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THE OFFICE MANUAL
FOR THE

WORKING OF THE TECHNICAL DEPARTMENTS

OF THE

COCHIN GOVERNMENT PRESS.
—_—

CHAPTER 1.

GENERAL RULES.

1. DEPARTMENTS OF THE PRESS.—The DPress is divided into
seven departments, viz., (1) Composing, (2) Reading, (3) Press and
Machine, (4) Binding and Ware-house, (5) Foundry, ~(6) Stores
and (7) Account.

9. TMPLOYMENT oF YOLUNTEERs.— Volunteers may be employed
in all departments, provided that the total number of such volunteers
does not exceed six. In the composing department they will work in
the typestore until they get themselves acquainted with the work,
when they will be put on to assist in the composing sections. As
opportunities occur and the volunteers are sufficiently advanced, they
will be brought on to the establishment of compositors. In other
departments they work as learners, and will be allowed to earn as sub-
stitutes when they have studied the work, until they are brought to
the establishment list as vacancies oceur.

3. THoums oF ATTENDANCE.— The hours -of attendance in the
Press shall be from 11 A. M. to 6 . M.

Taceptions.—The typecaster and the stereotyper shall attend 15’
earlier, and shall leave office only 15" after the work is closed to seeto
the fire being put out. The peons should, unless they ave sent onb on
duty, leave office 20" later. But, in case they are sent outin the
evening, they should return to office as early as they can, so that they
may be back in time to close the office. The printing foreman should
be present at the time of opening and closing the office, and must see
that all doors and windows are properly closed. Ordinarily the office

must be opened at 10-30 A. M., and men who have not been ordered to
B



2 THE PRESS OFFICE MANUAL [Crar. L.

work overtime shall enter the work rooms only at 10-45 A. M. When
there is overtime work in the morning, the printing foreman shall
have a meal time of one hour between 12 and 1. No one should leave
work without permission before bell rings.

4. Tate arrspaxce.—Men on task work who are late by 30’
or more without sufficient reason, will be fined half anna for each such
late attendance during the month. The same deduction will be made
for every three late attendance of 10" and under 80’ in a month. Per-
manent men except the clerks and accountants, whose total late
attendance exceeds an hour pri month on the whole, will have all
their late attendance totalled up, and pay deducted at 1% hours for
every one hour late. Except when they are not eligible for casual leave,
clerks, accountants, etc., are not fined, nor is their pay deducted for late
attendance, but their late attendance will be converted into leave as
follows:—For every four times of more than 10’ and under 80', or three
late attendance of 30" and longer, or one attendance of two hours
late in a month, one day will be deducted from the leave due. Men
who come late frequently, are liable to suspension or dismissal in
addition to fine.

5. OVERTIME ATTENDANCE.~—When necessary, sections or indivi-
duals may be asked to work earlier or later than the usual working
hours and men refusing to work at any time or neglecting to attend
as instructed will be punished with fine, suspension, or dismissal, No
one who has not been ordered to work overtime in the overtime order
book (Form No. 37), shall be allowed to remain in office during over-
time working hours. The rules regarding late attendance will apply
to overtime also, with the exception that fines will be imposed on
men eligible for overtime allowance, for late attendance, only at the
rate of half anna for every late attendance of 30' and longer, or for
three late attendances of less than 30" at a time during a month.

6. REecorp oF ATIENDANCE.—Clerks, accountants, examiners,
etc., should note their attendance themselves. The attendance of com-
positors, printers, binders, etc., should be marked by the printing
foreman, or, in his absence, by the head clerk. Iate attendance
should be marked by the printing foreman in red ink.

7. LEAVE.—(¢) Men who are allowed to draw full overtime fees
are not eligible for casual leave. Men on task work are not eligiblé
for any leave carrying allowances, except leave on medical certificate.
In the case of examiners, foremen ec., who.draw full overtime
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allowance, privilege leave on full pay will not be granted for more than
one month at a time when a substitute has to be appointed. Others
are eligible for all kinds of leave, under the Cochin Service Regulations.
No leave can be claimed as a matter of right. Casual leave cannot be
granted for more than five days ab a time without the Secretary’s
sanction.

(6) Sick Leave.—In case of actual sickness, leave on half pay
may be granted to the task workers on production of medical certifi-
cate, their average earnings for the past full six months being taken as
their pay for calculating leave allowance.

8. TEAVE DURING OFFICE HouRs.—Leave during office hours will
not be granted except in case of sickness or urgent necessity. In
such cases applications should be made previously, and no one will be
allowed to leave premises before the leave is granted by the Press Sup-
erintendent, and the leave memo in Form No. 39 produced before the
printing foreman. Leave of men for more than one hour in a month
will be deducted from casual leave. The pay of men eligible for over-
time allowance will be deducted proportionately for the number of
hours on leave.

9. ABSENCE WITHOUT LEavi.—DMen on task work who absent
themselves without leave, or who absent themselves after applying for
leave, but are not granted the leave applied for, will be fined two annas
per day, which will be deducted from the previous carnings.  Ordinarily
they may be granted 15 days’ leave in a year. The rules regarding
absence without leave in the Cochin Service Regulations will apply to
permanent salaried men. Men who absent themselves frequently with-
out leave, will be liable to suspension or dismissal in addition to fine.

10. WORK ON SUNDAYS OR moripays.—Orders for Sunday or
other holiday worlk, will be given at the discretion of the Superinten-
dent with reference to the work in hand.

11. HovLipavs.—Unless there is an order for overtime work the
Press will be closed on Sundays and Gazetted Holidays.

12,  COMPENSATION LEBAVE.—No compensation leave will be
allowed to men for working during holidays, except to those who are
not eligible for full overtime fees.

18, Payuests.—Salaried establishment will be paid, if possible,
on the 3rd of each month, overtime on the 10th, and task establish-
ment on the 12th, accounts being made up to the last day of the;*
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previous month. In all cases of disputes as to the amount paid, the
decision of the Superintendent of Stamps, etc., shall be final. De-
ductions will be made for lost time, absence, fines, pie and spoilt and
inferior work. ,

14. PATMENTS FOR OVERTIME WORK.—Tor permanently paid esta-
blishment who are to be paid for actual hours of overtime work, extra
time not exceeding 20 ab a time, will not be paid for. Ixtra time
exceeding 20’ and under 40’ will be treated as half hour, and above
40’ as one hour. Task workers will be paid for overtime work on the
monthly outturn rate irrespective of the number of hours worled,
or ab actual hours worked, according to circumstances. Employees
in the clerical establishment will not be paid for overtime work.
Servants arve allowed overtime only one at a time.

15. HEeLrixe oTHER sEcTioNs.—When necessary, the men of one
section may be asked to work in another, their outburn being measur-
ed according to the respective work scales of the latter section, and
payment made ab the rate of pay of the posts which they hold in their
own sections.

16.  ArromxtyixTs.—(«) The Superintendent can recommend
for vacancies, perinanent or temporary, and the Secrctary to the
Diwan shall have power to appoint in all posts carrying a salary
below Rs. 25. '

() Incasé of necessity substitutes may be employed by the
Superintendent of Stamps for men who are absent, without incarring
extra expenditure to Government. In cases involving additional ex-
penditure application should be made to the Secretary to the Diwan.

17. PROMOTIONS AND INCREASE OF PAY.—Quick and correct worlk, .
general conduct, attendance, and educational and technical qualifica-
tions are, as a rule, to be considered before making promotions.

18.- PunigEMENTS.—Punishments by fine, recorded warnings,
working extra hours or during holidays without allowance, entries in
the service books of misdemeanour, stoppage of promotion, reduction
of pay, suspension or dismissal, will be inflicted for bad workman-
ship, irregular or late attendance, delaying or spoiling work, idle-
ness, loud and unnecessary talking, drunkenness while on duty, loss of
manuscript or proof, falsifying the valuation on proofs or hour ac-
counts, submitting false vouchers, wastefully using materials or stores,
or destroying them, carelessly damaging machines, or otherwise acting
against the general rules governing the conduct of public servanté
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or against the special rules, if any, governing the conduct of Press
employees.

19.  P1E MoNEY.—1In case there is an accumulation of pie in any
of the sections, the same will be got sorted by volunteers, and a de-
duction from the earnings of the compositors working in the section,
will be made at 3 pies in the rupee. The volunteers will be paid ab
4 pies per 1b. for the pies sorted. '

20. Pr~s1ows AND GRATUITIES.— The rules laid down in the Service
Regulations in regard to pensions and gratuities will be applicable to
Press employees. The services of the task workers are also pen-
sionable. The average earnings of the men on task work for the last
six years of their service, will be taken as their pay in calculating
pensions and gratuities.

91. SearcHNG,—Employees are strictly prohibited from taking
anything out of the office without permission. They may, if necessary,
be searched in the presence of the printing foreman or the Superin-
tendent of the Press.

92. Coxoucr oF WwoRKMEN.—Employees are prohibited from
holding unnecessary conversation with one another, or doing anything
which may cause anrcoyance to the fellow workmen. Employees
must leave office as soon as they are allowed to go, and must not
loiter about the premises. They must not bring outsiders to office,
nor allow strangers or even workmen of other sections to loiter about
their sections. Reading of newspapers and books, or writing private
letters while in office, is strictly prohibited. If any letters addressed
to the Press employees arrive, they will be delivered o the head
clerk who will place them in the box kept for same from which they
can be taken only at 11 A. 2t or 6 p. M. The head clerk or printing
foreman will inform men when money orders or hundies are awaiting
them. Post peons or Anchal peons are not allowed to enter the
work rooms without permission.

93. Smorecy.—No employee of the Press should disclose the
nature or subject-matter of the work he is employed upon. Employees
are strictly prohibited from giving out any information, however
trivial, regarding work, to any one who is not engaged on t‘he same
work, although he may work in the same department or section, or to
any one who is not employed in ?he ']?ress. Men who act against the
above rules, are liable to be dlSl}llssecl and deb_znrred from future

: T o o ATV QoY 1. T e o
employment 1n (Gtovernment service. In very serious cases they zuf
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also liable to be prosecuted. Clerks and accountants should not give
out any official information coming within their knowledge in the course
of their work., They should not allow any workmen or other employees
or strangers to look into the office papers coming to their hands.

04, OBEDIENCE T0 oRDERS.—Employees having a grievance musb
first carry out instructions, and then represent their grievances indivi-
dually. Men who refuse to obey orders, will be liable to Dbe suspended
or dismissed. Employees who wish to prefer grievances to the Super-
intendent of the Press or to the Superintendent of Stamps, may do so
at any time during office hours.

25. SMOKING, ETC.—Smoking and drunkenness whilein office are
strictly prohibited. :

06. Inrrcrious DIsEasts.—Men who are suffering, or are attend-
ing upon persons suffering, from infectious diseases, will not be per-
mitted to work in the office.

27. STRANGERS.—Persons from an outside office or employees of
another section or department of the Press, will not be allowed to
loiter about a department, to look over the work, or talk to the men,
on any pretext.

08. REcEIvixg WoRK.—In the absence of the Superintendent
of the Press, the foreman of a section may open the covers relating
to that section and receive work. But he shall not take instructions
from an outside officer except through the Superintendent of the Press,
and in the absence of the latter, through the Superintendent of
Stamps.

99. TDISTRIBUTION OF COPIES OF THE RULES.—A copy of these rules
and of the respective departmental rules, will be put up in each de-
partment, and men accepting employment in the Press, will be deemed
to be acquainted therewith and bound thereby. Copies of these rules
should not be taken out of the Press.



CHAPTER II

THE COMPOSING DEPARTMENT.
I. General.

30. SceorioNs OF THE DEPARTMENT.—The composing department
is divided into three sections, viz., Book, Gazette and Job. The first
two sections will work under the composing foreman, and the last
under the head compositor who will discharge all the duties of the
composing foreman in the job section.

81. THE coMrosING FOREMAN.—The composing foreman is in
charge of all the composing materials, and is responsible for the care
of all papers received for printing. He should see to the proper work-
ing of the department, and that the compositors obey all the office
rules. He is responsible for the maintenance of all the registers and
accounts of his department, and for the submission in time, of all the
retwrns due. He should see that work is distributed evenly among
the compositors. He is also responsible to see that strict economy is
observed in the production of work, and that no avoidable delay is
made in the despatch of work.

39, DistrsurioN oF work,—The foreman will see that work
is distributed according to the names entered in the turn book which
should always be kept on his table. He will ordinarily give matter
for two pagesata time to be set in types by each compositor. He
will also see that the proofs are corrected by the compositors res-
ponsible.

33. Dzray.—The foreman will put on men to assist the com-
positor whose work is likely to be delayed, and, if it is wilfully delayed,
he must report such cases forthwith,

34 —Fcovoxy IN sETTING, The foreman will be careful to follow
the rules prescribed for standing matter in rule 65 infra, and also to
avoid resetting of matters standing. Fle must follow the most econo-
mical method of producing work. He will see that tabular matter is
printed in as condensed a form as possible, and across the page, if it
does not waste space. He must see that tables are not whited out,
while the entries made therein may conveniently be converted into
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footnotes, or, by adopting & similar or other arrangement a whole
blank column can be saved.

35. SENDING PROOFS TO AUTHORS.—Author’s proof should not be
sent unless asked for and unless there are querries which the Head
Txaminer and the Superintendent of the Press cannot solve. In the
absence of instructions as to the number of proofs required, only one
proof should be sent to author, pulled well only on one side of the
paper which should not be folded. The initials of the officer concerned
should be taken in the proof despateh book in Form No. 6, in case the
proof is sent by local delivery.

36. Reapisa-—The foreman should see that all proofs are sent
for the prescribed number of readings.

87. SUPPLY OF MATERIALS TO COMPOSITORS.—T he foreman will see
that material is regularly supplied to the compositors and, if there is
a scarcity of distribution matter, sorts, etc., inform the Superintendent
of Press suggesting remedies. When there is excess, the same should
be transferred to the typestore. The daily accumulation of pie
should be got sorted by the compositors every morning before com-
mencing work.

38. Diseray TeeEs.—The foreman is responsible that heading
and other display types are transferred to the typestore immediately
after use. :

39. Oropr oF works.—~The foreman will particularly be careful
to see that all works promised by a specified time, or periodical works
. for which a date has been fixed, are despatched by the fixed date.
‘Works marked ““ immediate ”, “ very urgent”, and “urgent ”, should
be taken up first, and ordinary works should be taken up in the order
in which they are received. As far as possible ordinary works up to
three pages should be got out within two days; but very urgent works
should be done the same day or by the time specified. ' '

40. Taxe AND HOUR AccouvTs. ~The foreman is responsible to
see that the line account charge given for tabular matter is according
to scale, and proportionate to the labour involved, especially for stand-
ing matter, that the number of lines marked on proofs and the hours
passed in the hour account memos are correct, and that the proofé are
signed by the reader and sent complete arranged in proper order to be
checked and passed by the Superintendent of the Press.

41. VALUATION OF WORK.—The foreman i i
. an is responsible to se
that a complete file of vouchers for all works done in hils department ili
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each month, is sent to the accouns section by the 5th of the next month
with details written on each regarding remade up, reimposed and
overrun matters, formes altered for sign or spare copies, formes restruck,
ete., and that a statement in Form No. 7,0f the number of hours
engaged in authors’ corrections, is prepaved and sent to the account -
section in the case of cost recoverable works.

42. DzspatcH oF proOFs.—The foreman will collect  prools and
despatch them in time, He should see that proofs are well pulled,
manuscripts are complete and in good order, and the number and
style of proofs agree with the requisibtion. Sign copies of Acts and
copies of Proceedings and other important matters should be shown to
the Superintendent of Press before despatch. The dates on which
proofs are sent and returned, should be carefully recorded in the work
books. S

43, GENERAL 1xsTrRUCTIONS.—The foreman will also see that
intimation is given to the binding foreman of approaching issues of
publications, sufficiently in advance, and thatonly the exact num-
ber of copies with the authorised extras is mentioned in the strike order,
He should see that hour account memos and time sheets are entered
at once when work is finished and that the number of hours allowed
is correctly accounted for. Office rules and orders must be circulated
toall men, so that they may not plead ignorance. The foreman
will, when he finds time, attend to final corrections, if light, make
slight changes in dockets, standing matters, etc., if necessary, and
atbend also to making up and imposing. The foreman should check
valuation files and revise press orders. :

44. EXTRAS ALLOWED TO BE PRINTED.—In the absence of special
instructions, three extra copies may be ordered to be printed of each
forme, one for valuation of worlk, one for the composing department, and
another for reference in the stores.

45. TaEE TEAD composiTor’s DUTIES.—The head compositor
will attend to all the duties of the foreman enumerated above, and
also of the imposer in the job section under his charge.

46. Tarosmrs.—One or more of the task compositors may be
engaged to do duty as imposers, 4. e., for making up, imposing, alpera.-
tion for sign or spare copies, stone work and authors’ ’correctlci)ns.
Vouchers for all work done by them should be prepared in the time
sheet (Form No. 11) as soon as the works have been finished and not

from books or memory afterwards, : .
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47, ACCURACY IN IMPosING.—Imposers will be charged for time
lost on press owing to incorrect imposing.

48. How To PRESENT FORME PROOFS TO BE REVISED.—Before forme
proofs are given to the reader, it is the duty of the imposer to write
on the first page the description of the work, that is, whether imposed,
standing, reimposed, remade up, recomposed, or altered, in order that
the reader may revise or read through the matter as the case may be.
Portions pied should be encircled for divecting the special attention of
the reader to that portion.

49.  IMPOSING OF JOB WORKS.—Imposing, except locking up and
stone work, for all job works, are done by the compositors them-
selves, a charge for same being included in the valuation, and the
compositors are responsible for their matter until it is struck off.

50-  ConrposiTORS’ RESPONSIBILITIES,—Rach compositor should
* distribute the types he rvequires for use, and he is responsible for the
composed matter until it is imposed or & clear proof is sent out. He
is responsible for the copy and to keep it clean. When no proof is
sent out, he should correct all proofs. When g proof is sent to author,
if the corrections are few, the compositor should make them Tithous
charge. If many, hour account will be allowed. He must rectify
without charge bad workmanship, battered letters, and deviation from
style or copy, whenever it is pointed out to him, even if the forme is on
machine. All compositors must be able to Impose formes as they are
liable to be called on to act as imposers at any time.

51. TURN BoOK.——When a compositor has finished his take, he
will get a proof pulled, and give the copy and proof to the foreman,
and will write his name in ink on the ruled line immediately below the
last name in the turn book on the foreman’s table, and go on distri-
buting types if no more copy is ready. -If he is late or absent, hisg
name will be struck off the turn list, and he must write his name again
below the last name when he arrives, :

53. Maxmxe vr.—~Rough proof of each take should be taken
separately. When the rough corrections are over, the compositor who
has the first take of an ordinary solid work, will make his matter up
into pages, and if matter for any fraction less than half a page is
wanting, he will take sufficient mattey from the next man, transfer
notes, ete., and make it up approximately to the page length for fair
proof on his own galley. The compositor whose master falls on the
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top of the next page will find the galley, take a portion of the follow-
ing take to make up the page length, give proofs to the foreman, and
50 on with the remaining pages. If, however, the matter turned over
by a compositor from one page to the next, does not exceed half a page,
" the next compositor is considered to be at the top, and finds the galley,
makes up the page and pulls the proof. In case the compositor sets
or alters head lines for the making up, he should obtain a rough proof,
50 that he may be paid for it. The compositor making up the page
is responsible to see that the fair proof and the copy for it are given
to the foreman. If authors’ corrections cause remaking up, it is the
duty of the compositor attending to the corrections to do i, if it can
be done within the forme or page. If not, he should inform the fore-
man so that the latter can arrange to adjust matter for the next forme.
In case of urgency with smaller takes than half a page for the first
man, the imposer or foreman makes up the pages, but the compositor
whose page falls at the top, provides the galley. Continued tabulax
matter should be made up to the exact length, rules, etc., being
fitted by compositors before rough proof is talken, and the compositor
should be paid by adjustment accounts for any matter exceeding three
lines that he gives over to the next page. If, however, the matter turned
over exceeds half a page in depth, the first compositor males up the
succeeding page, payment being made by adjustment accounts from
the next compositor. Headings set up in excess of the nunber actual-
ly required will not be paid for. Cost of any remalking up, rectification
of columns, rules, eté., by imposers will be recovered from the com-
positors concerned by adjustment accounts.

53. ConnEcTions.—Corrections of all kinds must take precedence
of composing and making up, unless special Instructions are received
to the contrary. With fair proofs and made up pages the compositor
whose matter is first, is responsible that the proof and galley are given
to the next man in turn, the second to the third, and so on to the last
who will see that a clean proof is given to the foreman. It is not the -
duty of thée foreman to wait on the compositors to get clean proofs,
matters, ete. The copy, proofs, etc., should be delivered to hiin atb
once by the compositors.

54, A COMPOSITOR'S CORRECTIONS DONE BY orHERS.—Compositors’
corrections done by imposers or others which should be paid for by
time sheet accounts, should be entered against the accounts of the
persons concerned, and cost recovered by &clj}lstment hou}' account
memo (Form No. 13) to the credit of the Government 1n case &
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member of the permanently paid staff does the work, or to the credib
of the compositor or other task workman who actually does the work.

55. CARE OF MATERIALS.—Bach compositor must keep his
frame and cases in good order and free from pie, returning excess types
to the foreman, and filling his cases with types when there is no copy
toset up. If his cases are not full of fypes, lhe is liable to lose his
turn of copy. He must not keep distribution matter or sorts un.der
his frame. Heading types for which there is no case in his section,
should be given to the foreman immediately after use. He must
avoid wasteful use of leads, rules and other materials, and he is res-
ponsible for the sticks and galleys used by him. He must not use
private shears to cut rules and leads. If the rule or lead cutbing is
unavoidable, a piece of the nearest possible size should be selected.
Battered types taken out of proofs should not be thrown out on the
floor or distributed in the case. Wrong founts must be returned to
the proper cases if in the section; and, if not, they must be given to
the foreman.

56. PUNISHMENT Fok PIE.—In addition to individual fines [or
dirty frames and cases, a deduction at 3 pies in the rupee will be
made from the earnings of all workmen in a section in which there is
much pie, on account of pie money to be paid to volunteers for clear-
ing it. It is therefore to the interest of each man to bring to notice
cases of concealment of pie. Men concealing or wrongfully disposing
materials, are liable to heavy punishments. Compositors taking over
cases from each other or from store, must see that they are free {rom
pie, for any man working at it will be responsible to clear it.

57. IncomrpETENCY.—Compositors whose average outburn is con-
tinuously below 21 pages per month without suflicient reason, or whose -
proofs contain a large number of marks, will be liable to be turned out
for incompetency.

58. TRANSFER OF WORK ok PROOF.—No compositor must transfer
to another any work given o him, or line or hour account vouchers for
work done by him, nor should he assist another man unless ordered
by the foreman. In the latter case he must receive payment for the
portion of the work done by him by adjustment accounts; but in no’
case will any private arrangement between the workmen, abous pay
be permitted. , ’

59.  TRANSFER OF COMPOSITORS.—When & compositor leaves the
Press, or is transferred to another section, he must give over all his
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matbter, proofs, sticks, galleys, ete., in good order to the foreman, or
deduction will be made for the cost of doing this, or the cost of the
materials, ete., if lost, from his earnings.

60. Wonrk voucHERs.—All vouchers should be passed by the
Superintendent of the Press. The vouchers for the first half of each
month should be sent to the account section not later than the 18th
of each month, and those for the 2nd half, not later than the 3rd of the
following month. Vouchers not received in time will be treated as
those belonging to the next following half month. The foreman
should value the works of each compositor according to scales 2to 7
in Appendix A, as the case may be, and submit the vouchers with the
valuation thereon for approval. Rough proofs of standing matter
for which reprint copy with correction is received, should be sub-
mitted with copy for valuation, before the proof is sent out.

G1l. RECONSIDERATION OF VALUATION ON VOUCHERS IN CASE OF
DISSATISFACTION.— Should a compositor be dissatisfied with the valua-
tion passed or with the adjustment for his share of work, the vouchers
should be submitted to the Superintendent of the Press again, with
the foreman’s remarks, for reconsideration. An appeal against the
Press Superintendent’s decision will lie to the Superintendent of
Stamps whose decision will be final.

62. HouRr accouxts.—Hour account willbe given for authors’
corrections, alteration of standing matters, etc. ~The charge
passed includes distribution of types thrown out by correction except
large parvagraphs of cancelled matter which should be returned to the
foreman. Press attendance, etc., will also be paid by hour account.
The hour account memos should be made oub by the compositor in
Torm No. 12 as soon as the work is finished, and valued by the fore-
man and submitted to the Superintendent of the Press with the
originals or proofs. After the vouchers are passed, the same will be
reburned to the compositor to be kept until they are called for to be
sent to the account section: :

63. CarE paPERS.—The rough proofs of care papers are valued
and entered in a line account slip in Form No. 85, and checked and
sealed by the Superintendent of the Press before the originals and-
proofs are sent out.  All vough, ete., proofs are to be destroyed.
Cheque forms should be treated as care papers.

g4. OverriME.—Overtime should be avoided as far as possible. -
When overbime is found necessary for executing any work, task men
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should be selected as far as possible, in the order in which their names
appear in the turn book ; but when = work on which a man is already
engaged, remains unfinished, he should himself be made to work at it
overtime. Permission of the Superintendent of Stamps to work over-
time should be obtained in the overtime order book (IForm No. 387),
in advance, or the hours worked will not be paid for. The names of
all permanent and task men who are to work overtime, should be
specified. Information should also be given to the reading section to
ayrange for overtime work, if the matters to be composed during over-
time hours should be read then and there.

5. STANDING MATTER.—When it is evident from the subject
matter of a work printed that the types will be wanted again by the
same or another section, as when draft regulations are sent to
Government for approval, the types must be kept standing. In such
cases the word “Standing” should appear in the press order book and
docket. When an outside office asks for types to be kept standing, re-
minders should besent every week for expediting matters. Similar pro-
cedure should be taken with matters out on proof and not returned for
final printing within two days, if in Ernakulam or Mattanchery, and
four days, if in other stations. The work books and standing matbers
should be checked, and orders of the Press Superintendent taken every
month. The reminder dates should be entered in the remarks column
of the work books in red ink. Types required to be kept standing
should not be distributed without the written orders of the Superintz
tendent of the Press, or the foreman will be held personally responsible
for the extra cost to the Government that may be rendered necessary
for recomposing. :

66. RECORD OF STANDING MATTER.—A complete file of all stand-
ing matter for reprint, as it stands, or to be given to the compositors
for alteration, should be secured by the foreman at the time the work
is put away for future use, and must be kept by him as a guide for
giving out copy. When the matter is given out for altemti%n or re-
print, he must write across the file copy in red ink the name of the com-
positor to \yhom given and the condition in which given, and make
corresponding entries in the strike order book and strike order proof
so that the work may not be valued as a {fresh setting. The foremfm;;
should write “Standing” in all copies of this nature boefore giving thém
to the compositors, and make similar entries in t’he WOl‘T& booDks as
a further check against improper charges. : e

. 67. _RESETTING.~Matter which is pied or lost, or which comes
in for reprint, must not be reset without the written authority of the
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Press Superintendent, the memo being filed for audit. This applies
also to the matter marked to be reset by the examiner owing to incor-
vect instructions of the foreman. The compositors should not be
asked to reseb it without charge, unless they are also at fault.

68. MAINTENANCE OF RECORDS.—Manuscripts, originals, authors’
proofs, extra office copies and letters regarding works, should be arrang-
ed chronologically, folded to foolscap folio between boards, in monthly
bundles, and kept for twelve months after the work is despatched,
or for one month after audit, whichever is later, as detailed in
Appendix F.  Work vouchers and valuation files can be destroyed
one month after audit, but work books should be kept for three
years. The destruction of all these records should be done with the
sanction of the Secretary to the Diwan. Printed copies destroyed in
printing should at once be taken to the Press Superintendent for
orders. CGovernment orders, letters, ete., and standing orders regard-
ing work, and the office orders of the Superintendent of the Press and
the Superintendent of Stamps should be pasted in a file book for
permanent reference.

69. TRANSFER OF WRITTEN UP BOOKS.—When work books or
other books in a composing section is filled up, the same should be
handed over to the account section, and receipt taken in the office
order book, any missing pages being accounted for. When handing
over charge of office, the foreman should see that the receipt of these
books and of the copies of the office rules and scales, is acknowledged
in the office order book by his successor.

70. CLOSING OF THE sECTIONS.—In the evening the foreman
will ordinarily see that all papers are carefully put away, lights are
put out and the windows and doors of the sections are closed. When
a composing section has to be kept open for working the printers or
binders overtime, the foreman of the section working. overtime will
see that the composing section so kept open is also closed.

2. A, Typestore.

71. CHARGE oF "HE sBoTIoN.—The printing foreman is in
charge of the typestore, and he is responsible for all types and materi-
als in his care. Heis also in charge of all plant in the Press, standing
matter and distribution matter in reserve. e should see to the care-
ful use of all printing materials. e will receive all types, etc., cast
in the foundry, examine them carvefully especially as to the height,
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lines and finish, and report all defective castings to the Press Superin-
tendent who will reject them when necessary. If correct, he will
check the weight and keep them in the reserve stock. '

79. CARE OF MATERIALS.—The printing foreman will go round
the work rooms at least twice every day, and examine frames, galleys,
imposing tables, machines, etc., to see whether they ave in good order
and that broken matter is set right or distributed. He will secure excess
material, arrange for stocking material likely to be required for excep-
tional work, report all cases of misuse of materials, and see that the
gathering of pie is cleared daily.

73. @ATE cHARGE.—The printing foreman passes the workmen of
the Press at the gate at 6 . 3. or whenever they are allowed to go out.

74 TUNSERVICEABLE MATERTALS.—On the last working day of
each month the printing foreman must take charge of all the bat- -
tered and broken types from the several sections, weigh them up and
submit a report on the st of the next following month to the Press
Superintendent showing their actual quantity which should be entered
in the metal stock book under the initials of the Press Superinten-
dent. Other materials such as, chases, etc., which are irvepairable
should also be taken charge of then and there, and necessary action
taken for their disposal. '

75. Brocrs.—He is in charge of all stereo blocks and dies, and
should see that they are kept in good oxdenr.

76. MouwLps, MATRICES, ETC.—The printing foreman is in charge
of moulds, matrices and other typecasting appliances, and wtijll
therefore be responsible for their receipt and issue. Ho will leep
them under his lock and key, and issue them personally to the type-
caster on a signed requisition from the latter after having first ascer-
tained whether they are required for an order for castino?types passed
by the Press Superintendent. He should not issue anybthincr more ab
a time than is actually required for a day’s work, and shoultzl see th:Lt
they are duly returned after use. He shounld maintain a register Lof
matrices issued and returned in Form No. 35. °

77. METan 1ssurs.—He will issue unserviceable types, leads
ete., to foundr.y on indents passed by Superintendent, and m,ust b(;
careful not to issue a larger quantity than that sancti(;ned so that no
1Aar'ge balance of 1_netal is allowed to accumulate in the fo,undry. As
it is a matter of importance, he will personally see to the examinatioﬁ
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and weighing of all types, plates, metal, ete., received into and issued
from, the store. He must keep an account of all metal received and
issued in Form No- 83, and an account of all types, etc., cast during the
whole official year in Form No. 32, total them up separately at the
close of the year, and bring the same to account in the plant Jedger.

8. Praxt rEpGER—He will maintain a ledger of all plant
in the Press in Form No. 84, and will carefully enter all new pur-
chiases, ete., with their respective prices, then and there. All issues
and sales should be correctly entered. At the close of each year the
totals of receipts and issues including the depreciation value should
be calculated by him, and the opening balance for the next year should
be struck and submitted to the Press Superintendent.

79. VorLUNTEERS.—The volunteer compositors will work in the
typestore under the supervision of the printing foreman. The prin-
ting foreman will see that they are well trained to become good work-
men. The volunteers assist the printing foreman generally in
keeping the department clean, weighing types, sorting pie in store,
setting labels, ete., for the Press without charge. After they have
studied work they will be drafted into the composing sections where
they will work under the orders of the foreman. Volunteers who do
not atbend regularly, or who infringe rules, are liable to be dismissed.
Pie money will be distributed among volunteers, according to outturn,
ab the rate of 4 ples per Ib. of pie sorted. A list of such volunteers
showing their daily earnings, must be maintained by the printing fore-
man in Form No. 36, and submitted to the Superintendent on the 5th
of every month.

80. OPENING AND CLOSING OF TYPESTORE.—The store must be
opened and closed by the printing foreman personally. All urgent
issues musb be made before closing.  But, in the event of standing
matter required during his absence, the head clerk or the Press
Superintendent will open and see it closed again.

81. INGRESS AND EGRESS oF MEN.—The printing foreman should
control the ingress and egress of the workmen, and see that no em-
ployees leave during working howrs without a leave memo, that men
are searched, if necessary, to see that no goods leave the Press without
sufficient authority, and that no strangers are allowed into the work-
rooms without the permission of the Press Superintendent. He will
maintain the general attendance register of the Press and the casual
leave register. . D .
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82, GEvERAL InsTRucTIONs.—The printing foreman will see that
the premises ave kept neat and clean and that waste paper is collected
Dbetween 11 and 12 in the morning. He must also see that the sweep-
er picks up all types which have fallen on the floor, and does nob
throw them away. He will personally wind and regulate the office
clock. The printing foreman will also see that the lights are well
cleaned and trimmed.

83. Rerurxs.—The printing foreman should submit the follow-
ing returns to the account section.—

(@) An abstract of attendance for each month on the last work-
ing day of the month.

(b) Statement of dead sbock (Form No. 56).
B, Working Procedure.

84. RecereT oF works.—lixcept in the absence of the Press
Superintendent, no work should be received direct by the composing
foreman.

(@) Qos*r RECOVERABLE WORKS.— Cost recoverable works should
not be received unless they have been first registered in the valua-
tion register (Form No. 52) maintained in the account section.

(b) ApvenrisemENTs.—DPrivate advertisements for publication
in the Gazette, should not be accepted by the composing foreman
unless they bear the certificate of the account section toothe effect
that the cost has been realised in advance. No private advertisement
containing libelous, indecent, or otherwise objectionable languace
zilall be a(éceplfed, and the account section should not certily a;n?l 1():5;

he same o the composing foreman before it is pas ; ,
the sae to Smmps} etc_b ore 16 1s passed by the Super-
85. ReeisteriNg or works.—When a work is reccived by the
composing foreman, he should see to which class the work belong
Whet:,her Book, Proceedings, Gazette, or Job, and register it in the ‘?,S,
pective work books (Forms Nos. 1, 2, 3 or 8) undtér the offices clci?

cerned, or, in the case of notifications, under the part i i
e Should s pabloned. , 1¢ part in whieh the

86. DISTRIBUTION oF WorKs.—Works should bo taken up in £
orde_r of precedence as detailed in rule 39. Before glving a : 7 fle'
setting, the con;aposing foreman should find ontb fro;)nL tf(»)pyt (‘)1
book the compositor who stands first for a copy and should ol'?ve t1311111;
whole or a portion of the worl, according to 'circumstancog to the
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latter afler recording the same in the work distribution book (Form
No.4). The name of the compositor in the turn book who was
given a copy should be scoved out. The distribution number and
the name of the compositor should be written on the top left
hand corner of the reverse of the copy as also the date on which
the copy was given. Instructions regarding the nature of the work
to be done, viz., whether the work is a fresh sebting, alteration of
standing matter, etc., should be given on the copy, so that the readers
may pass the proof as rough, alter, etc., as the case may be. Entries
regarding the distribution should be made also in the respective
columns of the work book. In the case of job works the composing
foreman should see that the work given is entered in the compositor’s
work book also (Form No. 9).  The next copy should be given to the
next man in the turn book. In case no compositor is available for
an emergent work, the same may be given to any compositor who may
be asked to put away the work on which he is engaged, and take up
the urgent work which may be noted in the distribution book as
‘ Tick copy .

87. RoueH rroors.—When a compositor has finished his take,
he will get a rough proof pulled well, and put his signature and date
at the right hand bottom corner of the proof sheet. The proof should
then be presented to the composing foreman with his own caleula-
tion of lines written in pencil. The copy should also be returned with
the proof to the composing foreman who will certify as to the
nature of the proof, wviz., whether rough, alter, etc., after referring
to his work books, and sign and forward the same with the copy, to
the reading section for comparison. On receipt of the proof from the
readers after comparison, the same should be given to the compositor
who composed 16, to be corrected. The dates on which the proof was
given for reading and returned, should be duly noted in the columns
of the work books. The rough proofs should then be valued by the
composing foreman according to the scales 2—7 in Appendix A, and
submitted to the Press Superintendent with his valuation written in
ink. These will be the line account vouchers of the compositors.

88. REVISE PROOFS AND CORRECTIONS.—After the rough correc-
tions have been made, the compositor should get a revise proof pulled,
and give same to the composing foveman who will write ‘revise’ on the
proof and send it to the reading section for being read' with copy.
The revise corrections should be got done by the compositor TespOn-.
sible, and the dates of receipt of the proof and of its return, should be:
noted in the work books.
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89, FURTHER CORRECTIONS ON prooFs.—If there be mi:stakes
still, they should be got corrected by the same compositor without
charge until it is clear of any mistake or battered type.

00. ADJTSTMENT AccoUNTS.—Lf proof could not, for any
reason, be got corrected by the compositor responsible, the same may, if
urgently requived, be got done by another compositor and payment
made to the latter by adjustment hour account in Form No. 13

91. AurHoR's proors.—The matter should now be made up
into approximate pages. In casea proof has been called for, & clean
proof should be got pulled and sent to the aunthor, and, on its return,
the corrections noted should be carefully made. If further proofs are
called for, clean proofs should be sent along with previous proofs after
getting an hour account voucher for the previous correction passed
by the Superintendent of the Press. 11 the corrections are only very
light, the same should be done without charge, and, if many, hour
account may be given to the compositors. An account of authors’
howrs should be maintained in Form No. 7 for all cost recoverable
works.

99. MaxiNg ur.—The matter should be made up into correct
‘page size as follows:—

Troolscap -folio . 35 ems x 62 ems, including
headlines and folio.

Royal Octavo v 24 ems x 46 ems "

- Do e 26 ems X 47 ems .

1

. 93, TForME s1GNATURES.—Itach forme should contain a forme
signature. Job work formes should contain the office number,
“job nwmber, number of copies printed, and date of printing, as forme
signatures. Forme signatures for foolscap folio and near size works
should be in small capitals of the type one size smaller than the

body type used. For smaller works, figures of the type one size smaller
should be used.

94. TImrosixe.—If any marginal notes have to be adjusted, the
same should be done, and each page tied up well with a piece of cord,
so that types may not fall off when imposing.

95.  Tory ProOFS.—When form proof is taken, it is the duty
of the imposer to mark on it the portions, if any, which have been
. pled. during imposition. The proof should be sent to the reading

section through the composing foreman, and on its retmrn the
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corrections should be got done as press attendance if the compositor is
not responsible for the mistakes, or, ia other cases, by the compositor
concerned, or by adjustment hour account.

96. Press ATTENDANCE.—AIl marks made by readers on forme
proofs for which the compositors are not responsible are to be treated
as press attendance.

97. PAYMENT FOE CORRECTIONS. —All works mentioned in.rules
91, 92, and 94—96, are to be paid for by hour account or adjustment
hour account in Forms Nos. 11, 12 or 13, as the case may be. The
hour account memos should be preparved by the compositors them-
selves as soon as work is ccmpleted, and not from memory or books
afterwards. They should be checked by the foreman and submitted
with the proofs or originals, to the Press Supenntendent as in the
case of line account VOUChGlS.

98. STRIKE ORDERS.—When all the corrections are over the
forme will be ready for being printed. The composing foreman or
the imposer should enter the forme in the press order book (Form
No. 5). A strike' order docket in Form No. 10 should be prepared
by the composing foreman from the pressorder book, which should
be stiched on 6o the forme proof approved for printing. A separate
docket should be prepared for each forme. The docket is to accom-
pany the work throngh all the departments it has to pass, and should
Jbe returned to the composing foreman along with the valuation file
after despatch of copies. In the case of job works the originals
should also accompany the strike order. The strike order proof
and the other proofs, if any, and the docket should be placed in the .
strike order box kept near the composing foreman’s table, from which
the printing foreman will take them. All strike orders shounld contain
correct information regarding the office to which the work belongs,
the number of copies to be printed and the extras, the nature of ware-
house work required and the paper to be used if special instructions
are received to that effect. The strike order proof should also contain
the strike order number and number of copies. If urgent, the strike .
order with originals, proofs, etc., should be handed over to the printing
foreman personally by the composing foreman,

99, Drrays.—When complaints about delays are received, the
composing foreman should trace the work with reference to the wmk

registers and find out who is at fault. He should inform such men .

Of ghe urgency of the work. Should any overfime work be found
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necessary for the speedy despaﬁoh of work, necessary sanction should
be obtained previously for the same in the overtime order book.

100. Varuamion ritEs.—After despatching the copies printed
the store clerk will send to the composing foreman a copy of phe
work certifying the date on which it was despatched, with the origi-
nals and the strike order docket, for valuation. The composing
foreman will make the necessary entries in his work book regarding
the several stages of work after the work was given to be printed, and
note on the printed copy all details about work, the portions freshly seb
up, the portions that were standing, yemade up portions, reimposed
portions, etc. On the 5th of every month the file copies of all the
‘works printed during the prévious month, should be sent to the ac-
count section for valuation. In cases of cost recoverable works, the
valuation file copy with instructions should be sent to the account
section then and there, for valuation and recovery of cost, with a
statement of the authors’ hours engaged on the work.

C. Gaazette.

101. REGISTERING AND CHECKING OF MATTERS.—To ensuve that
all notifications appear as instructed, the composing foreman should
enter all works immediately on receipt, in the work book under the
proper department of the part of the Gazette in which they are to
appear. If they are to be published in more than one issue, the entry
should be repeated under all the dates of the Gagzette in which they
are to be published. Requisitions for spare copies should be noted in
the appropriate column. The matters for the Gazette should be checked
on the morning of the Gazette day with the work book and originals
in which the dates of publication should be noted. After the copies have
been printed, the Gazette should again be checked with the work boolk.
The originals should be kept, if necessary, for the the next Gazette,
with the matters received for the same, and not filed or disposed of
until the last publication is made. Iivery forme of the Gazette must
be passed by the Secretary to the Diwan or, in his absence, by the
Superintendent of Stamps, before it is given for striking. )

'102: H_OLDING BACK MATIERS.—When any matber received for
publication in the Gazefte cannot be published in the Gazette in
which it is meant to be published, for want of types, time or men, or for
other reasons, the 'Superintendent of the Press shall submit ’a note
through the Superintendent of Stamps, to the Secretary to the Diwan
who may hold it overfor publication in a ‘subsequent issue of the
Gazette.
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103. Orrictar NotirrcaTIoNs.—If an official notification not being
a notification of the Government, is required by the officer sending it,
to be published in more than one issue of the Gazette, the sanction of
the Superintendent of Stamps in writing should be taken for doing so,
unless such publication is necessary under any provision of law.

104. STANDING NOTIFICATIONS, ETC.—Standing instructions as to
the publication of any matbter on specified dates, and of repeated
notifications, should be entered in a note book, and the coinposing fore-
man should see that the instructions are carefully carried out.

105. PRIVATE ADVERTISEMENT.—No private notification in the
nature of a commercial advertisement, or private notifications contain-
ing libelous, indecent, or otherwise objectionable language, shall be
published in the Gazette. No private notification of any kind shall
be published without being passed by the Superintendent of Stanmps
in writing. In case of doubt as to whether a private notification is
of a class that may not be published, the Superintendent of Stamps
should refer the m&tﬁel to the Secretary to the Diwan and take
orders,

106. Laist or OLIDAYS-—AH holidays in a month mentioned in
the sanctioned list, should be published in the Gazette at least 15 days
in advance. The composing foreman should therefore examine the
list before the publication of every Gruette to see whether any
holidays ave to be published in it.

107. CoxtENTS PAGE~—A list of contents for the Cazette
should be prepared by the composing foreman with reference to the
mabters on hand, and the same should be submitted for the approval
of the Secretary to the Diwan along with the Gazette formes before
they are finally printed.

108. REapivc.—Acts must be read with copy at least three
times before publication, and all other notifications at least twice.

109. Srrike ORDERS.—Only the actual number of copies re-
quired should be printed. Any extras required for departmental use
“should be included in the distribution list and therefore in the nwmber
ordered.

110. Tme or PpUBLICATION.— The Gazette must issue punec-
tually at 5-30 p. M. on all Saturdays, the help of other sections being
obtained, if necessary, to ensure its punctual issue. Every forme
should be ready for the machine before the section is closed on
Friday night.
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D. Book Section.
! < ion i aployed principally on
sNERAL.—The book section 1s emp y : ly
the “1731‘111 ong;partmental office rules, Manuals, HEstablishment list,
Reports, Proceedings, etc. |
112. TiMED WORK.—The composing foreman will see th.at the
. 1 i 1 IO e—
stipulated time is not exceeded with works such as the following:

Proofs. Coples.
1. Civil List 925 days 5 days
) e o :
2, Government Reviews ... : e 2 (h)vs ;; izﬁtz
8, Otber works marked ‘V, E. 2 days

113. INFORMATION TO BINDING FOREMAN REG.ARD.ING‘ LARGE
works.—The composing foreman will mf'orm the bmchng foy_eman
when such timed works have to be de@lt with, and also give 1101.:10‘-6 ims
each large work approaches completion, so that covers, inaterials,
ete., may be prepared in advance.

114. T1var rrooFs.—As the work in this section ought to be
done in the best style possible, the composing foreman will 01'c}er no
forme to be finally printed until it has been passed by the Press Super-
intendent. Proofs of titles shonld be submitted before they are sent
to authors. i

115.  Sraxpixve MATTER.~In the absence of special instructions,
the types of all book works not wanted wishin a short period, may be
distributed as soon as the pages are printed.

E. Job Section.

116.  QurTuRN OF WorK.—The foreman will see thap all jobs are
completed and got out as quickly as possible.  When work cannot
be finished by the date required or promised, he will inform Press
Superintendent at once with a view to lebters being sent o help be-
ing given from other sections.

117. EcoNomy~—(a) The most cconomical method of produc-
ing work should be adopted. Settings may be saved by transfer of
headings, insertion of column matter in a repetition form, stereo-
typing repeated headings, taking plates for future use, cte.

(9}  Tmpressions may be reduced by setting duplicates, taking
stereos or Imposing sets of jobs (different) in one forine, ete.

118.  InPrinTs.—Each job must have the office
the number of copies, and date of printing
inconspicuous place.

or job numbey,
, 11 small fypes in some
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119. WASTEFUL AND UNNECESSARY WORKS.—Instructions should
invariably be obtained in all cases when less than 50 copies of a form
lhave to be printed, when stock forms have to be reprinted with slight
alterations, and when proofs ave required for reprint without altera-
tions, ete.

120. ComposiTor’s WORK Book.—The compositors of this scc-
tion are each supplied with a work book (Form No.9) wherein he
must enter the progress at every stage of each job given to him, and
he will not be supplied with fresh copy until this has been done. This
book must be taken to the foreman whenever a fresh copy is received.

121. LiINE account.—Line account vouchers for job works for
the 1st and 9nd halves of each month, are to be passed only in case a
clean proof of the work has been sent to author, or the work has been
given to the printing section, before the 16th of the same month and the
1st of the next month, respectively. Vouchers for the works delayed
will be passed only for the next half month.

122. STanDING MATTER.—The type of ordinary matter nay be
distributed as soon as copies are printed, or as soon as plates are pas-
sed. Other forms which are reprinted or altered frequently, must not
be distributed without the orders of the Press Superintendent.

123. REMINDERS.—Proofs of jobs not returned within a week
should be called for. For this the foreman should prepare draft re-
minders every Wednesday, and malke a note of same in the work book.

194, Pratt work.—(«) The Compositors of the job section arc
responsible for works to be stereotyped until they have been delivered
to the foundry. When the forme revise has been corrected, a proof
should be submitted to the Press Superintendent. If there is any de-
fect the compositor must rectify it in the foundry without charge.

(b) A proof of every plate cast should be pasted in a file book.
When any plates are worn out, the book should be submitted to the
Press Superintendent who will cancel the proof which can then be
taken out of the book and used as the voucher for resetting charge,
and filed in the monthly file of originals. When any job is received
the foreman should first see whether there is a plate for same.

195. REcorps.— Originals and final proofs are passed on, through
printing foreman and binding foreman, to the stores with the printed
copies, for guidance in despatching work, and the store keeper will
send them to the foreman asin the case of book work, and the latter
to the account section on the 5th of each month.

E
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¥. Confidential Section.

196. GryeRaL.—This section will do confidential and spgcial
works for all departments and offices, and \\fill be under the direct
supervision of the Press Superintendent.  \Vhenever a work of the
above class is received, suitable men will be drafted from other sections
to do the work. The work books, cte., will be maintained by the
Press Superintendent himself. ‘

197. OPENING 4xD CLOsING.— The confidential section will be
opened and closed only in the presence of the Press Superintendent,
and the compositors working in this section will be carefully searched
in his presence whenever they leave the room. They arenot allowed
to take pencils, paper, and umbrellas, to this room. ‘When the formes
are given to the printing section, or when the printed sheets ave given
to the binding section, they must all be taken back in the evening
before the closing of the office.

198. Wonk voucHERs.—The conpositor enters the lines set up
in a line account slip in Form No. 55, each take separately, immediate-
ly the rough proof is corrected. The distribution nwmnber should also
be shown in the slip. The slip is checked and passed by the Press
Superintendent. The rough proofs are then destroyed in the presence
of the Press Superintendent. The slips are given to the account sec-
tion to be entered in the line account book in place of rough proofs.
Hour account memog are also valued and checked in the same way.

129. Srrire OrpErs.—Strike orders are given in yellow forms.
No proofs or originals should be sent with strike orders.

130. VaruaTiox or woRK.—Works are measured and valued by
the Press Superintendent in a work measurement slip, and only those
slips arc sent to the accountant for being entered in the valuation
register.



CHAPTER IIL.

READING DEPARTMENT.
. 1. General.

181. Hnap sxamiNgr.—The head examiner is in charge of the
reading department. He should watch the daily progress of work in
the composing sections, and arvange for the reading and revision of
proofs in regard to which there shall be no delay.

132. OverTiMEe.— Overtime should be kept as low as possible,
consistent with speedy outturn. On being informed by the com-
posing foreman of overtime work in the composing department, or
when the head examiner receives urgent papers or orders to attend
office earlier or later than the usual working hours, he should arrange
for overtime work. For all overtime work the previous sanction of the
Superintendent of Stamps should be obtained in the overtime order
book, or the hours worked will not be paid for. In the evening he will
consult the Press Superintendent as to working overtime. All readers
must attend as ovdered, and men neglecting to do so must be reported
against at once. A proof reader who is absent without permission
will be liable to pay the wages of his co-reader who has to be idle
owing to such non-attendance, in addition to the usual penalties.

133. Books AXD REcORDS.—The head examiner should see that
all books of reference in his department, such as dictionaries, ete., are
kept under his custody, and are in good condition. The work books,
ete., when filled up completely, should be transferred to the account
section, and receipt obtained in the office order book.

134. Duries or THE sTAFF.—The head examiner reads the forme
and final proofs, and also rongh and revise proofs in case of urgency or
necessity. He is responsible for the accuracy of the papers examined
by him, and to see that directions regarding the uniformity of style,
spelling, use of capitals and punctuation, ete., are carefully attended
to. He should see thatb spacing is equal, that the columns of tabular
works have proportionate width, and the rales are neatly joined. The
readers read rough and revise proofs, and also revise forme proofs,
and pass final proofs in case of urgency or necessity.

185. RESPONSIBILITY FOR AccURACY.—The readers are liable to
pay for any loss caused by their carelessness in -passing bad proofs.
They should call for as many proofs as necessary, and see that only
good proofs quite free from all ervors ave passed. This applies
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particularly to press revises which should be free from all technical
defects, such as bent rules, etc. If proofs are not well pulled they
should not be accepted, but returned to composing foreman who
will see to the defects being remedied, and the men at fault reported.

136. Coxrositor’s NEGLECT.—The readers are expected to bring
to notice all proofs in which marks have not been attended to by th.e
compositors. They may call for the previous proof for reference, if
necessary.

137. Usxecmssary MAERS.—The readers will be liable to pay the
compositor for any extra work they have caused him to do by making
unnecessary or incorrect alterations in one proof and altering them
back in a subsequent proof. The head examiner should call for pre-
vious proofs when there are numerous corrections, and if they are due
to the negligence of the proof reader, the man at fault should be re-
ported to the Press Superintendent.

1388. TixCEss MATTER.—When excess matter set np by mistale,
repetition, or otherwise, is detected in the fair proof by the head exa-
miner, it is his duty to eall for the rough proofs, and score out such
excess matter in the rough proofs also. This applies to extra lines
made by wide spacing, unnecessary whites, ete. Portion setup in the
wrong place and deleted and kept standing for insertion in its propexr
place, shall also be treated in the same way, ¢ e., it should not be pass-
ed as rough in the former page, as it would be included in the line
account for the page in which it is finally printed. Ixtra charge paid
to compositors consequent on the neglect of these instructions and,
those in the rule regarding extra readings mentioned in rule 140, may
be recovered from the readers responsible for the same.

2. Working Procedure.

139. READINGS AND REVISES.—As a rule each work is to be read
with copy twice, once in rough proof and a second time in fair proof
made up into pages in galleys, and then revised in forme proof with
headings, ete., and, if intended for submission to the author, in clean
revise every time the proof is veturned. In authors’ corrections the
portions affected by correction should be read with copy. After return
of author’s proof, or, if copies ave to be printed without submission
of prout to the author, the forme proof should be read without copy
as press order proof. This press order proof should be revised as
strike order proof. As soon as this strike order proof has been passed
by the reader, it should be sent to the composing foreman for him to
issue o strike order. As far as possible the press order proofs of the
whole of a work should be read by one man to ensure uniformity of
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style, ete, All corrections should be clearly marked, and unnecessary
lines, dashes, ete., onproofs must be avoided. Portions encircled by
the imposer on forme proofs should be read with copy.

140. ExXTRA READINGS.—Acts, Bills, Agreements, Notifications,
etc., should be read with copy three times. To ensure that this is
done the number of the reading must be noted on each proof. The
strike ovder of these works should also be revised with the first
sheet pulled on a machine, by a reader, and a note that this is to be
done, should be made in vernacular for the information of the printer.
Reprint of standing matter remade up or altered, is to be read only
once, there being no fair proof. The fair proof of intricate figure
matter should be read twice with copy both crossways and lengthways.

141. Book WorK.—IFor book work the revision of the author’s
clean proof is done in addition to the usual forme revise, if the proof
is sent to the author after imposing. The press order revise of dis-
play works, all Gazette work, Book work, and of Government Reports,
should be submitted to the Press Superintendent for approval.

149. STRIEE ORDER REVISES.—When the first copy of an Ach
or other works on machine, is to be revised, it must be attended to
first, all other works being stopped- When passed, it must bear the
word ¢ Strike’ with the initials of the reader, without which the
printer shall not go on with his work. This applies also to formes
from which types have dvopped off.

143. Eprmine cory.—In special cases, if the composing foreman
thinks it necessary 0 do so, the copy shall, before 16 is given to the
compositor, be got read through by a reader who will rectify any de-
fects relating to punctuation, spelling, style, etc., to ensure tolerably
good and clean proofs. '

144. StyLE, Bre.—Every reader should note all orders as to
style, spelling, imprin, forme signatures, etc.

145. QuErries.—No proof reader should pass any proof contain-
ing querries. If there be doubts as to facts, spelling, punctuation, style,
arrangement, etc., or if the copy is unintelligible, the matter should be
referred to the Press Superintendent before sending proofs to authors.

NOTE.—A querry ought to bo made when an enclosure or a statement referred to in the fext,

is missing.

146. RoucH rroors.—When a reader has finished a rough proof,
he should write the compositor’s name above his signature with the
date of reading ab the bottom right hand corner of the proof. He will
also write ‘Standing’ or ‘Alter’; according to the description of the
matter. He should, at the same time, initial at the top left corner of
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each copy to show that a voucher for its compositiou has been passed.
The compositor’s line account is paid on his rough proof, and the
proof reader must, therefore, attend to these detzulg very carefully to
prevent fraud, or the line account is liable to be rejected because the
proof has not been properly passed. In case of rough proofs the dis-
tribution number should also be noted by the reader on the proof.

147. Famr proors.—The head examiner will write “Examined’
and will put his initials with date at the left hand corner of the proof.
When he passes a revise he should write ‘Revised’. Forme proofs are
only to be initialled and dated at the top left hand corner, the reader’s
full signature being put only on rough proofs. :

148. LEavs—~—During working hours no one is to leave the
Press without permission. Application for leave during office hours
must, if the man can be spared, be recommended by the head examiner
to the Press Superintendent.

149. OUTTURN OF WoRK.—As the ameunt of reader’s work in a proof
varies much, a definite scale cannot be fixed for all classes of works.
Of open pages proportionately more should be read, while difficult
manuseripts which require editing by a reader, or bad hand-writing,
or the work of incompetent compositors, may, at times, cause the
outturn to be much less than the scale. In such cases the head examiner
should make a proportionate time allowance in the oubturn register.

150. Ourrurxs recister.—The head examiner and the readers
will each keep a register in Form No. 14, in which they will enter
briefly the description and the number of the work which they read,
with the actual and equivalent number of pages equal to pica foolscap
folio calculated according to scale VIII, Appendix A.  They will make
the entry immediately as the work is finished and not on slips to be
entered afterwards. When revises are called for, because corrections
are omitted by readers such revision should not be included in the
outturn.  The number of pages finished and not the number of read-
Ings, is to be entered, when a reader, for reasons of his own, goes
through the proof more than once. The work book must be submit-
- ted to the Superintendent at 11 A. . every Monday. The proof

reade.rg must see that no delayis caused although they may have
sometimes to read a little more than the scale. The readers and the
head examiner will, when so ordered, assist the accountants and the
head clerk, and when doing so, will make a note of it in the outturn

register with th(f, time spent thereon. This can bs done only under
the Press Superintendent’s orders,

e



CHAPTER 1IV.

PRESS AND MACHINYE DEPARTMENT.
I. General.

151, THE PRINTING FOREMAN AND HIS DUTIES.—The printing
foreman is in charge of the departmens. He should see that the
machine work is so arranged thab there may be no delay in the striking
of papers. He should see that the most suitable machine for printing
each forme economically is selected for it. He should pass the first
sheet of all works and compare the copies with colour sheets as often
as possible. He will sce that there is no delay at any stage in turn-
ing out work. He will help the men in getting ready the formes for
striking, He will point oubt bad work and show the men how to
remedy i, He should bring to notice all cases when there is not a
full supply of formes for the machines, when formes are sent in a bad
condition for printing, and when formes sent have been incorrectly
imposed. He will teach the men the method of producing good work.
He will maintain good discipline among the workimnen, and see that all
office rules and orders relating to the department are strictly followed.
He is responsible to see that all machines ave kept clean and in good
working order. He should maintain all registers in the department
correctly, and should see that the distribution number, names of work-
men, etc., are correctly entered in the press order book. He should
see that work is fairly given out in rotation in the order in which the
workmen apply for it, first according to the suitability of the machines,
next in the order of urgency, and then in the ovder of entry in the
press order books, He should see that two or more formes ave worked
together when possible, and unprinted sheets and useful printed sheets
are not used for wiping hands or cleaning slabs. e must see that
work vouchers are correctly prepared and submitted. He is jointly
vesponsible with the men to see that works are well printed. He is
responsible also to see that the rollers are cast well, and that there is
always a constant supply of good rollers to the machines. He should
keep all the men fully engaged and see that the time paid for is strictly
in proportion to the work turned out. He should see that the exact
number of copies ordered has been printed and delivered. He is also
responsible to see to the economic wuse of kerosine cil and sundry
articles purchased for use in the Press. For kerosine oil a stock book
in Form No. 15 should be maintained.
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152. Excxe briver.—Thes engine driver is in charge Qf the
engine under the divect control of the printipg foreman. He is res-
ponsible for the proper cleaning of the engine, and (’LH appliances
used for the working of the engine and for the transmission of power
to the machines. He should see that the engine and the pulleys
are all kept well oiled, and that the beltings are n good working order.
He should see to the supply of clean cold water in thg tank attached
to the engine, for filling which, the services of the printers, etc., em-
ployed in the press and machine department may be required ab
any time.

153. PsessMpy.~—The pressmen are responsible for the cleanli-
ness and working order of the hand presses. They lockup each forme
when imposed on  the table, and take proofs. They are expecbed to
work on machines whenever required. They should also attend to
proof taking when required to do so. They may be engaged in moving
plants, eto., when necessary.

154.  Proorman.—The proof puller is responsible that the paper
given to him is not wasted, and that compositors and others do nob
take it away for use. He must see that proofs areclearly pulled, and
he should return the galleys to the compositors who took theni, or to
the racks o which they are allotted.

155. Baivers.—Inkers must keep their rollers and ink-table
in good working condition, regulate the ink duct, work up colour and
distribution of inks, wash formes, etc., when hecessary, act as wheelers,
and assist in moving plants and stores as directed.

156. MACHINE MINDERS.—The machine minders are responsible
for the good working order and cleanliness of the machines, and. also
to see that the works are well printed. They make ready each forme,
watch the sheets as they are brinted, register, space up and compare
them with the colour sheet of the work, regulate the ink, ete. With
the help of the layers-on they should fetch the formes required from
the composing sections. They are responsible to see that the formes
are returned to the composing foreman. They will also feed the

machme'zs, _1f necessary, to show a satisfactory outturn. They should
also assist in moving plant.

157, Layers.ox.—~The layers-on feed the machines, carry the
forme:s, wash rollers and formes, when hecessary, keep the machine
w_e}l oiled, clean the machines, and otherwige assis’t the minders, They
will take up the minders’ duties when required, and they will act as
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wheelers when machines have to be worked by hand for any reason.
A I ;
They should also assist in moving plant and stores.

158. TORME CARRIERS AND ROLLER CAsTERS.—Forme carriers and
roller casters wash most of the formes and galleys after and before
printing, and return them to the composing sections. They will also
keep the presses well supplied with rollers and assist in prinbing work
as directed.

159. SussmiTurEs.—Substitutes and voluuteers are cinployed
chiefly in doing the duties of inkers, layers-on and carricrs when the
latter ave absent or obherwise engaged.

160. © OUTTURN OF MEN HAVING NO FIXED SCALE—~—Those who are
engaged in moving plant, taking proofs, locking up formes, washing
formes, casting rollers, cte., cannot show any outturn according to
fixed scale, but the foreman will sec that they are kept fully engaged
and that the time sheets are written up carefully. They must be
engaged when there is not suflicicut work of the above descriptions,
in cutting forms, eto.

161. PrmvreED sHErTs.—The forciman will check the number of
copies printed, enter them in the register showing copies printed
(Form No. 17), and send them to the store keeper for despatch or o
the binding section as the case may be. He will also initial the
strike order proof to certify that the full number of copies has
been printed.

162. Sreiks orpeks.—No work is to be taken up for printing
until & strike order proof bearing the forné reviser’s initials, and the
strike order docket (Form No. 10) showing tlie number of copies, sign,
spare, ete., has been received.

163. TPRESS OR MACHINE REVISES.—When types fall out, the
cowmpositor or imposer should be called to replace them, and the first
good copy pulled of the forme should be taken by the baller or layer-
on to the examiner for extra revision with strike orders while the
making ready is being done. Revises should also be taken of accounts,
bills, and other special works, when instructed on strike order. Men
who do not attend to these instructions will have t0 pay the cost of
reprinbing.

164. STRIKE ORDER FILE.~—Strike order proofs should be sent to
the account section along with time sheets, the former being kept

there for audit. r
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165. Caxe rapEgs— Yellow paper stips in%timllcd by the Press
Superintendent take the place of the strike order for cafre pa‘pers. P:\ll
make ready copies and spoilt sheets, bympan sheets, ebc.? are t(? be 1be~ _
garned to the Press Superintendent. No file copies are to be kept by
any man. All revises should be passed by the Press Superintendent.

166 PASSING FIRST sueprs.—The made ready copy of ordinary
) i . s works wi 1 to b X who will
Proceedings and other works will be shown i,o‘ .Lhe fmemgn who wil
poiut oub defects, if any. All made, ready copies of book works anc

important job works should Le subwitted to the Superintendent for
“approval before proceeding with the printing.

167. Overmiv.—The printing foreman will visit every com-
posing section in the evening and exaniine the press ovder books,. and
if there are many formes for which press order has been given,
subinit to the Press Superintendent the overtime order.book for sanc-
gion, writing in it the names of the worknsen and the time of‘overtune
work required, ete. He will avoid overtime as much as possible.

2. Working procedure.

168, Rucerer oF work.—The foreman should examine the 1}11-
posing and press order books and strike order boxes of the composing
sections, ab least four times every day to see whether any forme has been
ordered to be printed, and take ont all the formes found in the boxes.
He must, ab the time when the forme is given for printing, write in the
colmmns of the press order book the names of the mento whom the
works were given as also the machine number and the work distribubion
nwnher, The works received should be registered in the work book
(Form No. 15-A) under the respective offices in sexial order.

169. DisrrpurioN or wonxs.—In distributing work the most
suitable machine for each work should be selected. Fach work when
given to a machine, showld be entered in the work distribution book
(Form No. 16). The distribution number and the names of minders
or pressmen should also be noted on the stvike order docket and on
the press order proof. The fact should also be naoted in the appro-
priate columns of the work book

170. Paper 1s5UE—On receipt of a work the workmen should
feteh the forme from the coinposing section and put it on the nachine,
They should then present the whole file of the work inclnding the
docket to the store keeper who will issue the necessary paper noting
the issue number, ete., on the press order proof which should be noted in
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the respective columns of the work book also by the printing foreman.
Papers for galley and press proofs, etc., should be received from the
store on separabe receipts signed by the printing foreman in Torm
No. 25 and passed by the Press Superintendent.

171. TRANSFER OF PAPERS PRINTED.—The papers printed should
be handed over to the binding or store department, as the case may
be, and a receipt taken from the recipient in the register of papers
printed and issued (Torm No. 17). The facts should also be noted
in the remarks column of the work book.

172. WoRrK VOUCHERS.— Vouchers for works done should be
prepared by the foreman and got signed by the workmen in (I'orm
No. 18) printer’s time sheet. Iach time sheet should show only
the works done by one man, and it should be checked with the scale
IX in Appendix A, and initialled by the printing foreman and submit-
ted to the Press Superintendent every day for being passed along
with the press order proofs, il any, which contain the paper issue
certificate. These will be returned when passed to the workmen
who should give them well arranged to the foreman when called for
to be sent to the account section.

178.  ANNUAL RETURKS.— The printing foreman will, on the 15th
of Chingom every year, submit to the Press Superintendent a state-
ment showing the number of impressions printed for the various
offices.




CHAPTER V.

BINDING AND WAREHOU SE DEPARTMENT.
1. General.

174, THE BINDING FOREMAN AND HIS RESPONSIBILITIES.—The
binding foreman is in charge of the department and .is rf-)sponsib]e for
the care of all papers and books sent for binding, stitching, ete. He
is responsible for all materials issued for use, and for the good working
order of the machines and appliances in his department. It is the
duty of the binding foreman to enter all works when received in the
work books, to give instructions to the binders to ensure economic and
good work, depute binders, stitchers, folders, cutbers and such other
men working under him to assist one another according to necessity,
and checlk the daily progress of work to avoid delay, and to report to
the Press Superintendent when there is congestion of work, for making
remedial arrangements.

175. TURGENT AND SPECIAL WoRkS.—7T'he binding foreman will
specially see that urgent works are attended to as soon as received,
that periodical publications are takenin handin time to be despatch-
ed on the dates fixed, and that sufficient men are told off for each
work.

176. MacHINE WORK.—No work that can be done economically

and speedily by machines, should be given to be done by hand with-
out special instructions of the Press Superintendent.

1717, InpeENTs.—The binding foreman should prepare an indent
for the quantity of materials required for every binding work in the
counterfoil indent book (Iform No. 25), which should be sent to the
stores through the Press Superintendent. Indents should be made
before the work is put in hand to save delay. Whenever a large
quantity of a special material is required, an indent should be sent ttjo
the stores sufliciently early, so that the necessary malberials may be
obtained from the Stationery Department or otherwise. )

7 3 Al : 3 r
. 1 d(8-' ?QOI{SDAND RECORDS.—The binding foreman should enter
all orders of the Press Superintendent and the Stamp Superintendent

in an order book. He should also see that all written up books are
.Zenli to the account section and receipt taken in the office order
ook,
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179.  OverTiME.—Overtime should be kept as low as possible
counsistent with speedy outtuwrn. The binding foreman will, at 4-30
P. M., every day, examine the work books and see whether there is
any accumulation of urgent works, and take the orders of the Stamp
Superintendent through the usual channel, if overtime work is found
necessary.

180. GENERAL INSTRUCTIONS TO 1HE TFOREMAN.~The binding
foreman should see that each job or book is trimmed, and covers cut
only to the aunthorised sizes, such as.—

Reports, ete, Foolseap Folio ... 133 X 83~
Law Reports and Regulations., Royal Oectavo ... 10 X 63
Books of crowa Quarto 10" x 73"
DBooks of crown Octavo T x5
Books of demy Octavo 83 x 55"
Blank books Assorted Size ... Fractions of
foolseap folio
Books of larger size ... According to special instructions

He must examine all works before despatch, and show impors-
ant works to the Press Superintendent to emsure that they have
been properly executed, and that the directions given have been care-
fully carried out. He must keep a muster copy of all periodical works
for uniformity of binding. ~ He will take the oxders of the Press Super-
intendent regarding the description of binding, ete., to be adopted,
when no instructions have been received with works, and in all cases
of important or special worlks he should see that the first copy bound
is passed by the Press Superintendent before proceeding with the
work. He must always watch the progress of work, and see that all
men are at their work. He should see to the proper distvibution of
materials and tools, and check the balance on hand. e must also
assist the store-keeper in preparing the estimate of binding materials.
The binding foreman must see that time sheets are filled up as soon
as the works are finished, and that they are submitted to the Press
Superintendent for check. e should also see that all works done are
correctly valued according to the scales, and brought to the valua-
tion register.

181. Tmr BinpERs.—The binders ave responsible to see that all
works given to them ave executed properly and that no material is
wasted or misused.

2. Working Procedure.

182. RECEIPT oF WORK.—No work should be accepﬁed by the
binding department except with the written orders of the Press Su-
perintendent unless they are works received from the printing or store
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department with strike order dockets or indents. Papers or b%qkz _re-‘
ceived should be carefully counted and acknowledged. Thfa binding
foreman should see that the number agrees with the number given in
the strike order or other ovder accompanying the work.

183. REGISTERING OF WORK.—As soon as & work is cheived tl_ae
same should be entered in the daily slip bgoqk in Form No. 19 in
the serial order of its receipt, and then carried over to the work.bogk
in Form No. 20, undeér the respective departments. 'I?he entries in
the daily slip book should be scored out when the respective works are
finished and sent to the store for despatch. The daily slip book shou_ld
be submitted to the Superintendent every day at 2 . a.  The serial
number given to each work should be written on the \\tork E‘l,]S(?. The
number of works for repair should be written only in pencil to be
erased afterwards.

184. DistrIBUTION OF WORKS.—When a work is given to a
binder the same should be entered in the work distribution book (Form
No. 21). The distribution number should at once be noted also in
the work book. The foreman should be very careful to see that works
are given to the binders in.rotation. All minor works, such as, fold-
ing, stitching, collating, ete., should be got done, as far as possible, by
boys who may also be given, if necessary, binding works.

185, VALUATION OF WoRK.—Fach work when finished should be
valued at once according to scale 3 in Appendix B, and entered in the
work valuation register (Form No. 22) before the same is sent o the
stores for despatch. At the end of each month the entries in this
register should be checked with the daily slip book to ensure that all
works done have been valued.

186. WORK VOUCHERS.—As soon as each man’s work is finished
a voucher for it in Form No. 24 should be

prepared according to scales
10 and 12 in Appendix A, and checked by the foreman. The same
should be submitted to the Press Superintendent with the work distri-

bution book for being passed.
187, VALUATION FILE SHEETS FOR COMPOSING AND PR
In the case of papers received from the
printed sheet or book should be
orders containing the originals,
along with the work to be sent
of composing and press work.

ESS WORK.—
printing section, a copy of the
attached to the strike order or
ete., and sent to the stores section
to the acecount section for the valuation

188. ESTIMATE OF BINDING WORK.

1 _ NDING —As soon as cach indent for
forms and registers, is received in the

stores section, the same will be
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sent to the binding foreman who should prepare therefrom alist of all
binding works which will have to be done according to that indent,
and enter the same under the office concerned, in the register showing
works to be done for each office (Form No. 23). Works received
should at once be noted in this register also, so that the works still due
from other sections may be seen at a glance. When work is likely to
run short at any time, the binding foreman should call for such works
as have not been received and are pending in the composing and print-
ing sections.

189. ANNUAL RETULRNS.—On the 15th Chingom of each year a
statement showing the value of works done during the previous year
for the several offices, should be prepared with reference to the valua-
tion register, and submitted to the account section for being embodied
in the annual report. )




CHAPTER VI

FOUNDRY DEPARTMIINT.

190. Divistoxs or THE DEPARTMENT.—The foundry departinent
includes the typecasting, the carpentry and the stereotyping sections.

191. Foremay avp mis puniis.—The printing foreman is in
divect charge of the department. He is responsible for the proper
conduct of work and for the care of all the machines and appliances
in the department, and for exacting an adequate amount of work
from the men under him. ‘

192.  DisTRIBUTION OF WoRK.— When a work has to be got through
the foundry department, an order in Form No. 26 in the case of type-
caster ov stereotyper, orin Form No. 27 in the case of the carpenter,
signed by the Press Superintendent, should be given. Before
giving the order, the work must be registered in the respective work
book wherein the different stages of each work should be duly
enfered.

NOTE,—For work books sce Forms Nos. 29, 80, and 31,

193.  Drawies or workMEN.—The foreman should see that cach
of the workmen maintains a diary book in Form No. 28. The entrics
in the diavy book should be checked by him daily, and the work done
by each daily, should be measured with reference to the scales 12, 13
or 14 in Appendix A. He should, at 11 4. 3. on every Monday, sub-
mib the diary books to the Press Superintendent for check.

194. ORDERS To WORK IN OTHER SECTIONS OR OFFLCES.—YWhoenever
a requisition is received to send any of the men for work in other sec-
tions of the Press or other offices, an ovder in the prescribed form
should be given as usual, noting therein the time at which he was
relieved from the foundry. This order slip should, when the work
is finished, be presented by the workman to the head of the section
or office to which he was sent for work for noting therein the exact
time at which he was sent back. On his retwn the workman should
give the order slip to the printing foreman who should make the
necessary entries in the work books, and then send the order slip o
the account section for valuation of the work, recovery of cost, or for
adjustment, as the case may be. The colmnn ‘Valuation’ in the
valuation register should be filled up only after the order slip is re-
turned by the accountant with the valuation noted thereon.
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195. WonknMEN.—The workmen are vesponsible for the careful
handling of the machines, materials and instruments in their charge.
They should see that all works received by them are accompanied by
an order in the prescribed form, which has been passed by the Press
Superintendent.

196. OUTTURN.—An account of all the works done by each
workman daily should be written in the diary book supplied to him
wherein the actual number of hours taken by him for each work should
be noted in column 5. The diary should be submitted to the printing
foreman every evening when work is closed, for check and valuation
with reference to the outturn scales. The workmen should show an
adequate daily outturn of work. They should bear in mind that, in
case their outtwrn is continuously low, they are liable to be removed
from service for incompetency. They should not make wasteful use
of the metal, timber, or other materials, issued to them, and should
get the materials required from the typestore after giving a receipt for
same. The workmen should see that the materials are put back and
the fire put out before they leave office.

197. Varuvariox.—All works done in the foundry should, when
completed and received in the typestore, be valued with reference to
scale IV in Appendix B and entered in the work valuation register in
Torm No. 32. The printing foreman should prepare an annual state-
‘ment of the quantity and value of all works done in the department
in Torm No. 57, and send same to the account section before the 1st
Kanni every year for being embodied in the annual report.

198. REecorps—The orders for works should be filed in a file
book in serial order, and the file books should be sent to the account
section ab the close of each year. The work books, ete., for each year
should also be sent to the account section for custody, at the close of
the year.

G



CHAPTER VIL

STORE DEPARTMENT.
1. General.

199. Cmarcr or mus prpartMexT.—The 2nd clork will. be in
charge of the stores, and will be called the store-keeper. He is ves-
ponsible for the safe custody of all the articles in the store and for
keeping proper accounts for their receipt and issue.

200. INDENTS FoR ARTICLES.—He is responsible to keep in stock
a sufficient quantity of all articles which will be required for the
proper conduct of work in all the sections of the Press and should
replenish-the stock sufficiently early. An estimate of all articles that
may be required for one year should be prepared in Makarom of the
previous year, and submitted to the Press Superintendent before the
15th of that month to be sent to the Stationery office. In case the
supply is likely to be insufficient to mect the probable demnands on
any article, he must point out the matter beforehand with explanation
for the excess demand, so that arrangements may be made to procure
fresh stock in'time. He will also submit a fortnightly indent in Torin
No. 44 for paper and other articles required for use during the follow-
ing fortnight. Interim and piecemeal indents should not ordinarily
be made except in urgent and unforeseen cases.

201, Issurs.—The store-keeper should be careful to see thabtno
article is issued from the store to anybody without the written
sanction of the Press Superintendent, except on the authority of the

strike orders issued from any of the composing secbions

and presented
by the printers. !

202.  SToOK REGISTERS.—Al| i
printed forms should, on receips,
(Form No. 43), is_sues being noted therein and balance struck every
day. E_‘orms received and issued daily should be carefully noted in the
respective departmental ledgers (Form No. 49).  All receipts and
issues of paper should be noted in the stock register (Form 1No. ‘41)

cgrgfullgr, and balance struck.  The balance on hand should be check-
ed by the store-keeper with the stock register every evening.

203. DEeravs.—The store.k i .
: > ore-Xeeper will be particularly careful to
see that no delay is made ip the issue of articles to {he working

press  stoves excepb paper and
be entered in the store ledger
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sections. He should in the evening consuls the printing foreman and
Press Superintendent as to the issue of materials during overtime
work, and arrange to attend office, if necessary, during overtime
hours.

204. GENERAL INSTRUCTIONS.—The store-keeper is responsible
to give directions to the job, printing and binding sections about the
urgency of forms and books. He'is also responsible for the timely
despateh of forms and books according to indents. He should there-
fore keep in stock a suflicient quantity of packing materials such as
mats and coir, for the despatch of forms. The keys of the store will be
deposited with him. Ile should personally see to the opening and
closing of the store.

2, Working Procedure.

205. Recerer or iNDENTS.—All indents for printed forms should
be passed by the Secretary to the Diwan in the respective adminis-
trative departments of the Secretariat. On receipt of an indent, the
same should, therefore, be submitted to the Secretary for sanction, if
it has not been already passed by him. In case the indent contains
a requisition for forms not prescribed by any Code, Regulation or
Rules, passed by Government, the fact should be reported to the
Secretary to the Diwan, and orders of the Diwan should be taken
in the administrative ‘department of the - Secretariab -concerned,
as to whether such forms should be printed and supplied by the
Press. The indents from any department or office which keeps
personal deposit accounts with the treasury, should not be accepted
unless they have been registered in the account section firsh. As a
rule all indents®are dne on or before the 1st of Kumbhom. If any
indent is not received on the due date a reminder should be sent. An
indent should be prepared for all prescribed general and stock forms
on 1st Vrischigom by the store clerk, and given to the job section with
the Press Superintendent’s approval, so that the forms may be printed
and stocked before 1st Kumbhom.

906. REGISTERING OF INDENTS.—All indents should be registered
in the order of receipt in the indent register. The indent register
number should be marked on the indent also.

007. CHECKING 18DENTS.—The store-keeper should check the
entries in all the indents and also see that samples of all items
except stock forms have been received. He should write on each
saraple the indent number and the number of copies required to be



44 TILE PRESS OFFIOE MANUAL, [Coar. VIL

printed of each, and also any special instructions regarding the paper
to be used, nature of binding, if any, ete.

908. CONSOLIDATION oF INDENTS.—If any forms are required for
more than one office, such forms should be consolidated before the
indents are sent to the job section, so that they may be printed once
for all to avoid waste of labour and delay.

209. Srocr rorvs.—He should, then, mark off in the indents
all stock forms, and despatch them at once. A note should also be
made against each of such items to the effect that they were des-
patched. In the case of cost recoverable indents a copy of each of
the stock forms should be taken out when despatched, and sent to the
account section with a cortificate showing the number of copies of
each sent and the date on which sent, so that the accountant may cor-
rectly value them for recovery of cost. The indent, with the samples
of all the forms which have not been supplied from stock, should be
forwarded to the job section for action.

210. List oF Books 10 BE Bouxd.—Before giving the indents to
the job section, the store-keeper should see that a list of the forms to
be bound or stitched according to each indent, is prepared by the bind-
ing foreman in Form No. 23, to enable him to have an idea of the
works he may receive during the year.

211, Parrr 1s8uE,—Papers required for proofs and for binding
works, may be issued on a receipt duly passed by the Press Superin-
tendent. Papers for printing can be issued only on strike orders
issued by a composing section. When a strike order with the origi-
nals®, proofs, etc., for a forme, is presented to the store-keeper for
issue of paper, the latter should issue the same quality of paper on
which the sample has been printed, unless therejs any special in-
struction to use any special kind of paper. In the latter case, orin
cases of doubt, he must take the Press Superintendent’s orders. IFor
bookworks the kind of paper issued must be the same throughout. IFor
periodical or special works, only the authorised kind should be used.
The store-keeper should take care to issue only the exact quantity of

paper required for each forme with the usual quantity for proof and
wastage as shown below : ’

When copies below 100 have to be printed 5 per cent
' above 100 and below 200 have to be printed ... 4 "
” o 200 1,000 N .. 8 "
" » 1,000 have to be printed e 2

i}

* . .
NOTE.—In the case of confidential works papers can be issued on g strike order on yellow

form, though no proofs or originals accompany the same.  The paper issued in such cases should bo
the same as that ordered in the strike order,
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212.  CERTIFICATE OF 1S5UE.—As soon as the paper is sclected, the
gtore-keeper should enter the issue in the issue book (Form No. 40)
in consecutive order, and certify the issue in the strike order proof.
The issue number and the quality and quantity of paper issued, should
be written on the strike order proof under his initials, and he shonld
return the strike order file to the printer who produced it along with
the paper issued for printing the forme.

213, PrinTED ¥orMs.—On receipt of printed papers from the
printing section or books from the binding section with the strike
order file, the store-keeper should check them with the strike order to
see¢ that the nwmnber received is correct, and enter the same in the
respective departmental stock registers (Form No. 42), and make a
note of the receipt in the respective indents.

214. DrsPaTCH OF rorMs.—Urgent items should be sent imme-
diately on receipt. Other items should be despatched when the
quantity is sufficient for at least one packet. In the case of forms,
ete., indented for by offices situated in Ernakulam, Cochin, Cranga-
nar and Tripoonithura, an intimation should be sent in Iorm
No. 44 (@) requesting the head of the office concerned to arrange to
take delivery of the articles. In other cases the forms, cte., should
be packed and sent by goods train to the respective taluk Tahsildars
according to Standing Order No. 206, When the forms are personally
taken delivery of, a receipt should be obtained aud filed in the indent
file. DBut, in case the forms are sent by train, invoices in Form
No. 44 (b) should be sent to the officer to whom the forms sent are
intended, and the railway way bill, to the Tahsildar concerned, and,
on receipt of the acknowledginent the same should be filed. The
items despatched should be noted both in the stock register and
indents. 'The date on which each item is despatched should be noted
also in the respective strike order docket.

915. VALUATION FILES FOR COMPOSING AND PRINTING WORK.—
As soon as each kind of form is despatched, the date on which the
same is despatched, should be noted in the strike order docket, and &
copy of the form as printed should be stitched on to the strike ordeyr
file, and sent to the composing foreman or to the job section, as the
case may be, for the latter to mark the dates of printing, etc., in the
work books and also to give particulars with regard to fresh setbing,
alteration, remaking up, reimposing, authors’ corrections, ete., before
sending the strike order file to the account section for valuation.

916, TEXTRA INFORMATION ON VALUATION COPY OF COST RLE-
COVERABLE Wonks.—In the case of cosb recoverable works, particulars
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regarding the quality and quantity of paper issued, should also be
noted on the valuation files, so that the price of paper may also
be recovered.

017. TRECORDS AND CORRESPONDENCE.—AIl correspondence ve-
lating to the articles in the store, indents, etc., should be prepared by
the store-keeper. Books and records of each year should be kept in
the store for one year after the same are filled up, and then frans-
ferred to the account section.

918. Awwual reTURNS.—The store-keeper should prepare a state-
ment in Form No. 61 showing the quantity and value of stores and
materials consumed by the composing, printing and binding sections
during one year, and submit same to the account section not later
than the 15th Chingom of the following year.




CHAPTER VIIL

ACCOUNT DEPARTMENT.

219. DuTiEs oF THE ACCOUNTANT.—The accountant will attend
to the maintenance of all accounts and registers relabing to the techni-
cal working sections with regard to the outturn of work, its valua-
tion, payment for outturn and of pensions and gratuities, and also to
the recovery of cost in the case of cost vecoverable works. He is res-
ponsible for the correctness of all caleculations in work vouchers, and
also of those relating to payments for outturn.

220. DrvisioNs oF work.—The work of the section is divided
into three parts; viz, I. Work vouchers and payments, including
leave allowauce, pensions, gratuities, etc., II. Work valuations and
recovery of cost in the case of cost recoverable works, including adver-
tisements and the fixing of selling prices of books, ete., printed, and
III. Periodical returns and statements relabing to the outturn, pay-
ments, etc.

I. WORK VOUCHERS AND PAYMENTS.
A. General Principles.

921. VALUATION OF OUTTURN.— Every item of work done by the
task workers should be computed to the accounts, and a voucher for
same should be given to the workmen duly passed and sealed by the
Superintendent alter measuring the work with reference to the res-
pective scales given in Appendix A. A single voucher may be passed
for one or more items of works together.

992. Scarngs or outTURN.—The standard of outturn adopted for
the compositors is the work of distributing, composing and correct-
ing 1,000 ens of types per hour in the case of actual composition,
and, in other cases, any work per hour equivalent to the above stand-
ard. The number of lines of different types in different lengths, which
should be distributed, composed and corrected by each compositor in
1 to 7 hows, is given in scale I, Appendix A. All composing works
should be valued either in lines of different types or in hours, accord-
ing to circumstances, with reference to scales II——_VII, Appendix 'A.
The printing and binding outturn should be valued in hours only, with
relerence to scales IX—XI, Appendix A,



48 THE PRESS OFFICE MANUAL, [Cuar. VIIL

993. DASIS FOR THE VALUATION OF THE WORKS OF TASK WORKERS.—

The hours of work in the Press are from 11 A. M. to 6 . M. daily or, in
other words,there are T working hours every day. Tor all caleulations
for payments, a month is considered to have on an average 25 working
days which will give 175 working hours in & month. The amount of
cach item of different works to be done by each man in an hour, is given
in the several scalesin Appendix A. All works should be checked with
reference to these scales, and vouchers should be passed for the number
of hours arrived at according to the respective scales. The standard
outburn for each man is that all the works done by him in a month,
when valued according to the scales, in hours, should be equivalent to
175 hours. In the case of compositors their outturn, may also be shown
in Pica foolscap folio pages of 38 ems X 65 ems, which contains nearly
5,000 ens of Pica types. The standard outtmm of & compositor, men-
tioned in rule 222 being 1,000 ens per hour, a standard page requires
five hours’ time to be distributed, composed and corrected, so that, if the
outturn of a compositor is valued at 5 hours, it will be equivalent to one
standard page. The standard outturn for & month, viz., 175 hours, will
therefore be equivalent to 35 standard pages, the standard oubturn
of a compositor for a month.

224, BASIS FOR PAYMENT TO TASK WORKMEN.—Under the task
work system, a rate of pay has been fixed for each workman. e will
be cligible to get that fixed rate of pay, only if his outturn for a month
is equal to 175 hours or 35 pages pica foolscap folio (38 ems X 65 ems).
If the outburm is less than this standard outturn, a proportionate de-
duction will be made from the fixed rate, and, if his outtwrn exceeds
this standard, he will be eligible to get pay in excess of the fixed rate,
proportionately. ’

225. OVERTIME PAY OF TASK WORKERS, ET0.—Work done by the
task workers during overtime working hours will be valued according
to phe scales and merged into the monthly outturn accounts, and not
paid for separately. Overtime pay for permanent men is to be calcu-
lated for the actual 'hom‘s'of approved attendance at the rate of their
Olnolulnr(inb for the time being, for 175 hours of actual approved attend-
ance. The overtime attendance of the latter should be brought to
account separately, and allowance drawn on a separate bill.

226. LEAVE OF MEN ENTITLED TO OVERTIME ALLOWANCE.—In the
case of permanent men who are eligible to get full overtime allowance,

pay should be deducted for the actual number of hours they arc on
casual leave.
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B. Working Procedure.

227. WORK VOUCHERS WHEN TO BE RECETVED IN THE ACCOUNT
sEerToN.—All work vouchers swhen passed by the Press Superintendent
should be returned to the workmen concerned to be kept with them -
until they are called for by the foremen for being sent to the account
section. The foremen should collect all work vouchers of the men
for the first 15 days on the 18th of the same month, and those for the
second half of the month on the 3rd of the next month, and send them
to the account section for being entered in the account registers.
Vouchers not given to the foremen when called for, will be treated as the
vouchers of the next haif month. The vouchers of each man should
be arranged datewar and stitched together at the left hand top corner
by himself, before being handed over to the foreman. A certificate as
to the number of vouchers stitched together, should also be made on
the reverse of the last sheet of the vouchers of each man. If the
vouchers are not received by the accountant on the 18th and 3rd, he
should at once call for them.

928. CHECKING OF VOUCHERS.—On receipt of the vouchers the
accountant should examine each of them with reference to the
{ollowing points.—

Whether they have been arranged dutewar.

Whether the men have certified as to the number of vouchers given by them.

Whether the work distribution, ete,, numbers have been given on each of them.

Whether they have been signed by the workmen concerned.

Whether they have been duly passed and stamped by the Press Superintendent.

Whether the corrcctions or alterations, if any, made in them, havo been duly attested.

\Whether, in the case of compositors, the rough proofs have been duly certified by the
readers as rough.

8. Whether, in the case of werks valued by actual attendance, the vouchers have been

Auly signed by the printing foreman in token of its correctness according to the

general attendance register.

1o ok o

If the vouchers do not satisfy any of the above conditions, the
same should be rejected, In case they satisfy the above conditions,
the accountant should check them with reference to the scales, and
satisfy himself that the valuations passed are correct. In cases of
doubt or mistakes, the Press Superintendent should be referred to,
and any alterations made by the latter should be got attested by
him.

929, NATURF OF VOUCHERS FOR THE DIFFERENT ITEMS OF WORKS.—
The rough proofs are the vouchers for actual composing work. In the
Book, Gazette and Vernacular sections, valuation should be given on

rough proofs in lines of different types and sizes used, which is to be
H
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determined by actual counting or, in the case of tables and lines set
up crossways, by measuring the proof with the measurement scales
IV—VII, Appendix A. Job works should be valued direct to pages
of Pica foolscap folio, 35 ems x 60 ems, anumber of pages being
allowed for each proof in proportion to the time comsidered to be
necessary for the work, at 4} hours per page. Allother works in the
composing section, such as authors’ corrections, making up, imposing,
press attendance, etc., should be valued in hours, a voucher for
same being given in the hour account memo form (Form No. 11 or12).
The valuation in hours should be made with reference to scale Il in
Appendix A, or, in case of a work having no fixed scale, by measuring
it, according to the labour involved, a number of hours which is con-
sidered necessary for the work, being passed. The latter rule may be
adopted also in the case of works which are of a special nature, and
involve more labour than what is fixed in the scale. Complainbs re-
garding the valuation should be preferred at the time when the
vouchers are passed and retmmed to the workmen, and not at the time
when they are given to the account section for being entered in the
account vegisters. The works of the printing and warehouse depart-
ments should be valued in hours with reference to scales IX, X or XI,
Appendix A, or at actual hours according to circumstances. The
vouchers should be made out in Form No. 18 in the case of printers,
and in Form No. 24, in the case of binders.  All works done by one
workman for another, should be paid {or by adjustment accounts, a
voucher in the adjustment hour account IForm No. 13, being passed.

230. RECORDING THE VALUATIONS OX voUCHERS.—The line ac-
count valuations should be entered in the line account book (Form
No. 45), and the valuations in pages on job vouchers, in the job line
account book in Form No. 46. The valuations for the 1st half of the
month should be entered in the left half page columns, and
those for the 2nd half, in the colunms on the right half, a separate
page being allotted for each compositor’s vouchers for the month.
The valuations on hour account memos should be entered in the com-
positors’ hour account book (Form No. 47), a sufficient number of
pages being allotted for each compositor. The entries should be made
davewar. Hours passed for authors’ corrections should be entered
separately in the column allotted for same. Time sheet valuations for
printers and binders shonld be entered against the names of the
respective workmen in the printers’ or binders’ hour account book
(Form No. 49). The valuations for each half month should be entered
in a separate line. Adjustment howr account valuations should be
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entered in the adjustment hour acecount book (Form No. 48) to the
credit and debit of the respective workmen.

231, MODE OF WORKING oUT THE EARNINGS.—The lines of differ-
ent types and sizes and the marginal lines, earned by each compositor
for each half month, as entered in the line account book, should be
added up separately, and the total of each line written in the total
colwmn. The totals of both half months should then be added
together, and the grand totals of the lines of each kind of type and
size should be written in the column allotted for same. These should
then be converted into hours with reference to scale I in Appendix A.
Totals of margins should also be converted into hours at the rate of
24 margins per hour. The hours as converted from lines and margins,
should then.be totalled up and added to the nwmber of hours earned
by the compositor according to the hour account book. If there be
any hours to the credit or debit of the compositor according to the
adjustiment hour account book, the same should now be taken into
account by adding to, or deducting from, the total number of hours
worked out above. The compositor may be paid for the total or re-
maining hours, as the case may be, at the rate for which he is eligible at
the time including acting, etc., allowances, for 175 howrs. Tor facility
of caleulation for payment on hour account basis, a ready reckoner has
been prepared (seale IT Appendix C).  Though the compositors’ carn-
ings may be calculated direct from the nuwmber of hours worlked out
as above, the practice adopted is to converb the number of hours
into pages of pica 38 ems X 65 ews. by dividing the number of hours
by 5 hours, the time required for distributing, composing and correct-
ing one page of the size and type (see rule 223), and earnings calculated
ab the respeetive rate for 35 such pages. Scale Iin Appendix Cis a
ready reckoner for calculating the carnings from pages and lines.

932, JoB coposiToRs’ EARNINGS.—In the case of job work com-
positors, since the valuations passed are divect to pages of pica 35 cius
X 60 cms, the tobal number of pages allowed for both halves of the
month should be totalled up and converted first into hours by multi-
plying the number of pages by 4} hours, ¢. e., the time that will be
necessary for distribubing, composing and correcting a page of the sizg.
"T'he hours thus obtained should then be converted into pica pages off:
38 ems x 65 ems, and earnings calculated as in the case of other
compositors.

033. DEDUCTIONS FoR PIE-—According to rule 56, a deduction
las to be made from the earnings of the contpositors of the socction
in which there is much pie during the wonth, which has tobe got
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sorted by the volunteers. This deduction should be carefully made
before payment is made, at 3 piesin the rupee earned by_ the com-
positors of the section concerned, only when it is not possible to find
out the compositors personally responsible for the pie. Ifthe ves-
ponsible men could be feund out, the pie should be got sorted by them,
or by adjustment accounts at § pies per 1b.

234, PRINTERS' AND BINDERS’ EARNINGS HOW TO BE WORKED OUT. —
The number of hours earned by each printer or binder according to
the respective hour account book, should be found out and written in
the total column of the book. Any adjustment accounts to the credit
or debit of the workman should be added to, or deducted from, the total
hours above referred to, and earnings calculated at the respective rates
for 175 hours.

935. CHECKING OF CALCULATIONS.—The figures worked out by
the account section should be cavefully checked by the head clerk.

236. COMPLAINTS REGARDING MISTAKES IN CALCULATIONS, EIC.—
The line account and job line account books of compositors, and the
printers’ and binders” hour account books, containing the detailed
working out of the earnings of each workman, should be sent to the
foremen of the respective sections. The foremen should then take
the signature of each man under thew, below the accounts relating to
the works of each, in token of the correctness of his accounts, and then
return the books at once to the account section. Should there be
any complaint about the calculations, the workmen concerned need
not sign the book until they are rectified; but all such complaints should
be preferred, through the respective foreman, within 24 hows, or the
accounts will be considered to be correct even though the workman
has not signed the book. Complaints regarding valuations on vouch-
ers should b.e preferred at the time the vouchers are passed, and will
not be congdergd if they are preferred when the account books are
sent for being signed. Mistakes in caleulations should all be rectificd
under the Press Superintendent’s initials.

237. DPREPARATION OF TASK WORK DAY BILLS.— When the account
books have all been signed by the workmen, or after the expiry of the
24 hours’ time since the books have been sent to the foremen, the
accountant should prepare the pay bill with reference to the earn,inffs
of each workman as worked out in the account books. The tottzhl
n}lmber of pages or howrs paid for to each, should also be noted in the
bill. The pay of the task work establishinent, should, if possible, be
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drawn and disbursed, ordinavily not later than the 12th of cvery
mongh. .

238. LEAVE ALLOWANCE OF TASK WORKERS.—The task workers
are not to be paid any allowance for the days they ave on leave, cx-
cept in the case of leave on medical certificate. In the latter case
allowance at half pay should be given. Leave allowance should be
calculated on the average monthly earnings of the men for the previ-
ous full six months. TFor facility of calculating average earnings, the
accountant should enter in the service book of each workinan his
monthly earnings.

939. DepucrioNs.—No deduction should be made from the
previous earnings for the days the workmen are on casual leave. Tor
late attendance, absence, etc., deduction should be made as laid down
in the general rules in Chapter 1.

9240. SERVICE BOOKS, PENSIONS AND araturties.—The serviee
books of the task workmen- should be deposited with the head ac-
countant, and all promotions, leave other than casual leave, etc.,
should be entered in them duly. Their monthly earnings should also
be entered on the sheets allotted for the purposc ab the end of each
service book, to facilitate the caleulation of the average earnings of
the worlmen. TFor all calculations for pensions and gratuities the
average monthly earnings of the men for the last six years of their
service, should be considered to be their pay.

941, RECORD OF OVERTIME ATTENDANCE.—The overtime attend-
ance of the permanent men who are eligible for overtime allowance,
should be recorded in the overtime abtendance register in Formn
No. 38, by the printing foveman. The recorded hours of attendance
during overtime work, of each man in a month, should be totalled up
by the printing foreman, and the book sent tothe account section
for the preparation of the overtime pay bill, by the 4th of the follow-
ing month. On receipt of the overtime attendance register, the ac-
countant should check the number of hours claimed for each day
with reference to the general attendance register and the overtime
order books, and any discrepancies found oub should be noted at the
bottom of the page on which the hours for the month are entered,
and the book submitted to the Superintendent who will fill up the
column headed ‘Net hour paid’. The accountant should then
calculate the amount to be paid to each at the rate of his respective
pay plus any acting allowance heis eligible for at the time, for ~175
hours. Before preparinga bill for theovertime allowance, thebook should
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be submitted through the Superintendent of Stamps, to the Secretary
to the Diwan, and his sanction obtained for the payment of the
amounts shown in the book. The overtime allowance should, as far
as possible, be drawn and disbursed on the 10th of every month.

942. Depucrioxs.—The salary of the men eligible for overtime
allowance, for the number of hours they are on casual leave, should
be deducted from the overtime allowance due, at their respective
rates for 175 hours.

943. VOUCHERS FOR SORTING THE PIES OF THE COMPOSING SEC-
TIONS BY VOLUNTEERS.—The printing foreman will collect the pie of
each composing section daily, in case the compositors neglect to sort
them, and enter the quantity in the pie account book in Form No. 36.
The quantity sorted by the volunteers every day should be entered
in the columns allotted for same. The pie sorted by the volunteers
should be set up, and a proof taken. The valuation should be given
on the proof by the printing foreman, and got passed by the TPress
Superintendent. This prool containing valuation passed, will form
the volunteer's work voucher.

244, CarcuraTiox or rik MONEY.~The quantity of pic sorted by
cach volunteer on the different dates of each month, should be entered
in the respective date columns against his name in the pic account
book, and totalled up at the end of the month. The earnings should
be calculated at 4 pies perlb., and entered in the respective column.
The pie account book with the respective vouchers should be sent to

- the aceountant for check on the 2nd of every month. The accountant
after checking the calculations, etc., send the book to the typestore
for being signed by the volunteers in token of the correctness of their
accounts. Complaints regarding mistakes should Le preferved within
24 hours, or, else, the accounts will be talken as correct. When the
mistakes, if any, have been corrected, a bill should be prepared for the
pie money due. Pie money for each month should be paid, as far as
possible, before the 8th of the following month.

II. WORK VALUATION.

245. _ Drvisions or work.—The work under this head comprises
the following divisions:— '

L Val_uation of work, 2. Recovery of cost, including fixing of
sclling prices in cases of publications for sale, 8. Private advertise-
ments, and 4. Checking of private press bills.
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I. VALUATION OF WORK,
A. General.

246. VALUATION oF work.—The principle involved in the valua-
tion of works in the composing department, is to convert each different
item of work in the deparbment, such as composing, authors’ correc-
tions, altering, press attendance, etc., to a common standard of Pica
foolscap folio pages of 38 ems X 65 ems, so that the labour value of
each item of work may be given in an equivalent number of standard
pages. The work of the press and machine deparbment is shown in
actual number of impressions printed, and the binding works are to be
valued at fixed rates and the total value shown in rupees, annas and pies.

B. Working Procedure.

247. VALUATION FILES.—When the printed sheets ave transfer-
rved to the binding or store department, the binding foreman or the
store keeper should fetch a copy of the printed works, and pass the
same along with the strike order files and-dockets. After noting the
date of despatch of the work and after entering the receipt and
despatch in the stock register, the store clerk should send the strike
order file and the copy of the printed valuation sheet received
with the same, to the composing foreman or the head compositor, as
the case may be. The latter will certify against the respective por-
tions of the works as to the nature of labour involved, viz., fresh set-
ting, altering, overrunning, re-imposing, re-making up, ete., so that
the work may be corvectly valued. The number of copies and impres-
sions printed should also be shown. The whole file with the valuation
copy should then be transferred to the account section. All files for
the works done during cach montl, should be fetched and sent to
the account section before the 5th of the succeeding month. The
valuation files of any work not received by the foreman in time should
be called for. 'The account section should see that the valuation files
ave received by him duly. In the case of cost recoverable works the
valuation file copy should be sent as soon as the work is despatched
to the account section along with the indent or order file, for recovering
the cost immediately.

048, NMETHOD OF VALUATION OF COMPOSING AND PRINTING WORKS.—
Tach work should be measured on its own basis. Tach page of each
book should be measured separately with the help of scale I in Appen-
dix B, and entered in the measurement slip (Form No. 53), the pages of
the different types being entered in the column allotted for the respec-
tive types. The entries for the whole work should be totalled up and

the total transferred to the column hea.ded ‘actnal pages’ in bhe‘?“.

[
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valuation slip (Form No. 54). These actual pages of different types
should be converted to solid pages and entered in the column ‘converted
pages’. The conversion should be according to the scale T in Appen-
dix B. These converted solid pages of different types should then be
calued in annas ab the rates given in scale II Appendix B, 4. ¢, the
rates paid to compositors for composing same. The labour value for
any altering, authors’ corrections, overrunning, remaking up, reim-
posing, ete., should be added up at 13 annas per hour. The valuation
in annas should then be totalled up, and the total divided by 8% annas,
i. e., the rate paid to compositors for composing a page of pica solid
foolscap folio (38 ems x 65 ems). The quotient obtained will be the
pumber of standard pages which will be equivalent to the compositors’
labour involved in the whole work. Job works should be valued in
pica pages of 35 ems ¥ 60 ems at the rates allowed for compositors,
the number of pages being taken from the job line account book, and
converted to foolscap pages of pica 38 ems X 65 ems by multiplying
the number of pages of 35 ems X 60 ems by 74 annas and dividing
the product by 8% as.

949. WORK VALUATION REGISTER.—The work valuation register
should be maintained officewar in Form No. 50, a sufficient number
of pages being set apart for the works of each office. Kach work
valued in pages should be entered underthe respective office, and
the valuation in pages enteved in the respective colunn against the
name of the work, as also the total number of impressions printed of
the work. ‘

950. YWAREHOUSE WORK VALUATION REGISTER.—The works of
the binding section should be entered by the binding foreman in the
bl}ldmg‘ valuation register (Form No. 22), valuations being made
with reference to the scale III, Appendix B.

2. RECOVERY OF COST AND FIXING OF SELLING PRICES.

251. REGISTERING OF WORKS.—All orders or indents for cost re-
coverable works should be fivst registered in the account secticn in the
valuation register in Form No. 52. All works done for offices and
departments keeping personal deposit accounts with the breasury
and those done for private individuals and institutions, are cost 1?:’
coverable, and the account section should see that the’ cost of all

items of such works is recovered by means of bills or by remittance
in advance.

. &
252. MoDE OF VALUATION oF WORK.—After finding out the
number of standard pages equivalent to the labour involved in each
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item of work according to rule 248 supra and also the number of
Impressions printed, the value of composing and printing work should
be found out by multiplying the number of standard pages by the -

value of a page to which should be added the value of impressions
which should be calculated at the rate for 1000 impressions.

253. METHOD OF FINDING OUT PAGE VALUE AND VALUE PER 1000
IMPRESSIONS.—The converted page values of all works done for all
departments, offices, cte., as entered under the -respective offices,
should be totalled up, and the totals for all the departments, etc., for
a year should be added together. The grand total will show the
number of standard pages equivalent to the whole amount of work
- done in the year in the composing department. The total expendi-
bure incurred in the composing departinent for the production of
work equivalent to the above outburn, should also be found out. "Che
expenditure includes both direct and indirect charges. The direct
charges comprise establishment chavges, supervision charges, over-
time allowance and contingencies. To facilitate the calculation of
these charges the account section should maintain a register of
apportionment of charges in Form No. 51, and the daily expenditure
of the Press should be apportioned amongst the composing, printing
and binding departinents, according to the scale in Appendix D. The
indirect charges include interest on plant value, depreciation value
of plant, and value of stores consumed. The first two items should
be taken from the plant ledger, and the last from the statement of
stores consumed, furnished by the store-keeper.

After thus finding out the total number of pages and the total
charges incurred for the production of those pages, the valuc of each
page should be found out by dividing the total charges by the number
of pages of outturn. The printing value of 1,000 impressions can
also be found out in the same way, by dividing the total charges debi-
table to press work by the number of 1,000 impressions printed during
the year as taken from the valuation register. Since the value of a
page and 1,000 impressions varies every year, and since the value of a
page and 1,000 impressions for each year can be found out only at
the end of the year, in recovering cost of work done during any year,
the value for the previous year should be taken as the basis.

954. TFIXING OF THE COST To BE RECOVERED,—T0 the total value
for composing and printing of any work should be added the binding,
ete., value, cost of paper; diagrams, ete., and the grand total olel
these will be the total cost of the work. In the casc of msblbulnons
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under Sivkar management, this amount may be recovered, bub
in the case of private individuals or institutions, a gain of 35 per cent.
of the total cost of composing and press works, should be added
to the above, and charges recovered by means of bills.

255. TIXING OF SELLING PRICES.—In the casc of publications or
books to be sold from Press direct, the selling price of cach copy should
be found out as follows:— The total value of the work as worked out in
the previous rule, if divided by the nwnber of coples printed of the
work, will give the cost per copy, to which should be added 50 per
cent. gain to find out the selling price per copy. The Diwan’s sanc-
tion should always Dbe taken to fix selling prices ov for ralsing or
reducing the prices once fixed.

3, PRIVATE ADVIERTISEMENTS.

256. PRIVATE ADVERTISEMENTS AND RECOVERY OF CHARGES.—
No private advertisements except those recelved through courts or
other Government departments, for publication in the Gazette, should
be put in type unless they contain a certificate of the account section
that the approximate charges- have been realised in advance. The
advertisement should be sent at fivst to the composing foreman, for
him to state the approximate charges for publishing the same. The
amount should be realised before the advertisements ave sent to the
foreman again for being pubt in type. On Gazetbe days, before the
formes containing the private advertisements are printed, the foreman
should calculate the actual cost required at 6 pies per line of Pica
17 ews, or 1 anna per line of 35 ems, in case the advertisement con-
tains more than 10 lines of 17 ems or 5 lines of 35 ems, and should
it so happen that the advance realised is shorb of the actual cost, the
fact should be noted in the advertisement, and the advertisement
returned o the account section to recover the additional amount re-
quired. If the advertisement contains only 10 lines or less of 17 ems,
or 5 lines or less of 35 ems, the charges should be caleulated at 4 annas
per such advertisement. After publication, the account section should
find out the actual cost of publication, and should any amount be
found due to the parties, a refund bill should be sent to thewn.

4. CHECKING OF PRIVATE I;RESS BILLS.

257. CHECKING OF PRIVATE PRESS BILLS.— Under rule 4 Appen-
dixD, C. A. C., Vol. I, all bills for works done in private presses for
the Government or any department of Government, should be sup-
ported by a certificate from the Superintendent of Stanps, obe.,
stating that the rates charged by the private presses arc reasonable.
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Such works should be valued according to the instructions given in
rule 254 supra dealing with the valuation and recovery of cost of
private works done by the Government Press.

III. PERIODICAL RETURNS.

258. RerurNs DUE.—The following Annual Returns should be
submitted to the Diwan:—

[N

An annual report on the working of the Press.

2. A statement of dead-stock in Form No. 50.

3. A comparalive statement showing the quantity of work done in Form No. 59.

4. Statemens of analysis of charges debitable to different works in Form No. 60.

5. Statement showing the quantity and value of raaterials consumed in Form No. 61.
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SCALE IL

Notes on plain matter composition.

1. Marginal references whether outside or incut, are to be valued at 24 per hour, and text
lines opposite, as full lines of types used.

92, Side margins {already composed) adjusted by imposers or otber compositors, at 48 lines per
hour, only if there are more than 10 lincs.

3. Remarks incub are treated as lines of type used at actual width, so also the lines of text.

4. Notes of half measure in parallel columns, are to be treated as column matter, the appear-
ing lines being paid for at actual width converted into full measure, plus allowances for ranging lines
and making up blanks.

Blanks up to 6 picas. % line of actual width;
" 712 1 "
" 12—24 2 »
» 24—40 3 N
5 40—and upwards. 4 »

Tootnotes are to be treated as lines of type used, and dividing rules as lines of text.
Mattor overrun from one sizo to another, is calculated at } of the new size lines.
. Justifications in plain matter when excceding 2 in the depth of a line, are each a line of
text, irrespective of the number occurring in a line.
8. Address lines in Proceedings whon less than § measure, to be treated as & line of type used,
and above §, as {ull lines.
9. Dash lines and star lines as § line small pica.
10. Tnsertions and alterations at § the line actually affected.
11. Heading lines {standing) nre reckoned as } line of appearing line,

Notes on tabular matter composition.

12. Payments proportionate bo the lnbour involved in the class of work, is made by adding to
the number of lines in the measured depth of the table the fraction thereof specified below, or by
subtracting from the number of lines of the table & fraction thereof according o the circumstances.

Class I. Lengthways.

2 and 8 columns dependent upon each other and reading across the table with or without
headings, are to be treated as plain.

S ]

4 and 5 columns 3 extra
Gand 7 “ 3 n
8to 10 3 "
Above 10, 3w

Class IT. Narrow way of pages.

2 Columns as plain.
3and 4 " 1 extra.
5and 6 1 31 "
7 and 8 " 3 »
above 8 LT

Royal Octavo, Demy Octavo and smaller pages are to be tak.eu at the wats of class II for botk
ways of page, thus.— for 50 lines of Long Primer 10 columus, 75 lines are charged. ) o

18. OPEN TABLES.—Charges will be reduced proportionately for tablesof a light description,
for example, tables with & white between lines usually hnve one line d(.educbef’l for 3 blanks. 6 colux.nn
matter with 2 columns partly blank, will get only § extra. For tables.x involving less labour, deduction
should be made proportionately even from the actually measured lines. < R
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14, Tabular matter, when rules ave cut and lines seb across, is measured sepavately, and non-
tabular lines are monsured as full lines, When convenient, small pages with many cuts may be
measured to include the noun-tabular lines also, but the allowances in classes T and IT above should
be reduced proportionately,

15, Column matter with columns not dependent upon each other should be charged as plain
matter.

16. Specimen blank forms with heading and blank columns, are to be valued on their own
merits according to the labour involved.

17. Narrow tables of less width than text are caleulated at actual appearing width, and de-
ductions made proportionately. Allowances are also to be given for blanks at both sides.

Miscellaneous.

18, STANDING MATTER.—Alterations of figures is valued in lines corresponding to the amount
of work done, generally half line of the table type for each line actually altered, or less, according to
labour involved. )

19. Table matter altered periodically is valued ab fixed rates, 1. e., periodical works of a special
nature which may be practieally standing, for instance, Nirakku statement, table of contents of Gazette
obe., are valued on their own merits from time to time as changes areintroduced. A certain number
of hours per full page should be allowed.

20. JOB WORK.—In the case of jobs, the work is not valued in lines, but divect in cighths of
foolscap folio pica pages 35 ems X 60 ems, according to the labour involved.

21. CORRECTIONS.—TFor all corrections other than compositors’, hour account is given ac-
cording to labour involved,

22. MAKING UP, ETC.—For making up a [orme of royal octavo, 1 hour is allowed, and of
foolscap folio, § houris allowed. It the whole day is engaged in making up alone, § hour is de-
Gueted on the whole. For imposing a forme % hour, and for returning a forme from stone to the
galleys 1 hour, will be allowed.

23. OTHER WORKS.--All other works than those specified above will be valued on the hour
account basis, a certain number of hours being allowed which is considered as a fair valuation of
the labour involved.
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SCALE IIL

TABLE FOR CONVERTING SOLID LINES OF OTHER TYPES TO PICA IN JOB WORK.

Greab Primer 2 lines
Tinglish 9 lines

Iinglish 1 page

1 page Pica thick leaded

It

II),‘;S{ LI:;(I;}\S VA'TEJE\FE a 11 1, I?IB(IZ& I;I?IEIS ’Eggf‘s' 8 PT. ]‘B,fEDR MOI;‘YI I‘;%“
35 ems|hours. ms. |

1 d 1 1 1 1 1 1 1 3

2 g 2 2 2 1 1 1 1 1

3 13 3 3 3 2 2 2 2 2

4 17 4 4 3 3 3 3 P P!

5 21 5 4 4 4 3 3 3 2

d 25 6 5 51 4 4 4 1 3

v o7 29 1wl 6 s s 5] ¢« 3
8 34 7 7 7 6 5 5 5 ¢4

9 38 8 8 7 G G 6 5 5

10 42 9 9 8 7 7 6 6 5

11 46 | 10 | 10 9 8 7 7 6 5

12 5 | 11| 10 | 10 9 8 8 q G

13 55 | 12 | 11 | 11| 9 9 8 8 7

iE! 50 | 18| 12 | 11| 10 9 9 8 7

t 15 103 " 18 12 1 0 | 10 9 7
g w2 T S N BTV IR 16 | 15 15 { [EREENT
Lol o0 2 6 2o 2w 2 |20 ] My T
PO I P T BT ST VI TR A *I
s 15 3 9 | | s s B2 os0 | 2o 22
Pl oo 510 4 48 | 46 - 43 : ar | 95 | ot 31| 26
1 60| 4 13| 65 | 52, 49 i 43 | 40 | 39 | 36 | 30

1

1 line Pica
6 lincs
i page

" 4 page solid

1. Covers (of any size) 6 lines
and under, reckoned as § page.
2. More than 6 lines, on

metrjts.
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SCALE IV.

Secale for measuring lines of difterent types in foolseap folio
pages of 35ems x 60 ems (lengthways).

LiNES

PAG- ] PAG-
B Bion | o 1S v oo 20 Vi | miom | paret |
3 7 8 9 9 11 11 11 14 15 3
3 15 16 7 19 21 22 23 25 30 3
3 22 24 26 28 32 34 34 38 ‘ 45 8
3 30 82 34 37 42 45 46 51 60 3 -
& 37 41 43 47 53 56 57 64 75 g
by 45 49 51 | 56 64 67 69 76 90 2
H 52 57 60 66 74 79 80 89 105 &
1 G0 65 69 75 85 90 92 | 102 120 1
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SCALE V.

Scale for measuring lines of different types in foolscap folio pades
(35 ems x 60 ems) set crossways.

@ LINES
% | , 2
- Pica {11 pt. SEL g;ﬁ?];%’rlBurgs. 8 pt. | Brev: | Minion \Non- pl.| 3 l
1 2 2 2 9 bl 2 ‘ 2 2 2 1
2 3 3 3 3-8 3 3 3 3 2
3 5 5 5 5 5 5 5 5 5 3
4 7 7 7 7 7 7 7 7 7 4
5 9 9 9 9 9 9 9 9 9 5
6 10 10 10 10 10 10 10 10 10 6
7] 12§ 12| 12 {12 | 12 | 12 | 12 12 12 7
8 | 14 | 14 | 14 | 1¢ ! o1a | 14 | 14 14 4.8
9 {15 | 15 | 16 | 16 | 16 |16 | 16 16 150 9
10 | 17 17 § 17 17 | 17 | 17 | 17 17 17 | 10
1| 19 | 19 [ 190 | 19 | 19 ! 19 | 190 19 19 | 11
12 | 21 | a1 | 21 | 21 } 291 | o1 | 2 21 21 | 12
13 | 22 | 23 | 92 | 23 | 23 | 23 | @28 29 22 | 13
14 | 24 | 24 | 2¢ | 24 | 2 24 | o4 24 24 | 14
15 | 26 | 26 | 26 | 26 | 26 | 26 | 26 26 26 | 15
16 | 27 [ a7 | 28 t 28 | 28 | 28 | o8 28 27 | 16
17 0 29 L a9 | 29 | 30 | 29 | 20 | s0 29 ag | 17
18 | 81 ] 30 | 8 | 31 | 81 | 81 | 31 31 31 | 18
19 1 33 | 32 | 33 | 383 | 33 ¢ 33 | 8 33 3 | 19
20 | 84 | 34 | 8¢ | 8 | 35 | 35 | 85 ' 85 3L | 20
o1 | 36 | 86 | 86 | 87 | 36 , % | 36 | 2 36 | 21
92 | 88 | 53 | 88 | 88 | 3 | 2 38 38 38 | 22
93 | 89 | 39 | 40 ' 40 | 40 | 40 | 40 40 39 | 23
24 | 41 ¢ a1 | 41 | 42 | 42 | 42 | 42 41 41 | 24
95 | 43 | 43 | 43 | 43 | 43 | 43 | 43 43 43 { 2
26 ¢ 45 | 44 | 45 | 45 | 45 | 45 | 45 45 45 | 26
97 | 46 | 46 | 47 | 47 | 47 | 47 | 47 47 46 | T
98 | 48 | 48 | 48 | 49 | 49 | 49 | 48 48 48 1 28
29 | 50 | 50 | 50 | 51 | 51 § 50 | 50 50 50 | 29
30 | 51 | 51 | 52 | 52 | 82 | 52 | 52 52 51 | 80
31 | 53 | 53 | 53 | 54 | B¢ | 54 | 54 54 53 | 31
32 | 55 | 55 | 55 | &6 | 56 | 55 | 56 55 55 | 82
33 | 57 | 56 | 57 | 58 | &7 | 57 | &7 57 57 | 83
34 | 58 | 58 | 59 | 59 | 59 | 59 | 59 59 58 | 34
35 | 60 | 60 | 60 | 61 | 61 | 60 | 61 61 60 | 35
36 62 { 62 | 63 | 62 | 62 | 62 62 62 | 36
37 63 | 64 | 65 | 64 | 6 | 64 64 63 | 87
38 65 | 66 | 66 | 66 | 66 | 66 66 65 | 88
39 | . 67 | 68 | 68 | 68 | €8 67 67 | 39
40 .| 69 | 70 [ 69 | 69 | 69 69 69 | 40
a1 | o . 7o {71 | 71 | Tt 71 70 | 41
492 . .t 13| 8 13 T8 73 72 | 42
43 | | % | 75 | T4 | 75 74 ¢ T4 | 43
44 . 7 | 6 | 76 76 75 | 4d
5 . . 78 | 8 | T8 78 7ol 45
|




TIK PRESS OFFIOE MANUAL. [APPENDIX A.
SCALE V.—cont.

Scale for measuring lines of different types in foolscap folio pages
(35 ems X 60 ems) set crossways-

LINES
4
LINES ' Small | Lone ! ] %
Piea |11 pt. ;qu priolggrle.gs'] 8 pt. | Brev. | Minion |[Non- pl.| 3
46 [ 80 l 80 80 80 79 46
47 §2 81 82 81 81 47
48 83 S3 83 83 82 48
49 85 85 | 85 85 84 49
50 87 87 86 86 50
51 88 89 88 8% 51
52 9 | 90 90 89 | 52
53 92 92 01 53
54 - 93 93 54
55 95 94 55
56 ) 97 96 56
57 99 98 57
58 100 99 58
59 102 101 59
60 103 60
61 . 105 61
62 106 62
gi 108 63
. 110 Gd
65 111 G5
6,(_5 113 66
gé 115 67
b e 117 68
6 118 69
70 T R T 120 70

{
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SCALL VI.

Scale for measuring lines of different types in Royal
‘Qetavo pages (26 ems) set crossways.

71

Lines| Pica| 11 |Small| Long | Bour-|8point| Bre- | Mini-|Lines
Point| Pien |primer; geois vier | on
1 2 2 2 2 2 2 2 2 1
2 3 3 3 8 3 3 3 3 2
3 5 5 5 5 5 5 5 5 3
4 7 7 7 7 7 7 7 7 4
5 8 9 s 9 8 8 8 9 5
6 10 10 10 10 10 10 10 10 6
7 12 12 12 12 12 12 12 12 T
8 14 14 14 14 13 14 13 14 8
9 15 15 15 15 15 15 15 15 9
10 17 17 17 17 17 17 17 17 10
11 19 19 19 19 18 19 18 19 11
12 20 21 20 21 20 20 20 20 12
13 22 29 22 22 22 22 22 22 138
14 %4 2 124 24 23 24 23 24 14
15 25 26 25 26 25 25 25 26 15
16 27 27 27 27 27 27 27 27 16
17 29 29 29 29 28 29 28 29 17
18 30 31 31 31 30 30 30 31 18
19 32 33 32 33 32 32 32 32 19
20 31 34 34 34 34 34 33 34 20
21 36 36 36 36 35 36 35 36 21
22 37 38 37 33 37 37 37 37 22
23 39 39 39 40 39 30 3 39 23
24 41 41 41 41 40 41 40 41 24
25 42 43 42 | 43 49 42 42 42 25
|
26 44 45 44 | 45 44 44 44 44 26
Q7T 4 .. 46 46 | 46 45 46 45 46 27
28 48 48 48 47 47 47 48 28
29 49 50 49 49 49 49 29
30 51 52 50 51 50 51 30
31 53 52 52 52 53 31
392 53 54 54 54 55 32
33 56 56 55 56 33
34 57 58 57 58 34
35 59 59 59 60 35
36 60 Gl [0} G1 36
87 62 63 62 63 37
38 G 64 65 38
39 | G6 65 66 39
40 ! 67 68 40
70 41
i 72 | 4
43 73 43
44 75 44
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SCALE VIL

Scale for measuring lines of different types in Royal
Octavo pages (24 ems) set crossways.

N . 11 | Small| Long | Bour- ; l Bre- | Mini- | 1,
Lines ) Pica point | pica {primer; geois 8 point vier on Lines
1 2 2 2 2 2 2 2 2 1
2 4 4 4 4 4 4 4 4 2
3 5 6 5 5 5 5 5 5 3
4 7 T 7 7 7 7 7 7 4
5 9 9 9 9 9 9 9 9 5
6 11 11 11 11 11 11 12 11 6
7 13 13 13 13 13 13 13 13 7
8 15 15 15 15 15 15 14 15 8
9 16 17 16 16 16 16 16 16 9
10 18 18 ¢ 18 18 18 18 18 18 10

25 46 46 46 46 46 45 46 25
26 48 47 48 48 48 47 48 2

27 49 49 49 49 49 49 23
28 51 51 51 51 51 51 28
29 53 53 58 53 53 29
30 R 55 55 55 54 &5 30
31 ’ ! 57 57 56 57 31
32 58 59 58 59 82
33 60 60 60 G0 33
81 . w62 | 62 | 62 | 62 | 5y
35 oo | 64 | 63 | 64 | 35
36 l 66 } 65 66 36
gg 67 68 37
3 70 88
% 71 39
o | D eI B w0

N N
S U E N T e el
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SCALTE VIIL

SCALE FOR MEASURING READING OUTTURN,

PLAIN MATTER.
1. Number of pages pica foolscap folio 35 ems X 60 ems to be read

Rough. Revise. Author’s. Press Strike

order. order.
In 1 hour .. 5% 4 14 15 40
In a day .. 38 28 98 105 280
2. Conversion rules.
(@) 1 page thick leaded = % page of same kind of type.
1 ,, full tabular = 14 "
I, open tabular = £ , "
1 ,, Dblank form = 1 . of Pica folio solid.
1 ,, opendisplay, etc. = § "'
1 , Standing matter ="} fresh "
(@) Other types to be converted as follows. —
1 page of English = % pp. Dica
1 ,, ofSmall Picaandll Pt. = 1} »
1, Long Primerand 10 Pt = 1} »
1 ,, Bourgeois = 1] "
1, Brevierand 8 Pt = 9 o
1 ,, Nonpareil = 4 i,
© Other sizes to be conrerted to foolscap
folio as follows.—
1 page foolscap broad side = 2 foolscap folio.
1 , Royal octavo = 2 »
1 ,, Demy octavo = & "
1 ,, Foolscap octavo = } »

NOTE.— Unusual sizes arc Lo be caleulated to the nearest size in above tables. In con-
verting other pages to foolseap folio, fractions below 3 page are to be omitted from total; from
4
} to § to be taken as 4, and above $ as 1 page.
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SCALE IX.

Scale for measuring printing outturn.

NO. OF INPRESSIONS TO BE PRINTED IN
Time Tiﬁe [
hé::rs Machine| Machine [Mnchine; Press 117? ;?SISI Monograin Press hours
No. I No.II |No.III| No, I Without)  Ia |
ink i ink
i i
3 169 180 100 19 20 50 | 12 3
E 337 360 200 38 40 100 25 1
§ | o6 560 | 800 56 60 | 150 | 87 | 3
¥ 675 720 400 75 80 200 50 ¥
g‘ 844 900 500 94 100 250 62 §
3 ) 1,012 1,080 606 112 120 300 75 E
& | 1181 1,260 700 131 140 '350 87 b
1 | 1,350 1,440 800 150 160 400 100 1
2 2,700 2,880 1,600 300 320 800 200 2
3 | 4,050 4,320 | 2,400 450 480 | 1,200 300 3
4 | 5,400 5,760 | 8,200 600 640 | 1,600 400 4
5 | 6,750 7,200 | 4,000 750 800 | 2,000 500 5
6 | 8,100 8,640 | 4,800 900 960 | 2,400 600 6
7 | 9,450 10,080 | 5,600 | 1,050 | 1,120 | 2,800 700 7
NOTE:—(1)

A make ready time of § hour onan average will be allowed for each form printed.

2. When a printer has to work alone o
machines, the former will be allowed 1 extr
the assistant only the actual sime allowed

v if the assistant has no practice in feeding the
& on the number of hours passed foractual printing, and
as per the above seale,

3. All other worlks inthe Press and machine department to be valued at actual hours engaged
or according to labour involved.

4. Fractions of ax hour in the total of each workman’s vouchers for a month, below 8’ will
not be paid for. 8 to 14’ will be treated as § hour, 15' to 23/, as 1 hour, 23 to 29/ as $ hour, 80 to

ar

37" as § hour, 387 to 447 as § hour, 45° to 52 as  hour, and 53° to 59/ as § hour.
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SCALE X.

SCALE FOR MEASURING ORDINARY WARE-HOUSE WORK.
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SCALE X.—cont.
SCALE FOR MEASURING ORDINARY WARE HOUSE WORK.
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SCALE XI.
TIME ALLOWED FOR OTHER WORKS IN THE BINDING DEPARTMENT.

Number, Description., Hours.

Special binding—foolscap size with full leather
Do leather at corner.
Do full calico and half ealico
Do octavo size with full leather
Cutbting and putting boards to books
File books.. .
Backing :mc‘l pasting cahco or pmper on lncl;s -
Do and specinl works at backs
Binding Registration Vol. and the like..
Special binding—domy size with full calico ...
Do do full leather
Do do half leather..
Do do calico and marble, -
Binding by stitching, pasting boards, calico and marble, and cubbmrf
Do sewing and pasting boards, calico and marble, and cutting
Guilding and printing backs and sides of books
Removing wrong sheets from books and replacing...
Repairing and stitching each quire of old books
Pair file pads

" o
o s e e = WO RN
oy

R R T R R R B e

= o
o O W

NOTE.—Works not specified above or in Scale X, to be valued at actual hours engaged or according
tolabour involved. Fractions of an hr. in totals of vouchers to be treated as in the case of printers.

SCALE XII.
Scale for measuring the outturn of the Type Caster.

Time el , . . . Time

allowod Particulars of types and hody Casting {Rubbing |Dressing allowed
MACHINE CASTING.
1 hour EXGLISH BODY ;— Types '} Io. | 13 Tbs.| 1% Ibs.| 1 hour
1 hour Quads .. 2k | 2 ., 1 hour
1 hour . Spaces e i ” 1 ” 1, 1 hour
1 hour PICA BODY :— TYPes © e g " 1%, | 1%, 1 hour
1 hour Quads ... 2%, 2, 1 hour
1 hour Spaces ... i ” 1, £, | 1 hour
1 hour LONG PRIMER AND 10 POINT :~Types A 2 13 E 1 hour
1 hour Quads .| 14, | 2 , | 1%, | 1 hour
1 hour Spaces .l 2 w! %4 | 1 how
1 hour 8§ POINT :— Types - 2% {1, f» | 1 bour
1 bour - Quads ..f I1}» | 2 | 1%, | 1 hour
1 hour Spaces ol Fen 5 . 3, | 1 hour
HAND CASTING. .

7 hours GREAT PRIMER el 21bs. | 101bs, | 121bs. 7 hours
7 hours | . DOUBLE PICA oo 28, |20, {12, |.7 hours

NOTE:—An hour's time will be allowed every day for heating the furnace and for melting
the metal,

9, Works not specified above to be valued at an hour account basis, o number of hours
boing allowed for each work which is cpnsidored to be a hu: valuation for the work

turned out
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SCALE XIII.
SCALE FOR MEASURING THE OUTTURN OF STEREOTYPER.

Particulars Number or quaniity Time allowed.
Locking up of formes and taking proofs e 1 .o % hour
Preparing flong and drying 1 . 2 hours
Casting blocks w1 .. % hour
Chipping blocks 20squareinches ... 1 howr
Taking proofs and ad]ustlug, et,c w1 ... ¥ hour
Plaining and adjusting o . 1 i hour

NOTE 1.—Works nob specified above will be valued at an hour account basis, a number of hours
being allowed for each work which is considered to be a fair valuation for the work turned
out.

9. An hour's time will be allowed every day for heating the furnace and mclting the metal, in
case casting work alone is dono with flong already prepared.

SCALE XIV.
SCALE FOR MEASURING THE OUTTURN OF THE CARPENTER.

Particulars of work. Number or quantily. Time allowed,
Reglots 100 Pica ems ... 1 hour
Quotation 200 8q.ems ... 1 houwr
Quions 100 «« T hours
Side sticks ... .. 8 «« 1 hour
Roller and Cylinder bmrels of Whnicdale nmchmcs 2 7 hours
Mounting Stereo blocks e 2 «.. 8 lours
Cover cutting (Fancy) 10 . 1hour
Putting blotting paper for pads ... e 1 . 10 Minutes
Cutting cadjans for spacing materials ... 100 «. 1hour
Composing sticks (wooden) w1 7 hours
Fitting locks for tables, etc. 1 woo 1% hours

NOTE,—Works not specified above will be valued at an hour account basis, a number of hours being
allowed for each work which is considered to be a fair valuation for the work turned out.
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SCALE 1.

Final Valuation scale for composing worka.

1. Measurements are made to the nearest eighth of a page for foolscap
folio, and to the nearest fourth for smaller sizes. Matter of less than 4 lines
in small type, should be treated as body type.

2. ITach page will be measured on its own basis. The accountant may
use the work measurement slip for large and complicated works to ensare
accuracy. No deduction should be made for single leaded matter.

3. Tabular statements from three to five columns should be valued at half
more than plain, and six and above, double. 2 columns to be treated as plain.
Blank tabular statements up to five columns to be treated as plain. 6 columns
and upwards as half more than plain.

4. Statements containing one column filled and others blank, or with less
than five lines in other columns to be treated as blank tabular.

5. Title and half title pages and continued lines caused by facing pages,
to be charged one page pica foolscap folio. Octavo and smaller sizes as one page
small pica of the size. Docket to Government Proceedings to be valued at half
page pica foolscap folio. Skeleton pages to be treated as dockets. Blank pages
are to be charged only when they are necessary to complete a forme. Such
blanks ave to be valued as title pages.

6. Text and marginal remarks to be charged at actual lines with one-
fourth page extra for justification, and side and marginal notes at % pie per line.

7. Standing matter overrun must be charged at 13 annas per 1000 ens, and
standing matter only remade up is charged § of composition. Standing maftter
reimposed, 4. e., shifting imposed pages with or without insertion of head lines,
when the docket has to be transferred, imposing of plates, ete., is to be charged
at } page pica per forme. Standing matter with authors’ corrections are to
be treated as such. A charge of % page per forme can be levied for standing
matters without alteration, for putting o press.

8, Alteration for sign and spare copies, change of folics, head-lines, ete.,
are to be charged at 8 lines for every alteration in each forme.

9. Job work is taken from line account book at actual charges paid for -
as already expressed in pica foolscap folio pages 35 emsx G0 ems. Authors’
corrections ave to be charged at the hour account actually paid at 1% annas
per hour converted to foolscap folio pages.
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SCALE 11,
Valuation Scale for difterent sizes of pages of different typeg
— —_—
35 oms, 30 ems 26 ems 24 ems

Typos of pagos
Rs. As. Pa. | Rs. Ag. Ps. Rg. As. P, Rs. As, Ps.
Plea or 12 point 0 7 4 0 5 9 0 4 0 0 3 9
11 point 0 9 9 0 6 3 0 4 9 | 0 4 ¢
Small pica 01 ¢ 0 6 6 0 5 ¢ 0 5 o
T.ong primer 0 14 9 0 7 4 0 6 3 0 5 9
Bourgeois 1 0 6 0 9 ¢ 0 8 3 0 7 6
S point i 1 3 0 10 9 0 9 o 0 8 6
Brevier 1 5. 4| 011 4| 0 9 6| 0 8 9
Minion 113 9 0 18 6 0 u s oo
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SCALL 111

Valuation Scale for warehouse work.

51

I
'REMAI(KS.!

No. DESCRIPTION OF WORK. | PER, VALUE.
| Rs. As. Ds.
! f |
1 ¢ Cutling only of hooks | 100 sides| . 3 .. |
2 | Folding ouly 4 pp. per sheet i 100 e 2
3 Do. " o ! i e 4
4 1 Do 16 . . e s
5 . Gathering and collating 5 sections | 100 1 .. |
G | Stitching (quire ways) 1scetion . | 100 2
T Do. (2-5 quires) - 100 3
8 Do. for every ‘lddll:lolhll :
\ 5 or less . " e 26
9 ! Stitching with 5 holes " } extra
10, Sewing work under § scebions 1C0 oo 4
; |
11 Do. above 5 sections ... ‘ 100 3
12 . Looping 2 to 5 sections e 100 I TR
13 { Do. above 5 sections 100 e e 0
14 Pasting two sheets together | 100 e 1o
15 Paper wrapper e 100 2
16 ¢ Wrappering for post and pqsbm" |
: address per . . 100 . 8
. i
{ 17 | Full leather binding (Sewn
| : hool) gilt letéered backs !
: Crown and Demy folioup !
! to 100 scctions B cach l 2 ..
Do YFoolseap folio | .- 1 10
Do Quarto i 1 2
Do Royal Oclavo o 12
i Do Foolscap Octavo ... E w10
|
18 : Do with gilt letters | l
; Crown and Dem\ folio ! P12
1 Do Foolseap folio .. | 1 8
: Do quarto .- e 10z :
Da Royal Octave s 10 |
i Do Foolscap Octavo... ! w8 ;
10 | 4 sheep paper sides (sewn book)
: Crown and Demy folio Lo 12
Do Foolscap folio ... w 8
Do do quarto ... T
Do Royal octave . e T
Do Foolscap octavo ... e &
20 | } sheep paper sides cub flush
Crown and Demy folioc ... e 9.
Do Toolscap folio ... e B
Do Toolscap guario
and Royal octavo P S
Do Foolscap octavo ... e 26
21 i sheep cloth sides~~
I Crownand Demy folio ... L2
} Do Toaolscap folio ... 1
| Do Foolscap quarto
1 and Boyal octave e 120 .
! Do Foolscup oclavo ... RUR N

I R .
M
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SCALE TIIL.—cont.

Valuation Scale for warehouse work.

DESCRIPTION OF WORK.

;
el !
PER.

I

VALUE.
AS. Ds. \

[ArpexpIx B.

! REMARKS.

w
W

25

28

Full cloth gilt letters—
Crown and Demy folio
Do Foolseap folio
Do Foolscap cquarbo
and Demy quarto and Royal
octavo .

Do without gilt Ietters
Crown and Demy folio

Do Foolscap folio

Do Foolscap quarto
and Royal octave

4 Cloth and paper—
Foolscap folio ...

Do Quartoand Royal
octavo

Printed wrapper cover cut flush,
sbitched  books—

Foolscap [olio ...
Do Royal octavo

Do Foolseap octavo ...

1 Cloth printed wrapper ecover
cut flush—Foolscayp folio
Do Royal octavo

Do Toolscap octavo ...

Carbridge cover and clobth back
Toolscap folio
Do Foolscap quarlo
and Royal celavo ...

Do Foolseap oclawvo

Ordinary covers

Do Foo}sc-e;'[) octavo ...

Do TPoolseap ocbavo .

Do Fz.).o.lscup Z).L:Ln.\'o e

Each

100

14
10

[=-Re] w o

- BT 3D

. .(‘,
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WORK VALUATION SCALES,

SCALE 1V.

Work valuation Scale for Foundry works.

. Quantity or Rat ¢

No, Particulars of works numker fates ob Apamarks|

por valuation
i
1 Reglets ’ 100 ems 2 as.
2 Heading sticks E 100 Sq. cms 13,
3 Quotations % do. 2 4,
(
4 Quions - 100 T
5 Side sticks - Tack T
0 Roller and eylinder beavers of machines.,, Bach 3% 4,
7 Mounting of stereo blocks up to 60 sqr.
inches ...| Each 2,
8 Do above 60 sqv. inclhes ...! IThach 3,
9 Fixing blotting paper for pais Fach pad 9 pies
10 Cnhtm“ cudjans to he used as :p’\cmrf
materials 1C0 3 as,

11 Making composing sticks (wooden) Each T

12 Filting locks to almirahs, cte. Each la.

13 Casting and finishing sterco blocks .| Per sq. inch 5 pies

it Casting English body types and finishing] Terlb. 9 as.
Quads do. 6,
Spaces do. 10 ,,

13 Dica:— Types do. 94,
Quads do. Tn
Spaces do. 10,

16 Leng primer & 10 point: --Types do. 10 4,
Quads do. §
Spaces do. 11,

17 8 point:i— Types do. 12,
Quads do, 10 4
£paces do. 14y,

18 Greab primeri— Types do. 8,
Quads do. Gy
Spaces do. 9 4

19 Double pieri— Tvpes do. Ty “
Quads do, 5
Spaces de. 8,

o

NoTB.—Other works to0 be salued according to labour involved and materials consmmed.
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SCALE I
Ready reckoner for payment to Compositors for outturns of 1 line to 35 pages,
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SCALE I—cont.
Ready reckoner for payment to Compositors for outturns of 1line to 35 pages.
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SCALE I.—cont,
Ready reckoner for payment to Compositors for outturns of 1line to 35 pages.
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SCALI

Ready reckoner for payment to Compositors for outturns of 1 line to 35 pages.
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SCALE II.—eont.
Ready reckoner for payment to men working on hour account, and for over-

time work, based on an average of 25 days in a month, of 7 hours each.
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SCALE Il.—cont.
Ready reckoner for payment to men working on hour account, ‘and for over-

time work, based on an average of 25 days in a month, of 7 hours each.
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II,—cont.

SCALRL
Ready reckoner tor payment to men working on hour account, and for over-

time work, based on an average of 25 days in a month, of 7 hours each.
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[AprpENDIX C,

SCALL II.—cont
Ready reckoner for payment to men working on hour account, and for over.

THE PRESS OFFICE MANUAL,

time work, based on an average ot 25 days in a month, of 7 hours each.
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SCALRL IIL.
READING SECTION.

READY RECKONER FOR MEASURING WORKS OF THE READERS.

BEADY RECKONERS.
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94 THE PRESS OFFICE MANUAL. TAPPENDIX D,
Scale for the apportionment of charges against works.
{ l
5 ConrosiNG i
'E ]
1) 5 { o e
= ! N
2 Nature of charges £ 5 % g S¥| g =
3 cel £ eyl 25| £ | 2
5 ga| § | BF 188 % | R
(&) =1 B+
SUPERVISION \
1
1 Superintendent’s pay ‘ 2 T ¥ |k 3
2 Head clerk's do R 4 1
3 Accountant’s do . 1 ¥ e v . 1 1
| . .
4 | ond and Srdclerks’ do ..l 2 IS T R 3
; :
) Peons’ do Lk . 1 )
CoNTINGENCY \
6 Cost of kerosine oil l X H i 3
i 3 ¥ e o ¥ 3
I
7 Cost of cocoanut shells ol e ¥ b 1
: Tad To ®
8 Cooly for bringing kerosine oil “ & & b & +
9 Cost of chimneys R 1 . 1 1
<0 . _ ‘,
1 Cleaning charges ol | % + Yo% ¥
1 avenging f ‘
1 Scavenging ved % T Vs 1% i §

All other charges should be debited to Lho respective departments to which they relate.




ArrpeExnix B.) FORMS AND REGISTERS, 95

FORM No. 1.

Workwar Register
Nawme of worl—

MANUSCRIPT :
Rmnfv]; 51 Distribution No. 1 18T PROOF 2ND PROOY No. of AUTHOR
and pages and pages in
; names of com- typoes or
No. M Eo e . Cormas
lp:"eosf ufu{”é'fftc positors Given chtum- Given | Reburn- | forms |15t proof] st proof
© * ! N ! seut  freburned
1 2| 3 4 5 G T T8 Ty 10
] ' i
| \ |
| n
! k ;
| i T
L I |
of Book works
| - —
AUTHOR . Strike Order No. l
No.of | and namesof | When (When sent Remarks
s S or ek emar
2nd plood ;lé(;[ 3rd ptoof 31d proof| P printers | steack | to author
sent \ roburned sent  (reburned :
0| 12 13 ] 15 iG T ] i
[ |
FORM No. 2
. Officewar Redister of
Office No.
J‘ ! Order Nameof com- 1T PROOY 2XD PROOF
Serial | Date of {No. and |  Subject positor to | WWhen
Ne. E receiph dato whom given | given Given Ret‘.&un- Given Rel;gru-
2
| o
1 e | s | &« U s 1 e ] 7 8 9 10
i

Proceedings, ete., works received.
Name of office

. -
ROOT I ‘9ND PROOF > Strike Order,\When | @
1T P10 When | When | When | No, of [No.andname des- "5
“Sent to | Reurn- 1 Sont 40 | Roburn. (mposed | passed struck | copies | of pressman ;pa.tc(:lh- é
'tuthml cd author | ed od @
7 | o | 13 14 15 | 16 w | 18 | 19 | b la
e T i
l .
i
|
t




o TUE PRESS OFFICE MANUAL. [Arrexpix K,

FORM No. 3.

Papers for publication in Part I of the Gazette dated .
Subioet No. of PROOF Distribution No. I_o -
SR issues T, | and by whom com- | 2.9
: Seub | {irmed posed 7] §

REVEXTE DEPART- |
MEXNT

PTBLIC WORKS
DEPARTMENT

T
BN

FUDICIAL DEPARTMENT

. LOCAL & LEGISLATIVE i
DEPARTMENT

| FINANCE AND /.CCOUNT
DEPARTMENT

SUPPLEMENT




ArrExpIxX 1. FORMS AND REGISTERS, 07

FORM No. 3.—Cont.

Papers for publication in Part II of the Gazette dated
—
D | }
ATE | oo ‘ No.
or | M c\>¥n @ SUBJECT f

RE-
CEIPT OFF ICE

Proor DISTRIGUTION SpARE
OF No. AXD 1

/ Re. | BY WHOM COMPOSED | ru:s
SUES :Seng

! turned, z

REVENCE DEDARY-
MENT i

ANCHAL

|
|
|

|
|
TUDICIAL DEPART\II‘NT‘ : ‘

POLICE —Part I

.
i
!

Part 1T

T
L
l
|
|

|
|
|
|

Part 111 ; ]

‘ FORLST DEFARTMENT |

PUBLIC WORKS DIi-
PARTMENT

IXCISE DEPARTMENT

t AMIEDICAL DEPARTMENT] {

ENT

~
| |
| |
| |
| |
| |
} |
| |
| |
| |

' SUPPLEMENT ]

|

azette dated ,

|

|

| |
g \l
B

Papers fo * publication in Part 1II of the

MISCELLANEOUS
NOTIFICATIONS

‘RLVATL :\ DVER’Hb -

|
|
|
|

]
i
N
SUPPLEMENT } J}

T VILLAGE SHEET 1

AR

|
]
|
|
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FORM No. 4.

Work Distribution Book ot Composing Department.

Whether
Distribution Particulars of copy given Name tvI'Ck or
number : Tuin

1 | 2 | 3 ! 4

TORM No. 5.

Imposing and Press Order Book.

| Total number

Description of | Form Date of copics, | To whom given | Date of | Remarksas
work, Serial No. |- or  {Tmposer ready for} proofs, sparciand distribution | striking| to urgency,
and deparbment | page striking copies, No. cte.
Noes. ! ete.
1 9 1T 3 e | 5 G 7

TORM No. 6.
Proof, etc., Despatch Book.

Date To whom sent | Description of work author’s or of Remarks
proof copics receiver
1 2 3 4 5 [§ 7

\ Original or ! Proof Initials
|

I
|
|

IFORM No. 7.

Workwar Redister of Authors’ Hours.
Name of work

Date Particulars !Distribu- To whom allowed Hours  |Remarks
lelon No.
1 2 3 4 5 6

|
|
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ArpExDIX E
NDIX E ] FORMS AND REGISTERS. 99
FORM No. 8.
Job Department Work Book—Office Folio No..cr......
Order | 1 BY WHOM COMPOSED
No :[tc DESCRIPTION No. of | Job
and : copies or] Nos
receipt .
date P books Name Date
I i given
1 2 3 4 5 l G 7
|
!
|
| |
‘i_—__._._
Name
7
: PROOF READER PROOF FOR APPROVAL N ERE RS
=58 [&8 |5 |33
1st proof 2nd proof 1st proof 9nd proof 3rd proof Ec?, wm| S, —'i: ° 13 ‘2
i 25|55\2 g8icle |52
: : AR AR P IR -
Griven | Retd.! Given | Retd. | Sent | Retd. | Sent | Retd. | Sent | Retd. B ™ 5-5 AEA3 g3
— 1 SRR
8 0]10]_11!1-2113 o0 15 |\ a6 | 1 18|10 o0 lmlon) o3
i §
FORM No. 9.
Work Book of the Compositors
|
Office No. Job No. Date on | Rough proof| Rough proof ; Revise given Revise
which copy given returned returncd
was received
1 ) s | 4 5 6 7
|
P — N l
of the Job Department.
Date on which
Author’s Author's given to store | No. and date | Datbe given to
given returned keeper for issue | of press order Printing Remarks
of paper given Foreman
8 9 | 10 l 11 12 13

i
i

e

.



100 TITE PRESS OFFIOR MANUAL, [ArpENDIX K.

FORM No. 10.

8. 0. No. Strike order docket.
THIS DOCKET TO ACCOMPANY THE WORK THROUGHROUT
THE DEPARTMENT.

For what office
Neature of work....

wDate. e

No. of copies...
TWhen required......
DPassed DY..ovens -
Datfe given for striling..
Distribution No.........

Machine minder.........

Spare copies.

Time making ready.
Make ready passed by.
When struck.....oon.

FORM No. 11.

Imposer’s Time sheet.

Nocvvinnnin, e WName. e s e coenns WPay.,
Description of work Authors’ Other
Tiours. Tors.
Total hours l
Date
Signature

Initials of Compesing Foreman.
Superintendent.
FORM No. 12.
Hour Account Memo.

Engaged in overrunning, correeting, making up, press attendance,”

|
authors’ correetions, altering, IMPosing...coiveeviiiiiiiiinn formes |
ag
pages Hours
1
I
L e e e [T e )
Date .
’ Signature

Initials of Composing Foreman,

Superintendand,



101

Signature

Houwrs

13
3

)

)

..{page Nos.....
Superintendent.

ORM No. 14,

o

FORM No. 13.
Adjustment Hour Account Memo.

FORMS AND REGISTERS,
1

Proof Reader’s Outturn Register.

Foreman

formes
* pages

Engaged in correcting, overrunning, alterin
Date

for (i e., to be adjusted from)...

ArrENDIX B.]
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TIE PRRESS OVFICE MANUAL,

FORM No. 15—A.

Officewar Register of works

[APPENDIX K.

S| Datoof | Particulars of work | Press order | Number of Distribution l?atc on
“lreceipt of | and Job number in nenber and| copies to be| number and names which given
= work case of Jobs Section printed  Jof workmen to whom
5 given
55}
N 8 i s ] 6 7
I
in the Printing Department.
. Particulars of |
Paper jssue removals in NI Total
case the forme 'hznod Date of | 7 "o To iDatr oni 2
’ was removed dct“”nlc comple- impres- whom | which E
Date IiTsue Quality C%“‘?\n' for printing cni\\;:és tion sions | glven | given g
o Y| other formes | “ I &
8|7 9 |10 1 11 e |18 S ) — v
I | |
i |
!
FORM No. 16
Work distribution book of Printers.
Particulars of work with !
Distribution No., |strike order No. and No. of copies|] Names of workmen i Remarks
and impressions i
{
1 2 3 i 4
FORM No. 17.
Register of Papers printed and issued.
’ S()tr(iike Macll:inlel No. cf Names of 1 ) %
Date; Order | inwhic " workmen To whom v " nitials a
No. printed | COPIeS whom given | Dale |of recipient 5
—_— ’ &
5 IR S
T 17 2 3 4 5 | 3 | T s 5

|

i

I




Arrexpix E.] FORMS AND REGISTERS, 103

IFORM No. 18.
Printer’s Time Sheet.
Novoooa Name.vvunsinenan e, v lay
Work distribution No.
Press order No,
Deseription of work
Time for making ready
Time detained
No. of impressions
Hours o

Total hours .-
Date.eiiss e

-Signaturc
Iritials of Printing Foreman

v

Superinlendent.

FORM No. 19.

Register of works received daily in the Binding Section.

Serial Job I Particulars of Nature of work Strike Date

Number |number work Office required Order No.| Numberj completed
1 PR 3 T4 3 G [ 8

N

FORM No. 20.

Binding Work Register
=] = < 7 = =
g ] | g 212 8| .y 2 g | %3
] = @ .S ~ e @ = 34 2
o iy W 3 B & . < g tCS
BR * 3 . 2 gl w5y Hwl EE % 2 -1
X1 Z Particulars 5| 5 ém‘%.glg =55 85 2 £ g4& Ew
g =3 0= = E a
S8 . 2 L8| B cEmgdl °2 24l 8 = gE 234
[=R=1 ) G} SEl g a1 r_“; =1 3 | 23
A A EZ} S2_ & gl < H =
1 2 3 4 5 6 7] 81 9 10 11 12 3 |T14
| | |
Office No.«.vr»
— - 1
5 il ) L= =] ! 2 s
q412 12 ol g gl L /
oS < Y als 0 S o ;
218,53 2 B85 . =)o 18 |2 | 52| Remarks a
slegie2| 8| Slwsizaa 212 15 |4 3G |distribution Not. of
::ﬂgl“"g = "‘1'59"35‘3 558 2 .| 2 ., |Form No., 21
- IR = R~ N o = s e 2 o
Zla 9|e 7y B sleos|d | IR o Sy
gl R HunwO? e 2 A g™ o 73
hmiﬁé \ 2 . g_a__ﬁi_____ - 0 o
— =17 e e g o9 | 937 24 [s] o7 | @ 90
15|16+ 1718 19 £ 20 91 |92 123 [24195 .,(_l 27 | 28 )29 ' 80
l ] I
i ! ‘
] i
; i
L
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TIE PRESS OFFICE MANUAL.

104

FORM No. 21.
Work distribution Book of Binders.

Name of worlk-
mar

No. of copics

Particulars of work

*ON qof

-oN
22y0
Jlogquumu
a0pIo
oN141S

3[10A 3O
1OQUUTLA

...OA_:.:.:H
[eIos

)

FORM No. 22.
Binding Valuation

Office No.

19400 xadeg

qa0p0 ¥
IS —
arqaBUr PUs 300 §
-
118 Q9010 110

qjoro [

aoqquor ¥

[

opqavur pue 10yje] §

o[ pue wYEdf § /

0T3wa[ 1T *

—

-

sqooq 10 sordoo 3o .QZP.

.

Particulars of work

ON qof

- uorgofdwron Jo oju

Register,

Name.

PUT 39400 98pLITIE)

o =
S .
= -
[
E]
= &
Buuredoy
qiop &

Saryno edopaug

Suupquanyy

opjezLn)

Juwgd

-WEIIE PUL 3anUno)
Bi3gno pur preog
wo sdys Sunseg

/,

Suyyseg

Fuimeg

Suimeg

Surgeing
suwiog

L{uo Surpny

.?Eo yyrs sped ortg

FORM No. 23.

spud o[y

$37009 AL

91s0d a0y Sutedduisy

19409 93P

113400 Y38 POOINS

Register showing 100ks to be bound for

office for 108

Valuation
folio

Register

501015 of Jues 9eg

punoq 83e

)
Poa@vL o

Supuier Jo oangeNy

$400q J0 ‘0N

STI10] [OT[M U0 99U

omnjoA puw az1g

Particulars of {.rms or
books

JUOPUI JO 03u(]

JTapUL
jo 3d1001 Jo ou




APPENDIX E.]

Name. ..

FORMS AND REGISTERS,

FORM No. 24

Binders’ time sheet.

P o T T

" Distribution No....,,...
Deseription of work

Work NOvuvussens

Hours
Total hours .
Date . - Sicnab
) ignature
Toreman Superintendent. "
FORM No. 25.
No. Duplicate. No. Original.
Indent for articles. Indent for articles required in the Department,
i » Approximate uantit;
Names of articles| Quantity required ‘ Names of articles| qlulnntity on e noxlvy For what
;. i hand thisday | required work
" Foreman. 10, Foreman.
10 . Sanctioned.
Superintendent,
FORM No. 26.
Casting order book. Casting order book.
No.oos Dale.iivieeieiniinn  Nowoos Dateecissirsiavans
Cast Cast

the following :—
Sterco-type

Type-Sto

T Job-foreman,

Supt's initials,

Carpentry order book.

the following:—
Stereo-type
Type-Slore-leeper,

re-keeper,
<! Aype-olore-iecpl
Job-foremen.

| Supt's initials,

FORM No. 27.
Carpentry order book.

No.... Dalh. oo coniniinnes No.vos Dalewvrioreronine
Make Make
———the following:i— —-——‘l-thc following:-—
Repair Repair
Drinting Foreman, Printing Foreman,

Superintendent of Press.

Superintendent of Press.

1FORM No. 28.

Diary of Work done in the Foundry Department.

No, or - Initials R Tnitials of | Superinten-
quantity g‘n““c‘fl mﬁér‘sgd Printing dent's
surned oubt T [workmanj © Foreman Remarks

Oxder | pype \I’nrbicula-rs of \\'Ol‘kll
No. :
ey

|

|




[APrE

NDIX E.

106 14§ PRESS OVFICE MANUAL.
FORM No. 29.
Type casting Work
Date of A reight or Dn.te.o[ Dato
recel Oxder No. f i Weight or}, 3or given| Date cast |
mg‘;gg‘\‘(’f and section| Nature of work Quantity Ozoeéngézl_ rubbed
1 \ 2 3 4 5 6 ki
book (Typewar).
sy Weight or Work " "
‘Dat ity % ork- | Typesbore anu_ahon
(1]1)0222(1 r32§};2t§11 rgzelil\(;:;d man’s | keeper's | register Remarks
Typestore initials initials {olio
8 9 10 11 12 1‘3 14
|
|
|
FORM No. 80.
Carpentry Work
Order ”
- O Quantity | When
Yo. | Date mg?dpetrd Particalars of work or No.' | begun
E T g 5 6
|
bhook (workwar).
Wh
When hnnc%:d Tnitials of | Ihitinls of | Valuation
‘completed | over to |carpenter Printing | register Remarks
Typestore foreman folio
7 8 ! 9 10 11 T




Arprypix 1] FORMS AND REGISTERS,

FORM No. 31.

107

Office No. Officewar Register of
Date of . of i
Order No. | Date | receipt of Parhculﬁrs of bloNc(I)c-s Ol_fe_ | Office orjob Dﬁg‘]’]:l“v‘ﬁzshwh
oL fo 1 f
the order wor quired i No. if any prcp?mrod
1 2 3 . 4 5 G ! 7
Stereo works.
[ . Date given] Dabe [Date given, 1,:i: 1. of |INIEAIS Of luati
Datecast| No, cast ﬁuli)i?]t;d to be |mount- | to ’cygi)e- ~Imt.mls. °f_ printiﬁ:g ‘Ygglil:{;cl:u Re.
: i mounted ed soro  [PereOtYPeY foroman folio marks
8 ] 10 I 11 T 12 |7 8 T Ty T 16 I
L I
FORM. No. 32.
Valuation Register for the Foundry Department.
]
Date on which Order ! No, Size in Rate
worls was coll- Particulars; weight, or| inches of | of Amount
pleted and enter- of work 1 quantity | the stereo | valua- Remarks
cd in this regis— [No. | Date block tion
fer I Rs. as. P.
| |
! I |
FORM. No. 33.
Metal Stock Book.
Admission t Tssue
- =5 Z 5 2= My [ 1
AT 85 |uss | &y [EE LB ol E
s l2]g5s 582 2L w2 1B|5 150 e 28y
25 | S88 | FEE ) o¥ |52l , 14 ER 5| 5% |25 51288
LB =] Sos | B2 =2 2% 8 2z B g I & |80 2| & 5=
$1E121232 1828 28 B2dlaz (o] B4 (45
q 2.2 = = : EoA v
A KIS |Pg &7 | A7 FERITE ‘ "
T [
| T ||
\ | \ ] L
o7
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THE PRESS OFFICE MANUAL,

[APPENDIX T,

FORM No. 34.

Plant Ledger.
DEPARTMENT.
Dr. % Depreciation. Cr.
Value . Value
Date Particulars Quantity Date Particulars Quantity
Rs. A o, Rs. A, p,
|
i
FORM No. 35.
Register of Matrices issued and returned.
I
Namo of Body and No. For what |[Initials of| When | Initials of
Date particulars issued | Ordor No. | recciver | returncd |Type storc{Remarks
wanted keoper
1
FORM No. 36.
Pie Account Book.........108
1 & = .
b= |8 2 28 =) -
E0E 0 2 1 EEsT | £% 3 o
Date | S5 SF| 55 | 5EE5 | B2 | Namo 2 ot | 3
< | 28 '8 SaMe S .y and B |Amoun g
2 g 59 578" o' [number E due g
Boio | & Sewe | 24 s @
'l‘otall ’ | \ t
FORM No. 37.
Overtime Order Book.
’ Time
No. Name o
me of men —_— For what work required
From x To




Aprexnix B.) FORMS AND REGISTERS, 109

: : TFORM No. 38.

Overtime Register for the month of

N l | Nt
ames 1) 2] 8] ¢ Upto 32 ' Total | hour Shhl\’] Amount
] | ! p'ud |
HRS|ERS|HRs HRS HRS | trs s. | Rs.
| |
[ ‘ '
i
FORM No. 39.
Application for leave during working hours.
Name of applicant.ceciiiianinn
Deriod of leave roquired from.ieermieserrenneressnaned@uiiiniiine
GALOUTIAS vevarvensarserssessaransnsorssennmissssitnsessstseacninsss N
Date Signabure
Initials of the foreman.
Orders of the Superinfendent.
FORM No. 40,
Register showing daily issue of Paper.
-2 Strike order Quantity Wastage Total %?
=l number and [Number of Cfguality é
el b copics | of paper ~
% E section P P ichms. Qs. Shts.jReams, Qs. Shis Reams. Qs. Shts. ©
1le 3 | 5 | 6 7 8 9




THE PRESS OFFIOE MANUAL. [ArreypIx E.

110
FORM No. 41. '
Stock Register
Description of Paper
T Issue
Admission | Size of pa- | Actual
Re- | From Section, | Strike Number of |per requir- | quantl- y
Date | ceipb| whom |Quantity]ic., book| order | Issue Jeopies to beied for each tQ‘,lg' Wastage
No. | received | received | or job No. No. | printed form quire
11 2| 3 4 5 | 6 7 8 9 10 H
1
of Paper
e S R R E T 5. s 2%
TEEY vg| PIT | Efo _g 89 | R 8BE | o | BEEZ
€x28l nel BAE FESW ¥ | wm g SlagE g ¥E ZoiaE
elC8l £5 938 | E824| Eg °g S25888s 28 1 EE82F
EQJ?.%;‘_E — 7 3738 é’-f—;""’ . E‘i"‘ ge He © = )5(?1%
12 13 14 15 16 17 18 19 20 21 292
| —
]
FORM No. 49,
Ledger of Printed Forms.
Name of formuiimaiiimienra s sriesereesseesseranes
Admission Tssuc B4 ”
2.3 =4
b Rc{ere—‘ From | No. of Re-  |To whom[ No. of |Balance| .2 ; §
ate nceifany whom re- | copies | Date | fcronce | issued copies 2 2
ceived —a M
1 2 PR VI s i 7 | s 9 | 10| u
]
| |
FORM No, 43.
Register of Press Stores,
Naine of @rbicle. e s N
- F A c Towhom! 2 - ]
Dato W;’J%m];l Qilt;nt- ost | Date ’}(s)slus‘flh ;% E Cost In[itial_s § Initials | Initials g
2 whor jrox i g of reci- 1 = lof Store | of Supt.
received Rs. A. P, work | &fRe, A.P.| pient pﬁl clerk | &
1] e Ja |l e s | 6 7] 5 e 0] 11} |
e | |




Arrenpix E.]

R Trne COCHIN (GOVERNMENT PRESS
Dated.oivvrienains
Received from the Stationers office the undermen-

tioned articlesi—

FORMS AND REGISTERS.

FORM No. 44.

Novioous

111

Trr Cocnry GOVERNMENT PRESS
Datedv.veriivevines

Received from the Stationery office the undermen-

tioned articles:—

Description

Quantity
or number

Description

Quantity
or number

Superintendent of Press.

Signature of Stove-keeper.

INTIMATION OF FORMS, ETC., MADE READY
Date.iiiiinian,

To
Theoivariiiansns

Sir,
T have the lionour to inform you #hat the fol-
indent
———r—dated....
requisition
have been made ready. Kindly srrange to take

lowing items aceording to your

delivery of same.

I HAVE THE HONOUR TO BE,
SIR,
YOUR OBEDIENT SERVANT:

Superintendent of Press.

FORM No. 44 A.

To

delivery of same.

lowing items according to your
have been made ready.

Superintendent of Press.

i Signature of Store-keeper,

]l INTIMATION OF FORMS, ETC., MADE READY
|

Datev.vviivienas

THEu v e vervavorasarsartecenesarnrsresnes

Sir,
Thave the lonour to inform you that the fol-

indent
————— dated....
. requisition
Kindly arrange to take
I HAVE THE HOXOUR TO BE:

iR,
YOUR OBEDIENT SERVANT,

Superintendent of Press.

LIST OF TTEMS MADE READY

IXVOICE OF FORMS, ETC, DESPATCIED
Novesess Dateossvenss
Despatched to the «....

{he following items according to his
indent _ 4040q,,...00No voisn
requisition
Train

Y Anchal
PAhSIlANT cassesarr i Oleveaaenres

to the nddvess of the

Superintendent of Press.

LIST OF ITEMS DESPATCHED

IR

TORM No. 44. B.

INVOICE OF FORMS,ETC..DESPATCIED
C. G. PRESS
Novawvores Dated.veeenes
To
The covearas

IR,
T have the honour to advice the
by rain

s DY Fchal
to the nddress of the Tahsildars. ...
the following items according to
____m('-lc.n_t dated.,....No
requisition
Please arrange bo take delivery of
same from ihe Tahbsildar, and ac-
knowledge receipt of them.

I HAVE THE HONOUR TO BE,

despatchion. ...

your

,
YOUR OBEDIENT SERVANT,
Superintendent of Press.

LIST OFITEMS DESPATCHED

LIST OF ITEMS MADE READY

ACKNOWLEDGMEXT OF
FORMS, ETC., RECEIVED
No.. Dated.ca s
Received the undermentioned
indent
requisition
dated. evvenee . Now et

items according to my

Signature..voieaine

| Designation.c.o...

L1ST OF FORMS,&c,
RECEIVED
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FORM No. 46.

Job line Account Book of Compositors for 108 .

= =
5 - = 18 —
Sl 128 0ea 18 e

= b L
EB < 52 |Pal e 3o |l
ERAAR 30 [gdl & | go |md
A8 | Br 1EL| 9 | A (g
g8 S ET [0l 2 [ BEg (T4
d8lg |88 2218 | 2% |89
2813 B2 lEE|o 122|338
3 A3 P Ao |8
A m [

Number. of pages for the 1sthalf month
35 cms X 60 ems =

Do do for 2nd half =

Total =

K 4l hours = converbed hours =
Number of hours as perline acconnb
book =

Total hours as per hour account book =

<4 or — adjustment hours =

Grand totalhours =
5 hours

Pages  Lines
= Numbecr of pages pica [oolscap folio
i 3Scms X Giems =
Rs. A r
Amount for same ab Rs Ri;'; per page =
Signature.
FORM No. 47.
Compositors’ Hour Account Book
Name of Compositor.
— —
Date Description of worlk Authors’ hours Other hours \ Total

U S
e |

]
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FORM No. 48.

[AprPENDIX J.

Adjustment Hour Account Book for 10

§ | ] !

5

2
! s | Total hours on Cr. side =
g | ° |
é i = Do Dr. side =
o o
] S
& ! . .
Zo - ' Net hours 4 or — =

: |

FORM No. 49.
7 Hour Account Book of Printers and Binders.
I(:llgluc Hours Total hours Rate Amount l Siguabure

FORM No. 30.

Work valuation Register for Composing and Printing Department.
Office Nowersrnerairens

. ) Equal t
DCSCUPtml}f%f ]Wo'rk‘ _wu.h Job No. | Appearing [Correcting Pi(c:l;1 qsolitzl Tmpros-
if Job work pages hours [F. C. folio | sions
| pages
| |
FORM No. 51, -
Register showing apportionment of

Date

|
|

1. COMPOSING.

(a) Composin
>rop ;e (b) Reading 7
Parti — - praper ading {c) Foundry 193
lartlcu- g ] - = e = &
. b ] . -
C;‘liﬂd £ | € ‘5 ER £ | Typocasting | Stereotyping | S g
vees) G | g, 8 R N 8 [z DR : g 2.
5 1881 21 2% |Es| B |2 g 2 g ‘B g
s |25 4 5 |28 2|2 158 Z g i g
2 1 85| 5 s |82 &8 |3 K] = S £ °
% 22| § % |8z &8 | €518 g2l % 2 £
=1 (o) S ' = 1) w A = a o o =9 5
L 2 M |o8| © 58|88 m8 |88 = S
= a = R 0
! = 5} g 103
T
H
] e
;
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charges against works.

SV

¥ puei)

3. BINDING

2. PRINTING!

Sarpug o,

seroweguIguo)

so0UR
~MO[[B SWIRAQ

safaeyo
worstazodng

JUATTYSI[GTISL]

Sunuig 1vog,

S910TBZUITUOY

S00UT
-ALO[{B OWLYAIA)

so318Yo)
uorsiatedng

JUOTIYSTIQTYST

FORM No. 52.
Valuation Register for Cost Recoverable works.

Office Noy.....

o,
pavip

onuA

Rs. A.r.{Rs. AP,

Papor

| Aynendy

Lpeady

3

ones &
Supuigd
&

~

onfeA
sSunuuy 4
<1

suotssaad
-t Jo "ON

a0t
oged jmog,

07 (e0ba onjea)
UO013031300)

P

|

sogvd

81y

onjus ofed
uwogisodwon

so1don 70 *ON

Details of
work

*ON 81108

FORM No. 53.
‘Work Measurement Slip.

Szt

Name of work.....

1T,
| emavg

pilog
aejoqur §
Priog
JeMQE]T,
aemqry, §

MINION

pios
RO
ae[ngey, §

Pios
avqer,
reqe], §

oS
| Qg
avinae], §

SAL PICA lL. PRIMER |BOURGEOIS| 8 POINT |BREVIER|

aepuqr, H
wqeg, § t

PO
gLl ,¢
ua?pﬁﬁ *

‘ 11 POINT

-
3]
=1
oy

dzom

3\

100

smovg) "N S



116 TIE PRESS OFFICE MANUAL, [ArpENDIX E.

FORM No. 54.
Work valuation slip—page 1.

Number and name of work........ RSN
Sizeiiueirens

I Actual Converted Rate in Total
Composition pages solid pages annas | amount in
annas

Pica solid
., half tabular
,y full tabular

Similarly for other types
Re-made up pages

Re-imposed pages
Re-struck pages

Toial

Appearing pages

Marginal lines @ & pie
Alteration hours @ 17 as.
Correction hours @ 13 as,

Equal lo solid pica foolscap folio pages

Striking copies X formes ==

Pagde 2.

Equal to solid pica foolscap folio pages
. @ As, per page = ‘
Striking n Impressions
@ per 1000 =

+ 25 per cent gnin® Total printing .

Binding charges @ o .
Cost of paper— per copy for copies

Reams @ Rs, o _
Cost of diagrams, ete. = ber ream —
Tolal == \ —
No. of copies }

Cost per copy
+ 50 per cent gain

I

Total or selling price per copy

Press bills.Th)S should be added only in the ease of private works, or in the caso of chszckmg of private.
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FORM No. 55.

Valuation slip for Confidential works,

Size and type No. of lineg

|
/
|

Names of
types

Naines of
. types

Names of
types

35 em
N o N

30 emia

26 ems

Names of
types

4 ems

Marging

w111 1]

FORM No. 56. .
Statement of Dead Stock in the Government Press on .
’ = EIY H E]
: 2 28] £23 1. 12F]  I5%.
2 N =
Department 2 1587 8% 288,15 (B2 342 2| Remarks
=9 3
ER AR 28g8lggBgl = |E8T
8 @[] g8 Total a2le.2IE g 8 (5%
S P8~ RE fuo BBl 8 Bi<
8 t =2 ~ Sa=|T s 2] # 4 g
a_ e Sl @l B R
Composing I ) { [
Dress and machine
Binding f
Foundry and carpentry
Miscellancous

FORM No. 57.

Annual Statement showing the quantity of work done in the Foundry
’ Department.

{
Serial Paxticulars of worls done i Quantity
No.
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FORM No. 58

Annual statement of the value of warehouse work donein 10 .

Office No. } Name of Office Value of work P Remarks
| Rs. .

e
— e e

FORM No. 69,

Statement showing the quantity of work turned out in 10 M. E.

Name of section Quantity or value] Quantity or valuo of | Increase <+ or [Remarks
of work work done in 10 Decrease —

done in 10 i

Cemposing

Printing

Binding .
Foundry and carpentry N

FORM No. 60.
Analysis of charges for10 . M. E.

Actual expenditure Book debits
wo
p 7} ] ° S
g -] = -
g2 %o 23 Bl o =] Q )
Department | |8 Cgl g4 :§g S -g, o - Gw  |Remarks
g Y (=1 a -2 SRla © -
2 528! &% BEl 8| 2&|87| Total | < &
=2y Bg ITotal | w3l 8| s=[E8 SE
8|z 8| €4 R m &[5 S8
g%zl z| 54 28| 5| B |95 &8
2 0 O’g = “lal| £ =28 ©
| 3 = 4 =~
.
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FORM No. 61
Statement showing the quantity and value of materials consumed
during the year 10 . M., E.
Department which Particulars of materialy Quantity or; Value Remarks

constumed

consumed

Nunber

Rs. AP




SERIAL

NUMBER
1.

2.

3

4,

5,

6.

7.

8.

9.

10,

11.

12,

13

31,
32

33
34,

33.
36.
a7,
38,
39,
40

THE PRESS OFFICL MANUAL.

[ArrENDIX I,

List showing the periods for which the several records should

be preserved.

. ———

DESCRIPTION OF RECORDS

NUMBER OF YEARS TO
BE PRESERVED FOR.

Copies of office rules permancntly
Office order books and files permancntly
Plant ledger permanently
Register of matrices permanently
Aunual returns .. permanently
Pie account hook . 4 years
Tine account book of compositors 4 years
Job line account hook 4 years
Hour account books of compositors, printers and binders " 4 yenrs
Adjustment hour account boohs 4 years
Attendance registor “ 4 ycars
Metal stock book 3 yoars
Job compositor's work books 3 years
Proof readers’ ontburn registers 3 years
Toundry dopartment work books 3 years
Confidential work books 3 years
Overtime attendance register 3 years
All work books of composing, printing and bmdmg departments 3 years
Imposing and press order books 3 years
Kerosine oil stock book . 3 yoars
Register of papers printed and 1ssued 3 years
Work valuation registers e 3 years
Register of apportionment of charges 3 years
Issue book of paper 2 yoars
Stores ledger 2 years
Ledger of forms 2 years
Dcpwrtmcnml indents 2 years
Valuation files... 1ycar or 1 month wacr inspection
Work distribution register of composm ctic., de-

partments ... 1year or 1 month after inspeetion
Diary of foundry workmen... ... lyear or 1 month after inspection
Register of authors’ hours engaged ... 1 year or 1 month aftor inspeetion
Manuscripts, originals, cxtra office copies, lelbers

regarding works, efe. ... ... 1lyecaror 1 month after inspeetion
Turn books " 1 year or 1 month affer inspection
Indents of warchouse department, and roceipts

for paper, cte., for other departments ... 1 ycar or 1 month after inspeetion.

Foundry order hooks
Paper issue vouchers
Authors’ proofs, ete,, available
Overtime order hooks
Work vouchers ..

Indents on smtlonely office for paper, ctc;

1yearor 1

339553

monbh aftor inspection
1 month after andib
1 month after audit
1 month after audib
1 month after audit
1 month after andit




INDEX.

—————
RULE. RULE,
ABSENCE .. - 13, 28, 239 Cheque forms 63
. wltlmutlmvc . 9 Collating 184
Accumulation of pie 19 Colour sheets 151, 156
- » of work 179 Column matter 117
Adjustment v 104 Complaints e 299, 236
»  accounts 2 58,999, 233, 284 Congestion ... 174
»  hour account 90, 95, 97, 229, 230 Contents .., v e 107
s hour account book 230, 231 Contingencies ... 253
»  hour account momo ... 54 Corrections " .. 50, G0, 62,88
Administrative Departments 205 » Authers' 41, 46, 52, 62, 215, 229, 230,
Advertisements 220, 256 246, 248
. Commercial . 105 Carrespondence ... 217

»  Private . 84, 105 245, 2506

Alteration 406, 62, GG 86, 119, 215, 228
»  incorrect ... o 137
Anchal peons ... e 22
Aunual Report 197
Appeal . 01
Appointments - 16
Attendance ... 17
»  Approved ... 225

y  Hours of e 8

» Late . o 4,5, 0, 18, 239

5  Record of e 6

»  Register, general ... .. 81, 241

»  Overtime 241
Author ... 50
Authorized sizes 1580
Authors' howrs . 91, 100
,  Proof 35, GS 91, 139
DASIS .. 223, 294, 253
Battered letters 50
» Typos 58, 74, 89
Bent rules 135
Blocks ... 5
Books, written up 69, 178
Broken matter 72
,  bypes.. o T4
CANCELLED MATTER 62
Capitals 134
Caro papers .. 03, 165
Castings, defective L1
Certifieate ... 84, 257
,» of issue 212
Charges, Appmt\onmcnb of 2{)3
Direet and indirect 253

,  Improper o e EG
Chases e T4

Cost recoverable works 41, 81 01 210 "10, 220,
251

" Indents ... 209
DAILY SLIP BOOXK aee 183, 185
Dead stock
Debib... el 234
Deduction 4, 13 19, 50 a9 204, 233, 239, 242
Delay - o 33,99, 203
Depreciation V‘IlLlc .. 78,233
Despateh of forms 204, 214

. of proofs... e 42
» of work 31, 99
Diagrams... 954
Diaries 193
Dics 75
Discipline .. 151
Diseases, infectious o 26
Dismissal - 4,5 9,18
Disputes ... i3
Dissatisfaction... v 61
Distribution 29
- matier o 37,55, 71
5 number . SG MG 151, 168, 169, 1SL
" of types . . 62
o of work 86 169, 184 193
Draft Regulations .. 65

EARNINGS 9, 19, 56, 59, 281, 232, 233, 234,
236, 237, 244

" AVOLAZE ... 7, 20, 238, 240

' daily . .79

» monthly ... 210
Economy . . 81, 34, 117
Edibing copy 143
Lgress S 81
Emolument 225
Establishment, clencnl e 14



129
RULE.
Establishment salaried 13
” task 13, 237
Excess matter 138
Extra lines ... ...138
Extra office copies ... 68
Extras 43, 44

FAIR PROOFS

. 188, 139, 147
File copy .. 06

Final proofs 114
Fine... 4 5,9, 18, 18, 56
Folding ... 184
Foolscap folio... 92, 223 224, 229, 246
Forme proofs . 48, 95
Formo revise ... . 124
Forme signatures ... .08, 144
Frames e 72
Fresh setbing 66, 86, 215
GAIN 254, 255
Galley proofs - _170
Galleys " 42 139, 154, 158
Gate charge 73
Gazettie, time of pubhcatxon of 110
General conduct e 17
Goods train e 214
Gratuities 20, 219, 220, 240
Gricvance p23
HEAD CLERE .. 6,22, 80,235
Head lines 09
Holidays e 11, 18, 106

' Gazetted 11

. Work ... . 10

Iour Account Book "30 ‘731, 234, 236

' Memos ... 62, 97, 128, 2929, 230
Hour accounts .18, 40, 43, 50, 62, 97
Hour Account Vouchers 58, 91

IMPOSER ... 43, 46, 47, 48, 50, 52, 54, 163
Imposing ... o 43, 46, 47, 49, 94, 220
Tmposing Tables v 72
Imposition 95
Impressions ... 117,173, 246, 247, 249, 252
Imprints... 118, 144
Incompetency ... . 57, 196
Indent ... 177, 182, 188 205, 206, 207, 200,
210, 214

' consolldatlon of 208
' Interim and piecemeal 200 -

' Register 206
Tnsertion ... 117
Instruments .., 195
Intimation 214
Invoice 214
Issuc book we e e 212
. number 170

JOB LINE ACCOUNT BOOK ... 230, 236, 248
;2 section .. 205, 208, 209, 210, 215

TI(E PRESS OFFICE NMANUAD,

RULE.

Job Vouchers - v 230
,, works 49, 93 IGG 229, 232, 248
LADBELS, SETTING... o o 79
Leave e 7,8,238
,, allowance 7, 220, 238
,, Casual 4,7, 8 2°6 239, 240, 242
,»  Compensation 12
. Memo . 81
,,  onmedical cev.bxﬁc-mte . 7,238
., Privilege 7
,» Register, casual 81
Sick 7
Lwhts 82
Line Account 40, 121
" Book 230, 231, 236

" Slip 63

" Valuations 230

" Vouchers 97

Locking up

AAKING UDP
Manuseripts
Marginal lines
' notes
Margins
Materials, care oi
» misuse of..

" unscrviccnblc. "

Matrices ...
Matters, holding b.lclx
Measurement slip
Aetal issucs

,, sbock book
Moulds
Mustor copy

OBEDIENCE
Oftice order book ...
Order slip
Originals
Outsiders v
Qubturn

' Accoun s
" average
" register
valuation of
Ovorrun matter
Overrunning
Overtime ...

" allowance ..

" attendanee

1 fees

“ order book

" puy .

. pay bill

n work -
»n  working hours

. 62, 03, 68, 100, 187, 211

d‘.) 153, 160

43, 46, 52, 53, 92, 9229

18, 68

e 231

. 94

231

o T2

72

T4

76

... 102

248

e 77

Td
o 76
180
v 04

. 69, 178
194

e 22

14, 110 132 149 160, 196,
219, 220, 222, 224, 253

225

57
149, 150

221

41

247, 248

3 5, 14 64, 132, 167, 179
w58 26 241, 242

. o B, 241
s a4

o . 04, 241
. 225

e o 241
a4, 208, 241
W 235



INDEX 193

RULB.
PAGE VALUE 253
Paper issuc 211
Pay ...17, 224, 937
Paymonts . 13, 14, o7, 219, 220, 233
Pensions 20, 219, 220, 240
Permanent salaried men .- 9
Personal deposit account 205, 251
Pie ... 18, 19, 87, 56, 72, 2383, 248, 244
1y account book e 243,944
» Money e 19,56, 79, a4t
Plant 71, 156, 157,160
., ledger 77,78, 253
Plates 117, 124
Plate work 124
Post pcous ... . 22
Press attendance 62, 93, 96, 209, 246
Press order book 65, 98, 151, 168
» docket G5
" proofs ...139, 170, 172
Press ovders 43
Pressrevise ... . 163
Private press bills ...245, 257
Promotions ... . 19,18, 240
Proof 18, A.LO 50, 68, 153, 210, 243
Publication, periodical 175
" time of .. 110
Punishments . 18,56
QUERRIES * 85, 145
RAILWAY WAY BILL 214
Rale 924, 224, 242
Reading ... 36
,, BExbra .. 140
Ready reckoner .. 231
Recomposed ... e 48
Rcconsideration ... 61
Records

120, 133 198 217
Maintenanco of 68
Recovery of cost 194, "09 ‘710 2"0 213 257

Rectification e . 52
Regulations, dvaft 65
Reimposed - 41, 48, 100
Reimposing 247, 248
Remade up o 41, 48, 100
Remaking up ... e B2, 215, 247, 248
Reminders e . e 123
Roprint " 66 67, 119, 140
Resetbing 34, 67, 124
Responsibilibies e - 50
" for accuracy ... 135
Returns .« .. 88,179, 189, 218, 258
,, periodical

Revise oo 163
, proofs .. 88, 134

151, 187

Rollcls .
Rough proofs 52, 60 63 87, 128, 134, 135, 1;1;56

9
Royal octavo .8 T 92

RULE.

SEARCHING 21
Secreey 23
Selling prices 9255
Scbtings 117
Sickness ... e 7,8
Sign copies ... 42, 46
Smoking ... 25
Solid pages 248
Spacing e 134, 138
Spare copics 46, 101
Special instructions 115, 176
Spelling 144, 145
Standard ... 292, 223, 246
,, oubturn Ve 223, 224

. page 2"3 246, 248, 232 253
Standing 48, 146

Standing mwtbcx 34, 40, 43, 62, 65, 66, 71, 80,
115, 122, 140

" record of ... ws 66
Storco blocks ... 75
Stitching ... w18t
Stock book ... ee 151
,; forms . 205, 207, 200
,, registers... 202, 213, 214, 247
Stone work e w46, 49
Store ledger ... 202
Strangers .. 22, 28, 27
Strike 01d01 43, Ob, 109, 129 162, 163, 187,
) 201, 211
docket . 98, 100, 162
" file 164, 212, 213, 215, 247
" proof 66, 139, 161, 212
Style ooldd, 143
»  uniformify of L0134
Subjeot matbter 23
Substitutes 2, 7, 16, 159
Suporvision charges o 253
Suspension .. 4,59, 18
TAKE . 52
Taluk Tnhsﬂdals 214
Task men e 7,64, 224
., work o 9,20
., workers ... .. 14, 20, 223, 925, 238
,, workmen 54, 223, 24
,, Work system 224
Technical working scobions ... 219
Tick copy 85
Timed work 112
Time, extra .. 14
., losk ’ o 13
,, Sheef 43 46 1(}0 179,180, 230 |
Transfer ... 58,59
Turn book .. 32, 51, 64, 86
y  COPY o 55
Tympan sheets s 166
Types, display e we 88
., unserviceable ae ki
Typestore g, 87, '1 79, 80, 214
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RULE. Rune.

VALUATION 41, 44, 49, 60, 61, 87, 187, 194, Waste paper ... 52
197, 215, "19 229, 80 243, 248 Wheelors e e 155, 157

»  Copy tew 216, 247 Work disbribution bool\ 86, 169, 186

»  File .43, 68, 98, 100, 215, 216, 247 Working hours . . 223

» on proofs ... - 18 Workmanship 50

. of work 130 185 1&)1 245, 246 Work measurement slxp . 130

»  Register S4, 130, 189, 194, 197 Work rooms 22

»s  Sheets - . 187 Works, periodical 39, 211
Slip . 248 »  Special . 211
Volunteers 2, 19, 56 19, 233, 243, 244 »  spoiltand m[oum 13
Vouchers 18, 41, 60, 61, 62, 68, 87, 121, 146, ", wasteful and unnecessary ... 119
186, 223, 227, 228, 229, 230, 236, 2483, 244 Work valuntion 220, 249
WAREHOUSE WORK ... . 98 ,» vouchers 128, 172, 186, 219 220, 227, 243
» valuation register 250 Wrong founts . 55
Wastage 165

—————
PRINTED AT

. 211 YELLOW PAPER SLIP

THE COCHIN GOVERNMENT PRESS, .
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