~sent. to. ,t_h.ev' Press. are jof: &
_ any. moment, they mayr be

4 pres_s' 3

“within a reasonable time ‘remi

~ Stationery.

L

rgent nature,sand likely -to- be required at
~with an ‘immediate’ . lable,  accompanied
erintendent concerned. calling on . the « Controller, -
arrange . to® get® the manuscript into type at once,
¢, .a proof on which ‘a case can be worked.
ady ‘ini.the Press is urgently Tequired, the procedure

dopted. - When a_ case is -of such urgency as’not
t delay, the. papers may, be. withdrawn from the

the. Supdt.: The- Superintendent, or Assistant
held. responsible: for..the return 1o . the Press
jith » the. least possible delay.  If these cannot
a month of their withdrawal, the fact: should
the Under SeCretary. - inis iniie '

very.
1 marke

dealing ; with +the ca
of .the papers
3 W

18?:-._’ i Omfksfbn of .--'rﬁqrrér from vofur_'nes.. of proéeedfngs.——w'hen' _an'y.-

: ré.tb_rd_c_d proceedings are. withdrawn’ from the Press before having been _printed,

a mnote should: be printed in the ‘table of contents of the proceedings ‘yolume
in the month in’ which it was ‘recorded “to . the eflect- ‘that it will be printed
in  the - next month’s volume. -Should  this be not possible, then 2 similar

° note should be 'in_serte_d‘in“ subsequent volumes till- the proceedings are printed.

"_.138';_:_.Dz'sz.éi_butfon of standing type.—Type should. not be allowed to be

. kept standing longer, then is absolutely necessary, The Controller, Printing

"and Stationery 1is. required to ‘submit, not ‘later than the fifty day of each.

month a .list for each branch of _the Secretariat showing what cases it had

standing in type more than a month old at the ~close of the previous month. -
Crders should be passed on such lists without delay by Branch Superintendents

as to whether the type. should be ~ distributed  or kept standing. - Recorders
shoul . submit with their weekly arrear reports @ statement showing all cases .
in the Press in v hich type. has been kept standing for over two months and
orders - for its distribution have pot +been passed. - The - statements will be

~ scrutinized by the Under Secretary who will take such action as  is deemed
CmEdseey DT S S - By 2

. 189.. ‘Delays in Printing.—When proofs.or printed copies are. not received-
' nders -should be. sent to the Press by the recorder.
In urgent cases. Superintendents - sho 1d -take. special action, if necessary, (o
expedite printing, and if undue . delay  has occurred, they should report the. .
matter to the Under Secretary . who will write to, the Controller, Printing and

_ - 190. . Responsibility for éarl}} _?_'étum-_' of proofs’ 0 thel"P_ress.—Wheﬁ- the
precof of a. document is called for from the Press, the recorder under the.

- Supervision of the : Supe_rin_tendé:nt_'__-of ~the  branch must see that the proof -

 afteriit, _q:s_"bl_:;':_en:__._examinéd thoroughly .is returned to ‘the Press without delay,

‘of Printing and Stationery is. authorized to bill the depart-

pe” which has been standing over 35 days.

T

j:'.:ﬁk};"-' kS AT T BNt Ve Wgwe s £ : Fih .', oy ’
" When a file is sent to the Press for a proof and is subsequently with-
drawn tefore, the, proof is supplied, the recorder, if there is celay in returning
the file, bring the matier ‘to the -notice of the Superintendent .of the branch . -

who will take the® necessary _-fﬁ_teps;_'t'c:i"“_’_i:xp_efci:i_té “ the return of: the. file.
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Instructions for proof . correcting. —'-T'ne Assistant conc;rnud “is'res-'
- ponsible for ths entire  correctnesss: of the pre::f form, address typ spelling :

etc. The following pomts should be kept in wew —

'\‘l'.

(1) Since all Authors correctmns are carned out oa tim: rates by

Compositors and are debited to the contingent grant of the depart-
ments concerned in case ‘th"lr cost exceed 5% -of the trtal com-
position charges of ‘the ‘job, it is in thz interest of the department
concerned. that a - dlatmctlon should - be"made between ‘Author’s

- corrections’ and  those marked by the Press on. the Author’s

proofs. In' view - ot“ this, all Author’s corrections in proofs should
be: marked ‘in red ink. This procedure ‘will also facilitate the
preparation - of bills by’

~ tions' are eharged for and not those- that appertain to the Press

2

The S:gns and abbrewatlons commonly used ' fo Indlcate the-
corrections to: be made in a proof are given in Appendix ‘C°

to this Chapter. They should be adopted for all works sent to

the Government Press, as tlme w:ll be saved and .greater accu--

' rancy wv.]l be ensm'ed

3

Every corractlon should be marked neatly in ink 1n the margin
of the proof exactly opposite the lime in which the corrections is
to be made. All corrections to be made in left of the page

should be written in the left hand margin of the proof  with the
first correction written nearest the edge of the paper, the second

alteration in the same line belng by “its side to'the right, nearer

the type, the third on the inner mde of the second and so on,

till the: middle of the line is reached; when the corrections in the
right half are written in the right margin but in inverse order,

the first alteration in -the same line being made. close to the -

- print, the second or the outer side of the first'in a line with

it, ‘the third still nearer the edge of the paper and so on' ‘with

the remainder, as shown in the ninth line of- the specimen proof

at’ appendix “C” ../In each case a-%...... or other mark

is- made ‘in the line to indicate the place where the correction’
- marked in the margin is to be made. It is important that this.

order is followed and that a long/stroke is placed .after every

correction written in the margin except those - which are indicated

by special signs. While every endeavour is made to ensute accu-

racy,_the Press takes no responmblhty for correct:ons not written

in. mk in the margm

@

COI!’ECUODS to be ‘made in two or more pagss or in several'

places in the same page must bz repzated in full in every. case.
Corrections referred to in a° separate. note or letter cannot be

. attended to, as there is no staff avallable to transfer them to the

(5) When. it ‘is necessary to transf‘er matter from one page to another,'

. proofs. The proof 1s taken as the sole guide in the Press

_the change should be marked on both pages. - The proofs should
not be cut up in such casss nor when any matter is’ d= leted

the Press so 'thatonly ths Author’s correc- -
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. (6): Nothing should be written against. the printed matter ‘on a proof
'« . except to- show -individual -corrections. Any ~special instructions
. or remarks should be enciicled, and. if possible written with “ink
of a different colour; otherwise- the compositors may in-corporate
such remarks~ in 'the text. Instructions as to the number of

. copies. required, efc. ” should, except for confidential work, be
given only on the Piess slip sent with the proof. Jes:

(7) Queries: made by ‘the press: on: a _proof -should be setiled before .
““the preof -is ‘meturned . to the - Press, as the Press will assume -
that the matter is -coirect if no reply is-given. - Deviations from
copy *will be made 'by the Press only: where there, are palpable
_errors .in. dates, spelling, or ‘of style. - s i

The Exﬁianatdry Remarks and a specimen c_'orré'cted- proof wilt be fou:r.zd'

at Appendix “C’ to this chapter.

192. Printed - Notes to collection . copies — Proceedings—A  copy of
the printed notes should be stiched to cach collection copy of the - proceedings °
to which it belongs. If .a note covers .more than one collection, it should
be stiched to the last one of the series to which it relates. - ;

193. Issue of Circulators—When the Press is ready to print off a cir-
cular, it will send a printed copy’ of the circular ‘with the manuscript' to the
branch concerned.  The recorder of the branch  will pass on the case to the
despatcher to number and date both the printed copy and :the manuscript.
The printed copy: will: then be returned by the branch Recorder without any
delay to the Press, which will strike off and supply the usual number of

copies with printed signatures. ‘
194. Nuﬁ?ber,-of printed copies and their distribution.—(A) Superihtcﬁdehts

and: Assistants are Tesponsible for the issue of instructions to the Press as to
the number of copies of letters, circulars, etc. to be printed. The Press has

_ instructions to return all iridents in which the number of copies is not specified.

Recorders should not send letters, circulars, etc. to be issued to the Press

" without first having obtained orders: from the Superintendent. n this._rcspect.

195. Rules for the use of spare copies of printed. correspondence  received
from the Govt. for India or .other ‘States—To save the cost of reprinting, so
far as possible, the following rules for the free. use of ‘spare copies of printed
cortespondence received from the several Ministries of the Govt. of India and
elsewhere are to be strictly observed :— : A

(2) The spare copics should be kept by the branch diarist. When
an issue is to take place in print, the recorder should obtain
_the spare copies from the diarist ‘and send the necessary number
to the Press for the current issue, and the Press should utilize
them accordingly: The ‘recorder should also, -after he has recorded

" the fresh papers, send the necessary number of spare copies

. with the manuscript, to. the press for (i) proceedings volumes,

“ and (i) collection copies. * This is to be done invariably, po -
matter how ' small the amount of printed matter, may. be, even
if only a half or a quarter of a page. The Press .should bind

"' the copies with the volumes: and collections, filling in the procee-

- dings number and paging ‘by -hand.
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(b) If the: amount of prmted matter in- the spare copy is' small .ana
-~ the current issue ‘will .not: leave'.a sufficient -number of. spare -
copies ‘fo1 the proczedings +volumes andi  collection copies the

- spare - coptes should:be used for these and the requu:ed numbeér

of copies for the " current ‘issue: be. made ‘up by COpiES to be -

 taken oﬁ” on the Gestetner Machme

(o) If cn reoelpt of a pa" r in prmt f'rﬁm the Govt of Incha or

~ elsewhere; the Supdt or Assistant thinks that the number of spare
copies 1ece:1Ved
for the appro’

be

- required. - If,” however, the case is so

'u:cgent that.__ ca
_montloned at -_-".(b) above should be adopted

(d) Five sPare coptes should be placed with the ﬁle, whether any |

action is taken or not and the remamder destroyed after SiX
months SRl o e SRl

missioners.—Commissioners - and - Heads of De:partments are allowed to send
important " papers, which should ‘bz printed in ordinary course and form part

of. Govt. ploceedmgs, to the Secrvtanat to be -printed in Lh» first mstanoe :

. The rapers sp to be prmted ‘will be accompamed by a pnnted form
-which should be rtegistered .in the diary of ‘the  braneh to which the case
belongs and be submitted by the Supdt. or Assastant to the Under Secretazy, i
“'who Wlll decide (refemng to Socretarles for orderb m doubtful cases)

: {a) Whether the --papers-.--arc : tmportant enough to bo p__rmted,

.- '(b) Whether any enc]osures snould not b'* prtnted,

e (c) Whéther the case is llkely to be 1eferred to the Govt of Indla,

AL

(d) Whether ‘any state d:stmbutlon wr]l be made

.The file wall then be passed on to the blanc‘l concerned Whlch wxl}f

arrange to have the papers printed, givin: -the Press clear instructions as to

~ th> number of copies requirel. When the papers have been orinted the Press
~will break up the tyse, returnin the manuscript accompanied by the number.

of ‘copies ordercd and retaining ' the remainde1 .to be utilized for proceedings,”
' etc.. The branch will send the printed ooples and ma"Iu;cnpts to the - cfizer

from whom the ptpers were. rer:ewe

197 Trearment or lerter.s' for t.s" ! prwt«—lf a. latter - is to-issue in

print, thé dealinz Assistant’ soould separate the pa-ers for the Press, and’ se:

that they are. regtlarly paged anl) that-the pararraphsrare propz:v numbered.

- The file 'should then be sent to thwrecordel: ‘who will enter the papers to
-be printed in the press register and send them to the press obtammg a’, recelpt
% The: following rules should be. carefully observed b L : _ S

(o Procedure for issue in prmt of a 'ﬁnoﬂy approved o‘rafr .—-When a'
draft has been ﬁnally approved Jdn manuscrlpt and is to Issue m pnnt the . -

nsufficient, he should put up a telegram
of’ Deputy/Under Secretary concerned askmg' :

cannot await the arrival of more coples ‘the course

196 Prmtmg of Correspondence for Heods of Departments and Com-

b,‘\ v\.

il




_case.

* in print should be examined by
“before issue to. ensure their B
. every other respect

- dealt with thecase, .~

e s B

* order  for f;hé_ ful] mlmbergf cppxes tequired f@r__'inﬁmedi'atcﬂ issue to all the
authorities addressed b

, 'should be sent to the “Press with the numbered and
dated manuscript draft. The press will return . the ~draft together * with * the
full number of printed copies asked for, ‘and after the wcopy, qr copies, for
signature hav :

with - them all

en duly i gned, i l'(he _despatcher w.

-:'_xam_f:_zéd : ﬁéfojg :{iespétch.-;-Ail Jetters issuing
the Assistant ‘incharge of the case ‘immeadiately -
ing. ggp;pletgd as regards enclousures. and in

@) Issuc in print fo be

A s

Lo al3) Silﬁe’rintéhdeﬁ'ts,._. '_'_ASstfaﬁts Deputy '-':"Supériﬁténdént', Issue Branch

" and  Recorders : should ssc that' ths correct nams of the officer is duly
inserted in every draft that is. sent to' the Press for printing of publication,

particularly ‘at the time of '_'il_:npe:l_iding' changes in Secretariat” Personnel.

(4) Printing of endorsements ‘when_several - persons: are addresszd in o1e
communication—When several persons are addresssd in one communication,
or copies of a communication are sent to one or more authoritiss Dy endorse-

ment, the ‘orders so - conveyed should not (unless ‘spzcially ordered for soms

- - special reason) Dbe printed off separately for each psrson addressed. The

whole. communication, both heading and endorssment - included, should b2

 sent to all addresses. The name of  the authority for whom - a particular

ned, the .des; will despatch, ‘simultaneously
sapare. copies 'intended for the authority addressed in cach

letter or endorsement with - or -without - accompanying ‘correspondznss, s is in-

tended, should be entered in ink at the _foot "of that copy. '

198, Deﬁtritcriﬁn of manuscript _af_te'r; prz’nt_fng.—-—T-hc‘ files' of réc_orda'd A

“cases and of ‘B’ files, when under print in the Press, should be retained by
" the recorder and, when the ‘printed collections reach: him, he should prepare,
for the approval of the Supdt. the ‘destruction slips’ indicating the manuscript
papers to ‘be . preserved ' or _destroyed. S She TS 5

- 'Ihe_-’-'ma:.nils.cri_-p-.t:é' : .'1":)1‘ -.con-ﬁdentiafl” and’ secret papers, which have been
printed, should be _destroyed by the Supdt. or the Assistant himself* who

el e oy
'19_9'.' ‘ Printing of’ S,éc}'ét_ and ._:E'orf:ﬁdént_ial'.papéfs.—?N(;' -cbﬁﬁcfént‘ié.l, papers
should be printed nor should they be brought on the ordinary - proceedings

of Government, ‘or bound in' the ‘monthly proceedings: volumes -without the .

~orders  of .an officer.

 Arrangement of P'apé_rs._'—-_.-ca's_es:'_ to be prir_Lté_c__i" aré_ treated exactly like
collection  files, i.c., each'paper has a separate proceedings number, and = the

collection ~bears. the annual - file number. * The papers should be most carefully

arranged and the pages: numbered, and all papers ‘connected with each file
should be brought together the usual counter-marking being made when it is

only necessary to keep  a certain portion of the " papers confidential apart

from. the rest of ‘the correspondence in - the case.. ‘Unimportant confidential

- cases arefiled in the same manner but without proceedings numbers. -~






