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Tl 182 'Pri:iff}zg/Micraﬁmﬂné'_'-bf fles T.--—:Af_t-cr_f-,a_;f.'c:ﬁ_ée_“ha's ‘been finally dis-

_ posed " of the Superintendent concerned - should ' decide". whether the decisions
in the file are of such importance. ‘that it should be got brintpdfMictoﬁlmed’.

If so0, an: indication” to this effect should be. given on the file while sending

it'ito o he'dealimepisRiabd | L L n

Press * Order—Each Branch. conducts its own
aintains a Press “Register » in* which . every

A

press ‘business.. The’ - Recorder

paper to be printed /- Microfilmed must be entered:” The press order” should
< learlyindieater SRS S 0 T T N A T g

(2) The date - by -which ‘the pfi:'ﬁte'd' -fgateti_al or proofs-' should be
. =" supplied care being taken to- allow the press reasonable ‘time :

% to turn out the. wc_;rk_,. especially in, the case “‘of a "1gu11<y job.

(b) The name of the Branch to ‘which the work belongs.
. _{) whether the pi"dcé:\?;djngs are’ to be included " or ex'cl'i:lded from
- the selection.” - s i awnt 2 s e E

oo S -_q;_z’d éifmfn'a_zwtion"'of unimportant - p@ers “from cases 10 . be

printed —The papers to be printed should "Be carefully “selected and edited

by ‘the “Recorders -and apptoved by 'the'.,Aﬂsistants;’s_upérinteﬁden_ts- ‘concerned.
- The Press is. authorised. to bill departments ‘for subsequent author’s corrections
- in ‘excess ;of five per cent .of “the original matter in “proof. The ‘utmost care
~should, therefore, be taken to. conform to the’ following instructions before

et e (1)-the5 +If it is decided to ;pfi'n";_'.notés-, the editor should endea- e
S T Syour to reduce  the matter to be printed to that which is essentiat

‘They should excise what 3re technically described as routine " notes,
and _gmlcra_ﬂy';_spegk_i_ng, all notes, ‘which though part of the regular
‘notes, are' notes of a routine ‘nature; such as request by the

- proofs are called for. Any laxity in_this respect will entail disciplinary action i—

. officer for ' furtbet papers ot information or -notes ‘by. the " office -
- adding_ ‘further correspondence to the  §l& Notes of frequent

otcuience-which merely reproduce “correspondence

. papers, should be printed only -when" the length of correspondence

_ . and the’ importance. of ‘the case render it likely that these summa- -
. 1ies ‘will Ee useful to -officers in future, A comman formof office -
_note. is an explanation of. point in & draft put “up for -approval;, __

‘of other printed

‘i'this is unnecessary because these points are dealt with 10 the

11" 4 earlier notescof officers and in the draft itself: Notes - which are:
y cleerly “wrong or irrelevant or. which have not. been accepted by -
 the officer passing -final orders = can- becoﬁside;ablypuﬁauc@_ :

~The editors should always remember that one of the objects of
_printing  proceedings - is to facilitate teferences by officers. 111

future. It is accordingly obvious that any reference not. required '

. for the ‘subscquent _under standing of the  history of the case
St \ '-SHOUId'be_;'Qmmiu@d,.-. Lot R S D AR

i

o 4
—- ek o




. When. a file is referred tQ one or more branches or. departments 7
. and no notes of importance are recorded by these branches or. -
~ departments, editors should delete their notes with ‘the initials
~ and signatures and merely ‘record in ‘brackets (Seen inm......i. T
PR e and........branches) or departments, as the case may be. This® T
- -0 "0 s enough' to show that .the file ~was - seen” by those particular - -
«., CramEse S branches ot departments and their consent obtained -to “the pror
- posed: action,  if any. When: ‘a page. is . subjected to. many. exci=
" sions or corrections in editing, it should be tetyped ' before it is
sentforpriphinge s gu el LEE S S ST
he editi
: Chylarge QPPOTLUBILLS, B o
+ but here againa . careful editor can achieve much.  Lgtters of ‘a
" routine: character such as. reminders and acknowledgements efc,
Ao s sshonlde -_-usua?fy- ‘not  be * brought - into the correspondence but
L R s be made s KeWs e (Keep ‘Withs) -of the proceedings. - 'Where ‘however,
B el T e s A SO mention of them is unavoidable they can be replaced by

Correspbndence. ng of- correspondence. doss not - usually
jes for Teduction as the editing of notes

~‘offer. suchylarge

' short phrases, suchas :— =

 Procesdings 26—acknowledged receipt of Proceedings 25. -
Proceedings 27—reminder to the Government of Bombay. -
©'Proceedings 28—reminder fo the Goveinment of Madras.

yo - (3)Treatment.. of . reports.. .and - tabular matter, . etc—Lengthy reports
.- .. (generally, annual or periodical, . maps, plans,  diagrams _and
the like) . should = not be .printed without.- the orders of
Under/Deputy  Secretary. » Nor should- tabular  statements be ' -
_printed . without special erders. When  such documents “cannot
_ conveniently be stiched in recorded files,. they should when received
- as enclosures to communications, be “marked with -the number
" and date of the communication with which: they “were. received ©
. .and be placed in the - special cover, the space for. proceedings’, -
 number and’ file number being filled in, _and’ the .packet kept
.. Joose with the file. . i S DR R

.. (4). Abbreviations to be avoided—Abbreviations ‘may be quite clear -
: to the offices in which they are used, but not so. to “persons
outside " the office, and., particularly, to the Press where poortly
i - educated- compositors are, left to carry out ‘their meaning. Editors,
. . therefore," should avoid -rabbreyig.-tio'ﬁs.: e T

. 185.. Printing of mnames and . initials. in  notes—In the printed hotes -
-attached' to the collection of proceedings, the name of the Governor, Minister
~or Secretary, Joint / Deputy or Under Secretary and Officers of the H.S.5. |

(Supdt,- and Privatel Secretaries) as the case may  be, :should ‘be printed in.
full on the right hand side at the foot of each note written by him; the -
~ letters. after the first letter of the surmame being _enclosed in brackets, so that -
~ such. notes ‘should be radily distinguishable from - minutes. The initials of
the Assistant should 'be ‘printed on: the left hand 'side. = Wty : 5

e, e e M e e i A Ry e Tk s S = ST ;
. fzo0 <86, Urgent . printing: of -recorded. cases -and . withdrawal -of. papers from
the Press—When cases. which have been recorded :in ‘A’ proceedings and

N ) : e L o






