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gle should be closed as 1. Dis. 1. Number. Fuiure correspondence
B slating to the indent  shwll  imtidly be dewlt with o current
il ?,.umm:rs and ultimately filed with the ovigind lile of the mdent.

131. lssue of Stores—Ilu u departiment like the Btavonery
Department wihore indents live oo pass tirough several stages

hders M pefore bemng finally disposed of, it 18 essenbind thint the several
Nittee M pranches ol the Department shiotld keep puce with each other.
V fact | [pdividual indents wust, therelore, be wansierred to the Stores 48
Once o on as they ave pussed and not allowed o aceumulate in the
! the jndent Section.  Indents iransferied to the Htores must be taken
roller up promptly Lor compliance in the order ol thew receipt and the

acking and desputeh of consignments must be attended to with-
out delay. 1t will be the duty ol (he  Assistant  Controller of
gationery and Printing or any other Giazctted Assistant Lo the
Controller who has been ordered 1o look alier the work relating
{o the Stationery Department, Lo keep limsell constantly informed
. of the progress of work in the several branches and to tuke timely
@ ction, should any branch show a tendency 1o full juto arrears.

. 182. Instructions for checking indents  for Stalionery.—The
following points should be observed by the Stationery Department
when passing indents :—

(1) No urticle should be passed for supply to wlich the Indent-

ywn ! _ | :
res- ing Officer s nob entit led aveording o Appendix 1ol the Slitionery
ters Manual, Velume 11, Part L.

nall (2) Where the deseription of any arlicle indented for is not

printed in e Indent Porm the articles indented for have been
nutnbered and described exacily as they are numbered  and
deseribed in Appendix L ol the Btabiouery Manual.

(3) In the case of articles issued on a fixed scale or for
gtated periods the requirements of rule 21 of the Stationery Manual
have been complied with.

=== (4) Where no scale has been prescribed the quantities indented
for do not exceed the average consumption of the three preceding
supply years or whets they exceed this average, stansiactory f-.xpiu-
pation lias been given for the higher demand, even then lhe excess
ts be allowed shall not exceed 25 per cent of the average of the
ghree years.

(5) No article indented for speeinl purposes, e.g., Liedger
paper shall be passed for gupply without @ clear statement of the
purposes for which the article is required,

(6) When sty article indented for and not objected fo is out
of stock, the words ** out of sfock ' ave improssed with a rubber
gtamp in column (15) of the indent by the Stock clerk concerned,
and the item brought to the bulance register. When an officer
indents for articles cheaper than those prescribed in the Stationery
Manual such indents may be complied with, provided that the need
for the articles asked for has boen satisfactorily explained.

its
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Notg —These instructions do nol apply to iudents of tho oflices of the
Revenue Department. The otlicers of the llevenue Departinent are not
required to send annual indents Lo the Stationory Department. Each
Taluk, Divisional and Collector's Ollice is supplied stationery annually on)
w scale fixed for cach oflice by the Government, f the requirements of any: |
afhice, 1n any particular year, vary from the standard scalo, tho possibilities f

of adjusting stocks within the district or among the districts are cvxplore

by the Collector and the Board of Revenue respectively,  If no sach adjust
ment is possible, an indent for the additional supply s placed on a State
basis by tho Board of Revenue with the Stationery Department beforo the

3lst December of cach year,

133. Indenls to be passed by Lhe dssistant Controller.—Indents
for stavionery shall ordimarily be passed by the Assistant Controller,
Requisition 1 contravention of Appendices I to 1V shall be dis-"
allowed; objections under item (i) of the previous rule shall be
referred to the ollicer conccrned and objections under items (iv)
and (v) shall be disposed of by the Assistant Controller, doubtful
cases being relerred to tlhie Controller of Stationery and Printing
for orders. As soon as the indent is passed by the Assistant Con-
troller, an intimation shall be sent to the indenting officer that
the indent has been passed, giving also the reasons, If any articls
has not been passed in full as per claim,  In the case of local
officers, they would be requested to depute a clerk for taking deli-

very ol the articles on o specified date.

134: Transfer of indenls Lo Slores Jor compliance.——Indents

passed shall be entered in the bransit vegister by the concerned
clerks and translerved 1o Stores for compliance where their receipt
shall be acknowledged by a clerk or other responsible person deputed
by the Store-keeper for the pnrpose.  The responsibility of the
clerks shalt nol cense on the transfer of indents Lo Stoves und 1t
shall be their duly to waleh that all indents so transferred are com-
plied with promplly and returned {o the concerned section without
delay.  Any sevious delay shadl he bronght by (he clerks in - the
seetion concerned (o the nolice of the Assistant Controller or other
officer coneerned.

135. Jusliactions (o e sapply of baddanees on indend oA
recister of balanccs due (o be supphied onomdents ghiall be -
tamed in the Stores in Forme 3. Sy, 83, Articles marked out of
stock in accordance with the provision in clanse (6) of rule 152
supra, shall be entered in the balance register by the clerk main-
taining it and the page number of the balance register noted in
column (14) of the indent against the article concerned in token
of its having been brought to the balanee register. The .Im.-tl.:lncu
vegister should be posted immediately alter the stock clerks indicate
the quantities that ean be issued on the indent and before the indent
is handed over to the packer for collection (lr‘ the articles for pack-
ing (in the case of local indents balance vegister should lmll'mul-ﬂd
after the articles are taken delivery of by the represenfatives of
the indenting officers).

The clerk in charge of the maintenance of the balance register
should prepare the halance slips immediately afler the stock of
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any particular item of stationery which has been out of stock, is
replenished and submut them for the approval of tho Assistant
Controller through the Assistant Store-keeper.  (These balance
glips nced not pass through the Indent  Seelion). Special  care
ghould be taken to soe that balance slips are not prepared in respect
of cases for which the period of supply has expired and the officer
has also been supplied the same articles on his indent for the sue-
ceeding year. It should also be scen that the available quantitics
of any article is distributed among as many officers as possible,
so that the whole stock may not be exhausted after fully complying
with the demands of a few officers. When part supplics are made,
the quantity due in column (6) ol the balance register should be
altered and altested by the elerk maintaining the balance register.
The quantitics and the date of preparation of the balance slip shall
be noted in the remarks column of the balance register. A foot-
note shall also be made in the balance slip as follows :—
“ Part-supply made against item

Further supply ol Reams/Lib./Nos.
due agaimst

Iem . . . will be made as soon us fresh stocks are
received.”’

The packer deputed to pack the consignment to mulassal offices
and the clerk deputed to prepare the list of articles supplied to local
officers should copy the above footnote in the contents slip, ete.,
to enable the indenting officers to have an idea of the balances
stll due.

To keep the Indent Seetion informed from time 1o time regard-
ing the action taken by the Slores Scction on the indents trans-
ferred to it for compliance, a copy ol the contents slip will be
transferred to the office as soon as the pucking. work is completed
and the consignment is handed over to the lorry clerk for despatch
(or as soon as articles are taken delivery of by the representatives
of the local officer).  On receipt of the copy of the contents slip
from Stores, the concerned clerk should enter in the indent or
issue slip, the date of supply of the article and thes number and
date of the railway receipt with which the article was despatched.
The balance register should be checked by the Store-keeper once
4n a month and review should be submitted to the Assistant
Controller before the 10th of cach month.

136. (a) Sale-indents—DProcedure to be adopted in respect of —
In the case of indents which are to be complied with on payment
of value, the detailed checks preseribed for free indents need not
be exercised. The clerk dealing with the indent shall scrutinize
‘the indent, with a view to seeing whether the articles indented
for are available in the Stores and can be supplied without affect-
ing the supply of the requirements of the officers entitled to free
supply of stationery. On these conditions being satisfied, the

S.M.—D



66 THE MADRAS STATIONERY MANUAL

concerned elerks shull transfer the indent to the Stores for compli-
ance, thereafter posting in the ledger and departmental register,
before being finally returned to the seetion from which the indent
was sent. 'T'he concerned clerk shall communicate to the Aceonntd
Hootion, o list of articles supplicd to the officers from time to time
as and when contents slips are received from the Btores.  I'ha
Accounts Seetion shall prepare bills of cost with referenee fo this
list, and maintain a D.C.B. register in which particulars ol the
bills will be entered and submitted to the Assistant Controller ot
other gazetted officer in charge of the work along with the bill
for attestation. The Accounts Section will inbtimale to the coney
cerned Section the D.C.1B. number in whieh the bill of cost hus
been sent for a particular supply. The collection of the cost of
the article will be watched in the D.C.B. register,

(b) To ensure the prompt sending of bills for supplies miade,
a register of sale indents, charged every day shall be maintained
by the D.C.B. clerk in the following form :— i
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The DL elork shiall, a the begmuimg ol ctish month, send
the regisler Lo the posting elivk, who shull Gl up columns (1) 10 '
(5) and reburn it to the D.C., clerk before the Tth of eweh month.
e D.C.B. elork shall watelr the receipt of the liste of nrticles
from the concerned soetion in respeet of sale indents charged from
lists in respeet of items for which
H.- -'?!IJ'i!l]
and

tiime 1o time and eall for the
lists have not boen Turmished by the concerned gection
fill up columps (6) to (S in the regste from time Lo time s
when the lists of articles are received and bill of vosts sent. A the
cortificate should also be furnished by the D.C.B. clerk and sub-
mitted o the Assistant Controller or other gnzetted officer 1o

charge of the work hy the 15th of each month to the effect bl to b
bills have been sent in respect of all sale indents charged, prior to W inde
the commencement of the month, previous to the month in which @ the-
the certificate is furnighed, i.e., the certificate furnighed by the | ther
15th of April should be in respect of all sale indents charged up 088 1o
the end of the preceding Februnry. B | ey
. It ] e

187 How supplies are made on the indents from Stores.— #8 :L;'E

Indents, balance slips and supplementary indents received in i,hi':' " unj
Stores from the Indent Section shall be charged without avoidahlé
delay and sent to the Stock Section for taking out the articles pasied

for supply.
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Lach indent shall be dealt with on one and the same day by
e several stock scetions of the Stores.  lssues Lo be made {rom
e unopened stock against any item in the mndent shall be noted
1 the remarks column of the indent. The stock clerks will take
out the articles to be issued from their scetions as lar as stock

rmits, note the quantities actually taken out i column (14) of
he indent and post the issue in the stock books concerned and iin-
press the words ** Out of Stock ', by mecuns ol a rubber stamp
against those items which have noL been igsued for want ol stock.
For this purpose the indent shall be passed on from stock clerk
to stock clerk unnl all the demands have been complied with,  The
indents shall then be returned to the clerk charging the indents.
The indent shall then be given to the clerk maintaining the balance
register for noting in the balance register the articles still due to
be supphied on the indent. The indent shall therealter be given
to. a warehouseman who will receive the articles from the various
gections and pack them for despatch. The packers will prepare
contents slips in tripheate to indicate the articles packed in the
consigniaent.  T'he contents ship shall be got checked by the ware-
houscinan specially deputed for the purpose and his certificate for
having checked the contents ship with the indent shall be obtaimed
on all the copics of the contents slip. 'The packer will then hand
over two copies ol the contents slip Lo the wirchouseman i chaige
of despateh of rarlway receipts and the indent to the elerk charging
the indent. 'The credit note shall be signed by the Assistant Store-
keeper.  The consignment and the eredit note shall then be handed
gver to the clearance clerk for hooking  the consignment.  The
cearance clerk shall hand over the rulway receipt Lo the ware-
houseman in charge ol despatehing the railway receints alter book-
ing the con&ltfnmcnt The lmlwa,y receipt along with one copy of
the contents S]lp shall immediately be dcxpatched to the consignee.
The other copy of the contents slip shall be transferred to the Indent
Section. The indent shall then be transferred to the posting clerk
for posting in Departmental Issue Register alter which the indent
will be transferred back to Indent Section. It will be the datv of
the Store-keeper to see that the handling of the indents at different
stages in various sections of the stores 1s done without delay.

138. Issue of articles from open stock to packers and precaulions
to be talen by them in accepting articles.—The clerk charging the
ndents shall enter in the register of charged indents, the name of
the packer deputed to pack and despateh the consignment who will

then receive the articles with reference to the quantitics passed in

the indent and initial the entries in the stock register. As the
responaibility of the stock clerk will cease after the packer has
senepled the issues and initialled the stock book, the packer shall
gnder no circumstances accept an article without first checking the
qantity and description with the indent. TPackets of articles
weeived from the Director-General of Stores, which have been

: gpened or are not intact when received, or which show signs of Liav-

ing been tampered with, shall be counted in detail by packers herore

S.M.—BA
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il taking delivery. Unopened packets of articles received from the

| Director-General of Stores and Paper Mills need not be opened §
and counted by packers before or after taking delivery.

)
139, Issues from bulk stoek to packers.—The packer deputed ldﬁ
pack o consignment shall pack the articles issued from the open o
stock in dealwood cases, baskews or gunnies as is necessary for the '
safe transport of the arficles to their destination. He shall then
take the indent to the Assistant Store-keeper who shall issue from
the bulk stock any full bales or reams or cases, i accordance with
the entries in the remarks column of the indent. The proceduye
prescribed in rule 137 supra, for loose stock, shall be followed 1n
the case of issues from the bulk stock. B! i
140. Relurr of indents and acknowledgmenls of supplies made.
—Tt shall be the duty of the concerned clerk of the Indent Section
or other sections to watch the rewurn of the certificate of veceipt of
the consignment from the indenting officer and to call for it if there
is any deluy on the part of the Indenting Officer and to take prompk
tetion if there is any complaint ol excess or deficiencies or breakages, ¥
141, Indents of offices al Stlate headyuarters.—In the case of
indonts of oflices at Htate Headquarsers (Local Indents) the Store:
keeper shall intimale to the Indenung Olficer o date on which an

i n anthorized agent should be deputed to take delivery of the articles

dy . from the Stores. The indents will be charged on the day on which i

- the authorized agent comes fo the Stores and he will receive the Hl]
articles from the Stock Section. Tle will golleet and bring them rlr

i to the clerk eharging the indents for a final chevk ol the avticles {]

oy with reference to the indenk and for preparation of list of articles .

t }| supphed. The articles will be made over to the aulhorized agent
after oblaining his acknowledgment in the indent.

142, Issue of paper, cte., to Government Press.—The Govern-
ment Press is anthorized to get from the Stationery Stoves all kinds
of paper, ete.. required for printing standardized forms and other
work relating to all Govermment Departments snd local 1 odies
For this purpose the Press Dranch will send an Annuaal Indent tod

' the Stationery Branch in the prescribed form. 'The Annual

[

! Indent will be passed by the Indent Section and transferred tol

i the Stores. As there are no facilities in the Press for storing {he |

i paper, the Press Branch s permitted to receive the puper in sid m
instalments. Ifor this purpose the Press Branch shall send separaté of

: requisition for supplies required for immediate use. The quantitie ‘ ¢t

I issued on the requisitions shall be set off, against the quantities A

ith passed on the Annual Indent. In order that the quantity piss
on the indent may not be exceeded, the quantities supplied shall bg

ftil§ . :
I.I watched from a ledger account maintained by the Assistant Btores !
il keeper in which the total quantity claimed and passed on the indent tor
il - ander each variety of paper is noted at the top of each page, 1

apart for each varicty of paper and the datewar supplies made
on requisitions received from time to time shall be entered, 'Th
requisition ehall be sent in triplicate in the form preseribed for the

— s L Yy TSI, e L == l“ it il '_._I'...-:‘“‘ i, t.‘.l‘.’.\_
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purpose. If an article asked for is nol snpplied or if a quantity
less than indented for is supplied, necessary entries should be inade
by the Stationery Stores in all the three copies of the requisition,
The requisitions will be sent to the Press along with the consign-
ment through the lorry stafl of (he Stationery Stores and the ori-
ginal copy will he returned by the Press Branch duly acknowledging
the receipt ol the articles supplicd on the requisttion.  T'he remiain-
ing two copies will be relained by the Press Branch for its purposes,

! nn the
opened

k_:»;:d 10

fe: Open
jor the
Jl then

. rlo’f‘ An advice showing the particulars of supplies of paper made Lo the
c¢ Witn Press Branch every day shall be cent from the Stationery Stores

xeedure

d to the DPress Branch, on the following day. The Press Branch
wed n :

shall return the adviee to the Stationery Stores duly acknowledg-
ing the receipt of the paper.  The Press Branch shall give at least

made. three days’ notice to enable the Siationery Stores to arrange for

Section transport and also to suggest and gel the approval of the Snperin-
e1pt of . tendent, Government Dress, [or supplying suitable substitutes if
[ there . particular items requisitioned are ont of stock.

Jrotupt

143. Periodical checls on stores and accounts.—Nothing causes

kages, ‘ } . . . .
- greater dislocation in the working of the Stationery Department or

ase . . . ey .
(‘ﬂo of greater inconvenience {o Tndenting Officers, than that any article
vLare- :

should be out of stock. 1In each article six months’ stock calculated
on the basisx of the average of the annual consumption of three pre-
vious years shall alwayvs be maintained.  T'his represents the re-
quiremenis {o meet the demands of indenting officers to whom
supply is  due in cach quarler and three months’ reserve stock.
This will be the minimum stoek to be noted in the stock hook in
the space provided for the purpose in the pages of the stock book
allotted to cach article.  To ensure that the minimum stock is
always maintained, the Store-keeper shall send on the first day of
every week a statement in duplicate showing the article the stock

ich an
wrticles
which
ve the
¢ them
irticles
irticles
agent

overn- of which is helow the minimum stock.  One copv of the list will be
kinds kept by the Section Head of Tndent Section.  The other copy will
other be kept by the Manager and ho will take steps for replenishment of
codies, stock. The Store-keeper shall furnish to the Controller through

ent to the Manager bv the fifth dav of the Tast month in ecach quarter
\nnual a list of articles which are below the minimum stock and the

red to

Manager shall note against each item the action taken to replenish
1g the

the stock of articles the stock of which hias run below the prescribed

smal] minimum. The Store-keeper shall once a quarter, i.e., by the 15th
parate of the month following each quarter, furnish the list of articles in
ntities the stores which are likely to become a dead stock for want of
ntities demand and obtain orders of the Controller for their disposal.
passed NotE (i).—The minimum stock to he noted in the stock hooks shall be
wll ba furnished to the stock clerk by the ledger clerk.

Store- : (ii) Articles for which there has heen no demand for more than one
mdent year shall be treated as dead stock unless there are special reasons not to
;e 1. ' treat them as such.

Wy

144 Quarterly verification of stores by the Store-keeper.—The
Store-keeper shall once a quarter, verify 25 per cent of the stores
with the bulk and loose stock registers, By the 15th day of April,

mades
The
or the
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July, October and January he shall submit to the Controller a certi-
ficate of his verification together with (1) a list of excesses or defi-
ciencies found by him and (ii) a list of articles which have become
damaged or unserviceable or are likely to become damaged or un-
serviceable. The Controller of Stationery and Printing shall care-
fully investigate the facts and where any deficiency or damage is
attributable to carelessness shall recover the cost from the olficer
responsible. Iixcesses so reported may be adjusted and deficiencies
written off within the sanctioning powers of the Controller of
Stationery and Printing, as defined in rule 45 of the Manual.

145, Posting of issues of stationery in the departmenial regis- F'

ters.—As soon as indents, etc., are received by the posting clerk &
under rule 137 supra, he shall post the issues in the departmental §
registers concerned and rcturn them to the sections concerned ¢
through the clerk ¢harging the indents to enable the concerned sec-
tions to wateh for (lie acknowledgment from the indenting officers.
It will be the duty of the Store-keeper to see that there is no delay
in posting and rebransmission of indents to the sections concerned.

148, Posting of issues in the daily totals register and in the
ledger —Wliem the issues for the day in the several departments f
have been posted and the total for each department struck the post-
ing olerk shall post the daily totals register; the cntries therein
ehall then be totalled, compared with the issues in the stock-hooke
and the register handed over to the ledger clerk for posting the
ledger. Tt will be the duty of the Store-keeper to see that there is
no delay on the part of the posting and ledger clerks and report
to the Assistant Controller any slackness on their part.

147. Monthly reconciliation of day-boolks.—At the beginning of
each month, the balances appearing in the ledger on the last day
of the preceding month shall be compared with the totals of the
balances appearing against the same date in the bulk and loose stock
registers maintained in the Store Section.  The ledger clerk <hall
he responsible for the correctness of the verificaion and shall by
the 10th dav of each month, submit a certificate of his verification
together with a memorandum of adjustment, if any, to be made in
consequence of wrong postings in the ascounts, for the sanction of
the Assistant Controller. The memorandum should specify clearly
in what accounts the adjustment is to be made. After an adjust-
ment is sanctioned by the Assistant Controller it will be the duty
of the Store-keeper to sec personally that it is carried out in the
registers. f

148, Preparation of price list of stationery arbicles.—I%or the
purpose of valning the stationery supplied by the Stationery Ili.'-
partment a price list shall be prepared by the Acconnts Section
annually and printed at the Government Press in Royal Octavo size
(0-7/8" 3  8-1/87) ently in each offieial year, 1.e., hafore the end
of Mav. "The ITead of each department shall inform the Controllor
of Btationery and Printing not later than the 98th Tchruary, the
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1. tpumiber ol copies ol the price list he requires for his own office and
- for offices subordinate to him.  In the preparation of this list, the
ne Accounts Section shall be guided by the following instructions :—
- (@) In the case of articles received (rom abroad the price of
L~ each article as given m the latest mvoice shall be converted into
i rupecs, al the average rate of exchange, prevailing on [lirst April
| as ascertained [rom the Accountant-General plus the following oan
s © haccount of retght, customs duty, cte. -

of g Freight. —1ight per cent of the invoice value of the article

cor the actual freight noted in the invoiee when the invoice relates
v © exclusively to one witicle. Director-Geneval’s departmental charges
—3 per cent, Customs duty, if any, paid on the goods.

.IL} a4 ~One percent of mvoice value to cover handling charges
. till delivery ol the article info the Stationery Slores.

:Ld (0 1n the ease of paper oblained [rom Indian mills against
i, the allocation given by the Direetor-General of Supplies and Dis-
. posals, New Delhi, 3 naye paise will be added to the running con-
W tract tate per pound to cover freight and other handling charges,
4 gntil the paper is brought to the stores. Owne per cent of (he
I | "eontract rate will also be added to cover the Direetor-General’s
s i TDepartmcntnl charges.
st '

(¥ T the ease of witeles purelasod Tocally cither from privide
L 1 firms or other Govermment Departments the actual price paid shall

ke he taken asx the vidue, when the price s Tor Iree dehivery Stationery
he Store<.  When the price paid is on ierms other than free delivery
5 Stationery Stores, b per cent of the price will be wdded o the price
o, paid to cover fretehit amd other handling charges in computing the
value of the witiele,
of () In the case of all articles, whether oblumed from abroad
lay or purchased Jocally, which are supplied to officers, whose .indcnl.s
he are to be complied with on payment or adjustment an addition of
ek 91 per cent should he made to the prices in clauses (a), (b) and (¢)
all above to cover departmental charges.  Once per cent of the value
by L of the articles will aleo be added to cover packing charges in (he
an case of mulnsaal mdents, Twentyv-one per ocent departimental
m charges need not be Tevied on the stwtionery supplies (o the 0 Ry
of . Bhavan T, Comptroller. Governor's Hounschold and his establish-
rlv ment and Swgeon and his establishment.
ist- R (¢} The rates shall \3:‘!:1‘!.'1”‘-,' he worked ont o the nearest
ity paya paisa, fractions half and less than half a nays paisa being
the enored and fractions more than hall being rounded fto the next
higher nava paisa.  Buof in eases where the porfion to be omitied
\ formg 0 v Im]'i_inll ol {1he f‘:'zu'-' of the arbiele the rates <hall
J.: be wo.rked out for larger units, . Tl1c issue rates of articles such
ol 18 Wlute printing, unbleached printing, coloured, ledger and other
His papers and straw boards, etc., as ave purchased at a flat rate appli-
) leable to each class consisting of several items will be Yvorked out
[ with referm.we to flat rate for nlllgo'od_s in (.mch c}ass irrespective
(he of the consideration whether any individnal iteins in any class are
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purchased or not during the supply year. The price list shall con-
tain the price of all articles which are in stock on the first April of me
the year, besides the prices for the articles to be purchased during .
the year. New items purchased during the year shall be included .
in the price lisk by issue of addendum slips as and when purchases
are made. ! j

_ How bills for stationer) purchased to be paid.—When bills

for the purchase of stalionery are presented for payment the pro-
curement section shall check them with reference to the Committee
book and agreement entered into with the contractor to ascertain
first that the articles have been brought to account and secondly
that the contract rates have not been exceeded. The bill shall then
be transferred to Accounts Section for passing along with the con-
nected files. The Accounts Bection will also make a second check
to see that the article has been brought to account in the Com-
mittee book and that the contract rates arc not exceeded. The bill
shall then be passed by appropriate cndorsement on the bill and
noting the fact in the Commitlee book against the relevant item.
Payments shall be made by drawing contingent bills. In the casé
of contractors at the State Headquarters the contingent Bill ghall be

endorsed in favour of the contraclor or any financing bank, which {
has been legally empowered by him to receive payrment. The con-
tingent hills shall he signed cither by the Controller or any other art
Gazetted Assistant to whom the power of signing contingent hills fin
is delegated by the Controller.  'The contingent hill with the sup- oni
porting vouchors shall then ho made over to the payee in the ity art
- for precentation, al the office of the Pay and Acconnt Officer, T
Madras. In respect of contractor ontside the Btate Headguarters s
but within the Madras State (he contingent bill with the supporb: tur
ing vouchers shall be despatehed to {he payec by registered post for
acknowledgment dne for preseniation al Government treasuries
concerned for payment. An advice shall at the same time be sent art
i the Pay and Accounis Officer. Madras, or the Treasury Officer an
concerned. as the case may he, giving particalars of ihe hill, It Q.
the case of coutractors ontside the Shate of Madras pavment
ta two or more conlractors moy b included in & single bill a1 o,
cheque oblained from the Pay and Aeccounts Officer. Madras, fof il
the amounts due which shall be sent to the Reserve Banl of Tndia, a1
Madras, for the issuc of demand drafts or remittance transfer re- el
ceipts in Tavour of the contractors or any finaneing bank which has bol
been legnlly empowered by them to receive the payment for the ih
amonnls due to them, Tn case of aupplies mada by other depart- £lij
ments of Government, in which the bills are received in triplicate, Lhe
the original and duplieate copies ghinll be returned duly counter il
giened to the officers concerned.  The amounts in respect of such \
bills are adiusted in the accounts of the Stationery Deparbment b |
directly by the Accountant-General on receipt of countersigned bills \l'(;jl
from the supply Departments. Tn the case of paper supplied by lTni
Tndian mills on supply orders placed against running rate confract Co

far each year enfered into by the Director-Cieneral of Supplies and
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Disposals, New Delhi, with the various paper mills in India, pay-
ment is made by the Accounts Officer of the Directorate and debit
passed on to the Stationery Departinent through the Accountant-
General, Madras. 1t shall be the duty of the Accounts Section to
watch the debits raised in the departmental accounts from time to
time. Mo ensure this being done, a register in the following form
shall be maintained in the Accounts Section. Copies of bills sent
by the mills to the Accounts Olficer shall be called for from the
Indian mills by the procurement section and transferred to the
Accounts Section for noting the relevant particulars in the prescribed
register.

FORM OF THE REGISTER TO WATCII ADJUSTMENTS OF PAYMENTS

MADIE FOR SUPPLIES OF PAPER BY INDIAN MILLS.
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150. How unserviceable articles to be disposed of —All such
articles as the Controller with reference Lo rules 143 and 141 supra
finds to be no longer required or to be unfib for issuc shall be ab
once scparated from the main stock and kepb in the register of
articles sel apart, for auction 8.8ty. 57 and dealt with in the manner
laid down in the rule 153 infra.  All arlicles condemned and noted
as “* condemned and set apart for auction *’ in the register of re-
turned articles shall be entered in the register of articles set apart

for guetion (8. Sty. 57).

@ How articles returned by the officers are dealt with.—All
articlés retirned to the Stationery Department under rules 59 to 62
and rule 87 of the Manual shall be entered in a register in form
S. Stv. 56 which shall be maintained in the Stores. The articles
shall at once he examined by the Assistant Controller and if they
are found to he good and fit for issue shall be added to stock bv an
adjustment slip bearing the serial number of the entry in the register
of returned articles. The transactions shall be posted in the stock
register as deduction from issues. The adjustment slip will then
be transferred to the posting clerk who will make a similar entry
in the Departmental register concerned and refurn the adjustment

slip to the clerk dealing willi the correspondence, for filing with—
the connected papers. Arficles which are not fit for adding to stock
jter. will be dealt with in the manner Inid down in rule 152 infra.
f’:fh | 152. How damaged articles to be disposed of. —Articles of sta-
:f]i']?:  tionery including cyclostyle machines which are unfit for reissue and
| " which cannot be economically repaired and which are returned
.'w-t under rules 59 to 62 and 87 will be- condemned by the Assistant

Controller and set apart for auction.
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vy, 188, Sale of unserviceable and other articles by public auction.—

;Asgistant Controller shall arrange for the sale in auction once
Yuarter. of all articles entered in the register and ordered to be
treated as damaged, unserviceable, or not required for use, and
obtain the orders of the Controller for confirmation of the sale. |

164, Quarterly certificate regarding the disposal of damaged

- articles.—The Assistant Controller shall once a quarter certify in

the remarks column of the register of unserviceable typewriters and
the register of other condemned articles, that all articles returned
to the Stationery Department have been disposed of in accordance
with these rules. [

. 188s Annual Stock Verification.—The stock of stores in the
Btationery Btores shall be verified each year with reference to the
balances appearing in the stock registers maintained in the store
section on the date of verification by a gazetted officer appointed by
the Government. The stock verification shall commence on or as
Boon as possible after 1st April. The period of stock -verification
ghall ordinarily be six weoks. During the period of stock verifica-

. tion the issue and receipt of stores from and into the section, under

stock verification shall ordinarily be suspended. DBut urgent de-
mands will, however, be complied with-only under the special orders
of the Agsistant Controller. ! ‘

158. Receipls of stores prior to stock verification.—In order to
facilitate the annual stock verification, it is desirable that the stock
of various articles in the loose stock section is kept ay low as possi-
ble. To this end, stores from the bulk stock shall not be trans-
ferred to loose stock unless they are required for issue prior to
the commencement of stock verification. The dates of supply of
articles by contractors shall also be so regulnted ns to avoid delivery

.of stores by the contractors during stocl verifieation period pnless

such articles are required to comply with urgent demands.
187. Store
eave of ‘he sl

leys to be kept scaled during slock verification.—The
TR POTLY v UTEr Yoriment | |
paled 1 a bag or cover, at the end of each day th | i
done an the Iresence Ol thr Btore l-'_l_'l'!l!_'_'_l' ;_:].1 [||-' .“:.'r_a: !-‘ I':‘-' 5
Officer. The senled har or cover shall be opened in the presence ol
the Store-keeper and the Stock Verification Officer every morning
just before the commencement, of work of verification of {he stock
section. The procedure shall be adopted until the verification of
the section is compleled.

188. Verification of loose and bulk stock by Stock Verification
Opfficer.-—The entire stock in each section shall be verified before
passing on to the next section, first the lyose stock and then {he
hulk stock. '

180, Verification of intact bundles, etc.—While checking the
loose stock, the Stock Verification Officer shall proceed to the several
racke and almirahs in which.the articles are stored and examine
them there. If the lopse sfock consists of baxes, packets or hundles

R s o U T W 44 Dty
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of a uniform size and with their original packing intact, 1t shall
suffice il the boxes, packets or bundles ure counted in detwl and
5 per cent of cach particulir class selected ab random opened and
tested. All broken boxes, packets or bundles shall however be
verified in detail.

180. How bulk stock to be verified by the Stock Verification
Officer.—The bales or cases of cach partienlar class ol article in the
bulk stock shall be counted in detail and at least onc bale or case
of every kind of stock, shall be opened and examined.  But when
the number of bales or cases exceed one hundred, 1 per cent of
these shall e examimed.

161, The entry in the stock registers to be made by the Stocl
Perification Officer in red ink wilh initials and  dale under each
item.—Ag he cheeks each particular arvticle the Stock Verification
Officer shall in his own hand enter in red ink, the quantities actually
found by him in the stock register concerncd and shall initial and
date every such entry.

162. Preparation of excess and deficiency statement.—As the
stock verification proceeds, a statement showing in one view, the
book balance, the balance actually found by the Stock Verification
Officer and the difference, if any, with ils valuation under each
head shall be posted daily by the stock clerks, verified and aceepted
by the Store-keeper and checked by whe Accounts Section and the
Stock Verification Officer shall he vesponsible for sceing that this is
done.

163. The stock verification report to be submitled to the Con-
troller of Stationery and Printing for transmission to Government.—
At the close of the stock verification, the Stock Verification Olficer
shall counterkign the statement referred to in rule 162 supra and
submit it ta the Controller of Stationery and Printing, with his
remarks and with a certificate in the form noted below (—

“ 1 herchy certify that T have personally verified by actuoal
counting . the stock of stationery in the Stationery Store with se-
lerence ta the halances appearing o the date of verification of the
several 1tems in the stoek registers maimtaimed in the store seetinn
of the Stationery Departiment in accordance with rules 158 to 164
of the Stationery Manual.

I furiher certily (hat there are no other articles in the store
rooms which have not been examined by me and the list of excesses
and deficiencies herewith submitted is a true and complete list of

“all variations between the balances appearing on the date of veri-

fication and the stock on hand on those dates.”

164. Date of submission of the report of the Stock Verificalion
Officer to Government.—The Controller of Stationery and Printing
ghall submit the report of the Stock Verification Officer with the
statement of the excesses and deficiencics with any remarks he may
have to offer, to the Government hy the 1st of August at the latest,
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165, Adjustments of cwcess and deficiency in the day-books
owing to stock verificalion.—After the stock verification is over the
stocks as reported by the Stock Verifieation Officer shall he adopted
qu f:ha stock registers and ledgers thus '‘ as per stock verification |

~ 168. Preservation. of records—The records mentioned n the
list below will be destroyed after the periods prescribed against each,
subject to the instructions in Article 326 of the Madras Financial

Goda, Volume I :— 5 1l
Description of record. S Authority. Rl

i '} : YRS, !

Pay bills and when maintained soperatoly, 36 )

acquittenan rol's for pay nnd allowanoes (ofhor
than trvelling sllownnes) of CGovernment
gorvanta Mr whom no  ostablishmont  returns
ara subrnitted or no sorvic books or anrvico
rolls are maintpinod,

#Pay bills and, when maintained grparatoly, 6
noquintanos rolla for pry and allowances (othor
than teavolling  allowanos) of Govoriment
gnryants [or whom eatnblishment returns aro { Article 320 (bi,
gubmitted and servien books or rolls main. Madrag Fin- i.
tained. anoial Cods,

Poay billa, and when muintnin«l  separntely, 45 Volume I.
sequit anos volls of Clovernment porvanbas In
Tt graila sorvice.

o

Rogisters of contingont axpenditiro 8
Rub-vouchors AP iy o 3
Detpild hmlgnl- oatimntos of nnoffico .. - ;3
T.A. bille and acquittanes rolls relating to LA, 3
Btatemants ol monthly progrossive oxpenditure 2
and ewreanondence rolubing lo disoropancy
! in the fleures. . J
Registor. of choques received .. - .. 25
Onsh hook .. .. . . 5N .. 26
Rogister of nndisbursed pay, oto. . .. 10
D.C.B. bill files . .. o i 10
D.C.B. registers .. .. .. .. P 10
Attowdanse regivter .. .. .. .. 3
Onanl lowws mgn ar ) o ! as 1
Annual esteblishment retor ) - - 86
Pounsion cnsos (including tho servion hooks an:d 25 ]

lenve socounis atinohod to thom) in which
invalid or compensation ponsions have biven

senctioned,
Other pension cases {including the service books 5§ years after | Artic'e 326 ()

and leave acoounts attached to them). - the retire- of  Mundres
mend of Financial
the Code, Volume
Govern- L
ment ser-
vant con-
corned.

* Before the hoad of an offico allows any poy bills or acquittanco rolls
to be destroyed, he shonld take care to satisly imself that (he procedurd
in regard to the mainfenatce and verification of service books preserthed
in subswdiary rules 6 and 12 undor Fundamental Rule 74 (o) (iv) Part 11l
of Annesure IT of the Madrus adition of the Fundamental Rules hasz been
ntrictly followed in regard to thase pay hills or sequittanca rolle,
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Note 1.—Service books and other papers relating ta a claim for gratuity
should bo retained  until the claimant, attnins 55 years of ape or dies,
whichever is enrlior and also until final orders luwve been passed on “the
olaim.

Nore 2.—In regard Lo servico books of Government servants who liave
beon dismissed ov dischavged or liave redigned or dicd whilst in servieo, sre
rales 14 to 16 of the subsidinrey rules under Fundumental Rule 74 (a) (iv)
cantaned in Pavt ITL of Annexure 1T of the Madras edition of the Funda-
mental Rulea,

Deacription of record. prf:elgggt?gn. Authority.
YRS,

Distribution register .. 33 i 6 ]

Fuoir copv register .. . . 3

Deapateh by post and local delivery book, 3

8tamp account .. . - o 3 .

“aounity register . . .. .. .. 10 yoars provi-
dod all tho | Apprudix J, Distriet
valnables Offioo Manud,

ontm:qd there-
in have' boen
duly. aecoun-

tod for, -
Poriodicn] register s o - 10
Call book .. i o . Ve 3 J
! ftook book of cheque hooks .. ats '10
g Tecord igsue register .. e Ms 3. Appondix  J, Distriet
¢ Oflien Monugl,
§toqk book of stationery and forms .. 10
Sock book of furniture ve .. Pormanent,
Stock book of price list 3 , .
Porsonal r gisters 6 Appendix ' J, Distriot
Artonr list - . -t - 3 Ofoe Munnal,
Running mot file 'o tho porennal and 3
pariodion| rogistors other than special
rouis ori.
R. Disposnl v e ot .. Pormunont
Paracraph 109, Distrios
: Offioe Manual,” ' -
D, })lsilunl\] 2fa v i i 10 .
Lodge dispoasls .. i 1
Transgt 3
Ledger of 10 A
Departmintal ssae rrgintor end m.i.ster 10
of daity totuls of issues of -tation-
ory.
Rogister of articles ordered from 10 o
) 4 sbroad.
! Tgator of  typewriters, duplicators 10 ey
. o other mechines received.
| Registor of outgoing consignments .. 10 LTy
. Jugister of returned articles .. 50 10 i e
Rog stor of 6riclos sot. apart for 10 e
auction.
 giationory Committee book .. “E 10 i
Regisior of allrecelpts of consignments 10 AT
in atores. !
Bulk atook book . . % s . 10 Pt

Loos stock book e e . 10 XY .
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Perlod of
Pescription of record. prcsbuy;'v)ubl%u. Authorlt .
YRS
Si.ore rogistor a0 ol A T 10
{lodown voucher book .. od of8 10
Intra Storo 'Fransfor vouchers., . b 10 T i
Balance registor .. .. . r 3N 4 .
Register of purchases made from b
contingoncios,
Poriodical progross reports of difforent 3 Sti
sections in ato.cs. in
Lorry log boolkc .. 50 50 ‘e 3 Fafuis . a1
Reogister showing hour, otc., of honding 1 ViR dijf
over and taking back socsled bag
containing sto o koy. An
Credit notes issued for consignments .. 6
Attendance register of ma doors, ebc. 3 T !
Pay bills and acquittance rolls of 45
mazdoors and other store  staff
excluding ministerial staff. :
{1 Contractor’s agreements for supply of 10 Pnels ' 1:
stationery.
Prosuremont vogistor .. - e 5.
Register showing list ol  urticles o
| aucti nod.
Cheels registor of ordors and  supplics. 10
Offico copios of con ignoo recoiply . h
Clothing indont files .. bR i b
Registor of elo*hing indont . 3
Register of clothing ordors .. . 5
Indoent register .. 55 8e 00 14
Registor of ghort rocoipts o0 I 10
Stationory indent files .. a6 e 10

Register of pormanent numbers ausignied  Permanont.
to typowriters.

Registor of Joan mnchines

Register  off cvpowrifer, supphed
Gazetted Ollicors,

Ropister of unsorviceable typowriters, IPormanont.

F. files of typewriters and duplicators. 5 yoars ufter date
of cordemna-
tion of the
muchine,

| R——
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Of the Assistant Controller of Stutlonely and Prmtmg
Of tho Committco membors
Of tho Hoead Accountunt
Of the Assistant Store-koopor

OFf the Store-keoper

Of Countorsigning Officors via
Of tho Ledgor Clork .. e o
Of the Packery . s ;

Of the Posting Clork .. o o
Of tho Stock Clerks ..

Of the Stock Verifieation Ofﬁcm

OF tho Controller of Stationory nnd Printi mg

Of Hoady of Depnrtmonts

E
Limprins —
How -— in mufasanl officos to ho doalt. with
How —— in Stalo hondqunrters offices to bo doult with
Return of -~ to Stationory Dopurtment when dosired

EgrimaTis-—

Annual — from officors
Budget — preparation of

EXCESS-—
Statemont, of - - and doficieney in stock vorifiention
Supply in — of demand to be reported at onco .. .o

Supply in -— of orders to ho rejectod
Troatmont of — - discovercid during qunrtm]v verification . .

FEXCHANGE OF STATIONERY—-
Conditions for the grant, of .. 50 . 50 a0

EXPrENDITURE—-

B |

RULES

112 (d) '
131, 133, 154.
128, 129,
149
118, 120,
137.
121, 127, 1317,
144 and
1405. Vi
.. 30 P
. 147 4l »
137, 13% un:l
139.
145 ond 146.
162
Lokl

,(" 'I. _.| lll|'

.). 30 uml
l!ﬂ

47
.. 47
o 47
N 3
- ]6//

162

43

120 /
6h and 144.

o1

Duty of Controller of Stationery and iinting in cases of

unusual .
Duty of mdnntmp officors in enses of unns‘nl

F
1M1 AT i CasiH—
Authorilies empowered to amend the scalo of
Deseription of -— to bo slockod
Muanufaeturs of —~ in officos prohibited
Purpose for which —- sliould bo used
Repaim and renewals of

Scnlo of supply of — and lué)(-ndum to bo  follow: | Ly indenting

officors . . .. .. .. .. ..

I'0RFOAST- ~
Of oxtrnordinny domands .. .. .. .. ao

Forms—

Annual indent for Stationory forms to bo wsed for
Forma specind to Stationory dopartment and their speeimen

A L o g s -

36
34
38
34
7

35

’

167

18
167
(Annexurc C)

|
)J
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v TS

INDEX

INDENTING OFFIOERS—

Stock book of — to be examined by Controller of Stationory und
Printing .. .. . ..

Who — are supphod on puymont

INoENTS— .
All should be priced o r = T .
Care in the preparation of .. B ..

Cmrcqpondenco relating 1o .

Discretion of Controller of Stntwnmy und l’lmiuug wg,m (Img
supplementary .. .. .

How local — are comphud with

How supplies are mado on

Instructions for checking

lesuo of puper to Govornment Pres

Passing of — by Assistant tuutml]u

I‘n_\'rm-i.l - peabrietions impos sl om .

Procodure to be adopted in respoet of hulomdonts

\up;-'lu mentury - <instmwtions for se ll(lmg 111

Transfer of — to stores
Value and dnle of provions — ~ 1o bo ontered in all indontss
0
(BIECTION—
Prompfiitude inroplying to — by mdonimg officers in tho State
headquarters . 5 . o
OFFICERS—

Authorized to indent for stationery froe of charge
Authorized to indent for stationory on panyment or nd']uutmon(
By whom certiflcates of vorification should be sont

P
PacxAagrs—

Actual woight to bo noted whon taking dolivery

Open delivery of — whon to be taken . . . .
Oponing of — in the prosonce of indentling officor o
Opening of --- should not. bo mado over to Ministorinl offlcers

PACKERS—
Booking of consignments by ..

Issue of articles to .
Prepuration of eredit noto lw

Parer—
Accounting of consigniments
Lxnmination — by Committec memboers
Sanction of Government to hoe obtained beforo puu huso uf

PowERS—-

Financial — of Controllor of Stationory and Printing

Of an officor holding more thun ono post ..

Of certain officers in respoct of articles not pxowdcd for in
Appendix I .. .. . 50

Of officors to writo off lossos

Of Controller of Stationcry and Puntmg in reqpc(,t of gt o.’uonery
indents .. 50

Regarding wmendments to tho qmilonely Manual .. oc

Price LisT—

Date of publication of .

Proparation of — for stntlonexy .. .. .
Supply of copits of .. .. . . _—
Working of rates for tho : .

157
RULEN
3
14
28 g

19 Tnd 29.
130

W B

{6 and 141,
137
132
142
133
15
136G
32
134
27 .

13 (i).
14
54

40
40
41
12

137
138 and 139,
137

12%
5 (ii)

148
148 .
28
T8



158 INDREX

P—ocondi.
- 'PROGRAMME OF SUPPLY Por SraTroNuzmy
PuroHAYE—-

Locnl purchases by officors forbidden
Petty purchascs of stutionery o -
Specidl purchuses in India .
Through the Director-Gonernl of Stores

R
Rarps—

Of departmental charges levied on sale indents
Of departmental charges lovied on salo of typowriters
Of interest chargeable on advance to typewriter

Rrcpipr—-

All ontries in stock book and lodgor 1o he attes(ed by Store.

koepor or

Entriexin committeo hook nnd ledgor nnd stock books should beon

the snino date
Rroonrns - -- Presorvation of

Ryponrs-—

Ixtrnardinney domands  Tor Judinn - or foroign nrticlos to he

repocted to the Controller of Stationory und Printing .
Reparding nholition or ereation of oflices . L.
Stock Vorttontion - date of subijssion to Government, . .

RreenrietiNTATIONS -~
In regurd to senle of supply

S
NANCTIONS—
How to bo communiented 1o the Conlroller of Stationery and
Printing
SECURITY- -

Assistant Storo-keopor should furnish R, 2,000
Cichekeoper should Tarish Tis. 2,000 .
Stock clerks should furnish personal — of Rs. 250
Storo-keeper should furnish Rs. 5,000

NTATIONTRY —

Disposal of -~ supplied (o temporary stadl
Teonomy in tho use of . .
Extent of rosorve stocl of - to be lopt
Stock book for -— how to ho kept
Verification of stock of .

STATIONERY MANUAT, —
Altorations in Lhe rules of the .. b
Amondmonts to tho - - to he jssued once n year |
8TaTIONERY OFrick
Accounts Soction - - dutios of
Forms and rogistors usad in the

Functiony, in brief of the
Indent Section, duties of

Roports and roturns due to
Roports and rotwrng duo from

RULES

148 (d)

68 (ii) : rJ

137 i s

126
166 |

i I

164 ﬂll
|

1"

:,_._
O

104~ !
107 . L || '

112 (g) and
162,

167

1

131, 132
134.

167

167




INDEX 169
RVLES
] A o 8—cont.
Brock+—
Annual verification of .. 155 -
. Arrangement of bulk .. 118 _—
 Arrangement of loose . .. " S 118
Certificato of sufficienoy of 143
“Result of verification of — to whom 1ep01 ted 86 -
" Quartorly vorifloation of — by Storo-keepor " 144
STo0K-BOOK—
Basis for entering average annual consumption in 66
How supplics to subordinate officos to be rucorded in 57
; Inspeotion of — in subordinato officos . 57
STQCK-VERIFICATION—
“f | Duration of 166
; 155

i | Receipt and issues duung —-'to bo sunpendod
* " Rules for . . o .

!, §TORES— ! ’

Aceountimg of printing and other papers
Acknowlodgmoent of imported stores roogivod
Alumkmm 1t of slores s
Excess supplies of — how to ]JH lmu,ln d
Tniported stores — roeeiph and neconnting of
Indinn made — how recoipled .

t| Periodical checke on .. o e - o

TENDERS—
Issue of notices calling for ..
. Publication of — in the Fort St. Gcorge Gazette
Pubhoa.tlon of — in.Trade Journal ..
| Hettlement of .. .. .. .. i

Tyrpwitirens
Accessovien for privaty —, supply
Acvessories for pypowrilor, use ol
Advanece for the purchaso of .

Condition of supply of — Lo Bducational Tnstitutions
Fireit ynp‘iu]\' of . o ..
Guzstted Ofiners' pemonnl nse, supply of

Mothod of supply oi

alloe 1| il [ &l on Tt
Patter af {ypiews SOk e ) TTATH
Purposo for w hich typoweitors npe sppplie |
Hepajrs to e . .
Itibhonys for — eolour to be uned
& Seonond-hiand, lending of : A ; . .
Seleetion of pottern of —— 1o bo done by the Controllor

Stationery and Printing .. S
Transport of fiypawriters e -
Up-keqp of type writers by typists

U

Uwite or INDENT AND SUPPLY—
i

with

Htlb-\i'qur\uf CorTe llum in — enn |1e carried out by Controuer of

Stationery nnd Printing .. .

¢ Constitution of epntres for — roquires sanction of Government .
Tndents received only from n\wlymzod — should be complied

e

eJ-f'

157 to 163.

128 . ,
125

117 .

129

121 and 122,

126 (a)
143

~ l

“4’./
14
114
1A

76
R
tis (if), 69 (i)

rlm!. T0.

(]

]] urul O7
B8 (ii)

G4

i

81 and RZ,

s
137
13

13~
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