded to the proposals made by the Controller of Printing, Stationery and Stamp!!, 
regarding the pay of Linotype operators in the Government of India Press, Delhi, and 
to state that under Rule 87 of the Fundamental Rules, the average pay of non-gazetted 
officers, whose pay is less than Rs. 300 a month, shall be taken to be the pay which he 
would draw in the permanent post held substantively by him at the time of taking leave. 

As the Linotype operators have no fixed pay I would enquire whether their average 
pay may be taken to be the pay for the month immediately preceding that in which leave 
is taken. 

Leave salary of Linotype operators. 

Letter No. F./295-C_.S.R./26, dated 20th September 1926, from the Offg. Assistant 
Secretary to the uovernment of India, Finance Department, to the Pay and Accounts 
Officer, Miscellaneous Central Departments. 

In reply to your letter No. P. Mia./7453, dated the 27th March 1926, I am directed 
to say that in applying the proviso to Fundamental Rule 87 in the case of Linotype opera
tors, " the pay which he would draw in the permanent post held substantively by him 
at the time of taking leave" should be taken as meaning the monthly rate of pay which 
he would have drawn by duty for the whole of the month in which he proceeds on leave. 
Thus, if a Linotype operator proceeds on leave on the 16th of September, and for the 
period from the 1st to the 15th September draws pay at Rs. 85 per month, this rate of pay 
(i.e., Rs. 85 per month) should be taken as the basis for the determination of his leave 
salary. Again, if an operator draws pay for the month of September at the rate of 
Rs. 100 per month and takes leave with effect from 1st October, Rs. 100 per month 
ilhould be taken as the basis for the determination of his leave salary. 

Grant of early leave to Mohamedan employeu of the Government Central Pressu, Calcutta 
and Delhi, during the month of Ramzan. 

Letter No. A-240, dated 29th July 1921, from the Assistant Secretary to the Govern
ment of India, Department of Industries, to the Controller of Printing, Stationery 
and Stamps. 

In continuation of my telegram No. A-240, dated the 23rd April1921, I am directed 
' to say that after careful consideration the Government of India have decided that in 
future Mohamedan employees of the Government Central Presses, Calcutta and Delhi, 
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should be allowed to leave their work half-an-hour before IIUilllet during the month of 
Ramzan. No payment for this period will, however, be made in the case of piece•work.era. 

LutJe ru~ .. applicabk to perma~nt 41alarid j'llduBtrial and pieuofDOI'kerB employed ia 
1M Gotoernment of l'lldi4 PreueB u:lw are noC cla&Bed as "inferior". 

Resolution No. F. 119-R. L/28, dated 8th September 1928, from the Government of 
India, Fi.n&uc:e Department. 

The Governor General in Council is pleued to issue, under Fundamental Rule !, the 
ru~Jls in Annexure I to this Resolution to regulate the leave of permanent salalied industrial 
employees below the grade of Overseer or Assistant Manager and under Fundamental 
Rule 103 (c), the rules in AnneJ:Ure II to regulate the leave of permanent piece-workeJs 
employed in the Government of India Presses. The rules apply only to Government 
servants whose service is cl8B8ed as Superior under Article 396, Civil Service Reguiations. 

2. Such permanent salaried industrial employees now serving in the Government of 
India Presses as are at present in the enjoyment of the benl'!lit. of the leave rules in the 
Fundamental Rules will retain their existing privilegee. 

AN!iBXt!RB L 

Lemve RukB applic.abk to perma~tll 41alaried lndu&CrW.l unployeu in tlte CotJeram£fll of 
l'lldi4 Pru•u below the grade of 0tJerBUr or All&i&tar.l Manager tvlw are 1101 ciaBtJed tiB 

" i~tftrior ". 
1. Leave on average pay will be earned at the rate of one inonth'a leave for every 

complete period of eleven months' duty, and as regards incomplete periods, one. day's leave 
for every eleven days' duty, provided that no such leave can be earned by any employee 
who has four months' leave on average pay to his credit. . . . 

2~ On the production of a medical certificate, to the leave due under the preceding 
rule, there may be added, subject to rule I, leave on half average pay up to three months, 
and a further extension of leave on half average pay not exceeding three months may be 
granted on the production of a fresh medical certificate granted by the oflic.t:r in chief 
medical cha1 ge of the district in which the employee is residing. 

3. Leue without pay may be granted when no other leave is due. 
\. The total amount of leave on medical certificate admissible to any employee during 

his service shall not exceed two yeara. 
5. Injury leave at half pay rates may be granted from the commen('CDlent of disable• 

ment to all permanent salaried industrial employees below the grade of Overseer or Assist
ant :Manager, irrespective of whether their pay exceeds Rs. 300 a month or not, who are 
injured in circumstances which would give rise to claims for compensation in the case of 
a. workman as defined in the Workmen's Compensation Act. This leave shall be granted 
for so long as is necessary subject to a limit of two years for any one disability and five 
yea~ d~rin~ an emp!oyee's total service. It shall not be tak~ into account in calculating . 
the lim1t la.1d down 1n rule '· Leave. salary payable under th1s rule will, in the case of a 
workman to whom the Workmen's Compensation Act applies, be reduced by the· amount 
of compeusation payable under Section' (1) D of the aaid Act. 

AN!iEXI1U IL 

Leave Ru.k1 appl~ble to perma~nt pieu-erorker• employed ita the Co~mertl of lrtdia 
PresBU wAo are !ROC daBBed •• .. infe,Wr ". 

I. (a) Leave on average pay will be granted to pieoe·workers, according to their service 
M ahown below c-

Lengtb ot Stnloe. 

Lea1 than 10 ye&l'l 
10 years but less tJ1B.Il 15 yean 
J5yeal'l and above 

Lean admlaalble. 

• 18 daya in each calendar year. 
• 23 da)'l • ,. 
• 31 daya • ,, 
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(b) This leave will be non-cumulative, i.e., any leave not taken during the year wilJ 
lapse without any monetary compensation, 

(c) Gazetted holidays actually enjoyed may, at the option of the piece-worker, Le 
counted against any leave admissible to him under sub-rule (a), and if so counted, will be 
paid for. 

(d) The grant of leave under these rules cannot be claimed as a right, and can be refused 
by Ma.nagers of Presses on administrative grounds. It may also be withheld from piece· 
worke.:s who have been irregular in attendll.ilce. 

2, Leave on medical certificate on half average pay will be earned at the rate of one 
month's leave for every complete period of eleven months' duty, and as regards incom
plel;e periods one day's leave for every eleven days' duty. It will be cumulative and will 
be granted only when no average pay leave is admissible. · 

3. Leave without pay may be granted when no other leave is due. 
4. No continuous period of leave with pay shall exceed one year; any_ extension over 

one year shall be leave without pay. 
5. Injury leave at half pay rates may be granted from the COlllmencement of disable• 

ment to all piece-workers who are injured in circumst-ances which would give rise to 
claims for compensation in the case of a workman as defined in the Workmen's Compen
sation Act. This leave shall be granted so long as is necessary subject to a limit of two 
years for any one disability and five years during a piece-worker's total service. It shall 
not be taken into account in calculating the limits laid down in rules 2 and 4. Leave 
salary payable under this rule will, in the case of a workman to whom the Workmen's 
Compensation Act applies, be reduced by the amount of compensation payable under 
Section 4 (1) D of the said Act. 

· Non-Pay or average pay means remuneration at class rates. 

Resolution No. F/64-R. 1/29, dated the 4th June 1929-In exercise of the power con• 
ferred by Fundamental Rule 103, the Governor General in Council is pleased to direct 
that the following shall be added as a Note to •Rule 1 (a) of Annexure II, published with 
the Government of India, Finance Department, Resolution No. F-119{R. I/28, dated 
the 6th September 1928 :-

" NOTB.-In calculating the length of service, the period of continuous temporary service rendered by a 
piece worker up to the date of hiB being brought on to the permanent establishment shall be taken Into account." 

Grant of leave to industraaZ employees of the Governtmnt of India Presses. 

Letter No. A-433, dated the 22nd May 1929, from the Deputy Secretary to the Govern
ment of India., Department of Industries and Labour, to the Controller of Printing 
and Stationery, India.. 

I am directed to refer to the Resolution of the Government of India in the Finance 
Department No. F. 119JR. I./28, dated the 6th September 1928, promulgating a set of 
revised leave rules applicable to the permanent industrial employees of the Government 
of India Presses who are in superior service. When these rules were under consideration 
it was brought to the notice of the Government of India that the existing practice of 
granting casual leave to the salaried industrial employees was administratively incon
venient. Casual leave is not a recognised form of leave under the Fundamental Rules 
and the Government of India have decided that in future the grant of such leave to the 
permanent salaried industrial hands employed in their presses on or after the 6th Septem
bes 1928 should be discontinued. Those employed before the 6th September 1928, will, 
however, continue to enjoy the privilege of casual leave sanctioned in para. 19 of the 
Resolution of the Board of Industries and Munitions No. A-31, dated the 15th July 
1920. 

2. The Government of India have also decided that casual leave should be withdrawn 
from the temporary salaried industrial hands employed in their presses. Such employees 
are at present eligible for leave under Supplementary Rule 285. But in view of the restric
tion imposed by this rule, the leave cannot often be availed of when required. The 
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•Governor General in Council has accordingly decided that Supplementary Rule 285 should 
not apply to future temporary industrial hands who should in lieu be granted leave on full 
pay for 16 days in a year. This leave will be non-cumulative, i.e., any leave not taken 
during the year will lapse. The temporary men employed before the date of these orders 
will, however, be allowed the option of taking either the leave as indicated above or to 
continue to take casual leave at present allowed in the different presses and leave under 
Supplementary Rule 285. The option once exercised will be final But as soon as 
they are made permanent, they will automatically come under the rules applicable 
to permanent sa.laried industrial employees recruited on or after the 6th September 
1928. 

3. The orders contained in the preceding paragrsphs will not affect the grsnt of leave 
which is admissible to press employees (including piece-workers) under this Department 
letter No. A-640, dated the 20th October 1926, on the occurrence of infectious diseases 
in their houses or on their detention in plague camps. Such leave will be grsnted on full 
pay for a period not exceeding thirty days under the following conditions:-

(i) When there are infectious diseases such as small pox, etc., in the house of any 
employee and he is compelled to absent himself from office, not on account 
of his own sickness but on account of the occurrence of an infectious disease 
in his house. A medical certificate as to the occurrence of an infectious 
disease should be submitted and leave of absence from office should be 
obtained until another medical certificate is produced that all danger of 
infection has ceased. Employees in whose houses there are cases of 
infectious diseases will, if they attend office, be liable to be suspended from 
work. 

(ii) when an employee on returning from leave is detained in plague camps on the 
way to rejoin his post. 

. This leave shall not be taken into account in calculating the limit. laid down in rule 4 
of the" rules in Annexure I and Rules 2 and 4 of the rules in Annexure II to the Finance 
Department Resolution No. F. ll9-R.IJ28, dated the 6th September 1928. U the period 
of absence on this account exceeds thirty days, the leave may be combined with .leave on 
average pay or half average pay whichever may be due to an employee nnder the rules 
referred to above and thereafter with leave without pay to cover the excess period of 
absence. Pa:y in the case of piece-workers will mean remuneration at class rates. · 

APPENDIX 10.-MEDICAL TREATMENT. 

PromBiora of faetlitiu for t!Wlioal tJUtndance for IAe lltlborditullc ttaO employ«~ i11 tAt 
. StatKmerg sftll Printin,g Dept~r1melll. · 

Letter No. A-669, dated 19th June 1928, from the Government of India, Department; 
of Industries and Labour, to the Controller of Printing and Stationery, India. 

I am directed to say that the Government of India have had _under consideration the 
question of providing increased facilities for medical attendance for the subordinate staff 
employed in the Stationery and Printing Department. They have decided that with 
effect from the lat July 1928, a dispensary should be opened in the building oooupied by 
the Central Stationery Offict>, Calcutta, for the exclusive use of the staff employed in the 
different branches of the Stationery and Printing Department located in Calcutta. They 
accordingly sanction the entertainment of the follbwing staff for the dispensary:-

One Sub-Assistant Surgeon on a pay of R&. 75-5-175 per mensem (sl'lventy-live 
rising b:y annual increments of five to one. hundred and eeventy-live). 

Two compounders on a pay of R&. 30-1-40 (thirty rising by annual increments o f 
one to forty) eaoh per mensem. 

One sweeper on a pay or Ra. 15 (fifteen) per mensem. 
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They also sanction the folloWing expenditure for the equipment of the dispensary:-

Non-recurring. 

Rs. 
Surgical and medical equipment 622 
Medicines 1,000 
Furniture . 260 

Recurring. 
Rs. 

Medicines . 500 

Contingencies 60 
Forms 20 

(Six hundred and twenty-two). 
(One thousand). 
(Two hundred and sixty) • 

(Five hundred per annum with 
effect from the year 1929-30). 

(Sixty) per annum. 
(Twenty) per annum. 

2. The number of men employed in the Government of India Presses at Simla and Delhi 
is comparatively small and does not justify the provision of separate dispensaries for their 
exclusive -qse, The Government of India are of opinion that requirements of these presses 
will be met if a first aid chest is maintained by each of them as is done by the Government 
of India Press, Aliga.rh. They have also decided that the Sub-Assistant Surgeon who at 
present attends on the employees of the Government of India Press, Simla, once a week 
should, with effect from the 1st July 1928, visit the Press every alternate day, his allowance 
being raised with effect from the date mentioned above from Rs. 20 (twenty) toRs. 30 
(thirty) per mensem. Similar arrangements will be introduced in the Government of India 
Press, Delhi, with effect from the 1st July 1928, and the Sub-Assistant Surgeon who may 
be detailed for this duty will be paid an allowance of Rs. 30 (thirty) per mensem. 

3. The Director General, Indian Medical Service, is being requested to make the neces
sary arrangements for the establishment of the dispensary at Calcutta, for the recruit
ment of the staff and for the purchase of necessary equipment. He will also issue neces
sary orders to the Sub-Assistant Surgeons who will attend on the employees in the Simla 
and Delhi Presses. 

4. The entire expenditure in connection with the arrangements sanctioned above will 
be borne by the Stationery and Printing Department. One-fifteenth of the total cost· 
connect-ed with the dispensary at Calcutta will be recovered from the Central Publication 
Branch, Calcutta, which is treated as a commercial department. Budget provision to 
meet the expenditure involved has been included in the Demands for Grants for Stationery 
and Printing for the year 1928-29. 

Location of the dispensary in tlte Government of India Pres8, Cakt,ttrz. · 

Letter No. A-669, dated 3rd September 1928, from the Gover.ilment of India, Depart
ment of Industries and Labour, to the Controller of Printing and Stationery. 

I am directed to say that the Government of India approve of your suggestion that 
the dispensary sanctioned in this Department's letter No. A-669, dated the 19th June 
1928, for the use of the staff employed in the different branches of the Stationery and 
Printing Department in Calcutta should be located in the building occupied by the Govern
ment of India Press, Calcutta,-and not in the Central Stationery Office. 

2. The orders contained in this Department's letter referred to in paragraph 1 above 
are modified accordingly. 

Sanction to the recurring expenditure on account of cooly hire for bringing medicines from the 
hospital for the employees of th~ Government of India Press, Simla. 

Letter No. A-669, dated the 28th February 1929, from the Assistant Secretary to the 
Government of India, Department of Industries and Labour, to the Controller of 
Printing and Stationery, India. 

With reference to your letter No. C.P.0.-13/72/28, dated the 24th January 1929, I am 
directetl to say that the Government of India authorise the Manager, Government of 
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India Press, Simla, to incur recurring expenditure not exceeding Rs. 15 per mensem from 
the contingent gmnt of that Press, on account of cooly hire for fetching medicines for the 
emplo.:-ees of the Press from the dispensary. 

APPENDIX 11.-0VERTIME. . . 
Gram of OtJtrlime allowa~aUio lndu.strial Aan.dB tlliAe Gooemmenl of India Preas, AligarA. 

Letter No. A-627, dated 18th September 1926, from the Assistant Secretary to the
Government of India, Department of Industries and Labour, to the Controller of 
Printing. Stationery and Stamp-. 

In reply to your letter No..C.·P. 0.-lo-108, dated the 4th June 1926, I am directed 
to say that in the circumsta.noes explained by you the Government of India confirm the 
~ction of the Manager, Government of India Press, Aligarh, in paying overtime a.llowance 
to industrial hands, including the Engine Bhistie in that PreBB, for work in excess of 7 
hours a day during the period from 1st Aprlll924 to 31st M&rch 1926. · The revised rates 
of pay for the employees of the Press sanctioned in this Department's letter No. A-627, 
dated the 28th April 1926, are based on a normal working day of 8 hours in the case of 
all industrial hands except readers and foremen in the Composing, Machine, PreBB, Bindery 
and Foundry Branches for whom the normal working day of 10 hours has been adopted. 
Overtime a.llowanoe to the ..,mployees including the Engine Bhistie, but excluding the 
Engineer Foreman who is not eligible for this allowance, should therefore with effect from 
the 1st Aprlll926 be paid on the above basis in accordance with the rules in force in other 
Government of India PreBBes. Payments of overtime made since that date otherwise 
than in accordance with these orders should be recovered from the men concerned. 

Li8l ofemp'loyeu of lAs Governmeial of India PruBeB, Calcutta, Simla an4 AligarA, w~ • 
are enttt~ to overtime allowance. 

Letter No. A-712, dated 17th September 1928, from the Government of India, Department 
of Industries and Labour, to the Examiner, Government PreBB Accounts. · 

It baa been brought to the notice of the Government of India that difficulty is expe
rienced in audit in checking the title of men to overtime allowance, in view of the fact that 
in certain ca.ses the designations of the same class of workers drawing overtime allowance 
are not similar, and that orders regarding the eligibility of the staff to overtime are not 
available in a consolidated form. The Government of India have acoordingly had lists 
prepared showing the staff in the Government of India PreBBes at Simla, Aligarh and 
Calcutta, who are eligible for overtime under existing ordel'll. I am directed to enclose 
a copy of these lists for your information. A list showing the employees of the Govemm«:nt 
of India Press, Delhi, eligible for overtime allowance was issued with this Department. 
letter No. A-431, dated the 31st March 1927. A similar list for the Forms Press, Calcutta, 
will be iBBued ~E~parately. 

CALCUTTA PRESS. 
. . 

Statement s1aowing eM claf88B ofemp'loyeu to 10Ao"' OIIUtime allowa!IC8 w a4miHible. 

Employees who are eligible for overtime. 

O.(Jiu EBiabUshment. 

Time-keeper and ABBistant Time-keeper 

Paper Issuer 

Paper Supplier • 

• Nature of work. 

• Records attendance cf em· 
ployees. 

• Calculates and issues the quan
tity of paper required for 
each job. 

• Supplies paper to \lachine 
and Pressmen. 
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Employees who are eligible for overtime,; 

I ndtUJlrial-Salaried. 

Reader 
Reviser • 

Copyholder 
Case Foreman • • 
Assistant to Foreman 
Section-holder • • 
Assistant Section-holder 
Correction Checker • 

Warehouseman (sa-laried) • 

• 

Nature of work. 

• Examines and corrects proofs. 
• Revises reading proofs and 

Author's Corrections. 
Reads oopy to Reader. 

• } Supervises and issues work 
to the case rooms. 

• , • } Supervises and issues work 
to compositors. 

• Checks compositors' time· 
slips with corrected proofs. 

Does miscellaneous work, i.e., 
pasting, stitching, etc. 

Binder (salllried) 
Proof Pressm~n 

Pressman). 

• • • 'I>o. 
(includin! Galley and- Forme Proof Pulls proofs from composed 

matter. -
Form.e Canier • • . • • • • • Carries Formes. 
Standing Forme-keeper and Assishnt Standing Forme

keeper. 
In charge of standing types, 

formes and pages and keeps 
record of same. 

Type Storekeeper 

Type Supplier • 

Mono Operator 

lfono Caster 

Metal Melter 

Lino Operator • 
Machine Foreman 
Machine Jamadar 
Press Foreman • 

Report writer • 

Draftsman 

Litho Pressman 
Bindery Foreman • • 
Bindery Assistant Foreman 
Bindery Jamadar 
Bindery Despatcher • 

Paper counter • 

Material Supplier 

Paste Supplier • 

Han~l Ruler 

Examiner 

. -

-. 

• In charge of types and mate
rials and issues same. 

• Supplies types and materials 
to compositors. 

• Operates Monotype keyboard 
Machine. 

• Operates Monotype Casting 
Machines. 

• Melts metal and prepareg in· 
gots of metal for Linctype 
and Monotype MachineJ. 

Operates Lino machines. 
• } Supervises and issues work 

to machinemen. 
• Supervises and issues wtrk to 

Pressmen. 
• Writes reports o£ Machir.emen 

and Inkers. 
• Prepares wood-cuts and Ytrites 

on stones for litho work. 
• Prints copies from stones. 

• }Supervises and issues Nork 
• to binders. 

Despatches work done iD 
Bindery. 

• Cmmts paper re<'f'ived from 
Press before binding. 

Supplies materials to the 
bindeTS. 

• Prepares and supplies paste 
and glue to the Linders. 

• Does the ruling of sktletoo 
forms by hand. 

• Examines books, etc., before 
despatch. 
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Employees who are eligible for overtime. 

Numberer 

Finisher (Bindery branch) 

Labourer (including the Litho labourer) • 
Meohanio (including mono and lino mechanic) 
Head Mechanio 

Carpenter 

Boller Moulder , 
Lorry Driver • 

Stereotyper • • 
Finisher (Stereo Branch) 
Rotary Machineman •• 
Haohine Inker • 

Compositor. 
Distributor. 
Impositor. 
Machineman. • 

• 
• 

Pressman.• 
Inker. 
Fly Boy. 
Binder. 

• 

• 

Nature of wor'IL 

• Put. numbers on the pa.gee 
by hand. 

• Doea gold lettering on boob 
after binding. • · 

• Cooly. 
• · Looks after machines. 

Same as Engineer, in charge 
of all machines. 

• Does wood work, • e.g., It!· 
pairing of office furniture 
and type caees, etc. 

ManufaCtures printing rollers. 
• Drives lorry which brings 

paper and materiala from 
stationery office and deli
Vers printed matter and 
takes and receives consign
ment. to and from Railway 
station. 

Prepares stereos for prilltJng. 
• Finishes and mount. stereos. 

• } Works Rotaey Machines. 

Lino Cor~t~etor. 
Mono Cor~t~etor. 

N.B.-B011cl Reader, Senior Jleadm, ForemaD ID the Compool111 &Del BIDderp branchea and BeeUon·hold81111 
will Dot Bet overt.lme up to 10 houn. · 

GOVERNMENT OF INDIA PRESS, SIMLA. 

St.atemem Mowtnf eM c:la.t8u of emplogeu lo toAont owrtime allo~Darau il admillibk. 

Employees who are eligible for overtime. . 

Ojfict EaM.bli11amettl. 

Clerk (Assistant Stationery-keeper) 

Clerk (Time-keeper) • 

Paper Issuer • • 
Storekeeper (Type Store-keeper) • 

Guette Despatcher • 

Nature of work. 

• Keeps ledgers of receipts and 
iasuea of stores. 

• Records attendance of em
ployees. 

• Calculates and issues paper to 
Machine and Pressmen. 

• Ia charge of types and mateo 
rials, and issues Mme. 

• Keeps an acoount of all issues, 
etc., of Guette and India 
.Army Orden. eto., and d• 
patches umo. 
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Employees who are eligible for overtime. 

Ojfiu Establi8hment-contd. 

Duftry 

• Indvslrial-Salaried. 

Se :tion-holder and Assistant Section-holder • 

Binding and Warehouse Jamadar 

Press Jamadar and Assistant Press Jamadar 

Compositor 

Keyboard Operator • 

Caster Attendant 

Lino Operator • 
Randomman 

Impositor 
Machine man 
Machine lnker • 
Binder 
Warehouseman 

•. 

.. 
• 

Time Checker and Assistant Time Checker • 

Forme and Galley Proof Pressman 

Stereotyper 
Supplier • 

Clerk (Press Report-writer) 

Head Mechanic 
Mechanic. 

Motor Attendant 
Head Reader 

Reader 
Reviser 

• 

• 

Nature of work. 

• Helps the Gazette Deepatcher 
in weighing parcels and 
affixing stamps on the 
packets of publications sup
plied to out-stations and 
undertakes ruling work of 
the office. 

• Supervises and issues work to 
operatives. 

• Supervisee and distributes 
work to Binders and Ware· 
housemen. 

• Supervisee and distributes 
work to Machine and Prees
men. 

• Composes and carries out 
corrections in the proofs. 

• Operates Monotype Keyboard 
maohlne.. 

• Operates Monotype Casting 
Machine. 

• Operates Lino Machine. 
• Makes into pages Lino Com· 

posed matter and changeti 
slugs in corrected proofs. 

• Imposes the composed matter. 

• } Operates Printing Machine. 

• Does Binding work. 
• Does folding, stitching and 

pasting, etc. 
• Checks time slips of composi· 

tors and correctors with cor• 
rected proofs. 

• Pulls proofs of composed 
matter. 

• Prepares stereos, etc. 
• Supplies types and other furni· 

ture to compositors. 
• Writes Machine and PresE· 

men's report and checlu 
reader's outturn sheets • 

• }Attends all machines in the 
• press and carries out petty 

repairs. . 
• Attends electric motors. 
• Superviees Readers, distributes 

works to the Readers and 
examines proofs. 

• Examines and corrects proofs. 
• Revises reading proofs and 

Author's corrections. 
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Employees who are eligible for overtim~ 

Copyholder , • 
Standing Forme-keeper 

Assistant Standing Forme-keeper 
Roller Moulder • 

Forme Carrier • 
Carpenter 

Blacksmith 

Cooly 0 

Metal Melter 

1 • 

• 

Nature of work., 

• Reads copy to Reader. . }In charge of standing types .. 
formes and pages and 

• keeps a.ooount of aam~ : 
• · Oults Rollers for Printing 

Machines and Hand Presses. 
Ce.nies formes. 
Repairs offioe furniture and 

prepares printing wooden 
materials and also does 
packing, etc. 

• Carries out petty repairs and 
assists Head mechanic. 

• Assists Blacksmith. 
• Melts metal and prepares In· 

gots for Mono Gd Linc.. 
machines. 

. lndu&tria.J.:-Pieu. 

Pressmen. 
Iukers. 
Fly boys. 

· N.B.-The Head Reader, Senior Baden on lbl. 245-16-125, Sectlon-bolden, "rime Cbecken and. l'rerl 
lamadar are Dot entiUed to oYertlme np to 10 houn.. · 

. .. 

ALIGARH PRESS. 

BtaUmem aMwing 1M ela.Bsu of employeu to toAom overtime iB admiBsibl& 
' 

Employees who are eligible for overtime. · Nature of work. 

Office · EBtabli&Amelll. · 

Time-keeper and Assistant Time-keeper 

Paper IBBuer 

Cootr 

Foreman-Compositor 

Compositor • 
Foreman-Printer 

Machine Jamadar 
Rotary Printer • 

Rotaryman 

Tag machinemaa 

. . 

• 

• · • · Records attendanoe of em-

. . 

. . ployees. . 
• · · • '·Calculates and issues the quan

tity of papers required for 
each job. · . 

• · Carrying papers, forma, etc. 

• Supervises and distributes: 
work to compositors. 

Composes type matters. 
Supervises and distributes 

work. 
• Assists Foreman Printer • 
• Operates Rotary Printing 

PreBS. . 
• Works as Assistant to Opera

ton or Rotary Presses. 
• Workl as operators on tag 

machine. 
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Employees who are eligible for overtime. 

lndustriaZ-Salarie~ontd. 

Re-winder • • • 
Assistant Tag andRe-winder 

. Galley Pressman 
Bindery Foreman 

Assistant Foreman 
Binder 

Counter (Bindery Branch) • 

Boy 

Envelope maker 
Stereo-Foreman 

Stereo typer 

Standing Formes-keeper 

Roller Moulder • 

Beltman ~ 
Reader • • • • • 
Vernacular Reader and Compositor. 

• Copyholder and Urdu Reader 

Copyholder 
Mechanic. 

Carpenters 

Blacksmith 

Pressman 
Machineman 
Inker 
Fly boy 

I ndustriaJ.:?Piece. 

.. 

'· 

Nature of work. 

• Works on re-winding machine. 
Assistant to above • 

• Pulls proofs. 
• Supervises and distributes 

work to binders. 
Assists Bindery Foreman. 
Does booic binding, punching, 

· pasting, stitching, number· 
ing, folding, etc. 

• Counts printed sheets, books 
and paper. 

Does pasting, counting of 
forms and miscellaneous 
work in the Binding Branch. 

• Prepares envelopes. 
Supervises and distributes 

work to Stereo Branch. 
• Casts and prepares Stereo 

plates. 
• Keeps standing type formes 

and maintains a record of 
them. 

• Manufactures rollers for ma• 
chines and presses. 

• Repairs belts. 
• Proof reading. 
• Composing and reading. 
• Copy holding and proof 

reading. 
• Holds copy to readers. 
• Repairs work, fitting, and 

general metal work. 
• Carpentry and mounting ste• 

reos, plates. 
• Blacksmith. • 

• Printing on hand presses. 
• Printing on Flatbed machines. 

• J Assists in work of above. 

N.B.-The Readers, Foreman Compositor, Foreman Printer (Press and Machine Branch), Foreman Binder, 
and Stereo Foreman are not entitled to overtime up to 10 hours. . . 

Letter No. A-586, dated 23rd December 1924, from Assistant Secretary to the Government 
of India, Department of Industries and Labour, Delhi, to the Controller of Printing, 
Stationery and Stamps, Delhi. 

In reply to your letter No. Pg.-124, dated 11th December 1924, I am directed to convey 
the sanction of the Government of India :- · 

(i) to the grant, in accordance with the rules in force in other Government of India 
· Presses, of overtime allowance to the Time Keeper and other establishment, 

both salaried and on piece-work, of the Forms Printing Press, Calcutta, 
sanctioned in this Department's letter No. A-586, dated 11th September 
1924; 
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-(ii) to the grant to the ·temporary Fa.ra.sh in the Stationery Branch of the Forms 
Press a. pay of R& 13 per mensem instead of B& 11 per mensem sanctioned 
in this Department's letter quoted above; 

(iii) to the treatment of the Proof Pressman whose entertainment as a temporary 
piece-worker was sa.nctioned in this Department's letter referred to abJve a.s 
a sa.la.ired ha.nd on B.s. 17 per mensem ; 

(iv) to the entertainment of a.n extra.-mehtar in the Press in question from the 
1st to the 5th August 1924, inclusive; and 

(v) to the entertainment in that Press of two punkha.-pullers one on B& 11 and the 
other on B& 8 per mensem from the 1st August 1924 to the 5th October 
1924, inclusive. 

APPENDIX 12.-RATES AND PAY. 

Improvement in the condition of sert~icu and the ratu of pay, 4llc., of the employeu of 
the Government of India Prusu, Calcutta, Simla and DeU.i. 

Extr~t from Resolution No. A-31, dated 15th July 1920, from the Boa.rd ()f Industries 
and Munitions, to the Controller of Printing, Stationery and Sta.mps. 

7. Revision of hour11 of work.-The Government of India find on enquiry that the hours 
of work in the presses are at present undeniably long, and they have decided that in future 
the norma.l day for all industrial workers in the presses who draw overtime allowances 
should be Sl hours on 5 da.ya of the week (7 A..IL to 5 P.lll. or such other hours as may suit 
local conditions, including ll hours complete rest for meals, etc.), and 51 hours on Satur
day (7 A..IL to 1-30 P.lll. or such other hours as may suit local conditions with 1 hour's rest), 
thus making a total of 48 ordinary working hours in the week. The men will also be 
allowed to work to a maxin;).um of 12 extra. hours during any week. For e~h overtime 
hour thus worked the men will receive an additional payment of 25 per cent. of their 
class rates per hour. Thus, allowing for 25 working days during the month, no men will 
be required to work for more than 250 hours in a month (including overtime) except in 
cases of real emergency. But to ensure that occasions of this nature are as few as possible 
and to give an adequate reward for work performed under such conditions, the additional 
payment made for each hour worked in excess of 10 hours on any day will be 50 per cent. 
of the class rate per hour. The above decision will not affect the clerical and the com
puting staffs of the presses who will continue to be on the same footing as regards hours 
of work as clerical establishments in other offices. 

PIECE-WORKERS. 

8. NecuBity of retaining tlte piece-work 11ystem.-The Government of India also find 
that the present avel'age earnings of piece-workers in their presses compare favourably 
with those that are earned in other establishments. Piece-workers who attend regularly 
and work reasonably long hours earn good wages ; as they improve their skill, they can 
obtain progressively higher rates. Those who are less regular in a.ttendance or are less 
skilled naturally earn less ; but it is clear that assiduity and a desire to improve their skill 
offer to aU an ample prospect of advanooment. These f~ts very greatly reduce the 
fort'& of the main argument used in most of the recent petitions, that the present piece
rates are entirely out of date and inadequate. The main objectiou. however, to the 
present syatem is as indicated above, that piece-workers in many oases work very long 
hours, often exceeding the limit of the 60-hour week which the Government of India 
consider suitable for industrial establishments in this country. The Government of India 
also realise the necessity of ensuring a regular 8.ow of work so as to afford an equal diatri· 
bution of opportunity to all "·orkers. The conclusion reached by the Government of 
India is, briefly, that workers should be enabled to earn a wage compatible with a decent 

N 
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standard of comfort under modern conditions, without the necessity of working for unduly 
long hours ; but this object can be easily gained without the abolition of piece-work. To 
reduce the industrious and the intelligent to the same level with the casual or inexperienced 
worker would be a retrograde step, and would not be in the best interest of the men them
selves ; it would clearly be impossible to reward special merit without constant inter
ference in a way that might give an opening to favouritism and injustice. The Govern
ment of India are therefore of opinion that the piece-work system should continue, but 
they have decided to make the following modifications in the terms of employment of the 
piece-workers in their presses. 

9. Incr,ease of piece-work rates.-The present scale of rates of payment for piece-work 
will be raised by 40 per cent. for Calcutta and Delhi and by 50 per cent. for Simla ; at the 
same time, the special temporary allowances at present in force will be abolished. As 
far as can be judged from the very detailed figures that the Government of India have 
obtained of the earnings of the men of different classes in the Calcutta, Delhi and Simla 
presses during the year 1919-20, the piece-workers will be able, under the increased rates 
now sanctioned, to earn more than their present total income in a shorter working day 
and under considerably more favourable conditions. 

10. Payment for lost time.-Piece-workers have represented that a real hardship has 
been caused by the fact that they receive no payment for any time during which they 
remain idle in the Press for lack of work. To remove this grievance, it has been decided 
that in future they will be paid according to their class rates, if during normal working 
hours they have to remain idle for this cause. 

11. Leave rules for piece-workers.-The Government of India are not, however, pre· 
pared to accept the proposal that piece-workers should have the same provisions for leave 
as salaried hands. ~ They think that the piece-workers should continue to be treated in 
this m~ttter in the same way as the establishments of other industrial concerns, and that 
they· should only be paid for days on which they attend for work. ' 

Superintendents of presses are, however, authorised to waive, at their discretion, 
penalties for casual absences which are not covered by leave granted in advance or by 
medical certificate. 

Under an arrangE)ment of long standing, 8 days' casual leave with pay is granted to 
Simla piece-workers (the majority of whom are residents of the plains) during the winter 
months when work is less pressing locally. In future, the Simla men will be allowed 
to combine with this leave, leave without pay, and such combined leave will not be con· 
sidered a break in service. 

SALARIED HANDS. 

12. Revision of salaries.-As regards salaried hanrls the men at present draw their 
original basic pay plus the war allowance. In addition, they get overtime allowances 
(except in the case of clerks and computors, who are not eligille for overtime). In view 
of the extension of the standard'hours of work, and in order to secure an adequate living 
wage, under· altered cClnditions to all classes of workers in their presses, the Government 
of India have decided to increase the pay at present drawn by the salaried employees of 
their presses. In fixing the revised scale for salaried hands at present entitled to over
time, the present basic pay has first of all been raised by one-third, and to this sum the 
present war allowances have been added. · The amount so obtained has been further 
raised to a figure which would, in the opinion of the Government of India, provide for 
'the necessary degree of improvement in the present earnings of the men. ._ : · 

13. Introduction of time-scale.-The Government of India understand, moreover,- that 
m•1ch. of the grievances of the subordinate employees is due to the fact that at present 
a certain amount· of favouritism and petty oppression is possible in the promotion of the 
salaried hands from one grade to another, there being at present a very large 1mmber of 
grades in each class of the establishment, and in almost all the representations recently 
.received, it has been suggested that a time-scale of pay should be introduced.· The GoV:· 
ernment of India have, therefore, decided to introduce time-scales of nav wherever 
possible. .. · 



14. Readers, Revilers and Copylwlders.-The eoa.lea aa.ootioned for Reade~, Reville111 
and Copyholders are u follows :-

Calcutta. and Delhi Scale. 
R&. 

200-10-250 
160-10-200 
110-8-150 
60-4-100 
30-2-eO 

with certain special appointments above these grades.· 

Simla Scale. 
R&. 

180-10-220 
125-8-165 
70-4-110 
40--2--00 

The Head Reader and some of the senior readers in each of the presses will not be paid 
any overtime allowance except the special overtime after 10 hours~ work on any day. 
The pay of these appointmente hu, therefore, been fixed at special rates not shown here 
on an estimate of the present earnings of the men on a 10-hour buis. The other readers 
will draw overtime after normal hours now preeoribed at the rates laid down in paragraph 
7 above. 

15. Foref114n, Sectirm-lwlder• and Aasi&tatrt Sectiort.-lwldera.-The following are the 
eoalea sanctioned for Foremen, Section-holders and .Assistant Section-holders :- ' 

Calcutta and Delhi Scale. • Simla. Scale. 
RIL Rs. 

Foremen 200-10--300 
... . ) ~ 

Assistant Foremen (Section-holders) 100-6-150 
.Assistant Section-holders · . . 40--4-80 

125-10-175 
.51)~ . 

The acales sanctioned for Foremen and Section-holders· are on a 10-hour ba.Sis, ·u th~ 
men will not in future be allowed to draw overtime excepting special overtime after 10 
hours' work on any day. .Assistant Section-holders will draw overtime after normal hours 
at the revised rates: · . ' 
· 16. Clerical and Computing Staf!.-With the exception of a few posts for men holding 
eharge of the different sections of the offices which have been tl'l'l&ted u special appoint· 
mente a.t special rates of pay, the clerical and computing staff bas been clusified in three 
different grades given below :-

Calcutta. aad Delhi Scale: Average. Simi& Scale. Average. 

"·Rs. Rs. R&. Rs. 
Upper 1oo2-i0-20() l66J 120-8-200 173! 
Lower A ~110 75 50-3-125 811 
LowerB 30-21-80 55 35-21--00 60f 

.As explained above, the clerical and computing stall will, u at present, be on the 8&Dl8 

footing regarding hours of work u clerical establishTT.enta in other offices, and will not 
get any overtime allowances. 

17. Transfer from grade to time-soale.-In order to give the men who will thus be placed 
on a time-scale, some immediate increase on their present earnings, it hu been decided 
that the ordinary rule (Article 157 of the Civil Service Regulations) should be waived, 
and that the present incumbents who will be traDRferred from gTa.ded to time-eoales of 
pay, sbould be allowed to start on the time-scale at.& stage which will give men drawing 
Ra. 70 and bt.>low an increase of 10 per cent., and men drawing from Ra. 71 to R&. :!00 an 
inoreaae of 5 per cent. on their present actual earnings, including war and overtime allow
anoea. • In the cue of men dra.wing higher salaries, except; where there is any special 

• For the porp- of tblo C!Ompartaou, o..mfme will be er.loalat.o4 oa tbe au<lllnt&lldllll tba& tbe mea 
ved to work for eiBht or tea boure a ci&J', aa t.be- IDIJ lie. · · · . 
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reason for granting ~ny increments in advance, Article 157 of the Civil Service Regula• 
tions will apply. 

18. Exceptions to app~ication of time-acale . ...:...It has not been found possible to extend 
the system of time-scale of pay generally for other classes of press employees, as owing 
to the great variety of work performed by them, it would be necessary to adopt an incon· 
veniently large number of scales, with efficiency bar at different stages, and the result 
would practically be the same as the present graded system. In the majority of cases, 
therefore, men, other than those belonging to the Clerical, Reading and Composing Bran· 
ches, will continue on fixed salaries, but under the revised rates sanctioned for them, 
they will in most cases gain about 10 per cent. over and above their present earnings plus 
their temporary allowances, in the few cases in which the men will not derive any imme· 
diate benefit, the Government of India will be prepared to consider sympathetically appli· 
cations for personal allowances which are supported by the Controller of Printing. 

Grant of Oasual Leave. 

19. Salaried hands who earn overtime, will in future be eligible for casual leave. 

Pensions and Provident Fund. 
20. Admissibility to pension.-Uncler existing rules, the service of piece-workers on 

the temporary establillhment does not count for pension in the case of men who are ad
mitted eventually to the permanent establishment. This rule will be maintained, but the 
Government of India will be prepared to consider recommendations for pensions on behalf 
of men who have rendered 25 years' continuous and approved service, whether such ser
vice is classified as permanent or temporary. 

With a view to remove one of the principal grievanees of men on the temporary salaried 
establishment, the Government of India have also decided to transfer a large proportion 
of such men from the temporary to the permanent establishment. These privileges will 
apply only to men at present in the service. 

21. Institution of a Provident Fund.-A Provident Fund on the general lines of the 
Provident Funds of State Railways will be established for all regular employees of the 
Government of India Presses. The rules regarding this Provident Fund will be announced 
later. No persons entering the service in future will be eligible for pensions; and, with 
the exception of the day-extra men, all men who join the Government of India Presses 
will be required to join this Fund. 

M iscellaneoits Concessions. 

22. Special rates for Simla.-The Government of India are unable to accept the proposal 
that house-rent allowance should be granted to the men employed in the Simla Presses. 
But as house-rents are high in Simla and the cost of living is somewhat greater than in 
the plains, they have fixed the revised rates for piece-workers as well as salaried hands 
at a higher level for Simla than those sanctioned for Calcutta and Delhi. 

23. Date from which sanction will take effect.-The revised terms now sanctioned for 
piece-workers and salaried hands in the Government of India Presses will take effect from 
the date of the issue of these orders. 

24. Works Oommittees.-The Government of India have had under their consideration 
the question of introducing a system of Works Committees composed of representatives of 
different classes of workers and of the supervising staff in Government Factories on the 
lines of those developed in England, and they have decided that a beginning in this direc· 
tion should be made with the Government Presses. Committees of this sort will enable 
the various grades of the supervising staff to realise more fully the conditions under which 
the workers labour ; they will enable the workers to appreciate the problems connected 
with the distribution of complementary tasks ; they will enable all classes to understand 
the value of co-operation with a view of removing inequalities of hours and conditions of 
work, and generally should develop the form of public spirit which enables all classes 
to realise the importance of each individual's wark in the general result. 
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25. To sum up, whilst the temporary allowances will be absorbed, under the ne\t 
arrangements the following permanent improvements in service conditions will be secured 
to the di11erent classes of employees in the Government of India Presses:-

L-CZerb and Computor1.-Time-scales of pay will be introduced which will give them 
an immediate increase on their present earnings, and will insure very considerably im· 
proved prospects for the remainder of their service. . · 

11.-Indtutrial Handl.-(1) There will be a substantial shortening of the actual hours 
of labour. In future the hours will be restricted to 60 a week except in cases of emergency. 
At present the average hours of work are considerably in exC888 of this limit. 

(2) A large number of men who are now employed on a temporary basis will become 
eligible for pension privileges, and will be allowed to count their past continuous tem· 
porary service. 

(3) For all future employees of the Government of India Presses a Provident Fund. 
will be instituted on the lint~~ of the State Railways Provident Funds. 

(4) Piece-workers among industrial hands will have the following additional benefits :--. 

(a) Piece rates will be raised by 40 per cent. for Calcutta and Delhi and by 50 P"'r 
cent. for Simla. 

(b) For overtime in excess of 8 hours, the hour clase rates will be further enhanced 
by 25 per cent., i.e., they will be 175 per cent. of the present rates in Calcutta 
and Delhi and 187! per cent. of present rates in Simla. 

(c) For overtime in exC888 of 10 hours, the hour class rates will be 50 per cent. above 
the new rates ; i.e., they will be 210 per cent. of the present rates in Calcutta 
and Delhi and 225 per cent. of the present rates in Simla.· · 

(d) Payment will be made for hours during which a piece-worker may be unoccupied 
on account of lack of work. 

The average earnings of piece-work compositors in the Government of India Presses now 
range from Ra. 35 to Ra. 90 per mensem according to class. It is believed that as the 
result of rates now sanctioned. they will in general earn st-ill higher wages in spite of 
a material reduction in the hours of labour. 

(5) Salaried men among the industrial_ hands will have the foll_owing benefits :-

(a) In certain branches of the press. time-scales of pay will be introduced. insuring 
an immediate increase in the earnings and greatly improved [lrospects in the 
future. 

(b) In branches where time-ecalea are not feasible, there will be better grading and 
improved salaries on an eight hours basi& 

(c) Except in special casea, overtime on all work in exce88 of 8 hours will be paid at a 
rate 25 per cent. above the proportional rate of salary, while overtime in exc.eas 
of 10 hours will be paid at a rate 50 per cent. above the proportional rate of 
salary. 

(d) Salaried men, who earn overtime, will be_ eligible for casual leave. 

IIL-Workl CommiUeu will be established to &fiord the men regular-opportunities of. 
discussing with the supervising stall inequalities and difficulties that may arise under 
working conditions. 

26. It ia hoped that the revised terms of employment explained in this Resolution 
11"ill substantially improve the position of all employees in the Government of India 
Presses. 

U.-0. I. No. 4718-Pg., dated 16th Noveml:er 1920, from the Controller of P1int.ing. 
Stationery and Stamps, to the Superintendent, Government Printing. India. 

Will the Superintendent. Government Printing, India, please ~fer to the correspond
ence resting with his u .. o. L No. 694, dated 11th November 1920, on the subject uf the 
griUlt of casual leave. The new rule issued by the Board of Industries and l:u~tiona 
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makes alllUIJaried hands, superior or inferior, overtime drawing or non-overtime drawing,
eligible for cuual leave. The concession should not therefore be disallowed to Peons, 
office servants and office duftries in future •. 

Rest interval for persons employed in the Government of India Preas, Simla and reduction 
in the hours of attendance in the Government of India Presses, Calcutta and Delhi, and 

abolition of the sytJtem of payment to piece-wor era for the refreshment and prayer 
intervals in the variouB Government of India Presses. 

Endorsement No. 217-5088, dated 17th August 1926, from the Financial Commis
sioner and Secretary to Government, Punjab, Development Department, Lahore, to 
the Controller of Printing, Stationery and Stamps. · 

I am directed by the Governor in Council to forward a copy of a letter from the Con
troller of Printing, Stationery and Stamps, No. C. P. 0. 13-200, dated the 9th of July 
1926, and to say, with reference to the proviso to clause (a) of section 21 (1) of the Indian 
Factories Act, 1911, u subsequently amended that the Governor in Council hu been 
pleased to sanction with effect from the 1st of June lut, the fixing of the rest interval 
in the Government of India Press, Simla, at half an hour per day in the cue of each male 
person employed for not more than eight and-a-half hours on each working day. This 
rest interval will be so arranged that no employees shall be required to work for more than 
five hours continuously. 

2. I am to uk that you will inform the Contr<_>ller accordingly. 

Letter No. A-350, dated 21st June 1928, from the Government of India, Department of 
Industries and Labour, to the Controller of Printing and Stationery, India. 

I am directed to say that the Government of India have had under consideration the 
petitions submitted in December 1926 by some of the salaried hands in the Government 
of India Press, Calcutta, praying for reduction in their hours of attendance. They are 
unable to agree to a reduction in the daily normal hours of work but have no objection 
if one of the two refreshment intervals at present allowed, i.e., from 10 A.M. to 10-30 A.M., 
is abolished with the consent of the majority of the men. When morning overtime is 
worked on any day; it will be compulsory under the Indian Factories Act to give another 
! hour's rest to the men concerned. This may be given from 10 A.M. to 10-30 A.M.; but 
the salaried hands not called to work overtime should not be required to take it. This 
arrangement may also be introduced in the Government of India Press, Delhi, if it is 
acceptable to the majority of the employees of that press. The Managers of presses 
should alllo be instructed to see that no piece-worker is allowed to work during the refresh· 
ment intervals. 

2. In view of the various concessions which are now being granted to piece-workers 
the Government of India have decided that with effect from the 1st July 1928 the present 
system under which piece-workers who were in employment in their presses before the 
1st November 1922 are paid at ciass rates for the refreshment intervals when they 
happen to be working on time, should be abolished. They have also decided that pay
ment for the prayer intervals allowed to the Mohammedan piece-workers in their presses 
in similar circumstances should also cease from that date. The prayer. interval will be 
allowed but no payment will be made for this period. 

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

Letter No. A-528, dated 16th July 1925, from the Department of" Industries and 
Labour, to the Controller of Printing, Stationery and Stamps. 

I am directed to refer to paragraph 10 of the Board of Industries and Munitions Reso
lution No. A-31, dated the 15th July 1920, in which sanction was accorded to piece-workers 
in the Government of India Presses being paid according to their class rates if during 
normal working hours they had to remain idle for lack of work. Arrangements for the 
supervision and regulation of work in the Presses have since been improved and the Gov
ernment of India are of opinion that the need for the concession has ceased to exist. They 
have accordingly decided that piece-workers, who may be l'ecruited in future in the 
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Government of India Presses, should not be paid for the time during norma.1 working 
hours for which they may have to remain idle for lack of work. Thia should be made 
clear to all future recruits. 

.2. In view of the previona decision the Government of India are unable to accept your 
pro~osal that payment. for idle time should now, in the caBe of piece-workers a.lr6&dy in 
11ervwe, be restricted to periods of one hour and over. For such men the existing arrange-
ments may be allowed to continue. · 

Revision of the pay and lltrength of the superior supervising staO of the Stationery and 
Printing Department. 

Extract from letter No, A-570, dated .27th March 1925, from the Deputy Secretary to 
the Government of India, Department of Industries and Labour, to the Controller 
of Printing, Stationery and Stamps. 

I am directed to refer to your letter No. Pg.-7, dated the 25th Apl'il 1924, on the 
above subject and to say that the Government of India. with the approval of the 8ecre
~ry of State for India have dec.deti that the strength and the pay of the superior supervis· 
lng staff of your Department should be revised with eflect from the 1st March 1925, aa 
shown in the annexed statement. The pay shown in the oolumn " Scale sanctioned " 
will. in the case of all posts of Manager and the posts of Deputy Controller, Stationery 
and Stamps, and Deputy Controller, Forms, .be applicable only to officers employed in 
the Department-on the let Aprill924. When proposals are made for the appointment 
of other officers to these posts, the question of suitable scales of pay will be considered 
afresh. 

• • • • • • • ... 
3. Free quarters will continue to be admissible in the case of appointments for which 

they are now allowed as shown in the attached &tatement ; in other cases rent WI.1l be 
charged for Government quarters under the Fundamental Buies. · . , 

4. The conveyance allowances at present drawn by the Deputy Controller, Forms, 
autl the Managor, Government of India Press, Simla, will cease from the date from which 
the revised rates of pay come illto force. 

5. A Bum of Ra. 250 per mcn&em out of the pay of the Manager, Government of India 
Pross, Aligach, will be debited to the Indian Post and Telegraph Department on account 
of that portion of his duties which is connected with the Postal Workshops, AJigarh. · 

Perma
nent. 
:No. 

1 
3 

Tempo
rary. 
:No. 

. 

Designation. 

Manager • 
ABSiata.nt Ma.na.ger (a) 
Overseen (a) 

• 

Oownunent oflrulio Preu. Simlto. 

Assiatant Manager (a) 

Oovemmeu o/l11dio Preu, .dligarl. 

Assistant Manager (a) 
~---------

BAl. 
1,250--.50-1.500 

250-25-GISO 
250-25-550 

each. 

(a) ODe or the preoent holden or thooe elll poats mav he promoted to the aehoctlon ~fade olll. .. iS-'0-7118 
a month, pro,·lde4 that bo "'"' employed In tlie Department on the tat Aprlli11&•. hla owa raM ef par illf'IPt 
kept ID aheyanoe. . 



280 

Revision of the pay of the Lino and Mono operators in the Government of India Press, 
Calcutta, and alteration in the rules for calculating their outturn. 

Letter No. A-431, dated, 21st June 1928, from the Government of India, Department 
of Industries an~ Labour, to the Controller of Printing and Stationery. 

I am directed to say that the Government of India have had under consideration the 
grievances of the Linotype and Monotype operators in the Government of India Press, 
Calcutta, set forth in the memorial of the salaried hands of that Press dated the 18th 
December I 926 and they are pleased to sanction the following alterations in their pay 
and in the system of calculating their outturn with effect from the 1st July 1928 :-

(1) The Linotype and Monotype operators will be placed on a uniform scale of pay 
Rs. 80--4-100-5-125 per mensem (rupees eighty rising by annual incre
ments of rupees four to rupees hundred and thereafter rising by annual incre
ments of rupees five to rupees one hundred and twenty five); · 

(2) This scale will be allowed only to those operators whose outturn is not less than 
5,000 (correctedj ens per hour; 

(3) The existing Linotype operators whose outturn comes up to 5,000 (corrected) 
ens per hour will start in this scale at Rs. 100 (one hundred) if they are not 
already drawing a higher rate; 

(4) In the case of an operator whose outturn is less than 5,000 (corrected) ens but 
not less than 4,500 (corrected} ens per hour, a deduction of Rs. 10 (ten) will 
be made from the basic rate and in the case of an operator who fails to attain 
4,500 (corrected) ens a deduction of Rs. 15 (fifteen) will be made from the 
basic rate. Disciplinary action will ordinarily be taken against an operatGr 
whose outturn falls below 4,000 (corrected) ens per hour; 

(5) The deductions referred to above will be made not with reference to the outturn 
of a single month but only when the average outturn of three consecutive 
months falls short of the prescribed standard ; 

(0) Both the Lino and Mono operators will be paid a bonus of 8 pies per thousand 
ens when their outturn exceeds 900,000 ens per month ; and 

(7) The outturn of the Lino and Mono operators will be calculated in accordance with 
the rules herewith attached. 

2. The extra expenditurejnvolved should be met from the provision included in the 
budg;;t estimates of the Government of India Press, Calcutta, for 1928-29. 

3. I am to add that the Government of India regret that they are unable to agree to 
the request of the Lino operators that the period of service for pension may in their case 
be reduced to 20 years. 

LINOTYPE CoMPOSITION. 

Rates and Rules for Linotype operators. 

I. All composition on the Linotype machine shall be cast up in the usual way, 
(a) Matter set to a measure less than 11 ems 12 point in width (not being tabular) 

shall be calculated at a minimum rate of 11 ems 12 point measure corrected. 
(b) Matter set in 6 point to a measure of 26 ems 12 point or more shall be calculated 

at 5 per cent. extra. · 

(c) Matter requiring two slugs to complete one measure (not being tabular) to be 
charged one-fourth extra ; three or more slugs to complete one measure one-half extra. 

(d) Matter of and above four lines wholly composed in other than ordinary English 
(e.g., dialects and contractions) to be charged one-half extra, and foreign languages donble 
for each line. 

(e.) Matter run down blocks to be charged to the full width of the article. 
(/) Simple tabulated matkr, i.e., with one justification should be cast up at 25 per 

cent. extra, two justifications or more 50 per nent. extra. 



281 

(g) Linea containing caps, small caps, italic or antique which have to be set from the 
side cases 50 per cent. extra. 

(.") Bad copy or manuscripts, to be charged one-third extra. Before the extra ia 
allowed the question must be submitted to the Manager or .Assistant Manager for orders. 

2. Authors' corrections will be calculated at 50 per cent. on fresh set matter. Only 
the linea actually necessary to carry out the corrections and make the linea even will be 
allowed. 

3. All stoppages must be immediately reported to the Overseer through the Mechanic 
on the special printed report forma, and if such are caUtled tllrough mishaps beyond the 
control of the operator, he may, under the special orders of the Overseer, be allowed to 
enter the time taken to rectify the stoppage in the Daily Docket. 

4. When ierving out copy to the operators the Section-holder will number it serially 
and enter in his copy distribution book the register number, date, time, folio numbers 
and operator's name. He will also instruct the operators with regard to setting up. 

6. The date and time the composition i~;t finl.sbed and second reading proof corrections 
carried out will also be entered at the time in the copy distribution book. The date the 
work is sent for approval or printing will be P.ntered in the Register of work. 

&: When proofs are returned to press they will be entered up in the Register of work 
and then issued direct fu the operators to carry out author's corrections, and will no_s 
be edited as ill done in the case of fresh copy. The Section-holder must see that the worK 
is got out at the earliest possible hour and will be held responsible for any delay. 

7. The changing of slugs and making up of matter set on the machines will be carried 
out by a compositor on time work. 

8. The Linotype operators' outtum will be cast up daily by the computor, entert>d. 
in the Linotype docket and submitted to the Overseer for inspection. He will also verifY' 
all stoppages. 

9. Linotype operators are held personally responsible for the condition of thrir
machinea. They are liable to pay the coat of repairs or for any damage done to the
machine or materials under their charge which may be found .to be due to carelessneti& 
or wrongful use. Full allowances will be made for fair wear and tear. 

10. Before starting work in the morning, Linotype operators will carefully examine 
their machines and see that all parts are properly cleaned and adjusted. The plunger 
will be thoroughly brushed and cleaned and the well of the metal pot scraped before com· 
mencing work. The plunger must be removed from the well at the end of each day's 
work. Machines are to be kept thoroughly cleaned so that no dirt or foreign substance 
is allowed to get into the working parts. The lubricators fitted to the machine will be 
filled with oil every morning. In other working parts oil is to be very sparingly used, 
and any running oil should be carefully wiped off. No oil whatever will be used on the 
outer surfaces of the cams, gear wheels or those parts of the machine with which the 
matrices come into contact, tJiz., star wheel, assembly box, delivery channel, first and 
second elevators, face of mould and distributor. AU ·these parts must bR kf'lpt sorupul· 
ously olean and dry. 

ll. The operators will see that all apacebanda are polished every morning with plum
bago, on the board made for this purpose, and dirt or metal carefully removed. Emery 
or sand paper must not be used. 

The spacebands moRt not be reversed in the machine. The small slide or top must 
be at the right hand side. 

12. Magazines and matrices will be cleaned periodically under instructions of the 
Mechanio who will be held responsible for seeing this work done. .All matrices will be 
removed from the magazine, washed in petrol and rubbed on the polishing pad provided 
for the purpose. The guides of the magazines will be thoroughly brushed out with petrol 
to remove all foreign substances. When c\"!~ning the magazines care must be takea 
not to damage the escapement pawl springs a!ld links. 

13. Linotype operators must see that aU matrices are distributed into t-heir proper 
magazines before changing from one to another. . · 
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MoNOTYPE CoMPOSITION. 

I 

. Rates and Rules for Monotype Operators. 

1. The outtum of MonotYI>e Operators will be calculated on corrected ens only. 
2. Solid matter will be cast up in the same way as for hand composition. 
3. By the term "solid matter" on the Monotype Machine, it is w1derstood to be 

matter requiring only one justifi,.at.ivn, w.!:J.ether or not it comprises ranging or column 
matter depending upon each oliher and reading across the page, as shown in the follow
ing examples :-(The examples appea.r in the Chapter VI). 

5. Tabular matter will be cast up at 25 per cent. extra. 
ii. Matter of and above four lines wholly composed in other than ordinary English 

(e.g., dialects and contractions) to be charged one-half extra, and foreign languages double 
for each line. 

7. The seven alphabet, or any variation of the standard lay-out, on the "D" key 
board, to be charged one-third extra. . 

8. Bad copy or MS. to be charged one-third extra. Before the extra is allowed, the 
question must be submitted to the Manager or Assistant Manager for orders. 

Q, All paper perforated by the operator, but not workable on the Caster through 
defe<:t of paper or machine, to be charged by the operator. 

10. J\.11thor's corrections up to 1,000 ens if set on the Monotype Machine will be paid 
for ott 50 ~r cent. over the rate for fresh matter but ordinarily small corrections should 
not be carried out on the machine. 

11. All stoppages to be immediately reported by the operator to the mechanic, who 
will report in detail to the Overseer on the special printed report forms. 

12. Time lost by operators through stoppages beyond their control and machine 
faults to be cumulative daily and to be chargeable provided that the stoppages amount 
to not less than 10 minutes. 

13. When serving out copy to the operators the Section-holder will number it serially 
and enter in his copy distribution book the register number, date, time, folio numbers, 
and operatoz's name. He will also instruct the operators with regard to setting 
up. 

The date and time the composition is finished and second reading proof corrections 
carried out ·will also be entered at the time in the copy distribution book. The date the 
work is sent for approval or printing will be entered in the Register of work. 

14. When proofs are returned to P:rf>s!' they will be entered up in the Register of work 
and then issued direct to compv~:oitors to carry out the author's corrections, and if neces
sary to the operators to set up such portions as may require to be set up on account of 
the heavy nature of the corrections. The Section-holder must see that the work is got 
out at the earliest possible hour and will be held responsible for any delay. 

15. Corrections and making up of matter set on the Monotype machine will be carried 
.out by compositors on time work. 

16. The time taken by compositors in carrying out the first reading corrections will 
be debited against tl).e operator concerned, i.e., the number of hours will be added to 
the attendance hours of the operator. The meal intervals ot the compositors and the 
time taken in carrying out corrections other than operators' errors will not be debited 
against them. 

17. When handi:D.g over spools for casting, operators will attach a slip to each spool 
givinv; particulars of the matter set, i.e., register number, size of type, measure, and 
whether or not italic or black lay-out is required on the casting machine. 

18. Operators will make out a Daily Time Sheet showing details of their outturn and 
11toppages. The Daily Time Sheets must be submitted by the Overseer daily to the Assist
ant Manager for signature, They will then be handed back to the operators, who will 
atM.ch them to the charge files for computation. 



283 

19. For the guidance of the computor, operaton will mark their charge fues accord
in!J to the amount of matter actually composed (i.e., striking out matter repeated on the 
outing machine) and will also indicate il the work is tabular or soli<l 

20. The Section-holder will see that charge files are not delayed by the Ca.sror Attend
ant or the Pressman, and the Computor must report to the Oveneer all instances of 
doubtful charging up. 

'1. Operato~ are held personally responsible for the condition of their keyboards 
They are liable to pay the cost of repain or for any damage done to the machine or 
material&, under their charge which mav be found to be due to carelessness or wrongful 
use. Full allowances will be made for fair wear and tear. 

22. When parts become damaged or any breakages occur they "must ba immediately 
reported to the Oveneer through the 1\lechanio, an<J if such are caused through careless• 
ness on the part of the Operator he will be liable for the repa.in or replacement and will 
not be allowed any stoppage time. 

23. All broken and dttmaged justification drums or other parts must be made over to 
the Mechanic, who will immediately report to the Overseer and if found to have been 
damaged through negligence of the operator he will pay for new ones. 

24. Operaton will be fined. for not reporting breakages, losses, etc., as they occur. 
25. Operatol'll found hiding or doing away with damaged parts will be liable to instant 

dismissaL 
26. Before starting work in the morning Monotype operaton will carefully examine 

their keyboards and clean them with the air pipe. On Saturdays the keyboards mu'!lt 
be thoroughly cleaned and oiled. 

Rules for M onotgpe Oaater .A.ttendantl~ 

1. Monotype Caster Attendants are held personally responsible for the condition of 
their machines. They are liable to pay the cost of repain or for any damage done to the 
mtJ.Chine or materials under their charge which may be found to be due to their careless. 
ness, wrongful use or not carrying out the. following instructions, 

2. Before starting work in the morning ::\Ionotype Caster Attendants will carefully 
examine their machines and see that all parts are properly cleaned and oiled. Oil all 
working parts in the oil holes provided. (Only a spot of oil ie necessary on the Centring 
pin, oth~rwise the oil runs down into the matrix caae.) Polish the piston with plumbago 
and olean out Piston-way in pump body. Drill down the noPJzle with a small drill (N~. 
52). The metal in the pot should be stirred well and all dross skimmed off. 

3. When the work lor· the day is finished, Monotype Caster Attendants must remove 
the thermometer, tum off gu and water supply, take off Bridge and Mould Crou Block 
and clean mould and jet blade, making certain that no metal shavings remain on the 
face of the Mould Blocks. Remove and clean piston. Clean the Die Case while the 
matrices are warm and before the oil and dirt oongeals, by brushing out in kerosene oil 
and then blowing out under the air pipe provided. When cleaning matrices both the 
face and the cone holes at the back must be cleaned. The Matrix case must be kept free 
from oil and cleaned frequently. 

4.. On Saturdays Attendants must thoroughly cleu.n their machines. The plug from 
the bottom of the pump body must be removed while hot. Drill up the Long Arm with 
long flat drill until the drill is seen through the hole under the nonle. Drill ttp the nonle 
with l' driU until within f' of the top of the nozde. Drill tloto8 the noule with small 
drill (No. 52). Also drill out ir:let hole in the pump body with a i' drilL ' 

ii. Each time the Bridge is taken off and replaced, the Attendant must Oll81i some 
Em-rules (No.2 hole in paper) and take them to the Mechanic to teat the alignment. 

6. No part of the machine should be opened out, other than that necessary for makin1 
changes or cleaning, without the orden of the Overseer. 

7. Caster Attendants must watch the matter being cast, and if a matrix is foWid to 
be dirty or blocked up with metal, stop the machine and clean out the Die Case. Care
leasnefl& on the p&rt of the Attendant in this oonneetion must be b1'0ught to tho notiee 
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of the Overseer by the Section-holder, and the Attendant is liable to pay the cost ot re-
casting «Jr to a fine. , · 

8. When parts become damaged or any breakages occur they must be immediately 
reported to the Overseer through the Mechanic, and if such are caused through careless· 
ness on the part ol the Caster Attendant he will be liabls for the repairs or replace
ment. 

9. All broken and damaged parts mu3t be made over to the Mechanic, who will im
mediately report to the Overseer, and if found to have been damaged through negligence 
of the Caster Attendant he will pay for new ones. · 

10. Caster Attendants will be fined for not reporting breakages, losses, etc., as they 
occur. 

11. Ca.<Jter Attendants found hiding or doing away with damaged parts will be liable 
to instant dismissal. 

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. 

Extract from letter No. A-431, dated 27th December 1924, from the Deputy Secre
tary to the Government of India, Department of Industries and Labour, to the 
Controller of Printipg, Stationery and Stamps. 

In continuation of paragraph 2 of this Depa.rtment's letter No. A-431, dated the lOth 
October 1924, I am directed to say that, subject to slight modifications, the Govern-

Central Press Calcutta. ment of India sanction, with effect from t~e 
' 1st January 1925, the proposals made m 

your letter No. G-33, dated the 12th August 1924, for the revision of the pay and strength 
of the ministerial and menial staff employed in the office named in the margin. A state
ment is attached showing the revised strength and rates of pay now sanctioned. The 
Government of India trust that only such portion of the sanctioned staff will be employ· 
ed from time to time as is actually required for the work and that particular care will be 
taken to ensure that no man is retained whose services can be dispensed with. 

2. The staff now sanctioned for all the offices named above will be treated as a single 
-establishment and you are authorised to transfer without reference to Government any 
of the sanctioned establishment from one office to another according to actual require
ments. 

3. 'l'he clerical staff of all the offices in question should, with the exception of the men 
who are considered to be inefficient, be allowed to count past service towards increments 
in the revised scales in accordance with the general principles laid down in paragraph 
5 of the Bengal Government's Resolution No. 10278-F., dated the 17th July 1922. This 
concession will not be granted to men who have already enjoyed it under the orders con
tained in paragraph 4 of this Department's letter No. A-241, dated the lOth January 
1923, nor to persons holding the posts of Head Clerks and Head Assistants or drawing 
Rs. 200 or more above the grade of Assistants. The initial pay of the men to whom the 
concession referred to above is not extended will be determined in accordance with the 
provisions of the Fundamental Rules. 

4. The Government of India note with satisfaction that the system of employing 
. nnnaid apprentices will be abolished. They trust that it will be possible in future to 
recruit both for the first and for the second grade clerks men with definite and satisfactory 
qualificn.tions. I am to request that rules for this purpose applicable to all the offices 
nnder your control may be drawn up and a copy thereof forwarded to this Depart
ment: 

G. The Government Central Press, Calcutta, will in fut•ue be known as the Govern-
ment of India.Press, Calcutta, and the officer in charge of this Press should be designated 

· •s " Manager." The Government of India regret that they see no just:fication for per· 
· mitting the present in cum bent of this post to retain the designation of "Superintendent, 
· Govfmment Printing, India." 
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8. The budget estimates for 1925-26 should be modified in the light of these orders 
and revised estimates communicated to this Department as well as to the Accountant 
General. ~ntral Revenues, as soon as possible. 

Extract from letter No. A-431, dated 18th April 1925, from the Deputy Secretary 
to the Government of India, Department of Industries and Labour, to the Controller 
of Printing, Stationery and Stamps. 

I ani directed to refer to your letters Nos. G-33/8149 and Pg. 7/7774, dated the 25th 
February 1925 and 11th March 1925, respectively, and to communicate the following 
orders of the Government of India ~n the proposals made therein :-

(a) The Government of India accept your proposals that with effect from the 1st 
January 1925, the pay of the three Dlll'Wans in the Stamp Branch of your 
office should be increased from Rs. 15--t--19 to Rs. 15-1-20 each and 
that the Correctors in the Mono and Lino Sections of the Government of India 
Press, Calcutta, should be treated as Piece-workers and not as salaried hands. 
They also approve of the adjustment in the manner proposed by you of the 
staff transferred with the Printing Branch of your office to the Central Printing 
Office. The alterations which should be made in the statements attached to 
this Department's letters No. A-431, dated the lOth October 1924, and 27th 
December 1924 in order to give effect to the proposals referred to above and 
to reconcile the discrepancies in the proposition statement pointed out by the 
Pay and Accounts Officer, }1iscellaneous Central Departments, have been 
indicated in the statement attached to this letter. 

(e) The Government of India regret that they are unable to accept your proposal 
that tlte poet of the Bindery Foreman may be declared to be on a 10-hour 
basis. The pay of the poet was originally fixed on au. 8-hour basis not through 
an oversight but because, unlike the Warehouse Foremau., hia original rate of 
pay did not make allowance for overtime. 

For Permau.ent 

ror 

3 
2 
2 
6 

12 
2 
2 

2 
2 
2 

GOVEB!IIUI:liT Oll' INDIA PRESS, CALOU'l'TA. 

Composing Bra'tiA:A-MMUJtype Section. • 

Temporary 

3 
7 
2 
2 

.. 
1 
1 

Correctors 
Rs. 
75 each 
65 
55 
50 
45 
40 
35 

75 
65 
50 
45 
35 

.. .. .. .. .. .. 

Meniall. 

read Permanent 29, Temporary 14, 
Correctors (Piece) 2,070. 

} 
read Permanent 6, Temporary !, 1 

Correctors (Piece) 460. 

For 1 Peon Jemadar Ra.-15-1-20 read 1 Peon Jemadar Rs. 15-f._20 Personal 
P•'Y of Ra. 2 for the present incumbent. 

For I Chowkidara Ra. 15-1-20 81t.Ch read 2 Chowkidara Ra. 15--i-20 each. 
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Extract from memorandum No. Pg. 7/1528, dated 28th/29th May 1925, from the 
Controller of Printing, Stationery and Stamps, to the Manager, Government of India 
Press, Calcutta. ' 

Under the orders vested in me by para. 2 of the Government of India, Department of 
Industries and Labour, No: A-431, dated the 27th December 1924, the post of Con dential 
Assistant (Rs. 200-10-250) is transferred from the Government of India Press. Calcutta. 
to the Government of India, Central Publication Branch, under the appellation o_f Head 
Assistant with effect from the 1st June 1925. 

Extract from letter No. A-431, dated 16th June 1925, fro11 the Deputy Secretary 
to the Governmentoflndia, Department of Industries and Labour, to the Controller 
of Printing, Stationery and Stamps. 

In modification of the orders contained in paragraph 1 (e) of the letter from this 
Department No. A-431, dated the 18th April 1925, I am directed to say that in the cir· 
cumstances since represented by you the Government of India accept your pro}IOsal that 
the post of Bindery Foreman in the Government of India Press, Calcutta, on a pay of 
Rs. 125-5-150 should be declared to be on a 10-hour basis. 

RetiBion of the pay and Btrengtk of the eBtabUBhment of the Government of India PreBs, 
Delki. 

Letter No. A-431, dated 31st March 1927, from the Assist-ant Secretary to the Govern
ment of India, Department of Industries and Labour, to the Controller of Printing, 
Stationery and Stamps. · 

I am directed to refer to Mr. Coombs' letter No. C. P. 0. 14/123, dated the 16th July 
1926, and to convey the sanction of the Government of India to the revil'ion of the pay 
and strength of the establishment of the Government of India Press, Delhi, as shown i.a 
the accompanying statement with effect from the 1st Aprill927. This sanction is subje<'t 
to the condition that except in the case of the appointment of men who are already per
manent salaried servants of Government no substantive appointment should be made to 
any of the posts in the Sanctioned scale pending the receipt of further orders. 

2. The Government of India do not consider it advisable to grant general sanction 
to your ' xing the initial pay of the employees in the revised scales higher than that ad
missible under the rules. 

3. Provision to meet expenditure involved on account of the revision of the esta.bli'lh
ment has been made in the budget estimates of the Government of ln<lia Press, Delhi, for 
1927-28. 

4. The Government of India also sanction the abolition of the posts in the Govern
ment of India Press, Simla, shown in the attached list. The abolition will have e' .. ect 
from the 1st April1927 except in the case of three Keyboard Operators and three Caster 
Attendants whose posts will be abolished when the men are transferred to the Government 
of India Press, Delhi, on the inlltallation of monotype machines. 

Overtime aUowanceB for establiBkment. 

(1) The men employed in the General, Publication and Forms, Accounts and Cash, 
Store and Computing Branches, the Caretaker and Transit Clerk and the menials will 
get no overtime allowances. 

Exceptions.-(a) One clerk (upper scale) and Paper Issuer in the Store Branch will 
get overtime allowance for work in excess of 8 hours a day. 

(b) Labourers will get overtime allowance for work in excess of 8 hours a day. 
(2) The men employed in the Reading, Composing, Linotype, Machine and Press, 

Stereotyping and Foundry, Bindery and Warehouse, Mechanical and Monotype Branches 
and the Timekeeper will get overtime allowance for work in excess of 8 hours a day. 
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. E;eception8.:-(.a) The Head Re~er (~ng Branch), General Foreman (Printing and 
Bmding), SectiOn-holders (Compo81Dg, Linotype and Monotype) and Foreman (Bindery 
and Warehouse) will get overtime allowance for work in exoese of 10 hours a day. 

(b) The Computor (Linotype Branch) and the Assistant Computor in the Monotype 
Branch will get no overtime allowance. 

List of appointments aboli&W in the Government of India Pre&B, Simla. 

Perm .. Tempo. Branch. Designation. Pay. nent. ra.ry. 

- Rs. .. 2 Clerica.l . . Clerk& . . . . 35-21-00 .. 5 Miaoel.l&neoua . Peons . . . . 13 
I .. Reading . . Senior Bea.der • . . 245-10-325 .. 1 Bea.der . . . . 125-8-165 .. l Do. . . . . 70--4-110 .. l Reviser • . . . 70--4-110 .. 3 Copyholder~~ • . . 40-2-00 
1 .. Linotype . . Random-man • . . 55 
a .. Mono type . . Keyboard Operators . 80-4.-100 
3 .. Cuter Attenda.nta • . 35-3-50 
1 .. Composing . . Compositor . . . 80 .. I (Salaried). Do. . . . 60 .. l Do. . . . 55 .. 1 Imposing . . Impoaitor • • . 45 .. l Auxili&ry . . Forme Proof Presama.n . %:1! 
1 l Galley Proof Presamen . 20 
2 ' Preeaea (Pieos) . P~en } Permanent 144-1-o I fj Inken • . 
3 l Flyboya Temporary . 147-1-o 

.. I Binding anc1 w- Binder • • • . 88 .. I houee. W a.rehouaema.n . . 20 .. l Do. . . . IS 

Improving the pay of Linotype Operator_a, Gowrtlmelll of India Pru11, Simla. 

Controller of Printing's U. 0. No. 4253-Pg., dated 21st October 1920. 
The case of the Linotype staff of the Government Central Branch Press, Simla., was 

referred by me to the Board of Industries and Munitions. The proposa.ls I made to the 
Board in respect of these men were ea follows :-

To keep these Linotype Operators at Rs. 85 salary 80 long ea their output is 4,000 ens 
per hour. -

To raise any man doing 4,500 ens to Rs. 90 and to fix Rs. 100 as the rate for a man 
who does 5,000 ens per hour. 

For all output in exeess of 5,000 an hour or 1,000,000 ens for 200-hour month, a bonus 
of 1 anna 9 pies per 1,000 ens, 80 that a man doing 6,000 ens an hour would receive 
Rs. 121-14..0. 

'Men working overtime would get the usual25 per oent. on their salaries and they would 
also &et the bonus on output over 5,000 an hour during overtime. 

The Operators, the JJ.no lllecha.nic and the three Random-men might be added to the 
permanent establishment. 

The Board have approved of my proposals which may now please be embodied in a 
Propoaition Statement showing the extra. expenditure involved. The Board endors eth. 
vie-w that the salary and bonus system is well adapted to these operator. 
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Reorganisation of the Government of India Presr. .A.ligarh. 

Letter No. A-627, dated 28th Aprill926, from the Deputy Secretary to the GCivern
ment of India, Department of Industries and Labour, to the Controller of Printing. 
Stationery and Stamps. 

In continuation of this Department's letter No. A-627, dated the 5th January 1926, 
I am directed to say that the Government of India are pleased to sanction the revision oi 
the establisblJlent of the Government of India Press, Aligarh, as shown in the stattment 
attached. 

2. The revision will take effect from the 1st Aprill926 aild the sanctioned staff should 
be employed from time to time as required. The present incumbents will be brought. · 
on to the revised scales in accordance with the provisions of Fundamental Rules 22 and 
23. In giving effect to the revision care should be taken that non-effective charges are 
avoided as far as possible; if it is found necessary to employ some of the permanent 
employees whose posts are being abolished against temporary posts, sanction to the 
employment of such men should be obtained separately. 

3. The extra expenditure involved in the· revision of establishment should be met 
from the budget provision made in the Stationery and Printing Demand for Grants for 
1926-27. 

Responaibility for recording correct head of clasaijication on bills p·eset~ted for encashment 
and watching of expenditure againat sanctioned grants. 

Extract from Resolution No. 10242-A., dated 18th December 1924, from the Finance 
Department, Government of India. 

The Auditor General has suggested to the Government of India that for purposfs of 
appropriation audit in the Accounts offices as well as in the offices of the departmental 
controlling officers who have to watch the progress of expenditure against sanctioned 
grants, it is desirable that the offi'!er drawing each bill should record the correct head of 
classification on the bill itself. The responsibility for the correct classification of charges 
rests finally with the audit office, but the Auditor General is of opinion that chances of mis
takes would be minimised if the proper heads of account were prominently shown on bills 
by the drawing officers and the audit office was left merely to check these classifications. 

2. The Government of India have decided to give effect to this suggestion with effect 
from the lst April 1925. All controlling officers should intimate the proper classification 
of expenditure to drawing officers under them and instruct them to record the classifica
tion on bills presented by them for encas~ent. 

Revision of the pay of the Managers of the Government of India Presses, Simla, Aligark 
and Delhi and the grant of passage and pension concessiona to the latter and the Deputy 
Controller, Printing. 

Letter No. A-570, dated 13th January 1928, from the Officiating Deputy Secretary 
to the Government of India, Department of Industries and Labour, to the Controller 
of Printing, Stationery and Stamps. 

I am directed to refer to your letter No. HQ. 3-123, dated the 4th December 1926, and 
- to say that the Government of India are pleased with the approval of the Secretary of State 
for India to sanction the revision of the scales of pay of the Managers of the Govern
ment of India Presses, Simla, Aligarh and Delhi, from Rs. 1,000-50-1,250 (one 
thousand rising by annual increment of fifty to one thousand two hundred and fifty) and 
Rs. 750-50-1,000 (seven hundred and fifty rising by annual increment of fifty to one 
thousand) to a uniform scale of Rs. 850-50-1,250 (eight hundred and fifty rising by 
annual increments of fifty to one thousand two hundred and fifty). The revised scale 
will be applicable only to the holders of the posts who on the 1st April1924 held appoint
ments in the Stationery and Printing Department not lower than the grade of Assistant 
Manager or Overseer and will have effect from the 13th October 1927, the date of the 
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· Secretary of State's orders. Free quarters will also continue to be admissible to th~ 
incumbents of these posts. A sum of B.a. 250 out of the pay of the Manager, Governmen~ 
of India Press, Aligarh, will as at present, continue to be debited to the Indian Posts and 
Telegraphs Department on account of that portion of his duties which is connected wit~ 
the Postal Workshops, Aligarh. 

2. The Secretary of State has also been pleased to sanction the grant, with effect from 
the 1st April 1927, of pa.ssage and pension concession under the Superior Civil Servi~ 
(Revision of pay, passage and pension) Rules, 1924, to the incumbents of the posts of the 
Manager, Government of India Press, Delhi. and the Deputy Controller, Printing, Central 
Printing Office, provided the officers are personally eligible for the concessions. Steps are 
being taken to give statutory effect to the Secretary of State's decision. Meanwhile His. 
Lordship's approval is sufficient authority to give effect to the concessions with effect 
from the date specified. The Managers of the Government of India Presses, Simla and 
Aligarh, will continue to be eligible for these concessions. 

3. The Government of India have also decided to fix a consolidated rate of pay for the
future incumbents of the post of Deputy Controller of Printing, Central Printing Office .. 
of B.a. 900-50-1,200 (nine hundred rising by annual increments of fifty to twelve
hundred). The existing rate of pay will be retained lUI personal by the present incumbent. 
of the post. 

4. The extra expenditure involved in the revision of pay referred to in paragraph 1 
above should be met from within the existing grant under the head " Stationery and. 
Printing " during the current fillancia.l year. 

Increase in the piece ratu Jor Aand composition in the Government of India Presses .. 
Calcutta and DeTAi.. 

Letter No. A-688, dated 21st June 1928, from the Government of India, Departmed 
of Industries and Labour, to the Controller of Printing and Stationery, India. 

I am directed to refer to the memorials submitted in December 1926 by the piece· 
wo1·kers in the Government of India Press, Calcutta, setting forth their grievances, and 
to communicate the following orders thereon :-

(1) The Government of India are unable to accede to the request for the abolition of 
.the piece-work system in their press at Calcutta or for a general increase iD 
the piece rates. But they are pleased to sanction with effect from the lst July 
1928 the following improvements in the rates for hand composition on the
basis of the rates in foroe in the Bengal Government Press, a copy of which is
enclosed• :-

(i) the basic rate for composition of common matter (solid) will be raised from. 
3 annas 8t pies to 3 annas 9 pies per one thoUB&Dd ens ; . 

(ii) the Bengal scale for tabular matter will be introduced instead of the present 
scale; 

(iii) deductions on account of blanks in tabular matter will be entirely abolished;. 
(iv) an additional three pies per thousand ens will be allowed for small type. 

tJiz., six point and seven point. 
(2) 0 rders regarding the ~rision of the rules for the classification o~ piece .establi~h· 

ment are being communicated to you separately. The question of mcreasmg 
the amount of leave with pay to be allowed to piece-workers, the grant to them 
of medical leave as well as the grant of invalid pension to ~ieee-workers '?n the 
temporary list are still under consideration and «_~rders Will be c:ommurucated. 
to you in due course. The Government of Ind1a do not OOnBlder that ~y 
modification in the checking system ia neceasary. They ~lso do not .cons1der 
it necessary in view of the new classification rules to rense the penSlon rules 

• SH para&. !61 aD.d 168-271 of Chapter VJ. 
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on the ground that the earnings of the piece-workers decrease as they grow old : 
nor are they prepared to accede to the specific prayers made by the Binders, 
Distributors an,d Impositors. 

2. I am to add that the improvements in the hand composition rates referred to in 
paragraph 1 (1) above will be applicable also to the Government of India Press, Delhi, 
with effect from the 1st July 1928. 

3. Provision to meet the expenditure involved in the grant of this concession has been 
made in the budget estimates of the Government of India Presses, Calcutta and Delhi, for 
1928-29. 

' Revision of the pay of the salaried industrial employees of the GovernmentJ of India Press, 
Calcutta. 

Letter No. A-431, dated 21st June 1928, from the Government of India, Department 
of Industries and Labour, to the Controller of Printing and Stationery, India. 

I am directed to say that the Governnient of India have had under consideration the 
memorials submitted in December 1926 by the salaried industrial employees of their Presa 
~t Calcutta and they are pleased to sanction with effect from the lstJuly 1928 the revisiOn 
-of pay of certain employeP.s of the press as shown in the annexed statement. They also 
'sanction with effect from tht< same date the transfer of the post of Assistant Foreman in 
the Composing Branch of the press from the temporary to the permanent establishment 
and the creation on a temporary footing of three additional posts of Assistant Section
holders on a pay of Rs. 70-4-98 each per mensem. The Government of India may be 
furnished with a report after a year as to whether or not these posts should be added to 
the permanent strength of the press. 

2. Orders are being communicated to you separately regarding the grievances of the 
monotype and linotype operators of the Government of India Press, Calcutta. The 
Government of India do not consider that any improvement in the pay of Readers or of the 
employees other than those mentioned in the annexed statement from whom memorials 
were received is necessary. In the case of Readers it is realised that the proportion of 
~ppointments in the lower rate of pay is rather high. In order to improve the prospects 
-of the men the Government of India sanction the following redistribution of the posts in 
ihe ·grades noted below:-

NUMBER OF POSTS IN EACH GRADE. 

-
Grade. l'BBSBlU~. RBVISBD. 

Permanent. · Temporary. Permanent. I Temporary. 

--

160-10-200 • . 3 .. 8 . . 
[110- S-150 • . 4 .. 8 . . 

60-4-100. . 19 12 10 ! 12 

The initial pay in the revised scales of all the men concerned should be fixed in accord
.ance with the Ftmdamental Rules. 

3. The Government of India have also decided that when learners are employed on 
-mono-casting machines in the press, they should be paid at the rate of Rs. 25 (twenty-five) 
per mensem until they can take charge of the machine. The warehousemen for whom 
a rate of pay of Rs. 20--l-27 has been sanctioned will continue to be treated as in superior 

·service. 

4. Necessary provision to meet the expenditure involved has been made in the budget 
.estimates of the Government of India Press, Calcutta, for 1928-29. 
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8taUJMnl Bhowing tht. reviBton of tAe pay of eerlatll employeu of t114 Governmenl of Jnditl 
PruB, Calcutta. 

&evlsed icale. 

Revisera 
Chpyholdera 

Section-holdera 

Assillta.nt Foremaa. 

Assistant Section-holders 

Type Store~per • 
Correction checkera 

Standing Formekeeper • 

Assistant Standing Formekeeper 

Galley and Forme Proof Pressmen • 
Proof PJ.'e88men 

Forme C&rriem 
Type Suppliera 

Mono casteJ'I 

Mechanica • 
Carpentera • • 
Roller Moulder 

Assistant Roller Moulder 
Finisher 

Do. 
Examinera • 
Numberer 

Paper Chuntera 

Material Supplier • 
Despatcher {Bindery) 

Paper Suppliera 
Litho PJ.'e88man 
Warehousemen 

. . . 

' . 
• 

• 

Pay. 

Rs. 
60-4-100 

• 40-45-3- $t 

• 

• 

• 

125-5-175 
70-4-98 
70--4:-98 
70-4--98 
70--4:-98 

50--3--80 
40-2-00 
25-1-35-
25-1-35-
20-1-~ 

. 30--J-..40. 
30-1-35-

.30-1--40 

30--1--0 
30-1-40 
25-1-35 
40-2-50 
25-1-31) 
30-1--40 
30-1-40" 

25-1-35 
25-1-35 
20-1-30 
25-l-35 
30-1-40 

20--}-27, 

RetJiBirm of tAe rulu for tAe c'laBBijicatio• of pt-euorlcerB '" tAe GotJerK-.nl of I nd~ 
Prusu. 

Letter No. A-501, dated 14th June 1928, from the ('..overnment of India, Departmt,n~ 
of Industries and Labour, to the Controller of Printing and Stationery, India. 

I am dil'f'Cted to tav that the Government of India have decided that the olassifi.cat' Oil 
of piece-workera for purposes of time work in the Government of India Presses, Calcuf td, 
Delhi, Simla and Aligarh. should, with effect from the 1st July 1928, be regulated by th& 
rules herewith enclosed. These rules ,. ill replace the existing system of olassificati...a. 
If any substantial alteration is made in the strength of the piece establishment ol:~.ny 
press, proposals should be submitted for the sanction of the GoYernment of India for . 
increasing or decreasing the number of posts in the aelectioo classes referred to in the 
rules, A report on the working of the system should be eubmitted to the Government 
of India at the end of two years. 

2. Provision for the extra expenditure involved has been mad& in the buc4!et eatimatH 
of the Guvernment of India Presses for 1928-.29. 
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. General Rulesf(Jf classification of piece-workers. 

1. Rules 2 to 6 are applicable to all piece-workers except fly boys. 
2. The time rates for the various classes of piece-workers employed in the Government 

-of India Presses and numbers to be placed in each of the classes above the efficiencv bar 
.are given in the Schedule to these Rules. • 

3. Every piece-worker will be entitled-to go up one class biennially until he reach3S 
.an efficiency bar below which he will remain until selected for the series of classes above 
-the bar. Promotion to the selection classes above the efficiency bar will depend on t b.e 
.number of vacancies. Seniority in service, quick and correct work, general conduct and 
;regularity of attendance will be considered in promoting employees to the selection clas3es. 
-Promotion from one selection class to another will also depend on the number of vacancies 
but in cases where the number of selection classes is in excess of the number of men allotted 

-to these classes in the schedule the promotion of men from one selection class to the naxt 
--vacant higher class will be given biennially. 

4. Piece-workers are liable to be relegated to a lower class for misconduct or irregular 
.{)r late attendance. ~-<\n increment due under these rules may also be withheld by the 
Manager of the Press on account of inefficiency or careless work. 

b. An immediate promotion of two classes will be given l;o piece-workers who were 
.in employment on the date of the last classification subject to the limitation imposed for 
promotion to the selection classes or for promotion from one selection class to another. 

'Those engaged after the last classification who are at present employed in the presses will 
be given an immediate increase of one class only subject to the same limitations. In 
·the case of men whose existing class rates do not correspond to any stage in the new scale 
.immediate promotions refel;'red to above will count from the class rate in the new scale 
which is next above the class rate to which a worker is entitled. 

6. Newcomers will be fi~st classified after three complete months' earnings on piece only 
eafter which their promotion will be regulated in accordance with the above rules. 

7. The time rate for fly boys will be one anna per hour • 

.Fixing of the outturn of monotype operators in the Government of India Presses at 
Simla and Delhi. 

Lstter No. A-431, dated 9th July 1928, from the Government of India, Department 
of Industries and Labour, to the Controller of Printing and Stationery. 

With reference to your letter No. C.P.0.-14-36-27, dated 14th May 1928, I am 
directed to say that the Government of India are pleased to confirm your action in fixing 
.ttle outturn of the monotype operators employed in the Government of India Presses at 
Simla and Delhi at 6,300 uncorrected ens per hour and in allowing a bonus of eleven pies 

.p2r thQusand ens for all output in excesil of this outturn. 

.Raising tl~e mtes of paym.ent for piece-u:ork in the case of distributors employed in the _ 
Government of India Presses, Calcutta, Delhi and Simla by 7.5 per cent. 

Letter No. A-31, dated 23rd November 1920, from the Assistant Secretary to the 
Government of India, Board of Industries and Munitions, to the Controller of Print· 
ing, Stationery and Stamps. 

In modification of the orders contained in paragraph 9 of the Government of India, 
~oard of Industries and Munitions, Resolution No. A-31, dated the l&th July 1920, I am 
.directed to convey sanction to the rates of payment for piece-work in the case of distri
-butors employed in the Government of India Printing Presses in Calcutta, Delhi and Simla 
being raised by 75 per cent. uniformly instead of by 40 per cent. in Calcutta and Delhi, 

.And by 50 per cent. in Simla. The increase now sanctioned will have effect from the date 

.of this letter. 
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tham of 60 IJe! c:enl. eztrtJ lo the Lino OperCllurB in Delhi PruB for Grdhur'B eorrt.ctioru. 

Extract from U. O. L No. Pg. 150, dated 29th December 1923, from the Controller of 
Printing, Stationery and Stamps, to the .Manager, Government Central Press, Delhi. 
~ agree to the 50 per cent. ext~ lor author's corrections subject to the limita.tion 

that 1n no ca.se shall the amount pa1d per page e •ceed the cost of original compositiun 
per page. 

Pay of Linotype operalorB in the Gooer'11itMnl Central PrP.llll, Delhi.. 

J-etter No. A-431, dated 30th June 192<1, {rom the Gove~ent of India, Department ol 
Industries and Labour, to the Controller of Printing, Stationery and Shmps. 

With reference to your letter No. Pg. 150, dated the 12th May 1924, I am directed to 
say that, in the circumstances stated. the Government of India a1-e pleased to sanction 
in partial modification of the orders contained in this Department's letter No. A-431, 
dated the 1st October 1923, the proposai.B made by you, namely, that the Manager, Govern
ment Central Press, Delhi, may be permitted to-. 

(a) retai.n the three permanent linotype operators on the pay they are now drawing, 
v&z., two operators on Rs. 100 each per mensem, and one operator on Ra. 90 
per mensem. 

(b) pay the increment of Rs. 6 already earned by the two operators on Rs. 10() from 
the grant of " Bonuses " and 

(c) examine learners as they become efficient and grant them a starting pay of Rs. 85 
a month on their satisfying the Manager that they are capable of giving au 
outturn of over 4.000 ens in ordinary circumstances and to continue to pay 
this amount irrespective of whether they actually produce the minimum 
average outturn every month or not. 

They ai.Bo sanction the payments already made to the two operators in excess of their 
pay of Rs. 100 per mensem each. 

2. I am to request that the submiBBion of the proposition statement called for in para. 
graph 3 of this Department's letter No • .A-431, dated the 1st October 1923, may be ex-
pedited. . 

......_ 

Grant of 50 per cent. u:tnJ lo the Linotyps operalorB in the Government of lndill PreBB, 
Siml.a., fur Guthor' B eorrt.ctioru. 

Extract from U. 0. I. No. HQ. 11, datt.-d 9th November 1926, from the Controller of Print. 
ing, Stationery and Stamps, India, to the Manager, Government of India Press, Simla. 

Author'& c:on-t.ction&.-Before the present enquiry was made, it was the custom to allow 
half a minute per page in addition to the number of ens •• corrected matter " for author'• 
corrections whether there was one correction or more corrections in a page. To produce 
author's corrections certainly takes an operator a longer time than to set straightforward 
matter and it is usual in all the presses to allow a certain percentage over and above the 
number of ens set. 5() per oent. extra over and above the number of ens aet may, 
therefore, be allowed. 

Revision of the pay of ChaukUars and Wakhmm smployetl ill dijJerertl brand&u C?f. the 
StatioMry and Printing Department at Calcutta and emplogmem of •" addltwllal 
night-watchman for the Central Furms Store, Calcutta. 

Letter No. A-431 dated 8th June 1928, from the Government of India, Department of In• 
dustries and Labour, to the Controller of Printing and Stationery, India. 

With reference to your letter No. HQ. 3/128, dated the 20th July 1927, I am directed 
to say that the Government of India are pleased to sanction the employment of an ad· 
clitional night-watchman in the Central Forms Store, Ca.lcutta, on • pay of Rs. 20-1·25 
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per mensem. They are also pleased to sanction the increase of. pay of the Chaukidars 
and Watchmen already employed in the Calcutta Press, Central Publication Branch and 
the Central Forms Store to Rs. 20-!-25 per mensem. 

The extra expenditure involved during the current year should be met from within 
tha sanctioned grant under the head " Pay of Establishments " in your budget estimates 
for 1928-29. 

Increase in piece rates in the Government of India Press, .Aligarh. 

Letter No. A-627, dated 7th September 1928, from the Government of India, Department 
of Industries and Labour, to the Controller of Printing and Stationery, India. 

In reply to your letter No. C. P. 0. 15/20/27, dated the 20th Aplil1928, I am directed 
l;o say that the Government of India are pleased to confirm the action of the Ml\nager, 
Government of India Press, Aligarh, in allowing payment to the Handpressmen transferred 
ro the piece establishment in that press at piece rates laid down in the Central Printing 
Office Hand-book plus forty per cent. The Government also sanction the introduction 
of the Hand-book rates raised by forty per cent. for piece workers employed on llat-bed 
machines in the Aligarh Press. 

2. The extra. expenditure involved during the current financial year should be met 
from within your grant under the head " Stationery & Printing " for 1928-211. 

Revision of the sr.ale of the pay of the electric mtstrg •n the Governmem oj India Press, 
Delhi. · 

Letter No. A-431, dated 17th September 1928, from the Government of India, Department 
of Industries and Labour, to the Controller of Printing and Stationery, India. 

With reference to your letter No. C. P. 0. 14/28/28, dated ihe 16th August 1928, I am 
dirl'ctcd to convey the sanction of the Government of India to the scale of the pay of the 
Elt'Ctric Mistry employed in the Dellii Press being raised from Rs. 50-3-65 (Rupees fifty 
rising by an annual increment of rupees three to sixty-five) to Rs. 65-3-80-4-100 (Rupees 
sixty five rising by an annual increment of rupees three to eighty and then by rupees four 
to hundred) and to his initial pay in the revised scale being fixed at Rs. 74 (Rupees seventy
four). 

2. The extra expenditure involved during the current year should be met from withiri 
the grant for Stationery and Printing for the year 1928-29. 

Introduction of piece rates for certain bindery work in the Govemment of India Press, Calcutta. 

Letter No. A-699, dated the 16th September 1927, from the Assistant Secretary to the 
Government of India, Department of Industries and Labour, to the Controller of 
Printing, Stationery and Starn s. 

In reply to your letter No. C.P.0,-12/4/27, dated the 30th June 1927, I am directed to 
convey the sanction of the Government of India to the introduction in the Government 
of India Press, Calcutta, with effect from the 5th June 1925, of the piece rates for bindery 
work shown in the attached statement. 

(I) Cutting open folded sheets top only for pasting in plate& charts e;ctra, leaves, etc.-

Demy, 16 roo, (at! an hour per 100). 
Piece rate 0-1-7 per hundred sheets. 

(a) Cutting open side. 
Additional charge of 0-1-7 per hundred sheets. 

(b) Cutting open bottom (in case of 32 pages sheet). 
Additional charge of 0-1-7 per hundred sheet. 
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(2) Folding IMJI.e8, charl, maps, etc., to size of book, 2 folds paraUel tJerlkal.-
Demy 16 mo., (at J hour per 100). 

Piece rate 0-1-7 per 100. 
(3) Pasting platu, eharts, etc., «m guards ami making into Buti«ms of6leatJU

Super Royal 4to., (3 hours for 100 plates). 
Piece rate 0-9-3 per 100. 

( 4) Cutting gu,ard «m ~ map ami folding to size of book FooZscap folio tu foUow.
(A) 4 folds, 1 horizontal and 3 parallel, vertical (at 3 hours per 100). 

Piece rate 0-9-3 per 100. 
(B) 3 folds, 1 horizontal and 2 parallel, vertical (at 21 hours per 100). 

Piece rate 0-7-9 per 100. 
(C) 2 fo~ds, 1 horizontal and 1 vertical (at 2 hours per 100). 

Piece rate 0~6-2 per 100. 

(6) Cutting open foLderl8'huts: Octaoo aU siu8 (ucepl FooZscap Octaoo, which i8 eqval to 
)emg16mo.). . . . 

(11) Cutting open top only, per 100 , ·• 
(b) ., " side, per 100 
(c) ., ., foot per 100 

Top ami Bide in one operati<m (@ f AotU' per 100) ll& 0·2-1. 

(6) Folding Maps, etc.
Octavos of all sizes c-

(11) Folding (1) Vertical (ian hour per 100) at • 
,. (2) " (1 hour per 100) 

(b) Cutting~ or Mapa. eta., and-
Folding {2) 1 Horizontal and 1 Vertical (11 houra per 

100) at • 
Folding {3) 1 Horizontal and 2 Vertical (2 hours per 

100) at; • 
Folding (4) l Horizontal and 3 Vertical (2i hours per 

100) at; • 
Folding (5) 1 Horizontal and 4: Vertical (3 hours per 

100) at • 
Folding (6) 1 Horizontai and 5 Vertical (31 hours per 

100) at • 
Folding (7) 1 Horizontal and 6 Vertical (4 houra per 

100) at • 

Under Octavo of all sizes :-

CuttiQg guard of Mapa. eto., and-

Rs. A. p, 

0.1 2 
0 1 2 
0 l 2 

0 1 6 
0 3 1 

0 4: 7 

0 6 2 

0 7 9 

0 D 3 

0 10 10 

0 12 4 

Folding (4) 1 Horizontal and 3 Vertical (2 hours per 100) at • 0 6 2 

(7) Puing M11ps, de., into the BMeU-
Octavo of all sizes, (1 hour per 100) a.t 0 3 1 
Under Octavo of all sizes, (f hour per 100) at • 0 2 ' 

(8) Pll8ling plates, etc., ma guard, making into secJioM 11nd ,,...,.,., lAc• iAto lAc Jold44 
.nut.-

Ootavo of a\1 aizea, (21 (two and a baH) hours per 100 plates at; Ra. ().3.1 per 
hour) Pieoe rate 0-7-8 for 100 plate&. 
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Folding Maps, etc_., all Octavo sizes
Folding 3 Vertical folds (to size of book)

(11 hour per 100 Maps at 0-3-1 per hour.) 
Piece rate 0-3-10 per 100 Maps. 

Folding 4 folds-
(1! hour per 100 Maps at 0-3-1 per hour.) 
Piece rate 0-4-7 for 100 Maps. 

Folding 5 .folds-
( I! hour per 100 Maps at 0-3-1 per hour.) 
Piece rate 0-5-5 for 100 Maps. 

(9) Cutting Open folded sheets! fool8cap folio and quarto of all sizeB (except foolsca~ 
quarto which iB equal to Royal Octavo}-

(a) Cutting open top only, per 100 • 
(b) , , side, per 100 
(c) , , bottom does not occur in this case. 

Top and Bide in one operation (at !hour per 100) Rs. 0-2-4. 

(10) 2 Folding tables, charts, maps, etc., to size of book-
(a) Foolscap folio and all sizes of quarto-

Folding 1 fold (100 sheets or maps at ! hour), Piece rate 
Folding 2 folds (100 sheets or maps at 1 hour), Piece rate • 
Folding 3 folds (100 sheets or maps at 1:! hours), Piece rate 
Folding 4 folds (100 sheets or maps at 2 hours), Piece rate 
Folding 5 folds(lOO sheets or maps at 2:! hours), Piece rate • 

(b) All sizes under Octavo-
Folding 1 fold (100 sheets or maps at 1 hour), Piece rate • 
Folding 3 folds (100 sheets or maps at ! hour), Piece rate • 
Folding 4 folds (100 sheets or maps at 1 hour), Piece rate • 

(11) PaBting Maps, etc., into the sheetB
(11 hour per 100 maps), Piece rate • 

(12) Cutting guard in a map and folding-
All sizes under octavo--

Rs. A. P. 

0 1 2 
0 1 2 

Per cent. 
Rs. A. P. 

0 1 7 
0 3 1 
0 4 8 
0 6 2 

0 7 9 

0 0 9 
0 2 4 
0 3 1 

0 3 10 

1 Horizontal and 7 Vertical (3 hours per 100 maps), Piece rate 0-9-3 per cent. 
(Hour at 0-3-1 per hour, being the average class pay per hour in Bindery). 
(The rates appear in Chapter VI less 40 per cent. for purposes of uniformity.) 

Abolition of deductions for blanks in common matter in the Government of India PreBBeB, 
Calcutta and DeU1i. 

.. . 
Letter No. A-688, dated the 17th April1929, from the Assistant Secretary to the Govern

ment of India, Department of Industries and Labour, to the Controller of Printing 
and Stationery, India. 

With reference to your letter No. C.P.0.-12/50/28, dated the 25th September 1928, I 
a~ directed to say that the Government of India are pleased to sanction your proposal 
that no deductions sho~ld be made on account of blanks in common matter set up in the 
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Goveznment of lndia Presses, Calcutta and Delhi. They regret that they are unable to 
agree to this concession being granted with retrospective effect from the 1st July 1928. 

Central Printing OJfiu. 

Reference Express letter No. 388, dated the 2nd May 1929, from the Manager, Government 
of India Press, Delhi. 

Tho Government orders communicated under letter No. C.P.0.-12/50/28, dated the 
26th Aprill929, should be interpreted to mean that no deductions for"blanks in common 
matters are to be made when such blanks or ''whites •• are actually set up by the 
eompositor in his composing stick. The orders do not mean that large blanks made up 
of quotations and french furniture ara to be charged up at solid matter rates, as such work 
ahould properly be part of the operation of'' making up". 

Acting allowance in the case of both the clerical an.tl Industrial eatabli&kmenta of the Government 
Central Prea8fl8, Calcu.Ua an.tl Delhi, Go!Jflmment Central Branch Prea1, Simla anrl 
Government Mono type Prua, Simla. · 

Unofficial Memorandum No. A-369, dated the lOth September 1923, from the Government 
. of India, Department of Industries and Labour, to the Accountant General, Central 

Revenue!. 
The undersigned is directed to say that in the case of both the clerical and industrial 

establishments of (1) Government Central Preslll'B, Calcutta and Delhi, (2) Government 
Central Branch Press, Simla, and (3) Government Mono type Press, Simla, acting allowances 
•hould be allowed in all cases in which an officer is appointed to act in an appointment 
earrying a higher salary than his own as all such arrangements involve the assumption of 
duties or responsibilities of greater importance or of a clitlerent character. No acting 
allowances should, however, be given in the following caBeB :-

(a) Computors unless they act as Head Computor or as c~erks. 
(b) Readers unless acting as Head Reader. 
(c) Revisers 
(d) Standing Formekeepers, and 
(e) Binders. 

Charging of Lin.o an.tl Mono comp01ition work at fiud ratu in the Gova-nment of India PruBU. 

Letter No. A-724, dated the 14th February 1929, from the Ass'.stant Secretary to the 
Government of India, Department of Industries and Labour, to the Controller of 
Printing and Stationery, India. 

In reply to your letter No. C.P.0.-2lflf28, dated the 14th December 1928, I am 
iirected to ea.y that the Government of India. approve of your proposal that all work 
1et up on Lino and Mono machines in the Government of India Presses, Calcutta, 
Delhi and Simla., should be charged at the rates of 2 anna.s 6 pies and 3 annas per 
ene thousand ens respectivaly and that overhead charges according to the figures 
worked out in each preea for Lino and Mono should be added to these. rates. No 
extra charge will be made for tabular matter produced on Monotype machines and no 
eharge will be made for distribution, but imposition will be charged, as at present. at 
Handbook rates. In ord~r to reduce clerical labour halves or fractions more than half 
Yill be counted as one and lower fractions will be neglected. 

Fization of Ulll inatial pay of ca pieu-worku on Ail appointment to 11 pOll 011 ti,me-teale of pay, 

Letter No. A-719, dated the 6th Aprill929, from the Assistant Secretary to the ~ve~ent 
of India, Department of Industries and Labour, to the Controller of Pnnting and 
Stationery, India. 

I am direoted to refer to your letter No. C.P.0.-14/45/28, dated the 7th November 
lU2R, on the above subject and to ea.y that the Government of India regret that they are 
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unable to accept your proposal that the initial pay of a piece-worker when appointed to a. 
post on a time-scale of pay in the Government of India Presses should be fixed under 
Fundamental Rule 22 taking into account his class pay as piece-worker. It is open to such 
a piecE>-worker to refuse to accept a post on the salaried establishment if he considers that 
he will not benefit by it. 

2. I am to add that 'the Government of India do not consider that the case of Mr. 
Vilayat Ali, Correction Checker in the Government of India Press, Delhi, is such as to 
justify exceptional treatment. 

Memorial from the copy-holders of the Government of India Press, Delhi, praying for the 
revision of the scaka of pay, etc. 

Lettor No. A-350, dated the 12th January 1929, from the Assistant Secretary to the Govern
ment of India, Department of Industries and Labour, to the Controller of Printing 

· and Stationery, India. · 

With reference to your letter No. C.P.0.-14/87/28, dated the 21st November 1928, I 
am directed to convey the fanction of the Government of India to the revision of the 
scale of pay of the four copy-holders on the temporary establishment in the Government 
of India Pless, Delhi, from Rs. 40 to Rs. 40--2-50. The extra expenditure involved 
should be met by appropriation :from anticipated savings under the head " Pay of establish
ment " in the grant for Stationery and Printing at your disposal. 

2. Orders have already been issued in this Department's letter No. A-431, dated the-
4th October 1928, withdrawing the restriction for malqng permanent appointments in 
that Press. The Government of India regret that they are unable to accede to any 
other requests made by the copy-holders of the Delhi Press. I am to request that the 
memorialists may be informed accordingly. 

Revision of the scale of pay of Farashes employed in the various branches of the Stationery 
and Printing Department in Calcutta. 

Letter No. A-431, dated Simla, the 29th July 1929, from the Assistant Secretary to the 
· Government of India, Department of Industries and Labour, to the Controller of 

Printing and Stationery, India, New Delhi. 

In reply to your letter No. H. Q. 5/92, dated the 27th June 1929, I am directed to con
vey the sanction of the Government of India to the pay of the Farashes employed in the 
Central Publication Branch, the Central Forms Store, the Central Forms Press and the 
Government of India Press, Calcutta, being raised from Rs. 13 to Rs. 15-i-19 per men
scm. ';!:.'he personal pay of Re •. l-5-0 at present.drawn by the permanent Farash of the Cal
cutta Press should be withdrawn. These orders will take effect from the 1st August 1929. 

2. The extra expenditure involved during the current year should be met by appropria
tion from the head " Pay of Establishment " in the sanctioned grant of the Stationery and 
Printing Department for 1929-30. · · 

APPENDIX 13.-PENSION. 

Maintena·nc~ of Service Rolls for temporary employees and for .inferior employees of the 
Government of India Presses. Sanction of pensions to &Uch employees for. the period 
of continuous and verified service. · 

Extract from Letter No. 502-C. S. R., dated 29th May 1917, from the Government of 
India, Finance Department, to all Local Govemments and Administrations, forwarded 
under Government of India, Department of Commerce_ and Industry, er..dorscment 
No. 6559-G., dated 8thJune1917. · · 

With· ·ref~re~ce to the correspondence ending with your letter No. · , dated 
the , 1 am directed to eay that the Government of India have dec>idect :-

(i) Tht service rolls instead of service books should be maintained for all inferior 
servants. 
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(ii) That in the C888 of a.ll Government B6rvania for whom service rol18 are nia.ln
~ pens!ons may b& nnctioned by competent authority before submis· 
s1on of pensiOn papers to the audit office, provided the claim in each C888 is 
for the period of continuous and verified aervioe, and the pension is clearly 
admissible under the strict letter of the rules, all claims which ad"!llit ol doubt 
being kept pending until they have been certified to be admissible by the audit 
office. ' . 

(iii) That in all cases in (ii) above, service rolls should always be submitted with the 
pension papers to the audit office. 

2. I am to add that a rule is also being inserted in the Civil Service Re~tions de· 
110ribing the prooedure to be followed both in the administrative and audit officea in 
dealing with pension applications of officers for whom service rolls are maintained. 

Letter No. A-695, dated'l2th May 1927, from the Government of India., Department of 
Industries and Labour, Simla., to the Controller of Printing, Stationery and 
Stamps. · · 

In continuation of paragraph 2 of this Department's letter No. A-350, dated the 9th 
December 1926, I am directed to say that the records of service of aU temporary employees 
of the Government of India Presses should b& maintained in the form of Service Rolle 
(S. Y. 262) prescribed under rules 204 and 205 of the Supplementary Rules, speaial care 
being taken to ensure that the date of birth of each temporary employee is entered in the 
proper column of the form. When a temporary employee is brought on to the penna- -
oent establishment the particulars of his temporary service need not be copied in the 
service book which has then to be opened for him ; it will be sufficient to attach his service 
roll to the service book. 

PayrMnt at elass rates to piece and daily paid workers in the Government of IndiA 
Pressu to eotJer abaenoos on account of holidays, sickness or leave. Treatment of IM , · 
absentee allowanee in the ealculation of afJerage emolurMnts for pension. .. 

Extract from Letter No. A-382, dated 30th May 1922, from the Deputy Sooretary 
to the Government of India, Department of Industries and Labour, to the Con· 
troller of Printing, Stationery and Stamps. · 

I am directed to refer to paragr~ph 11 of the Resolution of the Board of Industries 
and Munitions No. A-31, dated the 15th July 1920, and to say that after reconsideration 
of the matter the Government of India have decided that with effect from tho 1st April 
1922 piece and daily paid workers in their printing presses may be paid at class rates for 
16 days (including the King Emperor'• Birthday) each year, to cover absences on acxlount 
of holidays, sickness or leave, provided that the worker has been in regular employ· 
ment for the previous 12 months. " Regular employment" should be interpreted as 
not leBB than 90 per cent. of the required working hours, regard, however, should be had 
to absenos in case of sickness. 

Letter No. Pn.-3014/BPR-189-24-25, dated 29th January 1926, from the Acoountant 
General, Central Revenues, to the Secretary to the Government of India, Finance 
Department. - . 

I have the honour to invite a referenoe to the Departmeni; of Industries letter No. 
A·3R2, dated 30th May 1922, under which, subject to prescribed conditions. a J•iel'e 
or daily paid worker in a Government of India Press may be paid at clasa rates for 16 
days each :vear to cover absences on acoount of holidays, Bicknes11 or leave. Such absenoe 
for 16 dayi each year counts as service qualifying for pension, tJilk Department of Indue
tries letter No. A-389, dated the 2nd February 1923, but there are no orders of the Go•· 
ernment of India on the treatment of the allowanoe, paid in respect of the absenos for 
the purpose of calculating average emoluments under Article 487, Civil Servioe 
Regulation&. . . 

2. As the absentee allowance is not earnings, this office has acted on the view th.at it 
ahould not be taken into account in calculating average emoluments. The Exammer, 
Government Prea11 Accounts, howevt>r, suggests that it should be taken into_aoooun'
In the oiroumstancea I aubmit the matter for the decision of the GovernmPnt of 
India.. 
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Letter No. 150-C.S.R./26, dated 18th 1\fay 1926, from the Under Secretary to the 
Government of India, Finance Department, to the Accountant General, Central 
Revenues. 

With reference to your letter No. Pn.-3014/BPR-189-24-25, dated the 29th January 
1926, on the above subject, I am directed to say that 16 days' leave which is granted 
to piece or daily paid workers every year to cover absences on account of holidays, sick
ness or leave, is in the nature of casual leave and the allowances paid to the men during 
this leave should be taken into account in calculating their average emoluments for pen· 
sion • 

. Admisaibility to penaionary atatua of workers employed in the Government of I ndi1.1 
Presses. 

Resolution No. A-371, dated 30th November 1921, from the Department of Industries, 
to the Controller of Printing, Stationery and Stamps. 

Government of India have reconsidered the question of the admissibility to pensionary 
status of workers employed in their printing presses and have decided to recast the firs~ 
sub-paragraph of paragraph 20 of their Resolution in the Board of Industries and Muni
tions No. A-31, dated the 15th July 1920, as follows:-

"All press employees on the permanent establishment, who were in employment 
on the 15th July 1920 and who have rendered 25 years' continuous and ap
proved service, whether such service be classified as permanent or temporary, 
shall be eligible for pension." 

Grant of penaionary concessions to temporary employees of the Government of I ndil.l 
Presses. 

Extract from letter No. A-220, dat!)d 7th September 1923, from the Under Secretary 
to the Government of India, Department of Industries and Labour, to the Controller 
of Printing, Stationery and Stamps. 

With reference to your letter No. 1856-Pg., dated the 6th April 1923, I am directed 
to say that the Government of India are pleased to sanction the grant of the following 
pensionary concessions to temporary employees of their Presses at Calcutta, Delhi and 
Simla:-

(1) Under paragraph 2 (2) of the Department of Industries letter No. A-389, dated 
the 2nd February 1923, piece-workers employed in the Government of India 
Presses are eligible for pension after putting in 25 years' continuous and ap
proved service, whether permanent or temporary. This ruling is now made 
applicable to salaried employees of these presses. A temporary hand who 
has put in 25 years' continuous and approved service at the time of discharge 
will ac~ordingly be entitled to pension or gratuity under the ordinary rules. 

Interpretation of the term "Continuous and approved service". 

Lebter No. A-220, dated 28th May 1924, from the Under Secretary to the Governm;:>nt 
of India, Department of Industries a.nd Labour, to the Controller of Printinj!;, 
Stationery and Stamps. 

As it is understood that some misunderstanding exists as to the correct interpret&• 
tion of the term "Continuous and approved service" used in the orders cited in the margia 

Government of India, Department of lndns
trl611 Reeolution No. A-371, dated the 30th 
No'<"ember 1921. 

Department of Industries letter No. A-389, 
dated the 2nd February 1923. 

Department of I. & L. lettera Nos. A-413 
an.l -~·"t20, dat.ed the 23rd July and 7th Sep
tember 1928, reepectlvely. 

I am directed to say that the terms should be 
taken to mean " total uninterrupted service 
excluding periods of leave without allowancea 
but including underage and inferior service." 
The underage and inferior service should, how
ever, be treated as non-qualifying in calculat
ing the amount of superior pensio:r;1 admisaible 
in each case. 
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lncltuion of periods of leave without allowancu in calculating the total continuou1 arJ 
approved 1erviu of pruB employee. for purpo/Jel of pension. 

Letter No. A-220, d&ted 20th October 1925, from the Government of India, Dec a.rt
ment of Industries an_d Labour, to the Controller of Printinf, Stationery and 
St&mps. 

In modification of the orders contained in this Department's letter No. A-220, dated 
'he 28th May 1924, I am directed to say that the Government of India have decided that. 

for the purpose of determining the eligibility 
• Government of India, Department of In. for pension of employees of the Government 

~":!;~:i,~~~~on No. A-871, dated tile 80tb of India. Presses under the orders* noted in the 
Department of Indnstrleo letter No. A-8811, margin, periods of leave without allowances 

dated the 2nd February 11123. shoul.:.l · .. _ "th t t• Department of lndnstrleo and Labour letters ... m accorwa.nce WI pas prac 1ce, con-
N... A418 and A-220 dated the 23rd July tinue to be taken into acoount in calculating. 
aDd 7th September 192S, reopectlvely. their total continuous and approved service. 

· The amount of pension admiBBible in each case
should, of course, be calculated as usual. omitting those periods of leave which, under 
the rules, are not allowed to count for pension. 

Distributor& in the Government of India PruBu, CalcufkJ, Delhi and Simla, whose 
rncmthly earnings uceed &. 15 Mall be claBBijie4 as 8Uperior BtnJantl. 

Letter No. A-31, dated 29th November 1920, from the Assistant Secretary to the 
Government of India, Board of Industries and Munitions, to the Controller of Printing,. 
Stationery and Stamps. 

I am directed to say that the Government of India. have decided that. in modification 
of the classification given in Appendix 7-A of the Civil Service Regulations, dilltributon 
employed in the Government of India PreBBes in Calcutta, Dellii and Simla., whose monthly 
earnings exceed BB. 15, shall, in future, be classified as superior servant&. 

Transfer oj certain claBsu of employeu in the Government of lrtdia Printing PruBU /
inferior Bertlice lo 8Uperior Bertlic&. 

Letter No. A-471, dated 15th September 1923, from the Officiating Under Secretary 
to the Government of India., Department of Industries and Labour, to the Controller 
of Printing, Stationery and Stamps. 

With reference to the correspondence ending with your letter No. 4518-Pg., dated 
the 22nd August 1923, I am directed to convey the sanction "f the Governruenc of India. 
to the classes of employees in their presses in Calcutta, Dellii and Simla., shown below, 
being treated as superior servant&. The services of Litho-PreBBmen and Proof-Pressmen 
employed in these presses may be cl&BBified in aooordance with the general cl&BBification of 
Pressmen laid down in Note 2, Part II of Appendix 7-A of the Civil Service R(Ogula
tions. 

Collecting Sirkars. 
Matrix J usti6ers. 
Vicemen. 
Enginemen. 
Carpentel'l on a pay of Rs. 30 a month or 

over. 
Motormen. 
Stamp Counters. 
Hand-rulers. 
E:u.minel'l of piece-hand rubbers. 
Electrotypers. 

Stereotypers. 
Kerned and headline type rubbers. 
Hea..d Mistries. 
Electric Light Attendant&. 
Blacksmiths. 
Mould-repairers. 
Stereo-carpenters. 
Braziers. 
Galleymen. 
Brue rule cutters. 
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Grant of pensionary cor-ceasions to the employeea of the Government of India PreBBeB. 

Letter No. A-220, dated 31st October 1928, from the Deputy Secretary to the Government 
of India, Department of Industries and Labour, to the Controller of Printing aud 
Stationery, India. 

I am directed to say that the Government of lridia are pleased to sanction the grant 
of the following further pensionary concessions to the employees of the Government of India 
Presses:-

(1) Superannuation or invalid pen..'lions will in future be granted to press employees 
taken into service before the 15th July 1920 as well as the retiring pensions 
after 25 years' continuous and approved service for which they are now eli· 
gible, provided that the employee either has been permanent from the start 
or is absorbed in permanent service before retirement. In the latter case credit 
will be given for temporary service prior to confirmation and the ordinary 
penili.on rules will apply. 

(2) Press employees who were recruited for temporary service before the 15th July 
1920 and are not absorbed in the permanent establishment before they retire 
will, as hitherto, be granted pensions if they have 25 years' continuous and 
approved service. But if such an employee is obliged to retire before he quali
fies for pension after 25 years' continuous service, he will be granted a bonus 
on the same terms as the Government of India have promised to concede to 
a press employee recruited on or after the 15th July 1920 on provident fund 
terms. The bonus will be allowed in anticipation of the introduction of a con· 
tributary .provident fund for the employees of the Government of India Presses. 

2. I am to add in this connection that it should be observed as a definite rule that 
the senior men on the temporary eBtablishment in the Government of India Presses should be 
absorbed in future permanent posts in preference to junior men unless they are found to 
be inefficient. 

Pensionary status of.press employee.9. 

Letter No. A-371, dated Simla, the 14th June ·1922, from the Deputy Secretary to the 
Government of India, Department of Industries, to the Secretary to the Govern
ment of Bombay, General Department, Bombay. 

With reference to your letter No. 1555-D., dated the lith May 1922, I a.m directed to 
say that the words " all press employees " in the Government of India, Department of 
Industries, Resolution No. A-371, dated the 30th November 1921, on the above subject 
include all wor.<men, clerks, menials and others employed in the Government of India. 
Presses. 

Interpretation of the term " Uninterrupted" occurring in this Department's letter No. A-220, 
dated the 28th May 1924. 

Letter No. A-220, dated the 6th October 1926, from the Assistant Secretary to the 
Go.-ernment of India, Department of Industries and La.boar, to the Accountant 
General, Central Revenues. 

In reply to your letter No. P.N.-505-BPR-310·25-26,' dated the 21st :\lay 1926, addre>sed 
to the Finance Department, I a.m directed to say that the word " uninterrupted " 
occurr.ng in this Department letter No. A-220, dated the 28th May 1924, should be 
interpreted as contemplated in Article 420 of the Civil Service Regulations. 

2. I a.m to add that the special pensionary concessions sanctioned for press employees 
ihould be allowed even iq Qa.ses in which interruptions are condoned under Article 422 of 
the Civil Service Regulations. 
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APPE]!."'DIX 14.-RESIDENCES. 

.Applicability of Fundamental Rult 45-.A. to tht OJJicer• of the Stationery and Printing Deparl
ment. 

Letter No. A-tl78, dated the 12th January 1929, from the Government of India, Depart
ment of Industries and Labour, to the Controller of Printing and Stationery, India. 

In reply to your letter No. C.P.0.-1-1'-28, dated the 13th October 1928, I am directed 
to B&Y that the question of admitting the officers of the Stationery and Printing Depart· 
ment who are stationed at places other than Simla and Delhi, to the benefits of Fundamental 
Rule 45-A, is already under the consideration of the Government of India and their orders 
will be communicated to you in due course. The provisions of this rule have been made 
applicable to officers serving directly under the Government of India in Simla and Delhi 
in anticipation of the issue of supplementary rules which are proposed to be issued under 
clause VII of Fundamental Rule 45-A, vide Home Department Press Communique, dated 
the lOth March 1926. Any refunds of. rent payable under the Finance Department 
circular letter No. F. 3-VII-R. L-28, dated the 7th June 1928, to officers in occupation of 
Government _quarters at Delhi will be made when the supplementary rules are issued. In 
the C&8e of officers located in Simla who are occupying Government quarters action for 
refunding excess rents charged has been taken as a definite approved code of local rules 
existed which was in all respects in conformity with the new Fundamental Rules. 

lnterpreJ.aticm. of the term "emolument&" a& ruel i~ FurrJamental Rule 15(b) ~~ reBpecl of 
the emolument& of piece-worker:• i~ Gotlemment l'resses. 

Letter No. F-100-C.S.R.-26, dated the 29th March 1926, from the Officiating Under 
Secretary to the Government of India, Finance Department, to the Aooountan~ 
General, Central Revenues. · 

With reference to your letter No. W-676, dated the 7th November 1925, to the Depa.rfi:o 
ment of Industries and Labour I am directed to B&Y that the Governor-General in f!ounciil 
has decided under Fundamental Rule 8 that, for the purpose of Fundamental Rule 451 
the monthly emoluments of a piece-worker employed in a Government of India Press 
shall be deemed to be equivalent to two hundred times his hourly claas rate. · 

MGIPC-M-lO';·a (CSP) DCF-25-10-29-285. 


