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Issue of Drafts : S ool : caER : :
149 : Markmg of drqfts for issue. —(1) Aftcr a draf’t has been approved the
SCCtiOIl Oﬂicer;’Supermtendent will I i el i .

(a) examme the draft to see that 1t is: 1e:tter perfect re all correctrons ctc :
~have been properly carrred out and that there are no amldental er101s;

e 're opies. requlred 1f any, g

; (c) ensurc that coples of nclosurc"'are _attachtd to. tha draft where thcsc el
- are avarlable m the branch: 4 P o -

(d) gm: a clea_r"- n__dac on on the draﬁ where a commurucatlon is to be -
et despatched by a specaal messenger 011 aocount of 1ts specral nature,
1mportance OF CY e : o :

(e) mark the draft for 1ssue (1f therc is more than one draft for issue f'rom-‘
the same ﬁle 1nd1cate the totai number of drafts e.g. ‘issue 3 drafts’),

“(f) Write the words ‘with- ﬁle on the draft where the ﬁle also s o be sent -’
‘' to the issue’ ‘branch (e.g. where copies Q "any paper t:a:mta.nmacla thcrem
are to be typed as cnclosure), and s T e

; ".-(h) Pass on the ﬁle to the chartst

(2) The charist w111

(a) removc th :draft ; nless thc ﬁle 1tself is'fo be sent to the issue branch,
_prepare @
* .entry (e.g:sent | for issue on 14 10—’}",-') in the margm of the noteS portlon

of the ﬁle),

(b) mark the moVement of the ﬁla in the file movement reglstcr (appendix 4),
wharc the ﬁle is to be sent with the' draft s

(c) send the rafts for ‘LSSue, alongw;th ﬁ]es where nqcessary, to the-'
1ssue branch at apprapnate mterva]s durrng the day, an,d =

(d) sep or-t
the number of drafts not received back wrthm two days from the datc
th were sent ‘to. the 1ssue branch : : :

Al] letters and dacuments to: bE: 1ssued from the Secretanat

150 LA
ped "or prmtcd When the Ordens are lcngthy and 1mportant or

sho uld be erther

‘challan, ‘covering all ‘the drafts approvod make. smtable 2

-to' the Sectton-Oﬂicer{Supermtendent at the end of each day, .
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.Iarge number of COPICS are requ;red they shauld bﬂ- prmted under thn orders of Us.

S.E./D.S.S.E, but all documzats not exceeding fiva-foolscaps pagss, of which ndt

~ more than seven copies are required should ordmanly bz typ=wntten In order
- to oviate duplication of work. in subordinate offiz2s, it is n2zassary that all impor-

tant letters to Heads of Departments, Commissioners etc. of which a largs number
of copies are requ:red for supply to 'subordinate offizes, Dzputy . Cavnmmsronar

. etc. and letters forwarding lengthy enclosures. eap,clally if7 ths orruspondenc\, is
“to be recorded in ‘A’ or ‘B’ Pink Proceedntrs should issue in. pnnt HERETS S

f i ol

Where thc draft wrl]. eVentually 1ssu in prmt o avord dupltuatmn of work

“a proof should bé obtained promptly from the Press. When eight or more copies -

of communications, not issuing in print are required, they ‘should bz pr,,pared on

_a duplicating machine. Short letters should bs typsd oa half shsets of paper and

lengthy ones on both: sides, if necessary.  Enclosures to a lr‘tter may alao b..
typed on thu reverse Df 1t if there is sufﬁ,le'xt spa.ce : :

(2) When letters for issue are marked * urgent” 1mmediate” or ‘“Confi-
dential” or “Secret”, these:words should be typsd not in an obscare coraer of the

letter but in the left hand margin in line. Thess words should be under lmed so ag

to gwe prommence to t.he nature of th., letter A

(3) AJ] enclosures must be car fully detalled by thm typlst at the bottom of '

: letter or‘ un- ofﬁc;al refercnce

151, ' T:me az'!owea' for sendma tke cases to. Issuv anch -——(I) Thv -~ CASes ¢ v
meant for issue should be handed: over,by the. Assistants themsslves to the Diarist -
personally, who will pass them on to the Issue Section at fixed intervais. " This will
obviate the delay which is caused by the cases bemg hc]d up in th=- Ass;stants tray

“or on the" diary. i i

(2) The dlanst wxll ensure that the cases revewad by hr‘n for 1ssue are
sent to the Issue Sectlon at regular mtervals as m:lrcated b.,low —

Summer munths (lst May to 3lst July)

" Ordinary caSes (1) 7. AM: to 830 AM.. ‘ :
Immediate cases S - (i1) 9. BOA M to 10. 30A M upto 12 noon %

7 '_ Wmter mrmths (lst August to 30th Aprnl)

Ordinary cases .. i (1) 9 AM to 13 3y A M
Immediate cases .- B @) 11 AM to 1 P.M. upto 2 PM

.Cases of urgent hmmedlatc ﬂature should be sent to thv Iasue S*ctxoq as som as'

these are received on the dlary b.‘fore 2.P. M

(3) It w:ﬂ be the duty of the Deputy Supermtendent Issue Branch to ensurel_ :

that typed cases are delivered in the Branches'for comparison/signatures twice a day- _‘

viz. at 12 noon and'4.30 P.M. = This. should bz done with challans showing th.. cases. .
bemg returned to- the branches .
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- provided in the: 'stamp for. Ahe pﬁrpOse

155, i

F

: _15_2; Sramp;ng of dmfts—— On’ reperpt in the’ issue branch the drafts wrll be -

tamped with the use of an automatic numbering

(Date)
R machlne,r having an ad]ustable date as per SpeCImen

(S No) _' . win ¢thes margm i
_ mm ' g s " _
153 Ty Dzsinbutron of Iwork among typzsts — (1) Th,e drafts wrll then be placed:'

before the Deputy Superintendent of the. Tssue - Branoh ‘who will mark them to the

typists for fair typing by indicating then initial letters (c.g.- TKM), in the space
To. enable hi

pists egmtably he' il "t {

.ut1on chart (Appendrx~6)

work among the ;

@) The typtst wﬂl enter the drafts recewed by hrm for typmg in the typrsts :
dtary (Appenchx7) Gt LS .

(3) At th ‘end of ".the day, the: typrst -Wiﬂ submrt the dJary together vnth the- ;
unﬁnrshed typrpg work to the Deputy Superlntendent S _ W
(4) The Deputy Supermtendent W111 &
(@ complete ‘the. dtstnbutton chart i

e

(b) arrancre for the typmg of urgent iuntyped work outsrde ofﬁoe hOUIS, :

where neoessary, and :

(c) take the arrears rnto aceount in allocanng fresh work on the next work-
e mg day ; ; 4

54 Reg;straaon of drafrs —(1) Before the drafts are ¢ handed over to the'

] typrsts, they will be entered in the 1ssue d1ary (Appendlx-S)

) Drafts of telegrams and other oommumcat;one rnarked 1mmed1ate 5
w1ll be: entered in. red ink to d1st,1ngursh from the rest. - . :

'(3) At the end of the day, _the clerk rnamtammg the issue dlary wﬂl submit
- 'his diary to the Deputy. Supertntendent for aSSesssng arrears and talnng

“'regardmg typmg —(1) Urgent drafts will  be

(2) Fa1r copxes of all col umcahons w111 be typed on paper of suttable
size, printed forms being - used as far as possible. If plaln paper is -
% used whether for the ongmal commumcatton O for an” endorsement,
the ndme of the 1ssu1ng department will be typed. at the approprrate i
place

i = (3) The obhque 11nes, ‘as also the msrnber of enclosures 1nd1eated in the'
s drafts, will be typed at, the appmpnate ‘place.

(4) No: stencrl will ordmarﬂy be cut unless more. than 7 copies of a paper
- -are requlred . 3 ;

(5) The typist wrll type h15 mrttals Wrth date in the left hand bottom
corner of the faar copy, e. g HCK/14-10-T}' g ;

m_to distribute the - typing -



-the s1gned falr commumcat;ons
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156. Companson-—The typed matter alon-gwith the drafts and Felevant ﬁ!es, '

if any, w111 ‘be. passed on by the issue branch to the branch concerned to their assis—

" tants for comparlson ‘After ensuring the correctness of the fair copy, the assistant
concerned - will attach the- enclosures, if ‘any, have the ' signatures of the officer -
‘concerned obtained  and then passsed - on the fair copies (alongwith the typed

office copy) to the issue branch: for issue

The files and the manuscript draft
should  "be returned , in the branch . and no

jule to the 1ssue branoh alongw;th

157. - ngnmg of fazr cops%‘—-(l) Thﬂ.-SCCtl:}n. Ofﬁcer/Supvrmtendent of‘ the
W branches could be authorised by dcpartmerﬂ;al instructions to authenti+

~cate issue. ‘of specified. categones of fa:r oommumcatlons

":'."'(2) Such authorlsat ns owover w111 not cxtend
(a) orders and mstructlons 1ssued in the name of' thc Govc_mor;'

“(b) ﬁnanmal sanct;ons and

(c) co.mmumcatmns to \/Iembers of State Assombly or Parharnent

~Central . Government; other State Governments, _Publ:c bod1es :

~and momber of the pubhc gonerally

(3) Authvntlcatton by Section Oﬂic.,rsiSupormteﬂdents of' fau- copies . of

- communications ' for issue, ‘whare pe rmrtted W111 ‘be. done in th_\,
mannepmd;cated in Appendlx O ! ;

158. X Generaf mstructzons regardmg despatch" ——Tho despa.tchcr will

‘(‘1) date farr copy, oﬂiog oopy aqd Splre.CDplCS, 1f any ;.

2y aﬂ‘ix the stamp ‘deSpatohed’ (after adjustlng date) as per Speumon
glVeIl m the margm, .on the. oﬂioe copy and m1t1a1 s

(3) separate:- the commumcanons to b=- sent by post from those: to b,,
delivered: by hand for further processmg as per paras 8 and 9;

'(4) enclose " cornmumcatlons .meant: for despatch by~ post or those &
addressed to officers by name in covers of appmpmatc ‘size, ensuring
at the same time that all commumcatwns 'ntended for the same;

sin gle ‘_

o addressee are pIaced”:

".':'(S)v use ':oConomy shps f ll covers except :
: (a) those w1th bulky contents ¥ .

(b) those addressed "_fOI'Eigll governments pnvate bodles and__
_members of - the :pubhc and £ 2 .

(c) thoso 1ntended for despatoh under reg:stered ol ensured coVvers;

(6) where othar covers arn, used wrlte the address and the - numbor of

~ the: commumcatlon on' an .economy slip or the cover, as the case
may bo and LR At RN A bR A

i






