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11



@ YT WUSR
@ A fRT @ e i a9 @ SRl & gades faaRer

1—4—2016 I 1—4—2017 I 1—4—2018 I 1—4—2019 I 1—4—2020 I fewofy

L ACA R EENY| 31—-3—2017 31—-3—2018 31—-3—2019 31—3—2020 31—3—2021
1. R 9= (3ve) S, Sa & 835 850 8,342 8,500 9,788
2. a1 ART9=T (3ve=) arfus fhd a1g — — - - —
3. TS ARTIAT (3USTT) I SuTer fdam I 835 850 8,342 8,500 9,788
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s Ui a5t &1 gore® faaRor
1—4—2016 I 1—4—2017 I 1—4—2018 I 1—4—2019 I 1—4—2020 I fewofy
HE BT faaRor 31—3—2017 31—3—2018 31—3—2019 31—3—2020 31—3—2021
. foras 9i5te B 4,110 3,329 2,574 6,176 3,466
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FRA B A BT W S BT B dAT HEK
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ARSI I 3IBAC P AT ATHRI Bl BRI
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B B AR T FATE <A1 qAT SU— =
P THPT BRI TR JAATIH FAE o B ATI—1T
AR TAT HAYTR BT ITJHeTad SUIRT HRA & AT
BT Al <@AT BT B | SU—I=Id & ThAId! draf o
JNMATAH A8 o1 | S SffaRad ALIERI qT HUTR
BT IHATH SUANT B & AWl Bl Hl @7 |

el Ts-|

%0 15600—39100+
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1 Uq

&0 qAT oG A 9T # g el @
AT JARHRT BT B IRAT AT B B T W)
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HHIB g / 9o I Wipd U R BY U Raa dg Ug IR HRIG USURI &
6. | Fe® MI=® B0 10300—34800+ 1 9g 1 9g — fomT @ ored Al IR @ 9RET QB RY B
(o)1 5000 GP BT AT oG AHUT AS BT FRIGTT dom Hel &7
Y FafRerd orar g |
7. | ST B B0 10300—34800+ 195 1 U< — faTT # RTSTET ARl SIRIT @ B, SRl
(o)1 5000 GP Ud fIaRor AfARY BT BRI BRAT T faxia wret
H ayd WY o b - o e
TAT Y DI S ST BT fE |
8. | 3rehetd Ts-ll, 30 10300—34800+ 3 Ug 3 Ug — I e O SRAmell BT WRideTd BT B
ORI 4800 GP
9. | ool wers-II 30 10300—34800+ 1 9g — 19¢ |39 U @ UGHR! HI fIUNTIel & A1 S
4800 GP THI—HY UR IfEfed dRI A1 81l & |
10. | IR HErIwH-II| %0 10300—34800+ 14 Ug 6 US 8 UG | fOMRT & HHATRAN, YUSR, quic fdd, T, <o 910
4400 GP TA FHI-IHT TR Efed R BT FdBIRd
BRAT |
11. | B FED / 30 10300—34800+ 17 g 12 U3 (1 59 | fovrr # =1 war 9giRd &=A1, 90 FEIDI
fofo® / wfs 3600 GP U e BT AU T BRI H TSR] BRAT qAT FHIATA B
HTITTT ABTIH B0 5910—20200+ MR R T PR D IR THI—HT W I MeEfed wrd
(@'I's‘;‘.tpf.)—lll 1900 GP 3 0 BECEIN
30 10300—34800+ SIS
3200 GP W)
30 5910—20200+
1950 GP
12. | Sl 7id B0 4900—10680+ 2 Ug 2 Ug — A HARTISA BRI BRAT
MR-V 1800 GP
13. | vSAUTHR-1II 30 5910—20200+ 1 9g - 198 | oAU 7 R BRI AT 99T ATEd b Udl
1900 GP BT AT |
14. | WfpT 73T B0 5910—20200+ 1 9g — 1 Ug HhT 7 TR BRI HRAT
arese-lll 1900 GP
15. | U0R SYER-II %0 5910—20200+ 1 0% 1 9% — geunerd H WART B dldl 99K UPR B GavUl
1900 GP PHITSl g fafdy A<t & uer HRAT |
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HHIB g / 9o I Wipd U R BY U Raa dg Ug IR HRIG USURI &
16. | araad—llI B0 5910—20200+ 3 UG 2 Ug 19 | BIe Ired Il
2000 /2400 GP
17. | 99 dvsae-llI 30 5910—20200+ 1 0g — 198 | 99 HUsdex dAqT THI—HT IR AU T BRI BRAT
1900 GP
18. | BRI THRI—IV B0 4900—10680+ 1 9g 1 9g — Rare w4 & folu woll 78 REN BIgal /TR
1650 GP BT TiET / RIcTer Rapre w9 § g1 |
19. | G-IV B0 4900—10680+ 4 g 3 Uq 198 | USRI &I O dlell o ARl dorr gfad A&l o
1400 GP YfHT HRAT |
20. | TOSMI—IV B0 4900—10680+ 6 Uq 2 Ug 4 US| RGN S1H BT INT d Ml & o Il IR
1300 /1650 GP (1 yg f® Rerd WRHRT fa9rT # faaRor & |
qad eI
108
M AT
R)
21. | AdER—IV 30 4900—10680+ 7 Ug 3 Ug 4 ug | fouria oReRt § iR &)
1300 / 1650 GP (2 <% Arh,
1 U 3gaY
JMYN W)
22. | WIUR—IV 0 4900—10680+ 6 Ug 3 Ug 3UC | YaUel Wied UG i H Whly &l Bri
1300 / 1650 GP DRAT |
23. | HE—IV B0 4900—10680-+ 198 — 195 | fowrfa oRR @1 g=e=ar =g diel iR %l &l
1300 / 1650 GP ST |
24. | = *non-lIl 30 10300—34800+ 2 Ug 2 Ug — ST, JAeRAGH, J&ID 7, FIH IRAIR_l Bl
3600 GP TET, LT HGl & ARG A TAT T THR
P URI & SMHR BT SH B8F1 | 96 Sfael W
e ye™ w9 @ SffaRad oroq aRs srfdramRar
BT dHAIDT HHAl H FIIAT oA dqAT ISR H
U Hal BT FRIeor HRAT |
25. | 3IHNTUTA %0 10300—34800+ 2 yg — 2 UG | SERAGH AR & YdeTd BT B BRAT gl
CERINES 3200 GP WIH DI JEfcd B IR B & AR IRAT
P B B wed KU TIR HRAT |
26. | IHRTUTA %0 10300—34800+ 2 Ug 2 Ug - JaUT ARIT & UAeTd bl BRI HRAT dAT A T
(gaon—lll 3200 GP B BT FaRerd HRAT |
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AP U / 2o ITHA Wpd Uq TR gU U Read ug UE TR HRIRA USHR] & P
27. | SFMTTUTS (T %0 10300—34800+ 2 Ug 199 199 TG AR b GAdEd BT BRI HRAT Rl
)11 3200 GP AU T BT BT FIRTT HRAT |
28. | JIFANTUTA (AFN—I | T0 10300—34800-+ 199 199 — AMT IET & WRdeTd B BRI BIAT qAT AU T
3200 GP BRI DI FaRerd HRAT |
29. | SFURTUTA %0 10300—34800+ 1 9g 199 — HIUE WG & G d DI BRI BIAT aAT qfad
(o) 111 3200 GP FIT B AT FdbTe & SffaRad [G9RT & doic
Pl HIFICR HRAT_|
30. | WETD IATHNIUTC %0 5910—20200+ 2 Ug 199 105 | 39RTUTA (310310) 1 UAI&UT & PRI H HEIdl
(18R rer)—II 3000 GP AT AT IC€T% BT JMEfed B BT FaRyd HRAT |
31. | ¥8d  SFMRTUTA | B0 5910—20200+ 2 Ug 199 1 0% | 3URTUT (&0T) b1 UAdev & BRI H FErIdl
(Tl 3000 GP ST TAT KB Bl AT B DI IR HRAT |
32. | WD IAJHNUTC %0 5910—20200+ 2 Ug 2 Ug — JMTTATS (40 §0) T UUJEOT & Hrd H HIIdl
(g g==)— 1| 3000 GP AT dUT W% Bl IEfed drf BT FgaRerd &R |
33. | UG (31ER 0 5910—20200-+ 108 — 19g | 3R ol gRT ol T o MuiRd d4 e &
o)1 2400 GP AR UM HRAT qAT Jfed AT B AN
frepTer |
34. | U (qEon)—Iii B0 5910—20200+ 103 103 —— e} U TIT Sifhc MA@ ICIh &l ScIeH
2400 GP (TepTeT= TAT &1 Hedl Bl ANTd bl |
35. | @V (TIH %0 5910—20200+ 199 1 9g — oieR U T 3T WRITSN & ¥WIh Bl Idra-
ger)— || 2400 GP [IehTelT T2 &UT i Bl ANTd epTer |
36. | g araa—lll %0 10300—34800+ 199 199 — g% ST BRI BT GdeToT del U Bl 3
3200 GP AMGTSAT & A1 AHGI G |
37. | 9&OT 377<er arad—IIl | %0 5910—20200+ 2 Ug 2 Ug — qree BRI BT GIEUT PIAT qAT &I < B
3000 GP gfd STRETR =T |
38. | gras—lll %0 5910—20200+ 8 Ug 199 7 UG | Wl & dred BT B BIAT T gl 3 G
2800 GP
39. | Azl %0 5910—20200+ 2 Ug 2 Ug — 3ff~TH &oT 8g I HRMeT BRAl
2400 GP
40. | ufcrarerp—III %0 5910—20200+ 6 Ug 1 U 5Uc | gradl & | Ul UGHR dra Bl b DRl
1900 GP
41. | e Arcra—Il| %0 5910—20200+ 46 UT 8 Ug 38 UG | 3fUSH doT 2=l wIwiell # 3feR Al BT T IR
2400 GP BT AT G&UT 8G HeR TIR HRAT |
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HHIB g / 9o I Wipd U R BY U Raa dg Ug IR HRIG USURI &
42. | U9 B Hpaa—IlI 30 5910—20200+ 1 Ug 1 Ug — T gbR dI fUfeT gon ssfeT weiH=l & _Red
2400 GP BT |
43. | eS Hof® B0 5910—20200+ 108 1 0g — T TR & Soideldbd a2 ENEIRED SRERsL P
godcIha—lll 2400 GP wWHEd 9wl s @ Uk 9wlls dd
HRAT |
44. | 9T 3MUeR—IlI 30 5910—20200+ 4 Ug — 41Ug AT G 93N R BRI BT
2400 GP
45. | AFT GR BRIl | B0 5910—20200+ 1 Ug — 1 Ug A R IR 7 IR BRI BT
2400 GP
46. | AFT dreR-lI T0 5910—20200+ 8 Ug — 8 Uq | HMI BINST HMT W B BT JAT A Bl
1900 GP S T 2=l # SfeAT |
47. | IR I ATAG—IIl | B0 5910—20200+ 15 Ug 8 Ug 7 US ofed d S{T_cilf-ll%dn RTcivex H%?_Mi I AT dAT
2400 GP BR HeR fifeT g F=RT 99iF i & g™ &1 B
BT |
48. | B I ATAb—II1| B0 5910—20200+ 10 Ug 2 Ug 8 Ug ed g aﬁﬁ%‘cﬁ”_ : Rycivey na‘h#r_ [ B TAT=T aAT
2400 GP BR dor fifeT g F=fRT q9iq o7 g™ &1 B
BRAT |
49. | sl B0 5910—20200+ 4 Ug 1 9g 3 Ug e d dffeifed Riciver wefidi bl =elm der
2400 GP BR Her fifeT g T=RT 99iF & g™ &1 B
BRAT |
50. | I B B0 5910—20200+ 12 Ug 12 Ug — TN UHR B dleieT TN DI Il dol g
aorex—II| 2400 GP PR I B SIARTT BT DI FARRITIAR
TG |
51. | arsex—llI B0 5910—20200+ 27 US 23 Ug 4 g | 9 PR BT T BRI HRAT
2400 GP
52. | 3fpdc 3fue—IlI 30 10300—34800+ 16 UG 15 UG 1 Ug e t%tc: g 99 3Mpac 79l ®R dor fUfeST
3200 GP Al R BRI PRAT TAT I T@—I BT gof
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2400 GP

HHIB g / 9o I Wipd U R BY U Raa dg Ug IR HRIG USURI &
TR TGT |
53. | DERT 3Muex—I| B0 10300—34800+ 1 9g 1 Ug — SR A dRg 9 BRI @ IMfaRed wfed /
3200 GP qffed, dolRk AWRET TIR HRAT |
54. | HafTd (F=01) B0 5910—20200+ 2 Ug — 2095 |9 YR & fOfST qor qiefeT weiEl @ Avea
Srofi—1i1 1900 GP TAT RG—WTT HRAT |
55. | H®\d (Soldeldal) | %0 5910—20200+ 2 Ug — 203 | 99 UPR & Soldeldd dol Soidei~d SIBRON dl
Srofi—1i1 1900 GP wWHEd 9 weEl s @ Uk dwlls dd
BT |
56. | PRUTI AT—II| 30 5910—20200+ 1 Ug — 1 Ug AU & IRET3Y TG H HRUTR BT B
1900 GP
57. | foren anféee %0 10300—34800+ 2 Ug 2 Ug — 3 WA H IR TN Bl YRS BT B, T8 SHIMSH
Sofr—111 3200 GP TT TIfherT S BRI gIe |
58. | Udlls <Td JATHc 30 5910—20200+ 7 U 3 Ug 4 Ug e 79 R fSelianl &1 dd, Iwrs, ATl
off—11 1900 GP T eR 9T aaT TINA 3UCRl Pl AS™AT BRIl
< & |
59. | HIe¥H 3T 30 5910—20200+ 5 Ug 4 Ug 1 9g JAThAC USRI Bl 3ThAC TN T o FrIdr
Sofi—|11 2400 GP BRAT |
60. | fedom® 2ofi—I 30 5910—20200+ 1 Ug —_ 1 Ug AMpAT HHRT fhod &7 AT T2 HHRT 3MUCSR
1900 GP B QW HERIAT BRAT 3T |
61. | STh B IJc~sc 30 5910—20200+ 1 Ug — 1 9g JMHAC DA DI {thed Pl oS dAT ST ®H &
off—111 1900 GP YRR BT WI—GTT dAT HHRT ITUSY BT Feridl
BT M |
62. | U THCRI HON—1II %0 5910—20200+ 32 Ug 10 Ug 22 UG | dlgeRl DI gH ASIST H WSl BRAT ol
1900 GP (1 3rga mifes T, IERAT, MU gafe |
MR WR)
63. | Tolc HBY Af—III 30 5910—20200+ 2 Ug 1 9¢g 1 Ug Apde fifen #aefial & forv wie a9,

TP T
TAT IR I b Afed g Mo vHo wififed wiel &f
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HHIB g / 9o I Wipd U R BY U Raa dg Ug IR HRIG USURI &
TSI g fedfew ganfe |
64. | MIURR ATHAT 30 10300—34800+ 1 9g 1 9g — ATHAT INET & AR BRI dI  SG—Rg dAT b
gofi—1n 3800 GP &7 o srf &1 g &A1 |
65. | SBY ATl 30 5910—20200+ 15 UG — 15 UG | ofex 99 "8 ol fOfeT 999 aam™ o geradn
1900 GP HIAT qT 7ET BT A <A1 T ABTS HRAT SN |
66. | AISfST WM 3c~sc | B0 4900—10680+ 13 Ug 2 Ug 11 Uq | IRfET WM rcec &1 YIS YIUSHIRG & ArJ &
Aof—1v 1300 /1650 GP
67. | U9 AR Sol—Iv %0 4900—10680+ 11 Ug 199 10 98 | U9 ASIGXl &l JRUeld &l A= Emil § d+1d
1300 /1650 GP (1 <fF@ +rh) far ST ® qen SHeT e fifeT IR, w9 8y
U9 P Hel Bl fIrT & I YvSRT | ST der
AU H ART AOIGR! BT BRI BT SN |
68. | ICT TISUUCY 30 10300—34800+ 10 UG 9 Ug 1 Ug PSR D HUN FHU S[SUACT Bl B BT
3iftuex grofi—in 3200 GP (1 s sﬁ?ﬁ |
YN W)
ECISICEE 365 UQ 169 UG 196 UG |4 U QfId 49 W, 4 U I IR W oIl 04

U e N W 83 |
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PREFACE

The Department of Printing and Stationery is working under the Printing and Stationery Manual.
Controller is the Head of this Department. This Department is situated at Ghora Chowki, Shimla-171005
on the National High Way 22 and its premises is spreaded over 22 Bigha 19 Biswas land. This
Department consists of two main branches viz. Printing and Stationery. This department has been
established to cater the printing jobs of all the Departments, Boards, Corporation, Autonomous bodies
and Universities etc., to supply stationery articles, different forms and to distribute Government
publications. In the way of modernization, the Government Gazette is being published by this
department on the internet as E-Gazette w.e.f. 01-08-2007 and the notifications issued by the
Government can be seen on website rajpatrahimachal.nic.in/default/aspx. The Department has published
254 issues of E-gazette during the year 2020-21 and printed 5,52,772 copies of Giriraj weekly and
distributed to Government departments and subscribers. In addition, this department also prints
magazines like 'Him Prastha' and 'Vipasha' which are published by Public Relation Department and Art
and Culture and Language Academy. The stock of stationery items, list of standard forms and the list of

Govt. Publications available for sale can also be seen on departmental website http.//hp.gov.in/pns.

Printing and Stationery Department has a sanctioned strength of 365 posts, out of which 157
posts are filled on regular basis, 04 on daily wages, 04 on contract basis, 04 on outsource basis and

remaining 196 posts are lying vacant.

This department is switching over in phased manner completely from Letter Press technology to
Offset technology besides this, old technology does not vanish; it is under the special attention of the
department. The multicolour printing work is being done on Offset technology and to improve printing
quality screen printing is also being used.
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MAIN FUNCTIONS OF DIFFERENT SECTIONS/STORES OF THIS
DEPARTMENT
OFFICE

The total sanctioned strength of officials/officers of ministerial cadre in Printing and
Stationery Department is 73, out of which 31 posts are lying vacant. A total of 16602 letters were
received and 12421 letters were despatched during 2020-21. 6 Nos. applications have been received
under R.T.l. Act and 6 disposed of within prescribed limit and its detail is placed at Annexure-'A'.

PRESS

The total sanctioned strength of Press (technical cadre) in Printing and Stationery is 292
consisting of 48 different categories, out of which 127 posts are filled whereas 165 posts are lying
vacant. The post of Assistant Controller (Offset) is vacant, due to this the supervisory work is suffering
badly. Similarly the approximately 159 posts are lying vacant in different lower rank categories and the
department is facing much difficulty to run the work smoothly on machines and different branches. The
details of sanctioned, filled and vacant posts of office and press is shown at Annexure-'B'.

The urgent time-bound jobs, which could not be executed in this Department were entrusted to
outside Presses for early execution. The detail of works executed in Govt. Press and Private Presses in
last five years is shown at Annexure-'C-1"and 'C-2".

STATIONERY STORE

This branch is situated in Administrative Block and maintains the account of sale and
purchase of Stationery items. For the purchase of all kinds of Stationery Articles, the e-tenders are
invited through advertisement in the leading Newspapers of the country. After that the samples are
appproved by the State Stationery Selection Committee. There are 8538 indenting officers throughout
the State who are authorised to demand stationery articles as per need of their offices. Printing and
Stationery Department buys approximately 81 stationery items and stores them in stationery store before
supplying as per indents. The Government has decided on 22-8-2008 that the annual contract for the
purchase of typewriter and duplicators will not be done in future and the old unserviceable typewriters
and duplicators condemned/auctioned by the district level offices. A detail of last five years work of this
branch is shown at Annexure-D.

PRESS STORE

Approximately 700 items are stocked in this store which includes all kinds of printing paper
inks, spare parts of different machines and other allied articles which are supplied to various sections of
this Press as and when required.

BOOK DEPOT

Various Government publications like Acts, Gazettes, Indian Law Reports and Codes etc. are
stored in this depot and supplied to Government offices as well as to general public. In the Book
Depot there are 196 types of publications stored and during 2020-21 the publications to the tune of
Rs. 29,92,644 have been sold. Books are also sold to authorised agents of this department allowing them
25% commission on sale price, for further sale. Detail of last five years work of this store is shown at
Annexure- 'E".
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UNIVERSAL STANDARD FORMS STORE

Approximately 79 kinds of universal standard forms are printed and kept in this store for the use
in all Government departments and supplied to 750 Indenting Officers in the Pradesh. The detail of work
of last five years is shown at Annexure-'F'.

DEPARTMENTAL FORMS STORE

In this store, printed material of departments like forms, registers and reports etc. is stored and
supplied from time to time to the Indenting Officers as per distribution lists received from the
concerned H.O.D's.

CONSTRUCTION OF RESIDENTIAL COLONY

To provide residential accommaodation to the officers/officials 3 Type-1V sets, 20 Type-Il and 15
Type-I sets have been constructed within the departmental complex. All sets allotted to officers/officials
of this department. Three sets of Type-I1l have also been purchased from the H. P. Housing Board and
allotted to the employees. 3 old type-I1 gtrs. are also allotted to the employees. The construction work of
six sets of Type-1 is going on but the Hon'ble District Court has stayed the construction work.

SAFETY MEASURES

In order to safeguard the Government property, the Department has deployed total 10 Home
Guard Jawans including one Guard Incharge besides 3 Chowkidars for a round the clock vigil. Keeping
in view the fire hazards, this department has established fire hydrants in the departmental complex in
addition to fire extinguishers and sand buckets as a safety measure.

TRANSPORT FACILITY

This department has two light vehicles viz. one with the Head of Department and the other was
kept in general pool to carry cash to the Treasury and bank as huge amount is deposited on day-to-day
basis. This vehicle was also being used by other officers for discussions/meetings with other
departments as and when required.

DETAILS OF BUDGET AND EXPENDITURE

During the year 2020-21, there was a Budget provision of Rs. Nil under Plan and
Rs. 30,52,32,411 under Non-Plan. The detail of quarter-wise expenditure incurred during 2020-2021 is
as under :—

First Quarter Second Quarter Third Quarter Fourth Quarter Total
1-04-2020 to 1-7-2020 to 1-10-2020 to 1-01-2021 to
30-06-2020 30-9-2020 31-12-2020 31-03-2021
Plan -Nil- -Nil- -Nil- -Nil- -Nil-
Non-Plan 4,71,01,646 4,57,98,735 9,46,83,114 9,52,36,396 28,28, 19,891

In addition, this year the total cash receipt of Rs. 8,26,60,348 was received from various
departments and deposited in the State treasury by the department.

30



MODERNISATION AND TRAINING

With a view to modernise the Himachal Pradesh Government Press, Shri A. K. Sinha, Joint
Director, Govt. of India, New Delhi was invited for conducting a fresh study and to recommend
measures for modernisation in Press of this Department. The study report has been received and a
comimittee was constituted to prepare the proposal of modernisation of H.P. Govt. Printing Press. The
committee had submitted its proposal and the department had sent detailed proposal to the Govt. on the
basis of proposal prepared by the said committee alongwith Action Plan/Road Map for approval but the
Govt. had advised to re-examine the proposal and in compliance the Department had re-constituted a
committee. The committee has re-submitted its proposal to the department after examining the earlier
proposal which is under consideration and will be sent to the Govt. soon. In the year 2020-21 one no.
CTCP with processor machine is purchased.

SPECIAL ACHIEVEMENTS

During 2020-21 the department took up additional printing jobs with a view to increase its
revenue receipts. The printing work of Boards and Corporations is also executed in the Govt. Press. This
year the cash receipt of Rs. 3,91,15,312 is collected from various non-indenting officers and deposited
in State treasury i.e. addition to the other assigned departmental budgetary work. Government Gazette is
being published on internet as E-Gazette for which National Award for e-governance 2008-09 has been
given by the Government of India to this deptt. In addition, this department has launched its website
during 2008-09 which is available on Govt. website.

RECRUITMENT AND PROMOTION RULES

There are total 365 sanctioned posts in the cadre strength of this Department concerning to 68
different categories. The recruitment and promotion rules of 2 categories i.e. Controller and Section
Officer (Accounts) are not required to be framed by this Department being ex-cadre categories.
From 01-04-2020 to 31-03-2021, revised rules of recruitment & promotion rules of 2 categories
Assistant Controller (Offset) & Section Holder (Computing) were published in e-gazette, whereas 4
amendment proposals are under consideration at the level of Government.
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ANNEXURE-'A'

OFFICE
Year 1-4-2020 to 31-3-2021
Total number of letters received . 16602 Nos.
Total number of letter issued . 12421 Nos.
Total number of E-Gazette . 254 issues
Number of Pages Published in E-Gazette . 9586 Nos.
Number of Applications received/disposed of under R.T.l. Act. .. Received Disposed

6 Nos. 6 Nos.
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The position of the representation which has been given to the Scheduled Castes/Scheduled Tribes Employees in the Printing and Stationery Department

ANNEXURE-'B'

SI.No. Name of Cadre Sanctioned Representation Posts filled in by Posts filled in by direct Total No. of Other Vacant Remarks
Post of Scheduled promotion during the year recruitment during the year Scheduled Castes/ upto posts
Castes/Scheduled 1-4-2020 to 31-3-2021 1-4-2020 to 31-3-2021 Scheduled Tribes 31-3-2021
Tribes upto Scheduled Castes/Others Scheduled Castes/Others represented on
31-3-2020 Scheduled Tribes Scheduled Tribes 31-3-2021
1 2 3 4 5 6 7 8 9 10 11 12
1. Controller 1 — — — — — 1 _ _ _
2. Deputy Controller 1 — — — — — — 1 _ _
3. Asstt. Controller (Printing) 1 — — — — — — 1 . _
4.  Asstt. Controller (Stationery) 1 — — 1 — — — 1 — —
5. Superintendent Gr.-1 1 — — 1 — — — 1 _ _
6.  Section Officer (Acctts.) 1 — — — — — — 1 _ _
7. Superintendent Gr.-I1 3 1 1 1 — — 2 1 — —
8. PA 1 — — — — — — — 1 _
9.  Sr. Assistant 14 2 — 1 — — 1 5 8 —
10.  Jr. Assistant/Clerk/Jr. Office 17 1 1 — — — 2 10 5 01 post filled on
Assistant (1.T.) contract basis and
03 posts filled on
outsource basis.

11.  Duplicating Machine Operator 2 1 — — — — 1 1 — —

12.  Addressographer 1 — — — — _ . _ 1 _

13.  Franking Machine Attendant 1 — — — — — — — 1 _

14.  Paper Issuer 1 _ — — — — — 1 _ _

15.  Driver 3 1 — — — — 1 1 1 —

16.  Bus Conductor 1 — — — — — — — 1 _

17.  Office Duftry 1 1 — — — — 1 — _ _

18.  Packer 4 1 — — — — 1 2 1 —

19.  Peon 6 3 — — — — 2 — 4 1 post on Daily
wages and 01 post
filled on outsource
basis.

20.  Chowkidar 7 1 — — — — 1 2 4 2 posts filled on
daily wager and 1
on contract basis.

21.  Sweeper 6 1 — — — — 1 2 —

22.  Mali (Gardener) 1 — — - — — — — _

23.  General Foreman 2 — — — — — — 2 — _

24.  Section Holder (Composing) 2 — — — — — — — 2 _

25.  Section Holder (Printing) 2 — — 1 — — — 2 — —
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1 post filled on
contract basis.
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2 3 4 6 9 10 11 12

57.  Photo Type Setter Operater 10 1 1 2 7 1 1 post filled on
contract basis.

58.  Binding Machine Attendant 13 2 — 2 — 11 —

59.  Press Mazdoor 11 — — — 1 10 1 post filled on
daily wage
basis.

60.  Carpenter 1 — — — — 1 —

61.  Litho Artist 2 — — — 2 — —

62.  Fly Boy (Offset) 7 2 — 1 2 4 —

63.  Feederman (Offset) 5 — 2 1 3 1 —

64.  Developer 1 — — — — 1 —

65. Dark Room Attendant 1 — — — — 1 —

66.  Overseer Offset 1 — — — 1 — —

67. Plate Maker 2 — — — 1 1 —

68.  Asstt. Controller Printing (Ptg. Offset) 1 — — — — 1 —

Total 365 40 16 40 129 196 157 Regular, 4

posts filled on
daily wage basis, 4
on Contract basis
and 4 on outsource
basis.
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GOVERNMENT PRESS

COMPARATIVE DETAILS OF WORK LOAD OF PREVIOUS FIVE YEARS

1-4-2016 to 1-4-2017 to 1-4-2018 to 1-4-2019 to 1-4-2020 to

31-3-2017 31-3-2018 31-3-2019 31-3-2020 31-3-2021
1. No. of jobs brought forward from the previous year 270 341 354 408 445
2. No. of jobs received during the year for printing 2,751 2,589 2,459 2,170 3,700
3. No. of jobs printed during the year 2,680 2,576 2,405 2,133 3,464
4. No. of jobs carried forward for the next year 341 354 408 445 681
5. No. of pages published in E-Gazette 8,902 11,656 9,652 11,570 9,586
6. No. of impressions printed 5,10,09,245 6,14,33,648 6,55,67,009 6,19,91,891 4,63,46,550
7. No. of consignments of printed material despatched through invoices 516 700 750 600 500
8. Total No. of technical workers including supervisors at the 196+2+17+2 190+3+9+5 182+2+8+4 164+5+9+5 157+4+4+4
end of the year. 2 Daily Wager 3 Daily Wager 2 Daily Wager 5 Daily Wager 4 Daily Wager
17 Contract basis 9 Contract basis 8 Contract basis 9 Contract basis 4 Contract basis
2 Outsource basis 5 Outsource basis 4 Outsource basis 5 Outsource basis 4 Outsource basis
9. Total amount of over-time paid during the year (Rupees) — 45,30,788 78,53,366 86,29,070 70,33,646
10. Total No. of pages Printed in Giriraj 1,478 1,370 1,554 1,328 1,418
11. No. of Issues of Giriraj printed 52 52 52 52 53
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COMPARATIVE DETAILS OF PREVIOUS FIVE YEARS

ANNEXURE-"C-II'

1-4-2016 to 1-4-2017 to 1-4-2018 to 1-4-2019 to 1-4-2020 to Remarks
Detail of Items 31-3-2017 31-3-2018 31-3-2019 31-3-2020 31-3-2021
1. No. of jobsgot entrusted from outside presses :
(a) Non-Commercial :
(i)  Payment of which was made by the Printing 13 17 63 53 24
and Stationery Department.
(ii) Payment of which was made by the concerned — — — 1 8
Department.
(b) Commercial : — — — _ _
2. The amount which was spent on outside printing :
@ Non-Commercial :
(i) Payment of which was made by the Printing and 50,28,921 27,61,469 56,48,304 1,12,88,813 92,29,725/-
Stationery Department.
(if) Payment of which was made by the concerned — — — 41,90,856 1,33,51,576/-
Deparatment.
(b) Commercial Departments, payment of which was — — — —
made by Local Bodies.
Total 50,28,921 27,61,469 56,48,304 1,54,79,669 2,25,81,301/-
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ANNEXURE-'D'

STATIONERY STORE
COMPARATIVE DETAILS OF PREVIOUS FIVE YEARS

1-4-2016 to 1-4-2017 to 1-4-2018 to 1-4-2019 to 1-4-2020 to Remarks
Detail of Items 31-3-2017 31-3-2018 31-3-2019 31-3-2020 31-3-2021
1. No. of indents received 835 850 8,342 8,500 9,788
2. No. of indents cancelled or returned _ — — — —
3. No. of indents complied with 835 850 8,342 8,500 9,788
4. Cost of Stationery articles purchased 5,01,80,000 7,59,97,000 7,03,71,050 6,20,47,000 6,13,54,000
5. No. of invoices issued 8,229 8,861 8,342 7,704 8,905
6. Cost of Stationery Articles supplied to the Departments/Boards 8,12,27,256 5,25,44,225 8,64,40,967 7,96,23,912 10,02,40,077

Local Bodies/Corporations etc.

All possible efforts were made to purchase stationery articles in accordance with the requirement during the year 2020-21.

Note.— As per Government decision due to all work of typing done by computers therefore no any requirement to purchase typewriters in future and old typewriters condemned /
auctioned by the district level offices.
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ANNEXURE-E'
BOOK DEPOT
DETAIL OF SALE PROCEED/STOCK OF PREVIOUS FIVE YEARS

1-4-2016 to 1-4-2017 to 1-4-2018 to 1-4-2019 to 1-4-2020 to Remarks
Detail of Items 31-3-2017 31-3-2018 31-3-2019 31-3-2020 31-3-2021
1. No. of Cash-Memos issued 4,110 3,329 2,574 6,176 3,466
2. Amount of counter sale (Rupees) 29,10,232 24,32,910 17,52,780 30,21,878 29,92,644
3. Cost of books sold on Credit (Rupees) — — — — —
4. No. of publications stocked for sale 184 196 196 196 196
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UNIVERSAL STANDARD FORMS STORE

COMPARATIVE STATEMENT OF PREVIOUS FIVE YEARS

ANNEXURE-'F'

Detail of Items 1-4-2016 to 1-4-2017to 1-4-2018 to 1-4-2019 to 1-4-2020to0  Remarks
31-3-2017 31-3-2018 31-3-2019 31-3-2020 31-3-2021
1. No. of indents received 835 850 750 710 —
2. No. of indents cancelled or returned — — — — —
3. No. of indents complied with 835 850 750 715 —
4. No. of invoice prepared 900 1,915 1,897 2,625 700
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Information of Printing and Stationery Department required under
Section 4 (1) (b) of the Right to Information Act, 2005

Q) The particulars of Organisation, Functions and Duties :
Please see background and preface.
(i)  The Powers and Duties of its officers and employees :

The total sanctioned strength of staff, power and duties of different categories in this
department are given on next pages.
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DETAIL OF CATEGORIES IN THE PRINTING AND STATIONERY DEPTT., H. P., SHIMLA-5

SI.

No.

Category of
post/class

Payscale

Sanctioned
strength

Filled in

Vacant
Posts

Duties of incumbents working against the post

Controller Class-I

Rs.

15600—39100+
8400 GP

1 post

1 post

To act as H.O.D./appointing and disciplinary authority
for Class-11l and IV employees of the Printing and
Stationery Department, Liaison with Government and
all departments and general supervision of the
Department.

Deputy Controller
Class-I.

Rs.

10300—34800+
5400 GP

1 post

1post

The incumbent of this post is the next senior most
technical officer in the department. Being Head of
Office and Technical Officer he is to supervise all the
technical and ministerial branches of the Govt. Press
and to ensure timely printing of all Govt./Semi Govt.,
other local bodies printing jobs, maintaining inventory
and inspection of supplies, to advise on technical
matters, optimum utilization of man power/machinery
etc.

Asstt. Controller
(Printing) Class-I.

Rs.

10300—34800+
5000 GP

1 post

1 post

To act as Branch Officer in the Letter Press wing of the
H.P. Govt. Press Head of the supervisory staff of
Technical side and to provide technical guidance, to assist
the Deputy Controller in technical work. To inspect the
items received in the stores, maintaining inventory of
general store, to ensure timely printing of all Govt./Semi
Govt. and other local bodies printing jobs, optimum
utilization of man power/machinery etc.

Asstt.Controller
(Ptg. Offset)
Class-I.

Rs.

10300—34800+
5000 GP

1 post

1 post

To act as Branch Officer in Offset Section and to
supervise the work, monitoring of progress and to
tender technical advice, to assist the Deputy Controller
in technical work to ensure timely Pinting of all
Govt./Semi Govt. and other local bodies printing jobs,
optimum utilization of man power/machinery etc.

Superintendent
Grade-I1, Class-I.

Rs.

15600—39100+
5400 GP

1 post

1 post

To act as Branch Officer in the Administration Branch
of the Printing and Stationery Deptt. and ensure
expeditious disposal of work.
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Sl Category of Payscale Sanctioned Filled in Vacant Duties of incumbents working against the post

No. post/class strength Posts

6. | Asstt. Controller Rs. 10300—34800+| 1 post 1 post — To act as Branch Officer in the Stationery Branch of the
(Stationery). 5000 GP Deptt. to inspect the stationery items received in the

stationery store.

7. | Section Officer Rs. 10300—34800+| 1 post 1 post — To enforce fiscal discipline in the Department, to work
(Acctts.) Class-11. 5000 GP as D.D.O., to tender advice on financial matters,

budgetory control and checking of expenditure etc.

8. | Supdt. Grade-II Rs. 10300—34800+| 3 posts 3 posts — Supervision of different sections of ministerial and
Class-II. 4800 GP Press side.

9. |P.A Rs. 10300—34800+| 1 post — 1 post | The incumbent of the post stands attached with H.O.D.

4800 GP for the work assigned from time to time.
10. | Sr. Asstt. Class-111  |Rs. 10300—34800+| 14 posts 6 posts 8 posts | To deal and process the cases relating to employees in
4400 GP the Department, Store, Budget, Bills, Printing,
Stationery and other duties as assigned from time to
time.

11. | Jr. Asstt./Clerk/Jr.  |Rs. 10300—34800+ | 17 posts 12 posts 5 posts | To deal/process the cases of the department/ to assist
Office Asstt. (IT) 3600 GP (1 on contract the Sr. Asstt. in the department and also to discharge
Class-II1. Rs. 5910—20200+ basis & 3 on duties of Time Keeper in the Govt. Press and other

1900 GP/ outsource) duties as assigned from time to time.
Rs. 10300—34800+

3200 GP
Rs. 5910—20200+

1950 GP

12. | Duplicating Rs. 4900—10680+ 2 posts 2 posts — To attend cyclostyling work in the Department
Machine Operator 1800 GP
Class-1V.

13. | Addressograhper  |Rs. 5910—20200+ 1 post — 1 post | To operate the Addressography Machine and prepare
Class-11I. 1900 GP addresses of the subscribers.

14. | Franking Machine |Rs. 5910—20200+ 1 post — 1 post | To operate Franking Machine
Attdnt. Class-111. 1900 GP

15. | Paper Issuer Rs. 5910—20200+ 1 post 1 post — To issue all kind of Ptg. Paper and Misc. stores items to
Class-11l. 1900 GP be consumed daily in the Govt. Press.

16. | Driver Class-Il1 Rs. 5910—20200+ 3 posts 2 posts 1 Light vehicle driving

2000/2400 GP
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Sl Category of Payscale Sanctioned Filled in Vacant Duties of incumbents working against the post
No. post/class strength Posts
17. | Bus Conductor Rs. 5910—20200+ 1 post — 1 Bus Conductor and other duties assigned from time to
Class-11l. 1900 GP time.
18. | Office Duftry Rs. 4900—10680+ 1 post 1 post — To stitch/sew and maintain the old files/registers which
Class-1V. 1650 GP are consigned to Record Room.
19. | Packer Class-1V Rs. 4900—10680+ 4 posts 3 posts 1 post | Packing of consignments of stationery articles and
1400 GP printed materials.
20. | Peon Class-I1V Rs. 4900—10680+ 6 posts 2 posts 4 posts | To distribute dak in the Deptt. as well as to outside
1300/1650 GP (1 post daily offices located at Shimla and provide other support to
wages and 1 the staff.
from
outsource)
21. | Chowkidar Rs. 4900—10680+ 7 posts 3 posts 4 posts | To keep watch and ward in the premises
Class-1V. 1300/1650 GP (2 daily Basis
and 1 Post on
contract)
22. | Sweeper Class-1V  |Rs. 4900—10680+ 6 posts 3 posts 3 posts | To attend to safai work of the Govt. Press including
1300/1650 GP Administrative wing of the department.
23. | Mali Class-1V Rs. 4900—10680+ 1 post — 1 post | For the beautification of departmental premises by
1300/1650 GP planting trees and flowers and to maintain premises.
24. | General Foreman  |Rs. 10300—34800+| 2 posts 2 posts — To supervise the Printing, Composing, Binding,
Class-111. 3600 GP Computing work, knowledge of all kind of Printing
material including chemicals and kind of paper with
size and to provide full directions on the work dockets
besides tendering assistance to senior officers and
inspect the items received in the store.
25. | Section Holder Rs. 10300—34800+| 2 posts — 2 posts | To supervise the Composing Section and regulate the
(Composing) 3200 GP assigned work to the staff under him besides preparing

Class-11I.

routine reports.
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Sl Category of Payscale Sanctioned Filled in Vacant Duties of incumbents working against the post

No. post/class strength Posts

26. | Section Holder Rs. 10300—34800+| 2 posts 2 posts — To supervise the work of printing section and to
(Printing) Class-I11. 3200 GP regulate the assigned work.

27. | Section Holder Rs. 10300—34800+| 2 posts 1 post 1 post | To supervise the work of binding branch, regulate the
(Binding) Class-I11. 3200 GP work assigned to the staff under his control.

28. | Section Holder Rs. 10300—34800+| 1 post 1 post — To supervise the Mono Section and to regulate the work
(Mono) Class-I1lI. 3200 GP assigned to staff under his control.

29. | Section Holder Rs. 10300—34800+| 1 post 1 post — To supervise the work of branch and work out the cost
(Computing) 3200 GP of printed jobs, to monitor the budget of departments.
Class-II1.

30. | Asstt. Section Rs. 5910—20200+ 2 posts 1 post 1post | To assist the S. H. Composing to supervise the
Holder (Comp.) 3000 GP Composing Section and regulating the jobs assigned to
Class-II1. the staff under his control.

31. | Asstt. Section Rs. 5910—20200+ 2 posts 1 post 1 post | Supervising of Printing work, maintenance of registers
Holder (Printing) 3000 GP relating the printing work and to assist Section Holder
Class-II1. of the branch.

32. | Asstt. Section Rs. 5910—20200+ 2 posts 2 post — Supervising the Binding work, maintaining the registers
Holder (Binding) 3000 GP relating the Binding Section and to assist Section
Class-II1. Holder of the branch.

33. | Computer Rs. 5910—20200+ 1 post — 1post | To compute the work of compositors, according to
(Composing) 2400 GP fixed norms and work out the cost of executed jobs.
Class-II1.

34. | Computer Rs. 5910—20200+ 1 post 1 post — To work out daily progress of Letter Press Printing and
(Printing) Class-111. 2400 GP Offset Printing Staff—workout the Cost of Printing

Jobs.

35. | Computer Rs. 5910—20200+ 1 post 1 post — To work out daily progress as per fixed norms of the

(Binding) Class-I11. 2400 GP workers of Binding branch. Fixing the cost of the

executed jobs.
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Sl Category of Payscale Sanctioned Filled in Vacant Duties of incumbents working against the post

No. post/class strength Posts

36. | Head Reader Rs. 10300—34800+| 1 post 1 post — To supervise proof reading work—to co-ordinate with
Class-II1. 3200 GP other sections of Printing.

37. | P.O. Reader Rs. 5910—20200+ 2 posts 2 posts — To supervise the reading work and responsibilities of
Class-11I. 3000 GP Print Orders.

38. | Proof Reader Rs. 5910—20200+ 8 posts 1 post 7 posts | To do the proof reading of composed matter, suggest
Class-11l. 2800 GP corrections etc.

39. | Revisor Class-111 ~ Rs. 5910—20200+ 2 posts 2 posts — To revise and prepare pages for final Printing

2400 GP

40. | Copy Holder Rs. 5910—20200+ 6 posts 1 post 5 posts | Copy holding with the Readers
Class-I11. 1900 GP

41. | Compositor Rs. 5910—20200+ | 46 posts 8 posts 38 posts | To do all kind of composing in English-Hindi and
Class-11I. 2400 GP prepare matter for printing.

42. | Press Head Rs. 5910—20200+ 1 post 1 post - To repair all types of Printing & Binding machines
Mechanic 2400 GP
Class-I1I.

43. | Head Mechanic Rs. 5910—20200+ 1 post 1 post — To repair all types of electrical and Electronic
Electrical Class-111. 2400 GP equipments & to check power supply of machine etc.

44. | Mono Operator Rs. 5910—20200+ 4 posts — 4 posts | To operate the Mono Punching Machine
Class-111. 2400 GP

45. | Mono Super Caster |Rs. 5910—20200+ 1 post — 1 post | To operate Mono Super Casting Machines
Class-II1. 2400 GP

46. | Mono Caster Rs. 5910—20200+ 8 posts — 8 posts | To operate the Mono Casting Machine and assemble the
Class-II1. 1900 GP matrices in English - Hindi.

47. | Sr. Machine Man  Rs. 5910—20200+ | 15 posts 8 posts 7 posts | To operate the platen and Automatic cylinder Printing
Class-11l. 2400 GP machines. Knowledge of four colour printing and type

height numbering machines etc.
48. | Jr. Machineman Rs. 5910—20200+ | 10 posts 2 posts 8 posts | To operate the Platen-automatic cylinder printing

Class-11I.

2400 GP

machines. Knowledge of four colour printing and type
height numbering machines etc.
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Sl Category of Payscale Sanctioned Filled in Vacant Duties of incumbents working against the post
No. post/class strength Posts
49. | Tradleman Class-111 Rs. 5910—20200+ 4 posts 1 post 3 posts | To operate the platen and automatic machines also
2400 GP knowledge of four colour printing.
50. | Ware House Rs. 5910—20200+ | 12 posts 12 posts — To operate all kind of Binding Machinery, Binding
Operator Class-111. 2400 GP work and also to keep the paper in order etc.
51. | Binder Class-IlII Rs. 5910—20200+ | 27 posts 23 posts 4 posts | Todo all kind of Book Binding etc.
2400 GP
52. | Offset Operator Rs. 10300—34800+| 16 posts 15 posts 1post | To operate sheetfed and web offset machines, four
Class-II1. 3200 GP colour printing and full responsibility to maintain offset
machines.
53. | Camera Operator  |Rs. 10300—34800+| 1 post 1 post — To do all kinds of camera work and prepares the
Class-II1. 3200 GP negatives/positives, colour separating etc.
54. | Mechanic (Ptg.) Rs. 5910—20200+ 2 posts — 2 posts | To undertake repair and maintenance of all kinds of
Class-II1. 1900 GP Printing and Binding Machines.
55. | Mechanic Electrical |Rs. 5910—20200+ 2 posts - 2posts | To repair all kind of Electrical and Electronic
Class-II1. 1900 GP equipments and checking of power supply for machines
etc.
56. | Carpenter Class-111 Rs. 5910—20200+ 1 post — 1 post | Carpentry work related to press branches etc.
1900 GP
57. | Litho Artist Rs. 10300—34800+| 2 posts 2 posts — Work in Art room four colour pasting work, page
Class-I11. 3200 GP imposing -Graphic Art work etc.
58. | Fly Boy Offset Rs. 5910—20200+ 7 posts 3 posts 4 posts | Duty on delivery side of Offset Machine including
Class-111. 1900 GP cleaning, oiling and roller washing and helping the
machine operators etc.
59. | Feederman Offset |Rs. 5910—20200+| 5 posts 4 posts 1 post | Give help to Offset Operators for the operating of
Class-II1. 2400 GP Offset Machine etc.
60. | Developer Class-11l |Rs. 5910-20200+| 1 post — 1 post | Developing the Offset camera films and full help to
1900 GP camera operator etc.
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Sl Category of Payscale Sanctioned Filled in Vacant Duties of incumbents working against the post
No. post/class strength Posts
61. | Dark Room Attdt. |Rs. 5910—20200+ 1 post — 1 post | Loading/Unloading of film in Offset camera and
Class-11l. 1900 GP maintenance of Dark Room equipments and helping the
camera operator etc.
62. | Press Duftry Rs. 5910—20200+ | 32 posts 10 posts 22 posts | To help the Binders in Book Binding work i.e. folding,
Class-II1. 1900 GP (1 on contract gathering, wrapping etc.
basis)
63. | Plate Maker Rs. 5910—20200+ 2 posts 1 post 1post | To make plates for the offset printing machine,
Class-11I. 2400 GP exposing-developing of plates single colour and four
colours P.S. negative-positive etc.
64. | Overseer Offset Rs. 10300—34800+| 1 post 1 post — To supervise the whole work of Offset Branch and
Class-II1. 3800 GP regulate the jobs assigned to the staff.
65. | Inker Class-Il1 Rs. 5910—20200+ | 15 posts — 15 posts | Give the help to letter press machine man for the
1900 GP operating of printing machines including oiling,
cleaning etc.
66. | Binding Machine  |Rs. 4900—10680+ | 13 posts 2 posts 11 posts | Binding machines attendent with the duty of Ware
Attdt. Class-1V. 1300/1650 GP House Operators etc.
67. | Press Mazdoor Rs. 4900—10680+ | 11 posts 1 post 10 posts | The Press Mazdoors are deployed in various sections of
Class-1V. 1300/1650 GP (one on daily the Press and their duties are to carry printing paper,
waged basis) inks and other allied press material from different stores
of the department and to do all labour work in the Press
etc.
68. | Photo Type Setter Rs. 10300—34800+| 10 posts 9 posts (one ornl 1post | All type of type setting work etc. is being done on
Operator Class-I1I. 3200 GP contract basis) computers.
Total . . 365 posts 169 posts 196 4 Posts filled on daily wages, 4 posts filled on
posts | contract basis and 4 on outsource basis.
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(i) The Procedure followed in the decision making process, including channels of
Supervision and accountability:

Organisational set up and Channel

Hon'ble Minister

A 4

Secretary (P&S)

v

Controller

A 4

Deputy Controller

Administration wing Technical wing

! |
v v v | |

Asstt. Controller || Supdt.Gr.-1 |||S.O. (Acctts.) [| Asstt.Controller (Ptg.) || Asstt.Controller (Offset)
(Stationery)

v
v ¥
Supdt. Supdt. | | Supdt.
(Stationery) Gr.-ll Gr.-lI 4
(Store) | |(Printing) GFM-1 and GFM-2 Overseer
l Offset
A A y \ 4
S. H. S. H. S.H. S.H. Head S.H.
(Mono) (Composing) (Printing) (Binding) Reader (Computing)

The decision making procedure in this department is that the Controller, Printing and Stationery
as the Head of Department, the Deputy Controller (P&S) has been declared as Head of Office, S.O.
(Acctts.) has been declared as Drawing and Disbursing Officer, Supdt. Gr.-1 looks after the
establishment. All the Supdts. and Supervisors look after the work of their respective branches. As a
whole, the process of decision making is done as per above given hierarchy and the staff working in this
department are accountable to their respective authorities.

(iv)  The norms set by it for the discharge of its functions :

For the discharge of its functions this department is divided into two wings, i.e. Administrative
wing and Technical wing. Administrative wing is further divided in different branches viz. Establishment
Branch, Store Branch, Accounts Branch, Printing Branch and Stationery Branch. The officers/officials
are discharging their duties as per the provision laid down in the office manual.
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Technical wing is also divided in different branches viz. General Foreman Section, Mono branch,
Composing Branch, Hand Composing Branch, Reading Branch, Letter Press Printing Branch,
Computing Branch and Offset Printing Branch (Desk Top Publishing Section, Camera Section, Art
Room and Plate Making Section). The officers/officials who are working on technical side in this
department are required to discharge their duties as per the norms fixed by this department for
individual/machine progress.

The purchase of stationery articles is being made as per instructions and directions of State Level
Stationery Selection Committee headed by the Secretary of this Department.

The department makes its decision generally through mutual discussions in departmental
Steering Committee headed by the Controller (P&S). For technical advice the suggestions of Section
Holders, G.F.M. and Deputy Controller (P &S) are taken before arriving at a decision. Also, a meeting
of all the Supervisors is held as per requirement for taking a joint decision.

(v)  The rules, regulations, instructions, manual and records held by it or under its
control or used by its employees for discharging its function :

The following Acts, rules, regulations, instructions and manual are followed/consulted while
discharging its function:—

(@) Printing and Stationery Manual

(b) Office Manual and Budget Manual

(c) Establishment Registers concerning to Printing and Stationery Department, H.P., Shimla-5

(d) File opening registers

(e) Roster register (Promotion and Direct recruitment)

(F) Seniority list of all the employees

(9) R &P rules of 68 categories

(h) C.C.S. Leave Rules, C.C.S. (Conduct) Rules, 1964, C.C.S. Pension Rules, C.C.S. and
C.C.A. Rules, 1965 and L.T.C. Rules.

(1) H.P.Financial Rules Vol. I-XI

() F.R.S.R.Part-1to IV

(k) Medical Attendance Rules and G.P.F. Rules

() Rules and Instructions received from the H. P. Government from time to time relating to
administrative and financial matters.

(vi) A Statement of the categories of documents that are held by it or under its
control :

The important files, documents and registers in this department, are as follow:—

(a) Diary and Dispatch Registers

(b) Leave and Personal files of employees

(c) Files relating to Court cases

(d) Files relating to procurement of stationery articles

(e) Files relating to printing work done by this department of Other Govt. Departments, Boards
and Corporations.

(F) Files relating to procurement of miscellaneous items of General Store

(g) Stock registers relating to different stores

(h) P.O. Registers

(i) Progress Registers of Technical employees

(J) Cash Book
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(vii)

(viii)

(ix)

(x)

(xi)

(xii)

(k) Bill registers

() Loan and Advances Registers
(m) Pay bill Registers

(n) Contingent Bill Registers

(o) Expenditure Control Registers

The particulars of any arrangement that exists for consultations with or
representation by the members of the public in relation to the informulation
of its policy or implementation thereof :

This point does not relate to this department.

A statement of the Boards, Councils, Committees and other bodies consisting
of two or more persons constituted as its part or for the purpose of its advise
and as to whether meetings of those boards, councils, committees and other
bodies are open to the public or the minutes of such meetings are accessible
for public :

The main function of this department is to cater to the requirements of printing and
stationery of all the Government departments, boards, Corporations and Universities in the state
and does not deal with the public directly and, therefore, there is hardly any necessity to
constitute a board or committee nor there is any need to hold any meeting with the public in
general.

A directory of its officers and employees :
These details have been made available in para (ii) supra.

The monthly remuneration received by each of its Officers and employees,
including the system of compensation as provided in its regulations :

The details of the pay scales of different categories of posts in this department have
been shown in para (i) supra.

The budget allocated to each of its agency, including the particulars of all
plans, proposed expenditures and reports or disbursements made :

Detail of Budget and Expenditure is shown at page No. 28.

The manner of execution of subsidy programmes, including the amounts
allocated and the details of beneficiaries of such programmes :

There is no subsidy programme/scheme in this department.

(xiii) Particulars of recipients of concessions, permits or authorisations granted by

it:

Not applicable.
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(xiv) Details in respect of the information, available to or held by it, reduced in an
electronic form:

1)
)
©)
(4)
(5)
(6)
(7)

Seniority list of the employees

Vacancy position in the department

Job profile of all employees

Tender document for purchase of printing - stationery material

List of standard forms
List of stationery Items
List of Govt. Publications

(xv) The particulars of facilities available to citizens for obtaining information,
including the working hours of a library or reading room, if maintained for
public use :

This department does not deal with the General public directly. The information can be obtained
from this deptt. as below noted point -X V1.

(xvi) The names, designations and other particulars of the Public Information
Officers :
Details of Appellate Authority, Public Information Officer and Assistant Public Information
Officer:
Sl Name and designation Complete Office address | Office Telephone
No. No.
1. |Smt. Rima Kashyap, H.AS., |Printing and Stationery 2830378
Controller, Department, H.P., Shimla-
1% Appellate Authority. 171 005.
2. | Shri Vijay Kumar Choudhary, Printing and  Stationery 2830380
Deputy Controller, Department, H.P., Shimla-
Public Information Officer (P1O). 171 005.
3. | Sh. Naresh Kumar, Printing and  Stationery 2830381
Asstt. Controller (Sty.), Department, H.P., Shimla- (Extn.-24)
Asstt. Public Information Officer 171 005.
(APIO).
(xvii) Such other information as may be prescribed and thereafter update these

publication every year :

-NIL-
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