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u)
Streamlining or typing work in the Technical
Divisions o™ Planning Co"nis«sion, New Delhi.
SYNOPSIS
TERMS O? W ~ R 'SNCE;

To study the present method of getting the typing work done in the
Te*liical Divisions o< the Planning Commission with a view to surest
ways and neans for streamlining the same by introduction of a typing—nool.
M4IN SUGGESTIONS!

(i) Day to day typing work o* routine nature will continue to be

done in the Technical *ftvisinns.

(ii) Typing work relating to resorts, agenda of the meetings, minutes,
discussions at various levels in the Planning Commission and working
groups and other typing work containing more than five pages may
be done in the typing pool.

(iii) Typing pool will consist of nine LDCs (lyoists) and one Assistant/
TIC who will work as incharge of the typing—pool. These persons
shall he drawn from the existing strength of the Technical
Divisions. They will be under tie administrative control of
Under Secretary(General Administration).

(iv) Incentive will be pai® to the—typists an® the incharge o™ the
typing—pool instead or overtlie allowance on the basis of
production and productivity.

(v) The amount of incentive recommended is 0.5 oaise per 30 lines
or a page in double space typed over and above the standard
quantum of typing work, that i3, 710 line3 ner day, done by the
individual typist, the details of which may please be seen

at tonexure VII.



(vi) The Assistant/DC Tnchar—'e of the Pool will receive thp Incentive

at the rate o™ I'iOmo' the average 0™ +'« amount o" Ine®"tlve
earned by the typists in the pool dirin? the month.

(vii't "he typing pool will bfi manned by persons wrtth an* accurate
tynlno speed from the Technical ri-—"Islons as they are conversant
with the technical termlnolo<»y.

COSTS r—> GAINSt
(i) The imolementatlon of recommendations will invol're payment o*
incentive amounting to about Rs.j~”~_per month during the
rush period or fo’ir months from November to February. For the
remaining part of the year the fi'Ture is expected to be very low.
Assi stant

(ii) The provision for ten registers, one each for ADC Inohar<e of
the Pool and the LDCs to keep an account, o the quantum o'—work
done, will co”t about Rs.25/— per annum.

(ill) The savings in overtime durlnw the rush period o* four months
alone will bP about Hs.3000/— per month* This will result in
net ‘rain o* about Hfi.m — per month during the rush period
itself.

Apart from monetary wains, the recommendations will result In
intangible wains a* under:—

(a) Time]y an* quick disposal of typing work.

(b) Improved e”iciency.

(c) Optimum utilisation o"” human/material resources;

(d) Greater satisfaction amongst sta*’™ members.



CHIPTRR -1
IMTRODJCTnn.
The Planning Commission was set up by a Resolution o* *h« Government
of India in 1950. It aims at nromoti” a raoid rise in fw standard o'
living of the people by efficient exploitation of the resources of the
country increasing production and providing oDoortunities to all for
rmjjloyment in the service of the community.
1.2 The main functions of the Ocnamis'don are as follows t—
(i) Assessment, of the material and capital and human resources
of the country including technical personnel and formulation
of prodosals 4or augmenting resouroes that are round to be
deficient.
(ii) Formulation of Plans for the most effective and balanced
utilisation o* country'3 resouroes.
(iii) Definition of stages "or the i“olementation of the Plans
and determination of Driorit<es an” allocation of resouroes
for completion or each stage.
(iv) Determining the nature o™ machinery req'drod ‘or the implementa-
tion of the Plan in all Its aspects.
(v) Periodical appraisal of the progress achieved in the execution
of eaoh stage op the Plan.
(vi) Perspective Flanning.
1.3 For achieving the a™ove objectives, the Commission formulates Annual
Plans and Five Year Flans for the country. These Flans are formulated
in various Technical Divisions o* the Commission. The Planning Commis—don
is housed in Yolana ~havan, San3ad Marg, ‘lew Delhi. The Prime Minister
of India functions as the ex—officio Chairman of the Commission. There
is a Deouty Chairman who is Incharge of Planning Commission an* who enjoys
the status of a Cabinet Minister. The Deputy C-hair*an is assisted by
Members who are of the rank or Ministers of *3tate. Sach Member looks after
several Technical Divisions which are headed either by Advisers, .Toint

Secretary or Officer—-on—-Sp#>cial *>ity. Bnch Technical r, vorks on



the officer—oriented pattern having Research Offiocrs and Senior Research
Officers as base officers. An Orcranis.ition Chart giving overallview of
the structure of the Planning Commission Is at Annexu—e—l.

TERiS n? REFERENCE & All OF 3TIDY;

1.4 At present, ‘or tynlng work, vari'mis Divisions have been provided
with L'v;r Division Clerks and Upper Division Clerks. These clerks are
sometimes found inadequate in certain Technical Divisions to cope with

the rush—work, which is reouired to he completed under a tine—bound
programme. The Technical Divisions press the Administration to provide
them additional clerical assistance for typing at 3uch dif'icult tines.
The Administration find it difficult to help thembecause they do not have
any reserve personnel available with then to meet such demands.
1.5 Keeping in view the difficulty explained above, a Team consisting

of five members of the "5lst “aoic Management Services Course at the Institute
of Secretariat Training and Management, Jawaharlal Tehru University OCncipus,
Mew Delhi, was asked by the Planning Commission to undertake a study for
streamlining o' typing work by introduction of a Typing Pool. The study
commenoed with effect from the 10th April, 1900 and was completed on 28th
April, 1980. A copy of the project Directive issued by the Planning

Commission in this regard is given at Annexure—IT.



CHAPTER -—-11
METHODOLOGY",

The Team held preliminary diouussion on the loth Vprll, 1900 with
the Under Secretary (Ildminlstratiori/ Plaining Commission to understand
the nat.iira »? v<* vcoVleTi being fac—od by the Idkinistration regarding
tyoing work.

2.2 The Team t’ien visited all the "W.n1fO Divisions and \-mnistratlve
Sections. The Idminlstratlve Sections had no problem about *riJ.n<r ur*rk
and so the To#n concentrated on the neohnlcal Divisions. The Teall made
observations, collected the relevant data as r>er the check-list oroforma
at Appendix—1, to study the existing method.

2.3 The amount of overtime allowance t>iid to the secretariat staff and
stenographers, month—wise and division—wise was also collected as shown
In 4nnexure-V.

2.4 The team studied the problem of typing work on the following linest—

(1) What is the specific area where problem lies?

(2) What are the items of typin~ material?

(3) When does it come for tyoing?

(4) Why 55 it necessary to type out the material?

(5) When Is it required?

(6) What is the Deriod of rush work?

(7) What are the items of rush work?

(8) What is the ouantim of rush tvoing work?

(9) What is the number of LDCs/UDCs posted in each Technical Tlvision?

(10) What are +he duties performed by the LDCs/!JDCs In the Technical
Divisions.

(11) low the tyoing work Is beln<? managed during rush period?

(12) Whether overtime/honorarium/co>noensatory leave Is granted
to the LDCs/UDCs/Stenographers *»r this ijork?



4fter identification of the problem urea tV> data was analysed and
critically examined for evolving alte’—natives '‘or ~rin”inn about
improvement on the existinj method,

2.5 The norma evolved by the 9fca™ Inspection Unit for tyoio», diary
and despatch work were kept in view while arriving at a solution to

the problem. The SIU norms in respect o' typing work are rjiven at

Annox'mo VIII

%



CHAPTER - ITT

ncrrs  ad dialysis

(a) N"SER—-rn"js &‘tjt rre E—nrni py~p’rgt

The Teohnical divisions o* the Planning ‘Vynmistion formulate the
Annual Plans and Five Year Plans. This involves convening of meetings
at various levels, preparation of agendapapers for discussions in the
meetings and working groups, preparation or minutes “reports, cchdllation
of data for research and oroleets and preparation of statements ror
protecting the Plan.
3.2 The typing work originates at the level of Research Officer/Senior
Research Officer, deputy Adviser,', Joint Director and even?/‘;dviser’s level.
When the typists employed in the Divisions cannot cope with th* work, the
remaining secretariat staff and the stenographers in the Divisions are
required to help in typing. Someti<es the typists are borrowed on an
informal basis from other technical divisions. At tlies the Admin'stration
is approached by these divisions for providing typing assistance and over-
time allowance is paid or compensatory leave is granted to the staff enga”d
during the peHod or rush work.
3.3 The LDOs/ITHCs in each technical dlvision are used for tyoing, diary/
despatch and in acme cases th<*y are used for case work as well.
3.4 The team was informed that the technical div* sions of tI* Planning
Commission were fadn» difficulty during the period of rush work. The team
was also infoTPried that the existing arrangement of staf“ng in the Planning
Commission had Veen made in accordance with the recommendations made by
the Staf'* Inspection Dnit in 1974-75.
3.5 The team collected information wd also held discussions with the
officers at different levels, i.e., Director AToint Director/Deputy Director/
Senior WN»search Of*loer/SDanarch Officer and staff of various technical

divisions. The Administrative Sections when contacted stated tsat they



were not facing any Drohleu for typing out the required papers. Th’re

are 2%Technical bivlsions. Some o* then are <acin<? tyoing problem

du”inw rush—work period. These divisions ha™e veen provided vrith 2 LDOs

and 35UDCs, details or which are given in inne'cure—ITT.

3.5 The Planning Commission is an officer—oriented Organisation. The
technical divisions prepare the guide—lines, obtain information from the
State r v-enrnents, Hnion Territories an* Central Ministries, prepare comments,
reports and background papers/agenda for meetings ax discussions. They

also prepare statements for working groups, meetings, briefs for the Deputv
Chairman, Members, \dvisers etc. Tesi—'es these items of work, the techn!cal
Divisions are engaged in answering lengthy Parliament ruestions during the
Parliament Sessions, ill these 1«b3 are time—bound. Usually the problem
arises as t'ley receive particulars from the State Governments, tlnion
Territories and Central Ministries at the last moment, and are forced to
engaged all the available LDCs/TDCs/As—d.stants/Stenograohers/S.0s to complete
the typing 1lob in time for meeting the dead-line.

3.7 4 detailed study was conducted to find out the items and quantum *

of rush work of each technical division which may be seen at tonexure rr.

The study shows that some of the important technical divisions like Agriculture
(including Rural Develotnent an* Cooperation), Education, Industry and Minerals,
Economic Division(including Financial Resources Division), Plan Coordination,
State Plans Dlvision(including Multi—level Planning Division) are ‘“acing
acute problem for getting their typing work done in time.

5.8 The period of rush work usually is *rora November till February. K rew
technical divisions like Monitoring Division also prepare “arteriy Status
Report consisting of more than 250 pages of which about 50* is statement
work. For assessing the vorkload during the rush *»riod the technical
divisions were contacted but they were unable to give exact mrnber of pages /

lines of the material to be typed during the period «’ as no suoh record



is being maintained. However, acmroxliate number of pagea or typino work
were obtained from various divisions and the sne have been ormverte'd
into number of lines a”ter giving requisite allowances (based on the

STU norms) for statement and stencil work as detailed in tnnerure 17.
3.9 Data has also been oollectsd from all the 2? Technical Divisions
to find out the number of receipts, number of letters etc. despatched
‘.uring the year 1979 and the sanctioned strength op LDCs/’JDCs in each
division (innexure ITT).

’1.10 In the existing system overtime allowance is being paid to the
secretariat staff, stenographers, technical sta®* and Olas»—P' sta’f.
The month—-wise and Division—wise figures of overtime allowance in respect
0~ the secretariat staff and stenographers from March, 1979 to February,

1980 have been collected and may be 3een at tanexure-V.

(b) QWIE»IT3 OH ""tS EXISNMNITO PROCEDUREt

3.11 The LDCs provided to various "echnical Divisions, in addition to
typing terk look after diary and despatch work also. Sometimes, ITDGs
are also utilised 'sor this work. The strength or clerical sta”* for
various divisions has been rixed on the basis of assessment carried out
by the 9ta*f Insoection ’Init. ™his strength is adequate if we take
into account only the average of the total workload handled by the
divisions during the year. Hut the nature of work in these divisions
is such that scraetimes a division has to ocnplete huge typing work
within a short period for which existing clerical staf® cannot oope
with. In other words, while clerks in other' divisions may be comparatively
idle or not b\i®, the division which is required to complete its work
during a short time—bound period cannot as a matter of right avail

of the services or the clerks in oth”r divisions.



3.12 One way o* solving this problem could triat the entire typing
work of the technical divisions in the Commistion is centralised in

a pool. It is understood that in the past during late fifties the
typing work in the Commission was centralised but later on it was
decentralised as it gave rise to administrative difficulties because

it is dif'lcult to manage very large tydng pmi"”, The existing
deoen—jralised arrangement although generally found satisfactory, is
also deficient in—as—much as it cannot meet the problems of ru3h work
indicated above.

3.13 It i3 observed that during the year 1979 a svm of Rs.6*5000/— has
been spent on payment of overtime to secretariat staff and PAs/Stenographers.

Data regarding payment to typists only is not readily available, aklng

into account the * natuteor work in the Commission it can be assumed that
at least 50* of this amount, if not more, would have been paid to clerks/
stenos on account of tyoing work.

3.14 Under the existing arrangement payment on account of overtime is
admissible for attending of°ioe beyond working hours. In the absence of
any other criteria, in the case of officials whose work cannot be measured
in terms of quantity and quality, there would be no option but to adoot
this system. However, in the case of work which can be measured in terms
of quantity and quality the blanket application of this system would not be
desirable, because it works as disincentive for higher productivity. The
nature of typing work is such that it can V accurately measured both

in terms of quantity and quality. As such it would help in
increasing productivity, if typists are given monetary incentive on the
basis of their productivity and not merely on the ‘hasis of amount of time

spent in office beyond working hours.



3.15 From the data collected regarding workload on account o' diary/
despatch in the various divi sions a+' the number o* clerk? sanctioned
for these divisions it is possible to withdraw a few clerks fro® these
divisions, if these divisions are absolved o' the responsibility for

typi , jork involving more than 5 pages in any single case.

(0) PROPOSED PROCEDURE;
3.16 On the basis of the facts and analysis the team proposes the
following procedure to be followed in the Technical Divisions of the
Planning Commissiont—

(i) Day to day routine typing work will continue to be’
done in each Technical Division.

(ii) 4 centralised tyoing—pool may be set up ror typing work
related to summary reports, agenda/papers and minutes of
meetings for formulation of Annual Plans, Five Year Plans
and its appraisal congigting of more than five pages.

(i<l) The typing—pool may consist of 10 persons — 9 Lov«r Division
Clerks(Typists) and one ’'JDC/Assistant drawn from the Technical
Divisions. The TDC/Assistant will be incharge of the tyoing
pool and he shall be responsible for distribution and
supervision o* the typing work in the pool.

(iv) A covering slip (as oer Appendix It) shall be enclosed with
the work to be sent to the ™yping Pool, by the Technical
Divisions indicating the volume of work, date by which it is
required and other instructions,

(v) The UDC/Assistant Ineharge of the Typing Pool 3hall allocate
the work to typists and keep a record of output or each of
them. He will be responsible to ensure completion of the

work in stipulated time. In case of difficulty he will

immediate]y inform the Under Secretary (General Administration)

to enable him to take appropriate measures.



(vi) TMF LDC concerned will enter Into a r<*?ister (a3 oer ape—dTOn
at Appendi/_vi J the work done by bin and submit It to the
UDC/Assiatant Inchar're who will verify it and also %rvie it as
Satisfactory/Dnsatisfactoiy and initial the register, before
It is sent to the Technical division concerned.

(vii) Incentive paynent Tay be ma™e to the typists for —>utput
beyond the prescribed nors. The procedure for payment of
incentive to TOC/Assistant Inchqrwe or the typing pool as
also to the LDCs has been defined under the portion o*
’Organisation of Typing Pool’ (para 3.17).

(viii) In case a Technical division feels that the work is unsatisfactory
the fact w—uld be brought to the n—'tice of TOC/Assistant Inchart’e
or TInder Secretary. Such work will not be eligible rOr incentive.
The US(General Vdmn.) will exercise the check at least thrice

a week to ™ind out the quality/quantity of work and sif?n
the register Maintained by the TOC/Assistant Inchar<?e an*
typists. (Appendix vl).
(ix) The typing work shall be banded over to and collected from
the TOC/Assistant Inchar<»e at the typing pool itself.
(d) ORGANISmM*; ny TUB TYPING
3.17 The Organisation of the Typing Pool may be done alon<* the
following linesi_
(1) The pool will be placed under the overall chare*l of Under
Secretary (General M-nlnistrati—>n).
(2) Typing pool sh-iuld be manned by persons with <‘ood a5 accurate
typing speed and who are interested in working in the pool.
(3) Typewriters in £ood working condition o* the sane "lake an®
type should be supplied to the pool fpr unifornity and ”~ood
fAt—up.
(4) As f»r as possible the pool should be located in a central

place so that it is easily accessible.to all the technical



(5)

(6)

()]

(8)

(9

(10)

- 11 -
The UDC/Assis'—ant Inchar<?e will maintain a register

for distribution of tV work to the tyoists. (lopendlx Hi.
Each tyolst will maintain a register rewarding his dally
output for voT-kln» out incentive on a pro”o”a a Bned—ien
of which is ?iven at Amendix VI. In addition,

when th° individual typist shows his/her register to

the inchar®e for scrutiny at the end of each day, the
supervisor will indicate a'ninst each Item the quality

of work done as Satisfactory/’Jnsatisfactory. This is
subject to the approval of the work by the Technical

Hvisions concerned.

The incentive will be oaid for tynin® work done heyond
710 lines. After completing a ouota or 710 lines fOr a
day the tyoigt will get 0.f5 oaisp for every thirty lines
typed. The Assistant/'JDC inchar«?e will <%t incentive
at the rate of 120" of the avera<»e o* the amount of
incentive earned by the typists in the pool durin? the
month.

Each typist will claim every month his amount of incentive
In the prescribed proforma (Appendix V1) for the work
graded satisfactory only.

No overtime allowanoe will be rPaid to the tyoists and

the supervisor in the typing pool.

Comparison in resnect o* the work typed in the Pool

will be done by the respective divisions themselves.

The posts of LTCs/’inOs reccnmenr’ed to Se withdrawn f“om



the various technical divisions ror tannin? the typing nool

are as under (c.f. \nnexure—Ill)«—

S.No.

Name of the Technical division

Agriculture and Rural Tevelopnent
Infomation and broadcasting
Labour, Employment and Manpower
Power an* Sherry

Water Supply, Housing and Urban
Jevelopnent.

Economic
Monitoring
Prolect Vopraisal

State Plans ~vision

Total*

*Jo. or posts to
be withdrawn
DO Lin
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CHAFTER -y
SUTURY QF F.STrfB'nri”"s
A typing pool may he created urgently to take care of the rush
typing work in the Technical divisions of the Planning Ccmmis”ion.
nnly typing work constituting 5 or more pages relating to summary
reports, agenda, minutes of the meetings, discussions at various
i vels in the Planning Commission, working groups will he undertaken
by the typing pool.
The day to day typing work nay continue to he done in the various
technical divisions as at present.
The technical divisions should extend all possille help to the typing
pool for getting the work done in emergency.
Comparison work shall continue to he done in the Technical Divisions
as at prosent.
The technical divisions will indicate on the covering slip enclosed
with the typing work the quantum of work, date by w”ich the work is
)
required and arrange to hand over to and collect frcra the Assistant/
UDC Incharge, the work given by them.
The.pool should work under the general super—;vision of the Under
Secretary (General Administration) lust like Central Registry.
To begin with the oool should consist 0" ten wrsons, one Assistant/
UDC and nine LDCs.
The LDCs to be posted to the typing pool should he interested to
wo'k in such a pool. They should have good and accurate typing
speed say above 40 w.p.m.
The LDCs working in the pool will be entitled to incentive at the
rate of 0.7S paise per thirty lines or one double sniee cage’
typed above the standard quantum of tyning work done by each

typist i.e. 710 lines per day.



11.

12.

13.

14.

15.

16.

The isaiatantATW Incharge will he entitled to incentive at the
rate of 120* of the average of the amount of Incentive earned

by the typists during the month.

The Asdstant/d)C Incharge of the Pool shall ensure the maintenance
of proper record of distribution of work amongst typists. For this
purpose specimen proforma is given at Apoendix IV. He will further
ensure that the typist’s register is put up to the Under Secretary
(General Administration) thrioe a week. He will also ensure the
timely disposal as also quality o* the tyoing work. He will also
ensure that all the typewriters are kept in good working condition.
The sta~f working in the pool will not be entitled to overtime
allowance.

The pool should be located in a central place to ensure easy
accessibility to technical divisions.

mhe typewriters provided to the pool should be in good working
condition. They should be of the same make and print to ensure
better get—up.

The working of the pool may ~e revievRd after sometime (say one

yearHo find out its utility.



CHAPTER VI

ARSA FOR FURTOER STUDY :

X, The team recommends the review of the Typing Pool after
aome time, say one year, to make it more effective.

2r A common section fbr diaiy, despatch & routine typing
woric for three units of knteulr Enployment & Manpower

needs further study.

le also -racornnvended t~-be-sfeudir™ i\M>ther.
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of typing work in Technical Divisions of the Planning Commission and
for making available all necessary guidance and patronage. The team is
also thankful to Shri M.N. Vardharajan, Senior Analyst, Internal Work
Study Unit, Planning Commission, for the cooperation extended by him.
The team is grateful to Shri G.L. Dudani, Desk Officer, Career Management
Unit, Planning Commission, who coordinated with the team and provided
necessary facilities such as office accommodation, stationery, printing
and binding of report.
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of inspiration ind strength to the team.

(0.B. Ghakrav.ii
Coorvlinator

(R.K. %JchshT) (G. P. Khanduja)

Member Member
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N'i,A.55024/122/79—iC JI—
Government of India
Planning Ccmmiggion

Yojana Bhavan, Parliament Street,
New Delhi, the 11th Aprilti9so.

HtOJfiCT DIRECTIVE

The Planning Commission formulates Annual Plan and Five Tear
Plans for the Government of India. These Plans are formulated
in various Divisions of the Ccmmission. This work, Irter—wHn,
entails lot of typing to bo done. At present, for the typing work,
various Divisions/&ectic*is have been provided with Lower division
Clerks. These clerks are sQnetimes fSind inadequate to cope with
rush of work, which is required to be completed under a time—bound
programme. In such cases, those Divisions press the Aaministrative
Division to provide them the help of additional clerks. The
Administrative Division finds it dIfSalt to help them in this regard
bticause under the existing arrangements, sanctioned posts of IDCs
ai« distributed amongst various divisions of the Cgnmission aad
Administrative division do r.ot have any reserve personnel available
with them to meet such demands. This creats difficulties and all
rcund problems, tfith a view to bringing improvement in the present
procedure, a Team has been Invited fr«m the New Delhi, to
carry out a study of the system. The team started study °n 10.4.1980

AIM OF SWlgi To study the existing procedure for get ting typing work done in the
COmmissiCh and suggest improvements.

CnNSJFEAIKTS,
coti&amoilL ~hri 9.B. Chakrabarty —Coordinator
nEMod 1 G.0. Khandu.la —7smber
" BX.Rana — Member
G. Udaishankar — M~"ber
R .K. Bakhshi — Member
Shri ~ai Jev Singh, Deputy DireptPj, Institute of Secretariat
Training and Ife.”ement, New Delhi, will guide the team.
UAISNnN & Shri GsL— Sudani, Desk Officer, Caraer Management Unit, will
act as liaison Officer and Shri Fam rjatap, Section Officer,
General Branch—, will provide necessary facilities, i.e.

Office a“unmodation, stationery etc. to the team.

contd/—



RISPfftTI.NG:

Ten copies of the report will be made available to the

undersigned by 27th ~pril, 1980.

\|o”e
(Y. MoHAN)
Director(Admn.)

Copy to*—

1.

Shri G-L e« Dudani, Desk Officer, career Management ®nit,
banning Comrission.

Shri Fan Pratap, s®etion Officer, General Branch-1,
Planning Coiwis sion,

Shri M.N. Varadarajan, Senior Analyst, Planning Cormission.
S.0., AAM1/11/111/1V

The Director, Institute of Secretariat Training and Managemerv
New ~elhi. *

Shri O.P. Gupta, Deputy Directs, ISTM, New Delhi.
Shri Jai Dev Singh, Deputy director, 3STM, New Delhi.

Shri 0.B* ~hakrabarty, CoordIn&tor and Mombers of the
Team (5 copies).
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18.
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STVTTKINT SHO'HL.J "H' FR3S3IT & PROPOSED S™R?IQ'"H OF UDCAXs H

DIVISIONS OF ™H2 PLS 'ING CO,'MISSION FOR WIVHDRAVING

Technical Division No, of R-ceiots
during 1979

Vrric'i] inrre <tfid {

Rural "Jevslopmfnt | 6132
Buc'cvnrd classes 1000
Information & Brond 2027
3ducition 5420
Henlt’i & Family 'Jelmre 2000
Industrr & Miner-3 1.5000

Irrigation & Command .iran Lev. 5250
Labour, Jlniloyiiient & K*nnower* 5547

PoirRr & Jnergy 2250
ici“rce & Technology 2557
~oci'l >Ifnre £ u*r5Stion 953
Trnnsno "t 1955
Vinc.—re £ 5d"11 Indastiy 1200
‘hter fi'ipnly, Housing m 1945

«Jrb->n ) 3v/cl.opnont
Jeono.Tic (L’Icluiin” Hn-nci-1

R—»30Urees) 2066
‘britTrin— 5905
Ferg—iactive Fl-'nnins 750
PJ—n 3oordir—>tion 5000
Pn,1»ct bprais—'1 2500
St—"te PI*ns Divisions 7141

67451

No, of4despat-
ches during 1979

5100

500
5521
1966
1500
7000
5047
5661

2000
2000

500
5CCO

500

5000

1555

406
C°nnot be given

5000

5GS657

426 6C8

—ten”jirip_in

VARIOUS
strength Bmosed strength Personsto be
withdrawn
liPC DOC 1) for Pool
C _.Lx
1
1

*rhis Division H.? *i
sen—mte Sections

51



Sl.

J+\te"ient showing itens in* quantum o* rush typing

Yifflcult” in "\e Technical Oiviglons o'l Planning

miane of Teconical Mature o'l rush work Period o*
Tiviston r Igh—""rk
VAriculture ‘jiv". () Me“tin~g on Proposals ’kw.-'Seh.
} fiT/i State TovornmPntse
taral TJevelorSpnt i (?' Preparation o' Plan
5 "Moperation H m} ?ai°’rs
T’c'tward jlasses 1) Oo—mients ~n Vnnu\l
">Svision Fieri: 1) 5th Mve Year
FI*n
I 'fomation Tivn. Visual Plan-Oiscuasi‘'ms larch
with State loveriments
i luoation Tivn. Votes on Annual Plan V . —March
Discu33if.ns/c"mTipnta on
\.l./State Plan/Reports
on working croups —
i>e vear Flwi
‘ljajA'i "t ~alily 1.1 . Ti3cusei,ns/ Mov,-Tan.
‘sial ire ~rf parition c'“mients
etc.
Tiivuatry ~ In~als Goiments on |.P.,Simery
fUvleior' 3ecori oM Meeting fjov m"* r*

T?ri’ =fion ft
Ovmand Vrea

Preparation or ’—torting *
Ireup Panera.
— March

Areparaimo” UP .Papers ‘low.

»h created

It ?ro"jKaiitH or rush—-work *urln®

Hmnin"!"' " » 3tatevents
(Mo. o' |r3V {Ho. o'

75n

1n7Q

Stencil cutting Total Rush-
(0. o' paZ?es) work

("o. o” lines)

(Typin—IE; nr Hone by P.\s etc.)

25 25
300
700 300
V)0 00
35 10

100 75000
4100
1000 1, $500
1000 7"500
1200 WX)C
35 3000



10.

11.

12.

13.

14.

15.

in.
17.

Labour, S/nploynent
»t lanoow°r.

Pot*r 4 ~ner”™ Tivn.

Science & chnolo™
division

rush — work —_—————

I-rinf in'T working Octlarch
~rout) ‘neetin”s.

iiot Ja/coimrnts on Oct. — March
Vmual Plan etc.

Social '—‘el'are & JjmuaD Plan Hscuasiona (No Problem
%fcri+i>n
Transport Pr~oarrtion of Annual
Plan/4inual Plan "'ct. _ March
‘ascusf ions
mi,ate 4 Snail Scale jCTnenl s on innual ~ct.— March
Tniustry Flan Snurv records of

Housing, ;Jrban
Tev, ¥ ’liter
31n-'ly

‘ioono—nic TivJ aion
(Tncludin-" vinancial
Resouroes division)

~eatinf s etc. Preparation
o' ~zati for 'Jerking
Grjup *eetings.

Prepara+.'on of Annual

Flan Comments,Minutea of nct. —-March
testings [ Preparation

d— jhecter *or the Oivn.

| Preparation or tonual nct .—March
}PIcOi/Five Yr. Plan®
5 statement 'or financing

of Plans, Parlia”™nt

tujstions.

50r> sop

100

50

30

225

750

100

1000

"ok ye by P.\s.)

150

100

250

1500

90000

22500

9000

5700

17250

1, 42500



Monitoring ’Uvn.

rm

floninc

Plan joordination

Project

Ippraisol

St at'? rlans Divn.

ftatus Heport on
Selected "lan rro}ects
Plan Discussions.
(Tuarterly)

Povarty Estimates
pdport/Minimum

needs report/

5 year Plan Chapters
fAminaT papers.
Arep’rat’.on o" Annual
HanAive Years Plan

Parliament Oiestions,
Ootainin” information
from State Tovernments—
ijfate Plan Discussion
Telling Statement,hrief
for ly. Chairman, Hack—

Quarterly

'Vst.— March

Oct.—larch

Hush—work

fct.—'largh

groui‘d rfcr;ort/i}ulde Lints

% af<ment for Working
Irouf etc.

160
315 450
000 1TOO0
ear —  —
40 1800

TOTUs

24DOD

51000

138000

154600

10,30,850 lineg



5.

2

5.

STVTAvE TC'P'G Tfil V’C’'INT OF OVSR’ tIMS P\ID ~ h,ywfejOGR VTiSRS
N\\D S3CR2T\R1*T S"4?F OF VARIOUS nCHPTCit DMirtfifirg p 1 V'NING
COrttScJTON DURING THS Y3\R 1979-80.

All the finiras are in Rupees.

No. N-me of Office Hrrch irril Moy June July sxx.  Sept. 0. M«. Dec. Jniiunjy Feb., Tot"l
1979 1?79 79 79 79 79 79 7 79 79 1980 80
1 2 4 5 6 7 8 9 i J 12 13 ii 15
FA/Steno.887 327 272 403 369 145 — 35 251 244 330 217 3808
Dy. ChnimAn
Sectt, 19 - 58 02 61 29 127 r 69 70 41 684
Stnff T
F\/oteno. en 536 1041- 1038 567 539 229 32 482 327 532 1340 7804
. Serdb=r3+
Aivlsers+
J.3.
Sectt. 4G 547 317 440 571 343 226 27 4 18 242 194 3445
Stnff
Pl1/3teno. _ - - - 7 28 - 6< 326 319 430 205 1364
~ricJ ture
& Rur—d jlvn.
Sectt. - - - 8 14 - IS — 10 84 19 147
stnff
P \JSt -yic, _
4. Bfa'f-rd Classes
Sectt.
i*<"ff _
F1#./2teno.

5.

Division

InforTiit-on

Sectt.
Staff

_ -S.



P ,\/3teno. -

6. Iduc-'tion
Sectt.

Strff

Pl1/St.eno 573

7. Haolth & F.'i.
Sectt. 120

Strff

P V/Steno 421

8. Industry &
Minerals
3ectt. 107
St—ff
P\/Steno —
9. lIrrigation &
Con. \rai
Sectt.
3tnff
P I/Steno 42

10. Labour, Inpioyment
& M—>mover

Sectt. zib
Strff

P Voteno 479
11. Pover f 3nergy.

Sectt. 45
St—ff

626

»

15 -
~ca
—179-
66 104
685 458
9 78
74 —
37 182
495 —

13

259

140

491

227

Ji4

297



F n/Steno
2, Science &
“echrology
Sectt.
Stiff
F\/3tano
3oci»l  ‘elf-re
& Nutrition
Sectt.
Stiff
PA/Steno
I'm!snort 5
Comraunic—"tion
>ectt.
Stiff
P \/steno.
Village a
Small Ind.
Sectt.
Staff
P.y'Stono.
_,~t<r Suooly,
lousing & U. D,
Sectt.
Stiff
F I/Steno.
cononic S
Resources
Sectt.

Stiff

124 149
1f0

55r «50

290 <e

675

- 197

86

110

690

26

42
150
25
136
454
126
19

72

66

312

254



P i/Steno 17 — 141 - - — 53 — _ _ — _ 211

18. "Monitoring &
Inforation

Sectt.* 36 267 176 31 T _ - 5 - 876
Stoff "
P —l/steno. _ - - 10 - 67 — _ _ _ _ 77
19.Perspective
Planning
Sectt. 17 - - - _ _ 17
Staff
130 - — - 7 50C 10 — 52 117 13 123 1030
20. Pl *an Oo—ord.
‘jeott. 313 ~ — 1204 1053 1C76 258 9 111 459 170 106 5797
*Stuff
PA/'tsno. _ - — — - _ _ _
21. Project N 3 1
$pnr—is—I
Sectt. _
St ff - - - 13 13
Pl/'teno.
2. State Plsns ? 2'36 1320 40e 134 _ 9G6 495 PO 498 1555 1309 1210 11059
lulty level
Sectt. 1025 517 239 30 377 418 610 383 450 790 331 5731
St*ff

TCTUIJ P 1/3tana. 5091 3715 5515 3477 3142 3382 1627 1945 2729 4338 4397 5900 40470

Sectt, 3305  lire 1932 1365
Sectt, 2741 3351 3559 1363 1300 2407 2707

Jonhined ~btnls 9196 4675 6099 4770 4950 5262 2990 3253 3770 6735 7104 5595 65997

£C95 25527



MM 1*s of 'nranfrye H1 Ja Ip o r— 1 <m seeor

ruft. or>lyfc

(1) (> To*=I NO. of 1'Rss of rush mo-w
dm in? 'ho p~r'o’ ‘rrm N-v, 7? Ao
Febr'i— , l«cc — 4 norths.

(b) TO+-1 No. of 1in& of « igh mo '— P .".

(2) The «'Or\ rc”ec'v’ * h* Jons
hry 9 LOGs «s n—r S.I.M. "oms
during *h? p—?viod of 4 months
of rush fo® »—ch raoi-h

( For 23 —'ov—irrr J—v in ? tinnth
153T lines ~ 9 LDCs P. .)

(?) ’jork elirribl  ‘br
incentive (l.0>)-2)

4) IncsnMv”~ o~v»Y e 9 C.55 nor
30 lines = 1 Y%

(1,10,780 Ilna -V 30 =
3693 r>7'8 * 0.A5)

(5) OvorM'® iil * d't?1'it xho rmh
n="ri d of 4 iKn*hs of 1979-60
from Nov. to ??b, to +he
5c0T—.""i"t Ttnff *1

Net r-n

* Thoi' f1"iir*s nr* bnrsd .0 p=>r- 3,13

10,31,000 lines

2,57,750 "

1,43,970 "

1,10,730 b

R . 3000/"- P.1

flash-
ps ®s p."



No .F .8(«)—STTT/64
Government of India
Ministry of Finance
(Depar (tment of Expenditure)
STIMF INSPECTION UNIT

New Delhi, the 26th Februaiy, 1965.
OFFICE MEMCmNOUM

Subject? Fixation of standards of work—load for typists and comparers

The undersigned is directed to state that, based on studies made
in this Unit, and after taking into account the norms adopted in certain
Ministries and organisations, the following standards op work—load have
been fixed for typists and comparerss—

Sfrfcdard of_ work—load for typists*

Taking the typing speed at 30 words per minute ard after making
an allowance for factors like breaks and interruptions, fatigue,
subsidiary processes, etc., the number of words to be typed per day
(fit- working hours) is fixed at 6,600. A line of foolscap sine page
contains about 10 words on an average. In terms of lines, a typist
should type 660 linos per day.

For a day of 7 working hours(as at present) the standard would
be 7,100 words or 710 lines per day.

In the case of letters and other communications, the number of
lines in the body of the letter or communication alone should be counted.
\n addition of six lines may be made for addresses and salutations in
respect of each letter or cOTraunioation.

The above gtandard would apply to straight typing from running matter
(manuscript or typed). To convert other kinds of typing to this basic
type, the following allowance my be madet—

i) Cutting stencils .. add 25* (i.e. 100 lines
to be treated as 125 lines)

ii) When three or more .. add 25*
copies have to be taken
out by in~rting carbon

papers.
iii) statements .. add 100*
iv) typing in half margin .. deduct 25* (i.e. 100 lines
or draft forms to be treated as 75 lines).
XX XX XX

><X?,,}/ V.S.Desikachari
Deputy Secretary to the Govt, of India.



CHECK LIST
1. Name of the division.
2. Name or “rmch Officer___ designation
and designation

3. Name/of officer contacted

4. Charted by_ Date*

M\IN tCTWITIR3 Qg m DIVISION IN RRIEF

S.Nc. Category o' post No. o' Dosts Working Remarks
sanctions* strength

1. Ldc

2. me

3. Stenographer Or. ‘d*

4. Stenographer Or.'C*

1.Nature of work done by the UdCs only! Typing work/diarisint*/nther work.

Typing
2. Volume pf/work done by LdCs/’JdOs (during the year ending dec. '1979"
description of Running matter Statement work Stencil Work
work No. of No.of No. of No. of No. of No. of

pages copies pages copies pages pages
(Running) (Statements)

3. Periodicity of rush work
during the last one year.(1979)

4. ‘*reauency o' r ish work
during the last one vear(1979)

5. difficulties being faced in
getting the typing work d-=re

5. hOw the work is beins: managed
in such situations* i) by sitting late (on overtime)
ii Compensatory leave
iii)by payment of honorarium
iv) by borrowing from other dlvns_
if so from which division

3.7.No. of receipts during 1979
F. Sig~stions ‘'or iip*—ove—ient.

other information
i0. OR” \N13ITIdfJ CURT o' the division



Nanme of Dlviaion

Nar*» and design*.—lon
of Officer or>m@c*,™J........ccccoeeeeiiiiiennnnnn ot

Vhicb particular 1 -arsof uork cT»*j*ed
dl.ffl wtl*.v during la<‘-y”"r (1979 ) and w”en?



TYPING RTKIIsmoU SIHP

to bh fitl :d in by T*r: division
1. Dote *>d tine on which sent

2. D"te by which it should be
conpleted.

3. Volume of woA in lines/oiges.
4. Other instructions, if ?ny.
5. Signature of the originatinjr
officer.
TQ ?? FH-LSD IN BY Tfl? INCHWG: ~MTING POOI
1. D«te ~nd time on which received:
2. to whom m~r'ced:
5. Dite sent b”c: to Division:

4. Si”n’ture of the \sstt/IJX»
inch”rpe.



4rpel’d.ix H 1

Typing Section di ry
Drpf+ No. i Tm ovon § D= anjiidh
1

. g

e it JF—— ———

Irp*c *p*to?A

Innii*=? «akwill b “tere5in 1 irk



2; ipA. Skaft
O’ ful :
IN'o. \ evYpia* \  work J No. of line's/ 'o, of li*\cs/ No. of ] efVnea jt/m CV I No- of lines, |j
1 r X } 9*«*s o—<g'9 of 1‘c'7 J vpokt~ | t-Tiij* I if 'ny
| ? f j d>«s of \ ]1S—=/. i b* t'9" 1
L i 1 1 - *r:“U ' 4
1 2 3 4 5 5 7 o 9 D



toijdy?.

| T-ro*ng di<—vro. | D-»V on which | ROOi—:ks
4 of drr*t | t.ytied |
-~ T T T T T T T S 4 T TTTTTT T -~ 4
ESW'C~”O0
If the Suner—v'nar r«»?.'l.oc»*"8 th» <jp.~inishei work to »ny o*h’r typist, ha vfl' sco—e out the i?lI'v»r»t,
ontiy onf n-tes* uith hjs mi't®t AVt
submit th? Ji—=iy to?st>@r 'i*h th? sjafL“>?sh»d feSrr *a

It *b? and of *.L# d"y, *he tyoist wi’l
mee Sod ?rvs ssc.

The Supervisor "til (e) coirpl<*ta 'sx distribitf—-n ch-rt (b) *r vm'? o5 t’njjr.~ r=>f urgent 'int.vani

work outside o"fice Mur*, irh»r« nece™n-vr; -ad (c} p Ahe ’irn Into occ™int
in pitocnt nr fr«sh ‘iork on the next. vorHn* dpy.



App®p'il? yi-

IngNi—M: I -bm Re:—jis+\r
9 ye CI -5m Re:—jis cl,~ 8 fbr xh= BttE'-h o"

Y #e of th? L.D.Oi

r I...
\ K B-laf I JO. of I o'H."Ji'T"pv K**' |_I W=*! No. 1 Initi
1 n*rti~ j, 1ino3/ T floV of'WoVof 35nws/ lof lines 3 of ¥
i t Clle r? = cs t lines/Jp~aa of I tyn«5 on*.  \ |.D.
- Y )y i I p of |'ncls. J 8 tisf C— 1
I L | { statement. T T +oiilv on
j J the Neis
& ( f j of Dig*ri—
I J ] butior c'1*

.f J\ -Ih

Tb~l no. of lj"ss = 1for '‘pr p“v—= g:icwn in C—l. 7. Jin«a

WV ZX

Tot-,1 i*r.—ntiv-— »e, VL, . fi.c,.r.H5/?f> milr>= 'S ...........

Sicm-tu: « of * e TJ-'d-r S«cr9***v



