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AFPENDIX F
Stavionery Department
CIRCULAR

Mo, A-924 T, 4ith March 1976

Sl eelopele oF nstructions for the propor medmenance ol up
h;hp of typewriters and  duplicarors in Goverment
S

In has been irequently noticed that, in spite of provious instructions
on the proper  upkecp of typewriters @nd  duplicaters, in many
Ciovernmwent Officca  these  valuable machies are  handbed mioss
carclesly, resulting in frequent and eostly repain amd shooter  aseful
Lives of these machines, [tis also seported that on the  abolition of
eertiin Government Offices, or poste of 1ypisis machines supplied to
them werne tramsferved 1o somne other offices of the same Department
without consulting the Stationery Dopartament or just kept idle,

The following modificed instructions: are, therelores fmsned For tha
mformation and  guidanes of all  Chvernment Offices inothe Stade
regarding the maintevance of typewriters and duplicatoes, .

1. Typewriters
L1 Typewriters shoald, be hﬂlp-t cogererl, whilc wet in use,

1.2 They should always be  kept cloon using the  clganing
materials such as type brush, dust Toush and  oil  provided by the
aiationery Department.

L3 Inexpeciencod and werqualificd  persoms: shoubd  wot be
permitted o wio the machines.

Nufe,—Resporsibility for permitting such handling should rest on.
the Mintstorial Head of che Oifice.

14 A mooval clesning and  dusting off the mschine shmald e
done every duy before the machine s taken tor work.

I3 Af least enec a month, o thorough cleaning shtuld e dome
arwl all moving parts viled with spindle oil (While oiling the parts
osive shovild be taben o s that no exccis ol iz B on any of the
parisj.

L6 Oil should not be wsed while cleaning the  rubber portion
thie seprneial and the key boards,

L7 When the use  of eraser 18 wnavoidable nooessary, the
aortiage should be proved o the oitrema 50 a3 1o PrOVETL £V
particles from falling in wnothe machinge.
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1.8 The machine should 1ot be aperated up oo emply  eylinder.
Backing sheet  (prifirably thick paper of about 73 gsm substance)
aliielel e volled  cghtly  on ghe eylioder o avoid dameage to the
platten volley,

1.9 Noadjwement of the serews, puts eio,, shall be made by
any persen wot quite sonvessant with the cchanism of the . partisular
petrtern of the machine of by oy privae sgency.

L0 Ribhoss should e chanmed  eorrectly withmat Torcing them
win L ghait,

.11 Although ribbons should  be used 1o the full extent of their
lives, very old snd faine ribbons shoubd not be wsed, as the typing willf
then bewse o be done with hesvy  touch resulting i damage o the
typics sl the eylisder, in addition to the sorain on tha trpast.

112 While elvaning the - cwrreagas rails, the carviage should be
wove to the extreme righr and ene shoulil ot operate on the machine
i that siate,

L13 Sheets of paper with pii or clips should nor be sserted in
1w thireylinder resulcieg in the hréak down of the feeding mechanism.

1.14 More than aix copies  {inchuling  the original) of & matter -
sl mink b taken ar awe stecich,

1. Duplicators

21 Duplicators should be cleaned aned  oiled at  least onee a
mwilli.

2.2 FEach duplicator should be kept in the charge of one trained
aperator who should Yeep the machine neat and clean.  (The praciiee
all sumdry handling the duplicate should be dispensed with),

2.3 . Every' morning before  commencing work, the operators
aheuld eléan the machines and remove the | r Al of the previous
d“_-_" work Mg 1he machines hr meana ol the duse heush given,

2.4 Ower inking should bi aviaidad.
2.5 The impression rofler should  be Keprospecially clean and il

it inked by ovenight, the roller should he removed from the
imsahire immediarely, and eleaned, and refixed

2.6 Silk curiers and waver rollers should be removed feom e
machine once a week, cleaned thoroughly, and refixed.

2.7 Prosure bver  should always be put dewn afier each
iliwy's work,

2.8 The inking cloth shivald be changed, when the existing oue
In slogged oo mach with ink.
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3.9 The bandle of the machine should abyvays be in the correet
tion. while not in we, and, in e of electric machine, the
plug sheuld be discoinected from the mains! -

2.10 The duplicator should nlse be kept eoevred while not

N us,

3. Transport of Office Machines

When typewriters and other such comly machines are sent from
onie place o another, groat eare should be taken st the machings
shoubd get diumaged in trauisit.  The conveyance of the machines on
bicycles g5 strictly pmbibiv d. Whole packitag typowriters for irBEpoeT,
the: following instruetions should 4l be Gollows rEH

3.1 The carrisge shauld be kept in the contre,
3.2 The marginal stops shuuld be closed g
3.3 The space bar should be tied up with string.

3.4 The machine should be serewed 0 the hase bosard and a

A paper rolled up and put dn to the type basks ;
l-!-'F'-'IEJEIH merj.uia:-l-ga PUEE R the type: Dasket fo.aa to prevent dhie

3.5 The carriage should be tied securely with the metal pirs
plu “i r?;h:.u 'I.I:L-e:i;ngﬁrn'.-'l.ﬁ:s of the guriage rails, $0 & ra prevent the

3.6 The metal cowir, where .'[;I.p:l b . :
booked e 1he base board. woavoilable; shouid he securcly

It is often found that typewriters and duplicitors are da al or
1o out of order carlicr than normal og n-'.::-:ﬁlut of i ma“lurrmﬁ‘#ing"
the machioe en proper lines as above. . All Heads of Departments and
tlfices are, therelore, roquested 1o see that the above instructions are
fnllowed by their subordinate s aff srupulousdy, Cost damage, if any
causcd 1o the machines due to fallure 10 muitain them le:;rly will
have to be made good from the congermed stadl,

A refrrence is alin inv ted 1o Government Cireular No, 26177/ H
T3H. Bdn,, dased Zrd Eqpﬂmh_‘r 1375 where in. Instructiong. have Ili:u-,ti
surd to Government Olfes 1o sgrender all idly office machinc 1o
the Stationery Departracnt prompely.  These  insteuctions may be
strictly adhered 1w by all depariments sl offices and all such jdle
machines may be survndercd to the Btarftonery Departmen,

M, Vigavawoum Natmram,
Dhrestor of Printiug and Statioery, ey,

Trirandram,
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APPENINIX &
(Seé Clavse 113

Declarntion showing the lose sustained by Government
on acconnt of the default of the waste coniractor
(to be presemied in triplicate]

L. Name of the Govermment  Office  and
designation of the head of the oifice

2. Mame of he defaling contractor :
{wirh address) -

4 Date of intemation . given o the contracior
for' pernooval of 1l wadte: papor

4. Date of veminders, sent oo coniracior
{eiter dades) e

5. Date with'n which the nccumulated wastic
paper should bie removed by the coptrator .

6. Degails as o whom the waste paper was
dispodedd of fnally  (state whether by
poection or by other means; i by other
means the detasls may be givan) 5

7. Date of publication of the potiee of the
aucticnl at which the wase Tepuer wiid

divpeard of o
8. Mature of the publiciy given for the
AUCtion -

0, Thibe of th: anétion
10, Degails of waste papes:

|:.a:|:} Chpantity i quintal al
{Ir} Whe ther geoup T or 11 e
(¢} Comiract rate per kg, i

11.  Tofal value of the waste paper according
£ the approved contracs plussales o L.

12. - nher incidenfal (xpenses {adverniiscment

chaggres, jialags, e, i
13, Amount [eteled b awction (inchiding
sales tax) i

I+, Loss sustamed by Govenanent, The toeal
af it |:||. I} and (12} mimas s item {13)
abova (items 114 17-—=15) g
15, Hemarks; s _
Iusere: Nawe ard Designetton of tha
T afficer siguing the declarafion,
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APPENDIX H
(Fee Clause 13.2)
Statponery.  Deprytment,
'Tﬁvmﬂ?mm-ﬁ?ﬁ 133
Dated 19th June 1989,

CTROULAR

Sub.—Stationcry  Department—Aaintenee  of Machine Histoey
Register in the Government offices—Regarding

A large number of typrwriters and cuplicators come to the vepair
workshops attached te the Stationsvy Department For radntenaie: .

irs and serviging, Seme of the muchues are evidenily damaged
throuph caveless handling the raters, AL presml diere i v
ready record of who was handling each machine and how much repairs
have, heen made of the machine durlng its uwselul life, its age etc,
The personnel and Administrative Reforms Department of Government

who made a work study in (he Staticnery W p lias supgesied that
& minchine history rr{gi_m-r should be up fiit each typewriter and
dupiicater in a form prescribed thene,  Government.  have

agerpted the recommendation of the Work Study Team i the
G.0. (M) 18/28/H Fdn,;, daed 12th Janwery 1988, [copy enclo-
aed). All Heads of Departments affiprs arve. requested to Bee
that 1l machine hisory register which will be supplicd with every
new machine supplied by the Stationay Thpartment Is maintained
gerupulowaly by the comeerped  operator nntrt]ut the regisier i
produced ar the workshop with relevant entrics whenever the madhine
is brought for repairs in the Stationcry Workshops or for surrender 1o
the Stationery Dopartment,  Without the register ni machine will be
accepied [or repairs hereafrer.

ies of the register may be had from the l!m:ml!m'ufﬁtnlimm;r,
Trivandrom-33 o the Assisa Conteollerof Stationey, Trivandrum-
or the Assistant Conteoller of Stationciy, Cochin-11 or Calicut-5.

J- Ermiiwa Piras
IHrectar of Prigting and Stationdep (SiF)
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GOVERNMENT OF KERALA

1 Higher Educarion (H) Department
G0, (M} 18/83(H, Edu. Trivondren, Dated 19tk Jasuery 1958

Abstract —Statinery Department—Workstudy Report on Work-
shops in  Stationory Departmgnt—Recommendation
regarding fixing of repair works norma and mtroduc-
tiot, of Maching History Register—Accepted—Ovders
isEnael.

Jiend.~—1, Werkstudy Reports: of werkshops of Statonery Diepart-
ment conducted by the mel and Admingirative
Beeforms Departrnent in 1956 and 1987,

2, 1.0, Letrer No. 80B1/'WS. 286/16 P and ARD daged
fith Decernber 1986 and Letter Moo 1716/WS, T1/BY
P and ARD dated 14th Augnast 1987,

9. Letter Mo, B2, 34546/86 daed 24th January 1987 and
295d September 1967 from the Director of Printing
and Stationery (5ty.) Trivandrum.

ORDER

In para B0 (Recom. No. 7-6) of the worksiudy report read above
ihet Personnel avd Administrative Reforms Tepartment has recome
inerided thet the morms prescribed in Appendiz VI thereof may be
derived for major items of repar works. :

9, The Bigector of printing and Stationery has reccommenided
Uit the work norms suggested in the Word Study Reporl may be
sweeepted,  Gowernment are therefors pleased to prescribe the following
worms {07 majer items of repir works in e workshops of Stationery
Thepartment.

Typewritors
. Owerhauling .. I Hrs
2. Cleaning bl g .
4. Replacement af type st ou 104 5
|:|||_1_'!1.|.|_'|j:|'|g o ELLE S [ll'l'ilﬁ.ﬂl.l!il.'?u:l
4. Replacement of kep top st s ii .
. Painting % ) S
Duplicators
1. Cleaning S Tl
2 155 on drum including cleaning sis 14
3. Repairs on Cylinder botom gear ya oo,
f. Hepairs on handle gear E 4 4
5 Rapairs on feed spindle v L

$ 553







