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APPENDIN A

Beqguisicion for office machines

« MName of the office:

Type of machine required and Mo, :

Detaila of the pests of TyvpissConfidential Assigtants
fac whom the machines are required :

Partizelarr of [hé posis
=)
Thares of appointment of the Typises/Conbdential Astetanis

The details of the posts of Typisa, Confidential Assbaanes
cte, available W the Irecr Demanding Oficers  Office
(uie geparate sheets weve required)

If the requirement i8 for copying machines,  the deiails of the
numbet of copies: of “writteti matier sakon at @ time  in
rhe office

Whether the machine indedted & or :'ﬂ:p!.'.tmmnnt of ald
machine, if o whether the old machine “has been cone

demued as irreparabie by the Stationery Department {(Quote
Stationery Department references whercever milah!-e}!:l

IT the supply iz reguested for as aloan only, pleass smte
the duration of the loan required i

Ditails of offies machines svailable:
Typpe of machkine Brand
(2} (3}

Tor T ve op THE Conrmobioms ChbrlcEn:

Whether there ‘iz surphus machine of tle
kind requested for any of ihe offices of the
Department.  (To be fMled in the Head
of Department}

Threers regarding  Duvation

the preatiom of the
of paet pest  Remarkt
8 R
g From where
Makers Number resived
4 (%)

Remarks—Recommendations of the Conrrolling Officer {Where the demanding officer is not the head of

the Department),

Stgrainrd, Name and Dergrating s
the Ceatvelling O fror.

(1]}
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_.J.ﬂ.._uu_u_.._z.—.w_u.ﬂ. i
(1.6 3)
Reguisition for supply of robber stamps and metal seals

T
The Coutealler of Statiomery,
Trivandrmn

Bir,
I reques’ you o arranfge for the masufbetine and supply of the
fallowing rubber sealsimetal seals,

1. Descripidon of the seal or stamp tequired
(Dhesignation  should  be  furnishid  in

onTTec i) i
%, Mumber of s@al or stamnps reguived e
3., Ts thic vequisitien for oa  freah  supply,
additional supply or in replacemicid .-
£, [f fresh supply:
{a) Stare actunl necessiy F
() Petails of sanction of Government if
available wh
(¢} Dhae by which the supply is required 3]

TR & _.n._u__u.._#n_._.u_.._"_.._.“
(@) Give date on which the seal or the stamp

in wse was supplied ’e
{6y Enclose imprestion of the stamp to shaw
detaily of glee neoripis K

f¢} Trocase the stamp ls thoroughly useles,
g the  old oees returned o0 dhe

Stationery Depactorent,
Porwarded duly eountersimed:

APPENDIX
Revised yard riick for supply of sintlonery arileles of gensral uee fized by the P, and 4RO,
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Requisition for Eﬂ—nﬂ.ﬂn Requirements of Statlonery
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APPENDIX D

rijcles
()

o Name of the divcet demanding

Orffecer

To whom are alwe  additienal
aupplies mequired

If the requirements e for addi-
ticmial to the stoff, the No. and
date of the sanction and the
duration of e posts oy be
Fﬂmﬂ—:ﬁ {11 verms of months)
{Plepse  supply  sticsted  coples
.H._._m. all the relovant orders)

Tl articles which are addifiomlly
nnm.:.dnn (Mevtiom only those
arttcles which  are  really
required, without  copying 2l
th: items in the general Tet)

Name o articlis £ ludt

() )

i The m_.__nr.__.- ol "_..___.._.:m..:...:.:__._._.

Whither  the  argicles  auldly,
virquived enmvor be obiaied Ty
diverainn o the  Subordingts
Uinita | where ilue dtoms . o
Iittle geeet] o0 arve - surpls o the
s,

{huautity
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7. Reference tothe Supply Card No.
of the direct dermanding Oificer
& If the articledis o 2 mn____“_..u."_._ ]
not n_u._.ﬂn...ﬂuﬂ._.ﬁ._ at the tme of
ilic  fzne ol the card, pleasse
mention e need with safficiens
detailys for 2 eenlistic nasessnont.
8. . District in which tlie CHlive i5 situ-
b
10, If the supply i chargeable
(81 Btade the rule under which Tt
chargeable; nod
{i} ahe head of dobit.

Cortificate
I herebor eortife—
._”: tha T haowe eocium bl thbue “ﬂ.u..wm_.._u_.._...:“_.. WA in TIEY W office
et avne ] Enmed the acinad  balance

b pgrer with the bosk bialanee [with the exception noted in the acoom-
panying siptementy,

_..M“_ thut each snd every item ol stationery recoved . during - the
yoir cither from the Stationery Office or-from any other soures Ands &
m_—w...__n 1y the stock Book i tho sppropriate place,

. (3] that no Officer has bren supplicd with any article i exces
of the scale allowed for him; or in exesss of his aciual requincmens,
_“J.._ thit an  ackrewhedgement hag been oboained  for each and
ewerdarticle isued o other s,
[5) that every isme  hus been  acknowledged by the vecipionts
in the stock book and has been miade only on demand,
mm..“_ that all artcles available as per the old siock book heore been
gvectly carticd over to the new stoak bodk,
(7] that paper i8 duly swcooumnted for m roams of 500 shoers,
: [8) that no article fable to deterioritinn has  hien kopt in tho
stock for long periods without issue, mnd
w__..-..q that I heore ohitained similee corifentios fram &2l the Officers
subsrddineire to e,

Slation (witls Pin) Kimwrtnrd, Nawee o - DEsimualion
Thiter: of vl divedt deminding O ficer

Reoommexparion/ REvArs: op e Consrresioste CFricen

aation (with P drpinelane, N aud Dol
Date: o the Cordrolfing (0 feer
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APPENDIN 13|
[3:5-1%
Reguisition for the revision of gquota of Stationery
Articles
1. Wame of the il

Place with .._..:._.. code ad pame of
thes chzrrict in which the office
is sitmated i

i

3 m:-u.m_.“_.____ Clard M.
4,
. Neoms of fhe Chii  Existing Propased Rearon
Ko, arlecier _m_u__:_n graota ._1._"_.-. il
FestEiny
{0 [2) @ M (3] (B}
G Whether il ose le of
supply s approved
by Goweroag  was
pvictly  followed  in
agse wsbng The nibgquire-
TIH LS
G, Daalls of st added or
rechuced
7. Diane and Flaei:
Sigeatire of e

Inspector af Staifopery
Signgiure yf the Ihrect

Dremapipg OF ficar
{widh el
Dretails of staffas it che timeools preparation of the supply dard
S Nowd of fhe Seale of fury Firangth
M, ot s,
Y 12 %) {#

. e s w2 s —

Sizuatnrg gf the Dhirec!
Dimmubng O fficer
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AFFENDIX E

of Crovernmanl Circular No. 261 77/H2T5(H. Bdn., dated”
September 1975,

GOVERNMENT OF KERALA

Highor Eduocation (H} Department
CIRCULAR

Mo, 26157/ H275H. Bdn., Dated, Trivandrum 2ad Septemnber 1975,

_...._.E.w.l...m__._....._.._".___..___._..ﬂ_.. H_.n.m.u.._._.qﬁﬁnr._.lm._—hmu_.ﬂ..”_::.—.f_._n. _._n.._n._.:..__n Anel accounts
of Statiomery Articks in Gowrnment Offices of the State—
Irstructinns gsadd,

Thiz Director of Printing  and Stadonery  has reported to Govern-
ment that inspectionsof the stock mnd _accounts of  Stationery articles
conducted in the various Government Offices of the Btate have JEEH«.“_
several defects ot the maintenasce  of the stock  dned accounis, an spite
of the matruetisns sued . by Gooernmient i the macicr  on. prevesus
CTLET L

9. With a view 1o elimimating such defects, all Heads of Depart-
mrents e Oflees as well as the IDepartments of the  Secretariate are
weuested to follow the dollowing  nstructions for the  proper main-
pemiance of atock and actonts of stationiey articles;

{1} Stationery and ullied articlet should be  methodically
arviangerd in the stock room in sicha way that each elass of article
ean be cauly verified from one. point in the Offce.  Proper accounts
slenuld be kopt for all the articles, & required under Aaticle 16D (1) of
Kerala Financial Code Wolums: E.

{27 Al the aeticles on hand shouid  be shown Lo the officers of
the  Stationery Department duving their  bopection. Cost of the
ariicles ?ﬁiﬂﬁﬂ with weferenes to the book  balanee at the time of
the inspeesion will be recovicred From the OMficers comcrrned.

(31 Articles ot adown on soparate imdents From the Staticnery
Drepartiment and accounted separately  should not be  plysically kept

mingled.

(4% Lacal purchses should e promptly  scceunted i the stoeck
regiter for Staxionery wader the: appropriate  account with deeails like
vost, dates and sources of the purchases {The practice [ollowed by some
irfices ol ._._.nﬁ__u._."_”_:m._.ﬂ 1wzl ._.__._...._.u._"_.._..o__..u il & e Ty o nlbied matericls
scparately flwuld be discontawd).
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: with through overwritngs, erasures and
unauthentioatid cancellations will be  totally 1ejected  and the cost of
the articks  involved made good from  the  conermmid Governament
servarts for nan-observance of the rules, .

{5) Actounts

_”m___H:m"n_.._...:._...E._E_m:.ﬂ:,.___?n-_fE____E.HE..;:EL....Em_...
ol i paper are roquived. Resstencilling of commumications like EMEJ
and cireulors which are printed  or stencillod s the sourecs of imae i3
ako wgular ax alrendy  mstructed  in Gowermnest | Civeular
Mo, 8MEH4 RS Bdn., dued T3th Fobruery |® . (Heacds of Dhopart-
ments aral Cfficns concerned  shotld fake stiope for rogular sapply of sl
spch Civelars aed Orders in ade guate mumbers’.

(73 Re-Steillivg of Dypartncmial fome shonld jlso be avoided
to. the extamt possibile,

(8] Where the  comnmumications ave imued by the Heads of
Departments or Officcs themselves, they  shoulds see that  suflicient
iumber of copies of  the communications * wre ment to the tubordinate
‘offices for distribution by them in theit e,

A

() Ome copy ol every matter geseilled  should  be presesved
wpurately, Serially membered  fur sk dedet  poar, and after noting
doven, the: following information on e copy unier inirials of & respose
sible officer authoriscd in that hehalf.

Lo B ed stemcilling arck

2, Number of coples siruck en each oceasion (i cuse the
maticr stencillid is sriothe confidential, a declorarion: to that off ot
showing the nuwmber sl date of e commumication  sheuld be filed

along with the other copics - preserved o fieilitate  verification of the
ACCOUTTE ).

{104 Liocal purchase, should not be made 222 motter of coutse
without fully exploring the pessibilty of obizining the srticlis fram
the Stationery Department.  MNenepnnual articles and other  spedial
articles hike fountain pen ink, gloy paste and. staple wive should not,
irl any case, be purchased locally,  (In case of doubt on the availa-
bility of an article in the Stationery Department the Contreller of
Stationery should be eonsubied prompily before iesorfing 1o diveet
[Merchues 25 far as possible,)

(1] The accounts shoukd be closed as at the cnd of each fiidn
year and the closing entrics transferved 1o a new stock regisier under »
certificate 1o that nmw.ﬂ ti be recorded in the new siock realster,  The
closing and the opening cntries should be aticsted by the Head of 1he
otfice or any other officer muthovised in that ehiall, ™ Cross: relerened
should alse be given in both the books {in small uifices, with only
slender staff srength, the closing of the accounts msy be dome once

149

b o on' these vesus), Where suflicient number of pages ave available,
the entrivs may be transfoired (o & seoarate block of pages jn the same
sock rrgismer. 1

(12) Each stock register should be provided with an index in

alphabetical order.

L_."_.m._. The ecrtificate of annual - physical verificaion  comedocted
slioukl be recorded B the stock seglaer also,  (See Article 160 of
Ko ruda Financial Code Volume T).

{14y Exponulituee cpivles should be goi awtheneicazcd by the
suprplicd C¥eers theri and theve, The cost of the article net covered
by proper awthenticadon will e made good fwan the concerned
Crovnrnment Servamnts [custodinns of the stock) as o ponaley. (authenti-
cittiom obitained on a per-pro basis will ot be accepred) .

{18 As tnstructed in Government Cireular No.  B8816/H1 67/
Belnn,, slated. 20h Decemiber, 1967, inspection  moporis sent by the
Mationcry Deepariment should be prompaly answered by 1he conecrned
offices and cons’stent action taken on the rport, I _Hu.t reples 10n
B et are nob receivod oven after sig months of 35 recei pe o, i &t any,
peind of corrssponderce more than six menths  delay ﬁﬂ..._m_ni at the
ather  ond,  Stationery Department will e wt Liberty out off
frther supplics to the office and any los sustained by Government
s thist accout will be at visk of the Head of the Office comeerned.

._“Eumﬁ,nnmn.wﬂ..zﬂ.nwh.,,.ﬁ.,_:._.h.._...é_._.h_:..__F.H.._a.n_w_.._..d#:w
i prlies made o individual soctions in an office. i

{17} Proper voucherd should be obtained for supplics oiade to
the gub urals and prrtionlars of the vouchers posted in U stock reglace
in the sppropriate cohamo.

(1) Entries for CHEee moachines should be  posted o the
furiiture egisters.  Transler of office machines should he subject to
peiar approval of 1the Stadancry Departmends. Al idle  mackines
whould be pramptly swrefed ol 1o the - Bradonery Depariment - foe
dispmal,

_“_m”_ Chibue amsimnctinns ased i Gircular Ko, B 1. 238266,
datedd Eﬁ.rdn._nw Vot e Clipinlar Noo 795067H 167, Fdo,, duted Sth
W& Heidd should alse e serupulowsly followal by all Government

i e,

B W AVARUNNL NAMDIAR,

Diguly Secostary (Fes fcio)




