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«a REPORT OF THE MARTIAL LAW
COMMITTEE ON

ORGANISATIONAL SET UP

PHASE 11

(DEPARTMENTS/DIRECTORATES AND OTHER
ORGANISATIONS UNDER THEM)

VOLUME XVI

(MINISTRY OF INFORMATION)

CHAPTER IV

(DEPARTMENT OF MASS COMMUNICATION)
December, 1982
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GOVERNMENT OF THE PEOPLE’S REPUBLIC OF
BANGLADESH

CHIEF MARTIAL LAW ADMINISTRATOR’S SECRETARIAT

Martial Law and Civil Wing

No. 7002/1/Civ-1, dated Dhaka, the 23-5-1983.

NOTIFICATION

SUBJECT : Organizational set up-Ministries/Divisions, Department
and other Organizations under them.

Reference :

A. Chief Martial Law Administrator’s Secretariat letter No.
7002/1/Civ/ CMLA, dated 18 April, 1982,

B. Chief Martial Law Administrator’s Secretariat letter No.
7005/1/Civ-1/ dated 12 July, 1982.

The report of the Martial Law Committee on organizational set up
of the DEPARTMENT OF MASS COMMUNICATION, MINISTRY OF
INFORMATION was submitted to the Chief Martial Law Administrator
after consideration by the Review Committee In consultation with the
representative of the organization concerned.

The Chief Martial Law Administrator is pleased to approve the
report and the revised organizational set up as printed in this booklet.

By order of the
Chief Martial Law Administrator

SD MUZAMMEL HUSSAIN
Major General
Principal Staff Officer.
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DEPARTMENT OF MASS COMMUNICATION
MINISTRY OF INFORMATION

INTRODUCTION :

1.  Department of Mass Communication was established on 2-10-1972
comprising the Field Publicity of the Directorate of Public Relations,
Bangladesh Parishad, Bureau of National Reconstruction and
Women’s Wing. In 1980 Bangladesh Parishad and B. N. R were
however transfered to Sports and Cultural Division. The main
objective of the Department is to disseminate information of the
policies, programmes and activities of the Govt. to the people
through direct mass contact and inter-personal.

2. Communication as distinct from other communication media like.

3. TV. And Radios. It also carrieb problems and reactions of the people
to the Govt. for formulation of appropriate policies. Its duties fall
into three main parts—(i) Information, (ii) Education and
(iii) Motivation. The Mass Communication activities are being
carried out through the following branches :—

Field Publicity.

Song Publicity.

Women’s Wing.

Use of Audiovisual Vans in Population Activities Project.

Community Viewing television Project.

o0 o

ALLOCATION OF FUNCTIONS :

4.  The functions allocated to the Department are given below :—

a. To execute publicity and policy of the Govt. to propagate
activities of the Govt. in urban and rural areas.

b. To arrange gatherings and meetings on Family Planning,
Agricultural Extensions work, Literacy drive etc. at the grass
roots.

c. To distribute leaflets, posters and other publications regarding
Govt. policies etc.

d. To Provide public Address Equipments such as Microphones,
Loud Speakers etc. for important meetings of the Govt.
including those of CMLA, DCMLA, ZMLA’s etc.

e. To arrange field publicity through songs film shows etc.
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f. To arrange mobile publicity such as literacy drive, family
planning etc.

g. To supply feed back reaction of the people on Govt. policy to
the higher authority.

h. Street announcement of important events of Govt.

i. To maintain liaison with other Departments, local press,
reporters and correspondings.

j. To report local news to PID/BSS for publication in the news
paper.

k. To supervise the exhibition of Govt. news reels in cinema halls
and ensure collection of rent.

I. To arrange distribution of Radio/TV. under Community
Listening/Viewing project.

EXISTING ORGANISATION :

Organized under a Director, the office is divided into six branches
supervised by 6 Deputy Directors who are assisted by 15 Class-I
Officers. There are 21 district offices, 47 sub divisional offices and
45 upgraded thana offices of the Department. The total number of
sanctioned post is 752. Class wise break up is 26 Class-I, 21 class-1I,
469 Class-111 and 236 Class-1V posts, out of them 19 posts are lying
vacant (i.e. 8 Class-1, 2 Class-Il, 3 Class-11l and 5 Class V).

The existing organizational chart is given in Annexure ‘A’

CHARTER OF DUTIES :
The revised charter of duties is given in Annexure ‘B’

WORD-LOAD :

The Department has furnished data relating to files in its Head
Office. It has shown only the number of files each year. It appears
from their data that in 1979 there were 5053 files and in 1981 6039
files. The rise is 19.45%. The number of correspondences, in-coming
and out-going was 16008 and 25969 respectively in 1979. It rose to
16594 and 28674 in 1981. The rise is 5% and 14% respectively over
the last three years.
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7. The performance of the Department of Mass Communication for last
three years is given below :

Item 1979-80 1980-81 1981-82
Film shows 4006 4373 3746
P.A.E coverage 2837 3546 2835
Special population film by 1680 1500 1960
Audiovisual Van.

Group gatherings addressed by 19530 22496 19567
Public Relations Officers etc.

Open-air cultural functions. 324 270 31
Distribution of print Govt. 1122707 978377 237099
materials.

Female gatherings. 40 15 122
Fortnightly peoples re-action 24 24 24
Report.

Press release sent to P.1.D 634 693 619

The Department has so far distributed about 1,52,000 one-band Radio Sets
at Govt. fair price and 8,134 TV sets at subsidised price and free of cost.

OTHER DETAILS
Officers : State of Class-1 officers is given in Annexure ‘C’
9.  Transport : State of transport is given in Annexure ‘D’

OBSERVATION AND RECOMMENDATIONS

10. The Officials of the Mass Communication Department are the grass
root communicators unlike TV. And Radio and deal with field
publicity plans and programmes of Govt. through inter personal
communication. This Department of the Ministry of Information is
village oriented and therefore can play vital role in the upgraded
Thana Administration in informating, educating and motivating the
rural population through their various means of Mass
Communication. The reorganisation has been done keeping an eye
on the need as well as resource constraints. The revised organization
chart is given in Annexure ‘E’

CONCLUSION

11. The revised organization proposes increase of the strength of the
Department from 752 posts to 1027. Consequent increase in annual
expenditure will be to the tune of TK. 26 lakhs on head pay.

2
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10.

11.

12.

13.

14.

ANNEXURE ‘B’
Phase 11, Volume XVI
Chapter V.

CHARTER OF DUTIES

Director

To act as administrative head and is responsible for overall
administration of the Department.

To act as an adviser to the administrative Ministry on technical
matters and on formulation of policies concerning the Department.

To act as principal Accounting Officer of the Department within the
budget provision.

To be responsible for the administration and execution of function of
the Department as per Acts, Ordinance, Rules and Regulation and
directives issued by the Government from time to time.

To be responsible for proper functioning and discipline of the
Department.

To be provide executive and operational guidance to the field staff
and exercise control and supervision over them.

To be responsible for appointing Class-I1, 11l and 1V employees of
the Department as per existing procedure.

To be responsible for issuing clear standing orders laying down the
maximum extend of delegation of powers to the Officers serving
under him.

To control and supervise the work of the Department.

To represent the Department and where personal representation is
not possible to select representative on his behalf.

To grant earned leave etc. to all Class-1 and Class-11 Officers under
him.

To meet all Officers under him located in the same station once a
month to review cases pending for disposal for over a month.

To inspect his Office at least once in a month and Field Offices at
least once in a quarter in addition to annual inspection.

To allocate duties of Officers as and when required.
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15.

16.

17.

18.

10.

11.
12.

13.

14.

To ensure proper motivation of the people through various
motivational programmes of the Department/Field Office.

To be responsible for maintaining proper security measures of the
Department.

To ensure supply of all kinds of Public Address Equipment and
cinema Equipments for all Units of the Department.

To ensure Public Address equipments coverage of all state functions
and meetings of national importance and of conferences in CMLA
Secretariat/Bangabhaban.

Deputy Director (Admn. and Accounts)

To deal with cases relating to appointment, promotion and transfer of
Officers and Staff.

To maintain service books of non-gazetted employees of the entire
Department.

To make arrangement for purchases of office equipments and
furniture for the Department and its Field Offices located at District
and thana Headquarters.

To make hiring of office accommodations for the Field Offices.

To grant annual increment to the non-gazetted employees of the
Department.

To make arrangement for supply of liveries to the Class-IV
employees of the Department.

To maintain annual confidential reports of all Officers and Staff.

To supervise all incoming letters from both Local Offices and Field
Offices of the Department.

To supervise all outgoing daks addressed to the field offices and the
allied Departments.

To maintain accounts of service postage stamps.

To prepare annual budget and revised budget estimate for the
Department .

To distribute the allotment of fund to the Districts and Thana
Offices.

Any other related functions as allotted by Director.
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Deputy Director (Equipment)
Proper maintenance and purchases of all Vehicles and equipments of
the Department.

Supervision of all kinds of equipments, spare-parts etc. kept in the
central store of the Department and their distribution.

Attend meetings of the tender committee in the Inspection and
Supply Directorate.

Supervision of the activities of the Assistant Directors and Staff
under them.

Supervision of PAE coverage of meetings in and around Dhaka and
other important meetings outside Dhaka.

Any other related functions as allotted by the Director.

Assistant Director (Procurement)
Arrange indent for procurement of stores.

Regular inspection of central stores and submission of reports.
Supervision of the activities of all Technical Staff working under
him.

Any other duties assigned to him by his superior Officers.

Assistant Director (Distribution)

Distribution of stores to the operators of Headquarter, District and
Thana Offices as and when required.

Distribution of pamphlets, leaflets, posters, publications, Film, etc.
Supervision of film shows.
Urgent announcement relating to law and order in Dhaka.

Arranging PAE coverage of important meetings and functions of the
Govt. in Dhaka and outside.

Preparation and submission of reports about activities of Mobile
Units PAE coverage etc.

Any other related functions as allotted by his Superior Officers.

Maintenance Engineer

Maintenance of all motor vehicles, publicity vans, PAE, cinema
equipments.

Control and supervision of equipments of the Department.
Supervision of workshop of the Department.

Supervision of work of Operating Staff in the field.

Arrangement and repairing of vehicles and all other equipments.
Any other related furctions as allotted by his Superiors.
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Deputy Director (Co-ordination and Women’s Wing)

To co-ordinate all kinds of reports and feed back of the department
for onward transmission to the Government.

To be responsible to carry on public relations activities among the
women folk of the country on the basis of the programmes approved
by the Director.

To organize Women’s gathering in different places including slum
areas in co-operation with the field Officers for motivational
purpose.

To visit to various places for inter-personal communication of
development and motivational programme of the Government
amongst the women’s folk.

To propagate the ideas relating to the food habit, child, health care,
cottage industries. Livestock, family planning, etc. amongst the
women folk.

Any other related functions as allotted by his Superior Officers.

Assistant Director (Co-ordination)

To visit to  various places for inter-personal communication of
development and motivational programme of the Govt. amongst the
women folk.

To prepare regularly talking points on important issues of the Govt.
To prepare all kinds of reports like fortnightly, monthly. quarterly
and annual reports, etc. of the Department and submit to the Gowt.

Assistant Director (Women’s Programme)

To be responsible for public relations activities among the women
folk under the guidance and supervision of the Deputy Director.

To Visit to Basti area of local and outside Headquarter for
motivating the women folk specially on literacy, family planning,
co-operative, grow more food, cottage industries, change of food
habits, child health care, etc.

To arrange seminar/symposium, group gatherings of women folk.

To prepare monthly and other reports of women’s wing of the
Department.
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Deputy Director (Song)

To supervise and control the activities of the Song Publicity Wing of
the Department for publicity of Government policies and activities
through media of songs.

To approve the Tour Programme of the Assistant Directors and other
Staff of the Song Publicity Branch.

To compose the various types of motivational song and tune them
for publicity of Government programmes.

To train up the personnel of the Song Publicity Branch for proper
Singing of the songs.
Assistant Director

Composition of patriotic songs, nation building songs, and other
songs on various development programmes of the Government as
directed by the Deputy Director (Song).

To process the Tour Programme of the Singers under him.
Supervision of the activities of the Singers under him.

Preparation of all kinds of reports including reaction report.

To arrange open air cultural functions of song publicity on important
occasions in the District.

Deputy Director (Training and Field Publicity)

To arrange training programmes for Field Officers of the Department
in public relations and other activities of the Department.

To process and scrutiny the Tour Programmes and T. A. bills of the
Field Officers for necessary approval.

To provide necessary guidance to the Field Officers on the policies
and programmes of the Government on regular basis for
implementation properly.

Supervision and inspection of work of Information Officers,
Assistant Information Officers and Thana Mass Communication
Officers on regular basis.

To be responsible for submission of activities report on field
publicity.
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10.

11.

12.

Assistant Director (Training And Field Publicity)
Arrangement of training of Field Officers.

Checking of T. A. bills of Field Officers.

To process cases for approval of Tour Programmes of Field Officers.
Supervision of work of Thana Mass Communication Officers.
Preparation and submission of reports on field publicity activities.

Information Officer

To Supervise the activities of the Assistant Information Officers and
Thana Mass Communication Officers within the district.

To act as Drawing and Disbursing Officer for the District Office and
maintain proper accounts of fund allotted to him.

To be responsible for proper maintenance of Office, vehicles and
other equipments of the Department in the district.

To prepare publicity schemes and supervise the field publicity
activities of the Department and T.M.C.O in their respective
jurisdiction.

To scrutinize reports received from T.M.C.O and send it to the
Department and other concerned agencies.

To supervise and control the activities of T.M.C.O’s with his
jurisdiction.

To prepare public reaction on the various activities of the
Government and send it to the Government and other concerned
agencies.

To maintain liaison/co-ordination with all Government Departments
located in the district.

To send news and Photographs to BBS/PID regarding development
activities of the district.

To hold group gatherings and public meeting to motivate and
educate general masses on development activities of the
Government.

To hold cinema shows by the mobile cinema units on development
activities of the government.

To provide PAE coverage for important meeting of the Government.

13. To supervise distribution of booklets, pamphlets, posters etc. of

the Government.
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ANNEXURE ‘D’
Phase 11, Volume XVI

Chapter 1V.
STATE OF TRANSPORT
S| |Registration| Type of | Serviceability| User Source | Whole | Remark
No. No Vehicle time/Part
time
1 2 3 4 5 6 7 8
1 |Sylhet KA-| Cinema |Unit- Director of | Abandoned Whole
2208 Van Running Mass time
Communic
ation
2 Dhaka Do Not running| Dhaka Foreign Do |[Isused
BA-332 H.Q Purchase for
exhibition
of Cinema
show, stree]
publicity.
PAE
coverage
iand official
purpose.
3 |Dhaka NA- Do Running Do Do Do
3709
4 |Dhaka DA- Do Do Do Do Do
3570
5 |Dhaka NA- Do Not I. O Dacca Do Do
7448 Running Office
6 |Dhaka JA- Do Running |1. O Dacca Do Do
1083 Office
7 |Dhaka NA- Do Do 1.O Do Do
3708 Mymen-
singh
8 |Dhaka TA- Do Do D.P.R.O Do Do
1082 Jamalpur
9 |Chittagong Do Not Running Do Do Do
TA-8483
10 |Chittagong Do Running D.P.R.O Do Do
TA-8492 Faridpur
11 |Chittagong Do Not Running| S.D.P.R.O Do Do
NA-8486 Rajbari
12 Dhaka Do Running 1.O Do Do
CHA-2592 Chittagong
13 |Rangamati Do Do S.D.P.R.O Do Do
BA-1266 Rangamati
14 |Rangamati Do Not Running Do Do Do
KA-325
15 |Dhaka NA- Do Running D.P.R.O Do Do
3640 Sylhhet
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1 2 3 4 5 6 7 8
16 | Dhaka |Cinema| Running S.D.P.R.O Do Do | Isused for
BA-2951 | Van Habigonj exhibition
of Cinema
show,
street
publicity.
PAE
coverage
and
official
purpose.
17 | Dhaka Do Do D.P.R.O Do Do
CHA-2591 Commilla
18 | Dhaka Do [Not Running| S.D.P.R.O Do Do
BA-2952 Brahman-baria|
19 | Dhaka Do Do D.P.R.O Do Do
CHA-2591 Noakhali
20 |Chittagong| Do Do S.D.P.R.O Do Do
TA-8490 Feni
21| Dhaka Do Do 1.0 Rajshahi Do Do
CHA-1490
22 |Chittagong| Do | Running S.D.P.R.O Do Do
TA-8494 Naogaon
23 |Chittagong| Do Running S.D.P.R.O Do Do
TA-8489 Natore
24 |Chittagong| Do |Not Running| S.D.P.R.O Do Do
NA-8491 Chapai
Nowabgonj
25 | Rajshahi Do | Running D.P.R.O Do Do
KA-3603 Pabna
26 | Dhaka Do Do D.P.R.O Do Do
CHA-2594 Bogra
27 |Pabna KA-| Do [NotRunning| S.D.P.R.O Do Do
499 Joypurhat
28 | Dhaka Do Running 1.0 Rangpur Do Do
CHA-2590
29 |Chittagong| Do |Not Running| S.D.P.R.O Do Do
TA-8478 Gaibandha
30 |Chittagong| Do | Running S.D.P.R.O Do Do
TA-8479 Nilphamari
31 | Rangpur Do Do S.D.P.R.O Do Do | --
RA-2279 Kurigram
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1 2 3 4 5 6 7 8
32 Dhaka Do Do D.P.R.O Do Do | Isused for
JA-1081 Dinajpur exhibition
of Cinema
show,
street
publicity.
PAE
coverage
and official
purpose.
33 Dhaka Do [Not Running| 1.0 Khulna Do Do
NA-3707
34 |Chittagong| Do Running S.D.P.R.O Do Do
TA-8498 Satkhira
35 Dhaka Do Do S.D.P.R.O Do Do
CHA-2593 Jessore
36 |Chittagong| Do |Not Running| S.D.P.R.O Do Do
TA-8482 jinaidha
37 | Jessore Do Running S.D.P.R.O Do Do
KA-642 Magura
38 |Chittagong| Do Do S.D.P.R.O Do Do
JA-753 Kushtia
39 |Chittagong| Do Do S.D.P.R.O Do Do
BA-8501 Meherpur
40 |Chittagong| Do |Not Running| S.D.P.R.O Do Do
TA-8499 Chuadanga
41 Khulna Do Running 1.0 Khulna Do Do
BA-408

BGP-82/83-4904K-110-13-4-83
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¢ v GOVERNMENT OF THE EAST PAKISTAN
INFORMATION DEPARTMENT

MANUAL FOR THE FIELD PUBLICITY
ORGANISATION

Officer of Special Duty, S & G.A parliament,
In-charge, East Pakistan Government Press1968

PREFACE

Public Relations Organisation is described as eyes, ears and
mouthpiece of the Government. We are to convey the policy, programme
and activities of the Government to the people and the problems of the
people to the Government. We are to create public opinion, arouse public
awareness and generate an urge and enthusiasm among the people to
participate in the developmental efforts of the Government for further
amelioration of the condition of the common man. Sustained effort is to be
made to achieve our objective in the best interest of the country. I do hope,
our Organisation will play its role with missionary zeal, firm
determination, undaunted courage and religious conviction and spare no
pains to earn credit for the Organisation. To regain our spirit and recapture
our soul we shall have to work hard and hard with unstinted dedication
and unfailing devotion.

| wish god—speed to all my colleagues.

A. H. S. SADEQUR RAHMAN
Director of Public Relations.
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PART |

General purpose of the Field Publicity Organisation

The vast majority of our people live in villages. They have hundreds of
problems accumulated through centuries of foreign rule. They have
similarly many grievances, old and new. In an independent state the
problems and grievances of the people deserve sympathetic treatment and
humane approach.

Of course there has been appreciable development since independence.
But we have not yet been able to get ride of ignorance, want and inertia.
These ills are inherently rampant in rural areas. The Government have no
doubt been doing all that is possible to tackle the problems and redress the
grievances of people according to priority. But it is all too gigantic a task
to be tackled by Government alone. Without the pace of progress and
development of the country. The spontaneous cooperation and support
from the masses con not be expected, unless they are adequately informed
and educated.

The object of the Field Publicity Organisation is, therefore, to disseminate
information to the masses of what Government is doing to ameliorate the
hardship of the people in an effort to create in the masses the desire and
the ability to make united effort to get rid of poverty and insecurity, dirt
and disease, stagnation and inertia. We must inculcate in a villager an urge
for a better life and arouse in him the consciousness and eagerness to
make the best use of the development schemes and nation-building
projects. They must be made conscious of their rights and obligations
towards the state. The people should be birth closer to Government so that
the march of the country towards progress and prosperity is maintained.

We should educate the masses in looking at their problems from a correct
perspective and in all their aspects so that they may not be beguiled easily.
They should be enthused to practice the spirit of self-help and try to tackle
their problems in cooperation with the Government authorities.They
should be guided to act as responsible citizens, with a constructive and
positive role, away from playing an indifferent or negative role in the
building up of the nation.
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So our duties fall in three main parts—(i) Information, (ii) Education
and (iii) Motivation.

The aims and objects of the Field Publicity Organization may be briefly
summarized as follows:

() Forging national unity and elimination of parochial consideration

(i) Educating the masses to become responsible citizens and to
understand their problems in true perspectives.

(iii)  Rehabilitating self-confidence of the people.

(iv) Creating confidence of the people in the effectiveness of the
administration.

(v) Imparting and spreading knowledge of ameliorative measures
adopted by Government.

(vi) Preventing frustration or despondency created by interested
cities by highlighting the real and purposeful achievements.

(vii)  Generating in the people the spirit of self-help, high morale,
drive and imitative for eliminating their dependence on the
Government for things which they themselves can do.

(viii) Bringing the people closer to Government and taking the
Government closer to the people. In this the Field Publicity
Officers should act as a media to carry the people’s requirement
to the ears of the Government.

In realizing the aims and objects enumerated above, the Field Publicity
Organization has, among other, things at its disposal, the audiovisual aid
universally acknowledged as the most effective media for the purpose.
Each Sub divisional unit, equipped as it is with the modern type of
transports (vans and small launches) and portable cinema machinery and
power generating plants, will have less difficulty now in reaching the nook
and corner other remote areas of the province. The Cinema Units so long
based at District Headquarters and known as “District Mobile Units”
will no longer be called as such. They stand converted into sub divisional
units and will henceforward be known as “Sadar Sub divisional Mobile
Units” and will work under the control of the Sadar Sub divisional Public
Relations Officers.

The emphasis will now be to contact the masses living in the villages
away from thana and union headquarters and to cover them intensively.
The unit, through cinema shows, will disseminate information, educate the
public and mould their attitude towards life and things around them. It will
also provide recreation and entertainment to the people who have
otherwise little source of entertainment.

The cinema shows will no doubt attract large gatherings and will create
forums for addressing people. Local officers of nation-building
department may like to take advantage of the gatherings to educate and
advise the people on subjects concerning their respective Departments.
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SET UP OF THE FIELD PUBLICITY ORGANISATION

DIRECTOR OF PUBLIC RELATIONS
CHIEF OF FIELD PUBLICITY DIVISION

Maintenance  Field publicity Information Officer I,

Engineer division
(1) Sound 2(1) U.D.
Mechanics Asstts.
(2) Motor 1(2) L.D.
Mechanic Asstts.

(3) Dynamo 1 (3) Typist
Mechanic

(4) Store 1 (4)Peons
Accountant

(5) Store Keeper 1

(6) Store Clerk 1

(7) Mistry 1
(8) Peons 1

[y

N

Information Officer Il

,

D.P.R.Os. 22

}

(1)S.D.P.R.Os 68
(2) Clerks 54
(3) Cine Operators 54

(4) Asstt. Operators 17

(5) S.D.AE. 37
Operators

(6) Launch 16
Drivers

(7) Motor Drivers 37

(8) Peons 144

372

—

|

Special
Provincial
Launch Unit

(1) Cine
Operator

(2) Master
Serang

(3) Launch
Driver

(4) Greaser

(5) Khalasi
(6) Peons

N

(1) D.P.R.O.
(HQ)

(2) S.DP.R.O
(HQ)

(3) Cine
Operator

(4) Asstt.
Operator

(5) PAE
Operators

(6) Announcers

(7) Clerk
(8) Peons
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Distribution of the sub-divisional Mobile Cinema Unit as follows :

Serial|Head-quarters| Van or  [Type of Van| Details of equipment and Jurisdiction Remarks|
No. Launch Unit| or Launch machinery
1 2 3 4 5 6 7
1. | DaccaHead-| Provincial | Motor () 16 m.m. Victor 1 | Coastal areas of
quarters Lunch Unit | Launch Projector Chittagong,
(b) Kohler Generator Noakhali, Barisal
(c) Tape Recorder and Khulna Beel
(d) Record Player and haor areas of
Mymensingh,
Sylhet, Faridpur,
Dacca, Pabna &
Rajshahi.
2. | Dacca Van Unit  [Willys’Jeep | (a) 16 m.m. B. and 1 | Dacca Sadar,
H. Projector Narayanganj
(b) Built-in 1 | Subdivision
Generator excepting Dacca
(c) Kohler Protable | 1 | city and its suburbs,
Generator
(d) B. and H. Tape 1
Recorder
(e) 35 m.m. Projector| 1
(f) Record Player 1
(9) Slid Projector 1
3. | Narayanganj | Launch Unit| Super Shark| (a) 16m.m. Victor 1 | Narayanganj
speed boat Projector South and North
(b) Kohler Generator| 1 | Subdivision
(c) Tape Recorder 1
(d) Record Player 1
4. | Manikganj Do. Do. (a) 16m.m. Victor 1 | Entire Manikganj
Projector Subdivision.
(b) Kohler Generator| 1
(c) Tape Recorder 1
(d) Record Player
5. | Munshiganj Do. Do. (a) 16m.m. Victor 1 | Entire Munshiganj
Projector Subdivision.

(b) Kohler Generator

(c) Tape Recorder

(d) Record Player

373




2

3

4

5

6

Mymensingh

Van Unit

Willys® Jeep

(a) 35 m.m. Projector

(b) Built-in Generator

(c) Heavy Generator

(d) Portable
Generator

NI

(e) 16 m.m. B. and
H. Projector

(f) B. and H. Tape
Recorder

(9) Record Player

(h) Slid Projector

Mymensingh
Sadar North and
South Subdivision.

Jamalpur

Do.

Dodge Van

(a) 16m.m. Victor
Projector

[y

(b) Kohler Generator

(c) Tape Recorder

(d) Record Player

Entire Jamalpur
Subdivision

Netrakona

Van Unit

Dodge Van

(a) 16m.m. Victor
Projector

N

(b) Kohler Generator

(c) Tape Recorder

(d) Record Player

Netrakona
Subdivision

Tangail

Do.

Do.

(a) 16m.m. Victor
Projector

AR

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Tangail
Subdivision

10.

Kishoreganj

Do.

Do.

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Kishoreganj
Subdivision

11.

Faridpur

Do.

Do.

(a) 35 m.m. Projector

(b) Heavy
Generator

NN

(c) Portable
Generator

(d) 16m.m. Cinema
Projector

(e) Record Player

(f) Tape Recorder

Faridpur
Subdivision
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1 2 3 4 5 6
12. | Rajbari Van Unit | Dodge (a) 16m.m. Victor | 1 | Rajbari
Van Projector subdivision
(b) Kohler 1
Generator
(c) Tape Recorder | 1
(d) Record Player | 1
13. |Madaripur | Launch Super Shark| (a) 16m.m. Victor | 1 | Entire Madaripur
Unit speed hoat Projector subdivision
14. | Gopalgan Do. Do. (b) Kohler 1 | Gopalganj
Generator Subdivision
(c) Tape Recorder | 1
(d) Record Player | 1
15. |Chittagong | Van Unit |Land Rover| (a) 35 m.m. Projector| 1 | Chittagong
(b) Heavy 1 | sadar
Generator subdivision
(c) Portable 1
Generator
(d) 16m.m. Cinevox| 1
Projector
(e) Record Player | 1
(f) Tape Recorder | 1
(9) Built-in 1
Generator
16. |Cox’s Bazar Do Dodge Van| (a) 16m.m. Victor | 1 | Cox’s Bazar
Projector Subdivision
(b) Kohler 1
Generator
(c) Tape Recorder | 1
(d) Record Player | 1
17. |Rangamati | Launch |(i) 20 Super| (a) 16m.m. Cine- | 1 | Rangamati
Unit Shark Vox Projector sadar
Z%Zid (b) Heavy 1 subdivision
(ii) N.D.O Generator
Jeep (c) Tape Recorder | 1
(d) Record Player | 1
(e) Portable 1

Generator
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3

4

5

6

18.

Bandarban

Launch
Unit

Super Shark
speed boat

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Bandarban
Subdivision

19.

Ramgarh

Van Unit

Dodge Van

20.

Noahkali

Do.

Do.

(a) 35 m.m. Projector

(b) Heavy
Generator

(c) Tape Recorder

(d) Record Player

(e) 16m.m. Cine-
Vox Projector

(f) Portable
Generator

Entire
Noakhali sadar
Subdivision

21.

Feni

Do

Do

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Feni
Subdivision

22.

Comilla

Do.

Chevrolet
pickup

(a) 35 m.m.
Projector

(b) Havey
Generator

(c) Portable
Generator

(d) 16m.m. Victor
Projector

(e) Record Player

(f) Tape Recorder

Comilla Sadar-
North and
South
Subdivision

23.

Chandpur

Launch
Unit

Super
Shark
speed boat

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Chandpur
Subdivision
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5

6

24.

Brahman
baria

Van Unit

Dodge
Van

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Brahmanbaria
Subdivision

25.

Sylhet

Van
unit

Willys’
Jeep

(a) 35 m.m.
Projector

(b) Heavy
Generator

(c) Portable
Generator

(d) 16 mm.B & H
Projector

(e) Tape Recorder

(f) Record Player

Sylhet Sadar
Subdivision

26.

Maulavi
Bazar

Do

Dodge
Van

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Maulvi Bazar
Subdivision

217.

Habiganj

Do

Do

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

28.

Sunamganj

Launch
unit

Super shark
speed boat

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Sunamganj
Subdivision
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29.

Rajshahi

Van unit

Land Rover

(@) 35 m.m.
Projector

(b) Heavy
Generator

(c) Portable
Generator

(d) 16 mm.B &
H Projector

(e) Tape Recorder

(f) Record Player

(9) Built-in
Generator

Rajshahi
Sadar
Subdivision

30.

Nawabganj

Do

Dodge
Van

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Nawabganj
Subdivision

3L

Naogaon

Do

Do

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Naogaon
Subdivision

32.

Natore

Do

Do

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(d) Record Player

Natore
Subdivision

33.

Rangpur

Do

Old Van

(@) 35 m.m.
Projector

(b) Heavy
Generator

(c) Portable
Generator

(d) 16 m.m. Cine-
Vox Projector

(e) Tape Recorder

(f) Record Player

Rangpur
Subdivision
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34.

Gaibandha

Do

Dodge
Van

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Gaibandha
Subdivision

35.

Kurigram

Do

Do

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Kurigram
Subdivision

36.

Nilphamari

Do

Do

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Nilphamari
Subdivision

37.

Thakurgaon

Van
unit

Dodge
Van

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Thakurgaon
Subdivision

38.

Dinajpur

Do

Do

(a) 35 m.m.
Projector

(b) Heavy
Generator

(c) Portable
Generator

(d) 16 m.m. Cine-
Vox Projector

(e) Tape Recorder

(f) Record Player

Dinajpur
Subdivision
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39.

Bogra

Do

Willys’
Jeep

(a) 35 m.m.
Projector

(b) Heavy
Generator

(c) Portable
Generator

(d) Built-in
Generator

(&) 16 mm.B &
H Projector

(f) Tape Recorder
B&H

(9) Slide Projector

(h) Record Player

Bogra
Subdivision

40.

Pabna

Do

Land
Rover

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Entire Sirajganj
Subdivision

41.

Sirajganj

Launch
Unit

Super
Shark
speed boat

(a) 35 m.m.
Projector

(b) 16 m.m. Cine-
Vox Projector

(c) Heavy
Generator

(d) Portable
Generator

(e) Built-in
Generator

(f) Tape Recorder

(9) Record Player

Pabna Sadar
Subdivision
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42,

Kustia

Van
unit

Chevrolet
Pickup

(@) 35 m.m.
Projector

(b) 16 m.m. Cine-
Vox Projector

(c) Heavy
Generator

(d) Portable
Generator

(e) Tape Recorder

(f) Record Player

Kustia
Subdivision

43.

Meherpur

Do

Dodge
Van

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Meherpur
Subdivision

44,

Chuadanga

Do

Do

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Chuadanga
Subdivision

45.

Jhenaidah

Do

Do

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Jhenidah
Subdivision

46.

Magura

Do

Do

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Magura
Subdivision
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47.

Satkhira

Do

Do

(a) 16m.m. Victor
Projector

(b) Kohler
Generator

(c) Tape Recorder

(d) Record Player

Satkhira
Subdivision

48.

Khulna

Do

Do

(@) 35 m.m.
Projector

(b) Heavy
Generator

(c) Portable
Generator

(d) 16 m.m. Cine-
Vox Projector

(e) Tape Recorder

(f) Record Player

Khulna
Subdivision

49,

Jessore

Van
Unit

Land
Rover

(@) 35 m.m.
Projector

(b) Portable
Generator

(c) 16 m.m. Cine-
Vox Projector

(d) Tape
Recorder

(e) Record Player

Jessore sadar
Subdivision

50.

Barisal

Launch
Unit

Super
Shark
Speed boat

(@) 35 m.m.
Projector

(b) Heavy
Generator

(c) Portable
Generator

(d) 16 m.m. Cine-
Vox Projector

(e) Tape Recorder

(f) Record Player

Barisal Sadar
Subdivision
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51. | Perojpur Do Do (a) 16m.m. Victor | 1 | Perojpur
Projector Subdivision
(b) Kohler 1
Generator

(c) Tape Recorder | 1
(d) Record Player | 1

52. | Bagerhat Do Do (a) 16m.m. Victor | 1 | Bagerhat
Projector Subdivision
(b) Kohler 1
Generator

(c) Tape Recorder | 1
(d) Record Player | 1

53. | Patuakhali | Do Do (a) 16m.m. Victor | 1 | Patuakhali
Projector Subdivision
(b) Kohler 1
Generator

(c) Tape Recorder | 1
(d) Record Player | 1

54. | Bhola Do Do (a) 16m.m. Victor | 1 | Bhola
Projector Subdivision
(b) Kohler 1
Generator

(c) Tape Recorder | 1
(d) Record Player | 1

55. | Narail Do Do (a) 16m.m. Victor | 1 | Narail
Projector Subdivision
(b) Kohler 1
Generator

(c) Tape Recorder | 1
(d) Record Player

56. | H.Q. Dacca| Van Land (@) 35 m.m. 1 | Dacca City
Unit Rover Projector and its
(b) 16 m.m. 1 | suburbs
Projector
(c) Built-in 1
Generator

(d) Tape Recorder | 1
(e) Record player | 1

Besides the equipment and machinery as shown above every unit has
been provided with PAE sets for giving coverage to meetings, functions
and street publicity etc.
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PART I
Administration, Control and Supervision

1. The overall control of the Sub divisional and District Public Relations
Organisations is vested in the Director of Public Relations.

2. The chief of the Field Publicity Division, with the assistance of the
Information Officers attached to the Division, will draw the plan and
programme for effective working of the Field Publicity Organisation. He
will regularly visit the Units to supervise their activities. The Information
Officers shall inspect the Units regularly every month. The Chief of the
Field Publicity Division will conduct the day to day administration of the
Field Publicity Division subject to the approval of the Director of Public
Relations as and when necessary.

3. The Deputy Commissioners and the Sub divisional Officers being the
local administrators will exercise general supervision and control over
the officers and staff of the District Organisations and Sub divisional
Units respectively in the manner and to the extent they exercise general
control and supervision over local officers of other Departments under
the Provincial Government.

4, The administration of the Sub-divisional Units will mainly be the
responsibility of the District Public Relations Officers. The district
Public Relations Officers will exercise full control and supervision over
the Sub divisional Public Relations Officers and all other staff of the Sub
divisional Units. They will inspect the offices and units of Sub divisions
every six months as per proformainspection Report given in Annexure
“G”. Besides, they will go to the Subdivisions at least once in a month
for supervision of their activities.

5. The District Public Relations Officers will be district heads of offices in
respect of the Field Publicity Organisation and Sub-divisional Public
Relations Officers as Sub divisional heads of offices.

6. In a particular district where there are 2 District Public Relations
Officers, District Public Relations Officers (I) will remain in the overall
charge of the district Organisation while District Public Relations officer
(1) will act as Additional District Public Relations Officer under the
guidance of District Public Relation Officer (1).

7. Neither the Sadar Sub-divisional Units nor the District Public Relations
Officers (1) will get any clerk under present set-up. The existing clerk of
the district office will work for all alike under the administrative control
of the semnior District Public Relations Officers.
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Selection Board

385

8. In bigger outlying Sub-divisions where there are 2 Sub-divisional Public
Relations Officer stationed at the same headquarters the only unit
provided to the Sub division will remain under the charge of the senior
Sub divisional Public Relations Officer while the junior Sub divisional
Public Relations Officer will attend and address the cinema show held in
his jurisdiction.

9. The additional Sub-divisional Public Relations Officer of a Sub-division
who is based at a place other than the Sub-divisional Headquarters will
not get any clerical assistance and will have to manage the work himself
as usual and accompany the Cinema Unit when it visit places in his
jurisdiction.

10. Appointing authorities in respect of the different categories of staff of the
Field Publicity Organisation and the method of recruitments are shown
below cadre-wise:

Post Appointing Method of Remarks
Authority recruitment
(a) DPROs DPR 50% by promotion
from SDPROs. 50%
by direct recruitment.

(b) SDPROs DPR Through Divisional

selection Board.

(c) Cine Operators, DPR Directorate Selection

Asstt. Cine Board.
Operators and
SDPAE Operators.
(d) Clerks of District DPRO Through District
and Subdivisional Selection Board
Offices
(e) Peons and orderlies DPRO By interview Respective SDPROs
of District and should be associated
Subdivisional in the matter of
Organisation selection
(f) Serang, Launch DPR Through Directorate
Dirvers, Greaser Selection Board
and khalasi of the
Provincial launch
Unit
(9) Motot Van Drivers DPROs Through District



Annual confidential character Reports.

11.

12.

13.

The annual confidential character reports on District Public Relations
Officers will be written by the Chief of Field Publicity Division and then
sent to Director of Public Relations for countersignature. These Annual
Confidential Reports will be maintained in the F.P. Section.

The Annual confidential character reports on SDPROs will be written by
the District Public Relations Officers and submitted to Director of Public
Relations for countersignature and maintaince by the F.P. Section.

Character reports of those class Il and IV staff, whose appointing
authority is the District Public relations Officer will be maintained by the
District Public Relations Officer. But while writing reports the respective
Sub-divisional Public Relations Officers shall be consulted and Deputy
Commissioner’s countersignatures obtained.

As regards the character rolls of the Cine Operators, Assistant Cine
Operators and SDPAE Operators and Launch Drivers, these will be
written by the District Public Relations Officers in consultation with the
respective Sub-divisional Public Relations Officers and then sent to the
Chief of Field Publicity Division for countersignature and maintenance
by the FP Section.

Transfer

Inter district and inter Divisional transfer cases irrespective of all
categories of Field Officers and Field staff will be dealt with in the
Directorate by the Chief of Field Publicity Division. Transfers of District
Public Relations Officers and sub-divisional Public Relations Officers will
be done with the prior approval of Director, Public Relations. Inter-
subdivisional transfers of class 111 employees excluding the Subdivivsional
Public Relations Officers may be done by the respective District Public
Relations Officers in consultation with the Subdivisional Public Relations
Officers under intimation to Headquarters. The transfers of such
employees should, however, be few and infrequent.

Disciplinary Action

Disciplinary action against District Public Relations Officers and other
employees whose appointing authority is the Director of Public Relations
will be taken by him in accordance with the rules in force.

Appeal against punishment inflicted on these officers will be submitted to
the Secretary of the Department.
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14.

15.

8L —

As regards other class Il and IV employees, disciplinary action may be
taken by the District Public Relations Officers. Appeal against punishment
may be submitted to the Director of Public Relations.

In every case disciplinary action shall be taken strictly in accordance
with the East Pakistan Government Servants (Efficiency and
Discipline) Rules, 1960.

Casual Leave

Casual leave petitions of the staff of the outlying subdivisional Mobile
Units will be disposed of by Subdivisional Public Relations Officers under
intimation to District Public Relations Officers.

Casual leave of outlying Sub-divisional Public Relations Officers will be
granted by Sub-divisional Officers. But an intimation about the leave shall
be sent to the District Public Relations Officer by the Sub-divisional
Public Relations Officer concerned. Casual leave of District Public
Relations Officers will be granted by the Deputy Commissioners. But an
intimation about the same shall be sent to the Chief of Field Publicity
Division, by the District Public Relations Officers concerned.

Casual leave of Sadar Sub-divisional Public Relations Officers will be
sanctioned by District Public Relations Officers. Casual leave of all class
Il and IV staff stationed at district headquarters will be sanctioned by
District Public Relations Officer.

Earned leave and other regular leave

Leave on average pay of District Public Relations Officers will be
sanctioned by the Director of Public Relations. The District Public
Relations Officers shall submit their leave petitions through the Deputy
Commissioners.

Leave applications of the Sub-divisional Public Relations Officers and
other staff of outlying Sub-divisions shall be submitted to the District
Public Relations Officer for sanction of leave to which they may be
entitled. Leave of Sadar Sub-divisional Public Relations Officers and
other staff will also be sanctioned by the District Public Relations
Officers. The unit staff shall apply for leave through the Sub-divisional
Public Relations Officer concerned. Leave granted to an outlying Sub-
divisional Public Relations Officer should be intimated to the Sub-
divisional officer and the Chief of Field Publicity Division for their
information.
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16.

Level for rest and recreation

Recreation leave and allowance of all the Field staff will be sanctioned
by the Director of Public Relation. The District Public Relations Officers
shall submit their petitions for recreation leave through the Deputy
Commissioners. Funds will be allotted from Headquarters as and when
leave is sanctioned.

All other field staff shall submit their petitions through the District public
Relations Officers, who will work out estimates for recreation allowance
in advance and submit the same to the Director of Public Relations by
the 15" October at the latest so as to enable him to arrange provision of
fund in the next financial year. While preparing the estimate due regard
shall be paid to the rules governing the issue of recreation leave and
allowance.

The requirement of fund for recreation allowance shall not ordinarily
exceed the limit of 1/48thy of the annual total pay of all the staff, who
are entitled to recreation leave.

A category-wise final list of employees will be prepared by the District
public Relations Officer in June and forwarded to the Director of Public
Relations by 31% July at the latest.

Recreation leave once sanctioned may be taken anytime during the
financial year concerned with the approval of the appropriate authority.
The leave will not be allowed to be deferred to another financial year.

When a Sub-divisional Public Relations Officer of an outlying Sub-
divisional goes on leave either for rest and recreation or otherwise the
clerk of the unit may carry on day to day office work but he shall not
undertake any tour unless specifically ordered by the District Public
Relations Officer for a particular purpose.

Holidays

Members of the staff shall be permitted to enjoy the Government holidays.
If, however, they are to work during the holidays they may be granted
compensatory leave for equal number of days. Compensatory leave shall be
sanctioned by the District Public Relations Officer on the recommendation
of the Sub-divisional Public Relations Officer concerned.

Finance, Budget and Accounts

Funds will be allotted every year by the Information Department under head
(a) “25—G.A—<Civil Secretariat—Information Department Mofussil
Establishment—Pay of the staff—Allowances, honoraria etc. and (b) “Other
Contingencies—Office expenses and Miscellaneous” and placed at the
disposal of the District Public Relations Officers and Sub-divisional
Officers, for the Sadar and the outlying Sub-divisional Organisations
respectively.
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The District Public Relations Officers and Sub-divisional Officers shall
prepare bills, draw them from the local treasuries and disburse the amount
to the persons concerned.

Accounts of expenditure will be maintained in the offices of the District
Public Relations Officers in respect of Sadar Sub-divisional Units while
those for the outlying Units will be maintained in the offices of the Sub-
divisional Officers. Sub-divisional Public Relations Officers shall also
maintain accounts of expenditure independently for keeping an idea on the
progress of expenditure.

Budget proposals will be prepared in details accurately, carefully and in a
realistic manner and submitted to the Information Department along with
the proposals for revised estimate for additional grants, if any, with first 3
months’actuals to reach the Department by 15" October at the latest.

Anticipated savings, if any, shall be reported to the Department positively
by 10™ June, at the latest. This has a bearing on fixing net grants, which
play an important part in the matter of provision of funds in yearly budgets.

Expenditure

Budget provision will generally be made for specific items of expenditure
as listed below :—

(@) Cooly charge for loading and unloading of cinema equipment, Public
Address Equipment and other machinery;

(b) Cost of fuel such as petrol, mobil, grease, kerosine oil, diesel oil etc. for
vans/launches and generators;

(c) Postage, stationery;

(d) Purchase of books and periodicals;

(e) Clearing of vans/launches;

(f)  Purchase of newspapers;

(g) Servicing of vans/launches;

(n) Replacement of petty spare parts for cinema machinery, P.A. sets vans
and launches;

(i) Remuneration of Pankhapuller, where necessary;

(j) Office, store and garage rents;

(k) Cost of pasting of posters, pamphlets, leaflets etc;

()  Repairs of office-furniture and equipment;

(m) Incidental charges connected with street announcements;

(n) Incidental charges for carriage of PAE set and batteries from place to
place;

(o) Incidental cost of care and maintenance of delicate cinema machinery
and PA equipment;

(p) Cost of charging batteries and refill of electrolyte and distilled water;

(g) Installation charge of telephones and call charges thereof;

(r) Purchase of gramophone records and tapes;

(s) Electric charges.
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An items of expenditure not falling in any of the above category and for
which no provision has been made shall be treated as new expenditure and
hence it shall not be accommodated in the contingent grants without prior
clearance from the Department.

The expenditure shall be incurred with strict adherence to financial
principles and rules. Progress of expenditure should be so watched as to
keep the total expenditure strictly within the budgetary allotments. Strict
vigilance shall be exercised by the controlling authorities to ensure that no
financial indiscipline takes place.

Scale of expenditure

It is difficult to fix a standard scale of expenditure for every item. The
guestion of cooly-charge for loading and unloading of cinema machinery
is, how ever, a general one and is very often raised for fixing a standard
scale. It is decided that cooly charge on this item shall not exceed the
limits shown below :—

(1) Rs.2 per show with 16 mm projectors;
(2) Rs.3 per show with 35 mm projectors;
(3) Rs.3.50 per show with 35 mm and 16 mm proj3ctors combined.

Cleaning, oiling and greasing including purchase of petty parts for
vans/launches may be done at a cost not exceeding Rs.15 per van or
launch at a time, as the case may be.

The maximum amount of money that may be advanced from the grants at
the disposal of the District Public Relations Officers and Sub-divisional
Officers to the Cine operators at a time for contingent expenditure of the
unit shall not exceed Rs. 100. The Cine Operator must submit his bills
supported by vouchers to the Sub-divisional Public Relations Officers who
shall properly scrutinize that bills and forward them to Sub-divisional
Officer/district Public Relations Officer as the case may be, for necessary
adjustment. Subsequent advance shall not be given until the outstanding
advance is adjusted.

The maximum amount that may be advanced to the SDPAE Operator of
an outlying subdivision and Assistant Operator4 of Sadar Sub-division out
of the grants at the disposal of Sub-divisional Officer/District Public
Relations Officer at a time shall not exceed Rs. 30.00 for meeting
incidental charges on PAE Operation. Subsequent advance may be given
after adjustment of the outstanding advance.
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12.

13.

14.

The maximum amount that may be advanced to the Sub-divisional Public
Relations Officer at a time out of the grants at the disposal of Sub-
divisional Officer/District Public Relations Officer for meeting contingent
office expenses and expenditure of emergent nature shall not exceed Rs.
50.00 subsequent advance may be given on adjustment of outstanding
advance.

No advance money will be given to the Cine Operator or PAE Operator
without specific recommendation of the Sub-divisional Public Relations
Officer.

The contingent bills of the Units and tour details of the unit staff will be
scrutinized by the Sub-divisional Public Relations Officer before
submission for payment and drawl of traveling allowance bills.

Control of Expenditure

The Deputy Commissioner will be the controlling authority in respect of
fund and expenditure of the District Organisation and Sadar Sub-
divisional units in the district while the sub-divisional Officers will
administer the fund and expenditure of the outlying units.

The District Public Relations Officer will look into accounts of
expenditure incurred by Sub-divisional Public Relations Officer of the
outlying subdivisions quarterly and report position to the Deputy
Commissioner as well as to the Headquarters.

On the 3 of every month the Sub-divisional Officers will send to the
District Public Relations Officer concerned statements of accounts in
Form “B” of the sums drawn by them from the treasury under each
detailed head of account, noting the number and dates of the treasury
vouchers against each entry and treasury. The District Public Relations
Officer shall ensure that the “B” statement of expenditure including the
accounts of the outlying subdivisions are submitted to the Department by
the 15" of each month with the “District Treasury Voucher Numbers” and
date so that verification work with Accountant-General, East Pakistan,
could be done in time. The Sub-divisional Public Relations Officer shall
percale upon the office of the Sub-divisional Officer so that the “B”
statement is sent regularly to the District Public Relations Officer.

Monthly statement of expenditure shall be submitted by the 15" of next
month to Chief of the Field Publicity Division by the District Public
Relations  Officers/Subdivisional Public Relations Officers after
consolidating the statement Relations Officers shall submit their monthly
statement of expenditure by the 7" to the District Public Relations Officers
concerned.
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5.

(a)

It shall be ensured —

that no new expenditure for which specific provision has not been
made is incurred

(b) that expenditure is incurred with due regard to high standards of

(©)

financial propriety

that funds allotted are spent for the purpose for which they are
allocated

(d) that the amount of allowances, such as traveling allowance etc.

granted to meet the expenditure of a particular type, is so regulated
that the allowances are not construed to be a source of profit to the
recipient.

Accommodation

For better administration, effective coordination and economy it is decided
that the offices of the District Public Relations Officers and Sub-divisional
Public Relations Officers stationed at the same headquarters should be
housed under one roof.

The equipment and machinery shall be stored in a strong and secure room
of the office building. There shall be a garage for the motor van either in
front or at the backyard of the office premises. If no such arrangement for
garage exists, a garage or an open space very close to the office shall be
hired and a tinshed put up thereon for garaging the van.

Similarly a suitable and safe place in the river side should be chosen to
keep the launch in anchorage.

Maintenance of Stock Book

All stores including vans/launches, cinema machinery, PAE sets
generators, radios, tape-recorders, record players and other stores shall be
accounted for in the standard prescribed stock book by the Cine Operator
of the Unit. Every item of entry made in the stock book will be
countersigned by the Sub-divisional Public Relations Officer. Physical
verification of stores shall be made once in every three months by the Sub-
divisional Public Relations Officer, and at the time of take-over/make-over
by the Cine Operators.

The District Public Relations Officer shall also verify the stores during
inspection tours with reference to stock book, and record the note of
verification.

Proper maintenance of accounts for the stores shall be ensured so as to
obviate possibilities of any embezzlement and also to enable audit to
verify the correctness of the stores drawn and consumed.
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Store-keeping rules shall be followed strictly and the incidence of theft or
loss of articles, if any, shall be reported to the Policy forthwith and
responsibility of the loss of Government property fixed up with
promptitude.

A physical verification will have to be done each year in December by the
District Public Relations Officer in respect of all stores in the Sadar and
outlying sub-divisional units and report to the Chief of the Field Publicity
Division any material discrepancy noticed by him.

PART 111

Use and maintenance of Vans/Launches and various equipment and
machinery

Van and Launch—The publicity vans and speed boats are meant only for
the purpose of transporting the equipment of the mobile cinema units and
shall be utilised for no other purpose except with the written permission of
the Director of Public relations. The van/launch shall not ordinarily be
called back to Head-quarters when on tour of mofussil areas by
suspending the cinema programme. The work of cinema programme shall
in no case be subordinated to any other programme. Any instance of use of
the transports for purposes other than carrying unit equipment will be
treated as a major departure from the departmental instructions and will be
dealt with severely. The upkeep and maintenance of these transports will
be the direct responsibility of the respective drivers, who will oil, grease
and lubricate them regularly. During the unit’s stay at headquarters and
also during the tour the van should be properly garaged and guarded. The
Drivers will have the van/launch cleaned as a matter of daily routine.

The Super Shark Launch, it may be pointed out, is meant for short-
distance transportation of equipment. Its speed should not be exceeded
beyond 15 miles per hour, and it should be given rest for 4 hours after
each hour’s jou7rney. these instructions should be strictly adhered to.
Otherwise great damage may be caused to the engine.

The Driver shall maintain a log book in the prescribed from and get the
daily entries made in the log book countersigned by the officer of the
Public Relations Department using the transport. Sub-divisional Public
Relations Officer shall check up the log book frequently.

The Cine Operator shall similarly maintain a petrol register in which the
quantity of petrol purchased, the date of Purchase and petrol consumed by
the van/launch and generating plant each day should be noted separately.
sub-divisional Public Relations Officer shall verify the petrol register with
reference to log book as frequently as possible. He will issue petrol slip,
where petrol is generally purchased on credit.
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Projectors—These are mostly delicate machinery. They should be used
very carefully. Improper handling will cut short their life. the projector
shall be cleaned and oiled regularly and properly. It shall be protected
from dust, dirt, rain and damp.

The proper upkeep and maintenance of the projector will be the primary
responsibility of the Cine Operator, who will like after the projector with
meticulous care. Sub-divisional Public Relations Officer will also ensure
that proper care is taken of the machinery and see that the operator does
not neglect his duties in this respect.

Generators—The electric plant, when in operation, demands an ample
supply of fresh air for combustion and cooling. The plant mounted in van
or launch must be properly grounded before it is put into operation. In case
of operation of the unit in a closed building exhaust system shall be
extended outside the building or it shall be ensured that the adequate
ventilation is provided.

If the plant is not going to be used for a considerable length of time, fuel
tank, fuel lines and carburetor shall be drained, spark plug removed and
one teaspoon of engine oil poured in the cylinder by turning the engine
over several times to coat the cylinder wall, with oil and after all these, the
spark plug shall be restored. There shall be atight water-proof covering
around the plant.

Like projectors, the responsibility of proper handling and maintenance of
the generating plant devolves on the Cine Operator, who will look after it
carefully. There shall be adequate arrangement for protection of the plant
from dust, dirt rain and damp.

Tape Recorder—Tape recorders, where supplied, shall be used with great
care. this is meant mainly for recording the President’s Monthly broadcast
and the Governor’s Middle-of-month talks for dissemination of the same
among the people in group gatherings and meetings and if time permits,
during cinema shows.

Speeches, valuable from informative and educative point of view of VIPs,
high officials and other personalities may also be tape-recorded but
approval of the district Public Relations Officer shall be obtained before
such speeches are either wholly or partly reproduced in public gatherings.
Patriotic and popular songs may be recorded and played upon the tape
recorder. In doing so, it should not be forgotten that the machine is meant
for educative and informative publicity.

The upkeep and maintenance of the tape recorder will be the responsibility
of the Cine Operator.
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Record player—The record player is meant for playing records of
patriotic, Popular and entertaining songs over amplifier system to attract
large gatherings at the show; lace. The records may be played for half-an-
hour before the show starts. In between change-over of films during show
the audit-acne may be treated to a programme of lectures and songs.

The care and maintenance of this machine will be the responsibility of the
Cine Operator.

PAE set—The Public Address equipment shall be used for announcement
of matters of national, provincial and regional importance and for
announcement of promulgation of orders relating to the maintenance of
“Law and Order” and not for minor matters.

Street publicity over the Government Public Address system shall be
confined to subjects and functions as detailed below —

(1) Pakistan Day;

(2) Independence Day;

(3) Quaid-e-Azam’s Birth and Death Anniversary;

(4) Eid-E-Miladunnabi;

(5) Sighting of Eid-ul-Fitre Moon;

(6) Revolution Day;

(7) President’s and Governor’s meetings and functions;

(8) Observance of any day, week or fortnight or any campaign and
drive or events on national and provincial basis sponsored by
Government;

(9) Promulgation of Section 144 Cr P.C. Curfew order and other
matters of importance in a law and order situation under Police
Escort;

(10) Recruitment in Pakistan Armed Forces.

Any request for street publicity of any event and function beyond those
shown above shall not be normally entertained.

Whether a particular demand or requisition for announcement or publicity
falls within or outside the scope of these instructions will be decided by
the Deputy Commissioner or Sub-divisional Officer in consultation with
the District Public Relations Officer or Sub-divisional Public Relations
Officers concerned.
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The PAE sets shall be used in state functions and in meetings addressed by
very high officials on requisitions from Deputy Commissioner or
Subdivisional Officer. The PAE sets may also be used in seminars
organized by District Public Relations Officer and Subdivisional Public
Relations Officers in Information Centers. Under no circumstances it
should be used for private and non-official purposes. Ordinarily the
subdivisional Public Relations Officers shall do the announcement work
himself. In case of heavy preoccupation with more important work, the
announcement may however, be done by a hired reliable announcer, who
may be engaged on contract and paid from the contingency fund. But the
materials/literature for announcement should be drafted by the
Subdivisional Public Relations Officer or the District Public Relations
Officer. Care should be taken to see that no announcement is made from a
moving or running vehicle, as in that case, people fail to grasp the
announcement in full. In announcing measures of Law and Order, the
District and Subdivisional authority may be requested to give adequate
protection to the equipment used for the purpose and also to arrange
security of the staff of the unit.

Each and every announcement as also each and every meeting in which
PAE set is used shall be recorded in the announcement register in the
prescribed proforma (Annexure- B). A half-yearly report about the use of
the PAE set shall be submitted to the District Public Relations Officers
who will consolidate and prepare a district report for transmission to the
Chief of Field Publicity Division, with his comments, if any. In that report
the subject matter of announcements, meetings and functions should be
mentioned clearly.

The responsibility of operation, care and maintenance of PAE equipment
and other components shall be of the Assistant Cine operator of Sadar
Subdivisional unit and of the Subdivisional PAE Operator in the outlying
subdivisions.

It may be pointed out here that Assistant Operators and PAE Operators are
subordinate to the respective Cine Operators and will help each other in
the performance of their duties, and in the upkeep of the machineries. Cine
Operator will operate the PAE set in the absence of PAE Operator and the
Assistant Operator. Similarly the PAE Operator and the Assistant
Operator, as the case may be, will carry on the functions of the Cine
Operator in the latter’s absence.

General

Mechanical services in case of major breakdowns of vans/lunches,
projectors, generators, record player, turn table, PAE sets, etc. may, if
possible, be made available from headquarters on receipt of reports from
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the units. The report shall be sufficiently exhaustive with full details of the
defects so as to enable the Headquarters Maintenance Engineer to detail
mechanical staff with necessary component parts or to decide about
bringing of the defective machinery for repair at headquarters. Petty
repairs may be done at local repairing shops by the Subdivisional Public
Relations Officers with the approval of District Public Relations Officer.

Stock of consumable stores such as projection lamps, exciter lamps, tubes
etc. and soOme important component parts that are subjected to frequent
wear and tear will be maintained at headquarters in a modest way and will
be supplied to units on requisitions in prescribed form (Annexure C). It
shall be borne in mind that very limited stock of stores will be kept and
hence the requisitions shall be sent in case of absolute necessity. If
sufficient articles can be procured a modest store will also be maintained
at District Headquarters for distribution to the Subdivisions.

In the matter of care and maintenance of the equipment and machinery,
the Cine Operator, Assistant Cine Operator, Subdivisional PAE Operators
and Drivers will be entitled to the help of each other and also of the peons.
These responsibilities shall be discharged by everyone in a team spirit. If
the Assistant Operator or the Subdivisional PAE Operator is on some
different assignment, the Operator shall do the maintenance work long
with the help of the Unit Peon. The Assistant operator and Subdivisional
PAE operator will also be helped by the Unit Peon if he is not out with the
unit. All equipment and machinery except the motor van and lunch will be
under the maintenance supervision of the Cine Operator. The unit peon
will do all the errands connected with the maintenance and operation the
machinery and equipment. the orderly peons of the Field Officers are
expected to help the installation of cine equipment at the show place and
PAE sets at the meeting place if they are present on the spot. The
machinery and equipment of the Mobile Units are very costly and delicate
articles procured from foreign countries. Replacement of component parts
of these machineries will be quite difficult due to limited availability of
such parts in the local markets at reasonable prices. It is, therefore,
imperative that the District Public Relations Officers and Subdivisional
Public Relations Officers lay great stress and importance on proper use
and maintenance of the equipment. In fact, one of the main points of their
efficiency will be the proper upkeep of the machinery. The Subdivisional
Public Relations Officer is the officer-in-charge of the Unit and its
equipment. The operators and the drivers will be responsible to him in
respect of equipment in their respective charges. Each instance of
breakdown of machinery shall be atone reported to the District Public
Relations Officer, who will dispose of such reports, if necessary, after
enquiry. But all major and frequent breakdowns shall be reported direct to
the Chief of Field Publicity? division, who will fix responsibility after
proper enquiry.
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Minor repairs and replacements necessitated by ordinary wear and tear
may be done locally. But where local repair is not possible for any reason,
Chief of Field Publicity Division, will take steps for getting them repaired
at the headquarters.

District Public Relations Officers and Subdivisional Public Relations
Officers may subscribe on government sanction 2 dailies-one English and
one Bengali newspapers each. district Public relations Officers and
Subdivisonal Public Relations Officer should read the papers carefully and
bring the news, if any, concerning the District or Subdivision to the notice
of the Deputy Commissioners and Subdivisional Officers concerned.

News calling for immediate action such as cholera, small-pox and other
epidemic diseases or subversive activities should be brought to the notice
of Deputy Commissioners and Subdivisional Officers at once.

Sale-proceeds of old and used newspapers should be deposited into
treasury once in every six months and the chalan sent to the Department.

PART IV
Programme and duties.

The Subdivisional Public Relations Officer shall draw up an annual
skeleton programme in the month of November, showing thana wise
allotment of the Mobile Cinema Unit for the next year, month by monthly.
the skeleton annual programme shall be approved by the Subdivisonal
Officer. A copy of the approved programme shall then be sent to the
District Public Relations Officer concerned. The District Public Relations
Officer will consolidate the programmes of all the Units in his district. He
will coordinate the programmes of the entire district and in doing so if he
finds it more suitable and economical to cover adjacent thanas of two
subdivisions with the Unit of one Subdivision, he may recast and readjust
the programmes accordingly with the approval of the Deputy
commissioner and under intimation to the Subdivisionaol Officers/
Subdivisional Public Relations Officers will then be forwarded to the
Chief of the Field Publicity Division for submission to Director of Public
Relations for final approval. Skeleton Annual Programme shall be in the
proforma as per schedule “D”.

Detailed monthly programme of cinema unit shall be drawn up. by the Sub
divisional public Relations Officer in the existing proforma as in Annexun
“E”, on the basis of the consolidated skeleton programme. It shall be
approved by the District public Relations Officer and forwarded to the

398



Chief of the Field publicity Division in a consolidated form, the approval
and clearance from the District publicity Division in a consolidated form.
The approval and clearance from the District publiv Relations Officer,
who is the coordinating authority , will be taden for granted unless, of
course, anything in writing is received from him about any change at least
2 days ahead of the commencement of the programme.

The District public Relations Officer shall not ordinarily go in for any
change or revision of the monthly . programme, unless there has been a
wide departure from the principle set forth in the skeleton programme.
Should such a change be at all necessary the revised programme shall have
the approval of the Deputy Commissioner and be circulated amontst all
concerned in good time.

Once the monthly programme is finally. approved and communicated to
the Chief of the Field publicity Division, this shall not be changed except
with the order of the deputy Commissioner. Such a chabne , if at all, shall
be reported through the District public Relations Officer and Chief of the
Field publicity Division to the Director of public Relations forthwith
stating clearly the circumstances under which the change became
necessary.

The programme shall be so planned as to cover every nook and corner of
the subdivision with frequent repetition and rotation. Where van or launch
does not go deep in the interior, a cheap conveyanve may be used within
reasonable expenditure.

In case of major breakdown of van/launch repairing considerable time for
its repair, the cinema programme shall not be suspended but shall be
carried on by hired conveyance at reasonable cost.

The tour programme of the officers should ordinarily synchronies with the
mobile unit’s programme. The District public Relations Officers and Sub
divisional public Relations Officers will tour for a minimum number of 14
days and 17 days respectively while the Unit shall be on tour, including
transit, for 21 days in a month. Side by side with the programme of the
cinema unit, the District public Relations Offcer and Subdivisional public
Relations Officer will draw up their own tour programmes and get them
approved by the Deputy Commissioner and the Destrict public Relations
Officer respectively. The subdivisional Officer and the Deputy
Commissioner may, however, alter the programme of these officer in case
of necessity, witnout altering the cinema programme.

The duration of stay of a unit will usually be 7 days in a thane at a time the
unit is expected to carver three thanes every month.
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10.

11.

12.

The show places shall be selected in consultation with local authorities
such as Circle Officer.

Development, Thana Officers and Union Council Chairmen, as far as
practicable and shall be named in the monthly programme. Due publicity
of the programme shall be arranged beforehand through local authorities
so that maximum crowd can be drawn.

The show centres shall be so selected that the staff of the unit may not be
inconvenienced for their few days’ halt in the thane.

The Sub divisional public Relations Officer shall accompany the Unit as a
matter of routine and will draw up his programme accordingly. the
operator. Driver and other staff, subordinate to the Subdivisional public
Relations Officer, who will accompany the Unit shall follow the
instructions of the Subdivisional public Relations Officer, and act
according to his instructions.

The District public Relations Officer/Subdivisional public Relations
Officer may invite officers of other departments to make brief speeches to
the gathering regarding the activities and achievements but not more than
2 officers shall speak at one show. the . Subdivisional public Relations
Officer will invariably address the gathering during an interval.

During day time while the technical staff will attend to the maintenance
and care of the machinery, the accompanying officer shall hold group
gatherings and address students of schools, and other institutions if any,
around the place of their halt, on appropriate subjects.

In outlying or Seder Subdivisions where there are 2 Subdivisional public
Relations Officers with different jurisdictions, the District public Relations
Officer will adjust the programme of the unit allotting the same to each
Subdivisional public Relations Officer for a specific period in turn.

In case 2 Subdibisional public Relations Officers with one unit canstant
vigilance and strict supervision by District public Relations Officer will be
necessary.

Should any occasion arise when no officer accompanies the Unit, the Cine
Operator will take the command and other staff of the unit will follow his
instructions.

The District public Relations Officer shall check, by surprise visit, if the
approved cinema programme is being strictly followed by the Sub
divisional Mobile Unit. He shall report forthwith, with reasons, if any,
cases of failure of Sub divisional mobile Unit to attend show places as per
standing programme.

Information Officers of Field publicity Division will also give surprise
visits to see that the programme is being really followed.
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13.

14.

15.

16.

17.

18.

19.

The Unit shall carry sufficient films for giving a show of 2 hours’
duration. It shall also carry chart, Leaflet, posters, etc. and display them at
the show place. Care shall, however, be taken not to display any exhibit or
poster, etc, in any area where its display may be inappropriate. For
instance a poster asking people to cut down jungles should not be shown
in areas where the need is for forestation.

Information such as names of the (i) nearest railway or steamer station
with their (ii) distances from show places, (iii) nearest post-office and (iv)
means of conveyance from the stations to the centres may be shown on the
detailed programme for the convenience of all, as indicated in Annexure
E.

No film which has not been supplied departmentally shall be exhibited
without the permission of the District public Relations Officer. No
admission fee of any kind shall be charged from the audience for
witnessing the show.

The show shall start with the dusk immediately after the ‘“Maghreb
prayer”. preliminaries at the site of the show shall be completed by day
time. The show shall not ordinarily continue beyond 10 p.m. in summer
and 9 p.m. in winter.

Each unit shall maintain an Inspection Book. Deparmental officers
authorised to inspect the Unit shall put down his inspection remarks in the
books. Copies of such remarks should be forwarded to the Chief of Field
publicity Division within a week from the date of inspection.

The Subdivisional public Relations Officers and District public Relations
Officers shall deliver simple addresses on agriculture, livestocks,
cooperative movement, industries, health, sanitation, cattle and poultry
rearing, social evils like extravagance in marriage and litigation,
recruitment in armed forces, anti-hoarding measures, smuggling, small
savings, family planning, national unity and on subjects suggested from
headquarters from time to time. besides, they should always highlight the
important development works going on aroung them in the villages.
policies and programmes of Government should always be kept in mind
and should to the film show if it is convenient and appropriate to do so. the
address shall not be unnecessarily lengthy to cause annoyance to the
audience.

The Subdivisional public Relations Officers will be responsible for the
widest possible and the most effective distribution within their
jurisdictions of: (a) pak Samachar, (b) pamphlets,(c) Leaflets, (d) posters,
(e) Literature published by the Information Department and such other
publications and publicity materials as are sent from headquarters.
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20.

24,

25.

26.

27.

The Subdivisional public Relations Officers will select suitable ‘points ’ to
which all publicity matter enumerated above is to be sent immediately on
their receipt by them. such points will include.

(1)  Union Councils;

(i)  Town Committees;

(iii)  District councils,

(iv)  Circle Officers ( Development ) and ( Revenue);

(v)  Ansar Organisations;

(vi) Theanas;

(vii) Dispensaries;

(viii) Food Committees;

(ix)  Schools and Colleges including primary schools;

(x)  Madrasahs;

(xi)  Sub-Registry offices;

(xii) Important shops, hats and markets;

(xiii) One leading person in every village where any of the points

(i) to ( xi) do not exist;
(xiv) All post-offices.

A list of all ‘points’ of distrivution within his jurisdiction will be main-
tained by every Subdivisional public Relations Officer and every District
public Relations Officer will keep in his office at list covering the whole
district. A consolidated list for the whole district will be sent to the Chief
of Field publicity Division Information Department.

The distribution of all printed matters will be by post or by any orher
means subject to the time-factor being borne in mind. the Subdivisional
public Relations Officer will also distribute important materials
personally.

In case of posters such places shall be selected where they can be
displayed to the best advantage. the distrbution points for posters shall be
fewer than those for other materials. these points shall include among
others markets, launch ghats, important railway and steamer stations, Air
and sea ports. A list of such places will be prepared by prepared by the
District public Relations Officers shall check whether the posters are
actually displayed at these points.

The District public Relations Officers and Subdivisional public Relations
Officers shall closely study the printed matter, pamphlets, leaflets, copies
of press notes, talking points etc. received from the Department and spread
as widely as possible, by word of mouth, the contents of the printed matter
either by reading aloud or by explaining them in group gatherings and
meetings.
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28.

29.

30.

8b—

The Subdivisional public Relations Officers will submit fortnightly reports
of their activities in theprescribed form ( Annexure “F”) to the District
public Relations Officer so as to reach him within 5 days of the expiry of
the fortnight. The District public Relations Officer Will consolidate the
reports including his own and forward it to the Chief of Field publicity
Division by the 25th of the month in respect of the first fortnight of that
month and by the 10th of the following month in respect of the second
fortnight of the previous month. the report shall include among other
things, the genuine grievances of the people. the failure to report within
prescribed dates will be regarded as a major dereliction of duties.

During their tours in the interior the District public Relations Officers and
Subdivisional public Relations officers will collect data and information
regarding development activities going on in rural areas and talk about
them to people explaining the benelits they will derive out of these
projects and identify these profects with the overall plan and programme
of development in the country. If they happen to come across any project
undertaken exclusively at local initiative on self-help basis or any good
work being done for a common public cause that should be reported to the
CND in form of “News Item” for flashing in newspapers apart from
ordinary news reports on the day -to-day activities taking place in the
districts and Subdivisions.

The District public Relations Officers and Sub divisional public Relations
Officers shall maintain tour diaries in which they will enter all the places
visited with dates and times and briefly state the work done in
chronological order. these diaries will be inspected by the superior officers
of the Information Department as also by the District Officers.

The tour diaries shall be written clearly and must be as concise as possible.

The Sub divisional public Relations Officers shall write out their diaries
on blank books and submit them to the respective District public Relations
Officers by the 5th of each month. the District public Relations Officers
shall read the diaries carefully and not their remarks and comments and
return them to the Sub divisional public Relations Officers by the 8th day
of the month. Thereafter. the Sub divisional public Relations Officers will
make out the Travelling allowance bill and submit the same to the sub
divisional Officer with the Diary for the purpose of drawal of the amount
of the bill. In case of sadar Sub divisional public Relations Officers the
diaries need not be sent to Sub divisional Officer as the District public
Relations Officers is the District public Relations is the drawing and
Disbursing Officer .
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31.

32.

33.

34.

35.

36.

The tour diaries of the District public Relations Officers shall be copied
out and sent to the Chief of Field publicty Division by the 7th of every
month. the original diary shall be submitted to the Deputy Commissioner
with the Travelling Allowance bill by the 12th of each month.

The District public Relations Officers and Subdivisional public Relations
Officers must remember that they are field workers entrusted with the
responsibility of educating the public to form a correct ofinion about
things going around them and as such they will have no fixed “office ” but
will consider themselves on duty all the time. While at headquarters they
will regularly attend office.

The District public Relations Officers and Subdivisional publivc Relations
Officers shall be on the look out for what is being said or done in their
areas which affect the reputation of Government and act as custodian of
the Government’s reputation in their respective jurisdictions. they will
take all possible measures to counteract any propaganda against
Government which may be afoot.

the District public Relations Officers and Sub divisional public Relations
Officers will maintain contact with the local news agencies and
correspondents. they will regularly read the newspapers subscribed by
them and bring the important item, if any, to the notice of the Deputy
Commissioners and Sub divisional Officers.

They shall maintain liaison with different officers in the District and
subdivisional headquarters particularly. with those who are doing
propaganda work of their own and coordinate their activities as far as
practicable so that there may not be any overlapping or duplication of
publicity work. The District public Relations Officers and Subdivisional
public Relations Officers will bring local grievances which come to their
notice during tour,to the notice of the deputy Commissioners and
Subdivisional Officers.

When the Unit returns to headquarters the equipment and machinery
including the transport shall be stored and garaged securely. Routing
monthly servicing of the delicate machinery and equipment shall be done
preferably during this period.

Reports of concrete works of development worth- making news should be
sent to the C.N.D. telegraphically under press bearing authority. the
reports shall be brief and clear to highlight the real achievements of the
projects. such reports on development and nation-building activities shall
be submitted invariably in order to feed the News Division. For this
purpose, they will keep themselves in touch with the District and
Subdivision Heads of Nation Building Departments and collect news data
from them, from time to time.
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37.

38.

Important happening or events of public interest may be reported simply
for the information of the Director of public Relations specially in cases
where the administration may have to move ahead to tackle a developing
situation.

Duties of the Field Officers and staff.

District public Relations officers shall be responsible for—
(1) Administration, control and supervision of subdivisional Units.

(2) Drawing and disbursing of pay, T. A. D. to staff of sadar
subdivisional Units and contingent expenditure.

(3) Maintenance of accounts of funds administered by him as a
drawing and disbursing officer.

(4) Coordination of activities of all officers and staff of Subdivisional
Mobile Units and District Public Relations Organisation.

(5) Organising and addressing meetings and group-gatherings

(6) maintaining liaison with all other departments located at district
headquarters and Subdivisional headquarters and with local Press
Reporters and Correspondents

(7) Contacting Deputy Commissioner for taking his advice and
guidance on matters of policy and carrying out local Public
Relations assignments the Deputy Commissioner may like to
entrust.

(8) Holding symposia and functions
(9) Petty repairs of equipment and machinery that may be done locally
(10) News reporting

(11) Preparation and submission of reports on activities of F. P.
organisation

(12) Supervise the work of the Information Centers and distribution of
Radio sets under C. L. R. scheme.
The duties of the Subdivisional Public Relations Officers shall be as
follows—

(1)  As custodian of the Subdivisonal Mobile Unit he is responsible for
its smooth operation.

(2)  Address meetings and group-gatherings

(3)  Announcement of urgent matters of national, provincial and
regional importance. Announcement of important local matters
relating to law and order, Announcement shall be strictly limited to
these subjects.
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(4) Organising symposia and exhibitions.

(5) Arranging PAE coverage of important local meetings and functions
of the Governor, Ministers and VIPs.

(6)  Running of Information Centre.

(7)  Preparation and submission of reports about activities of
Subdivisional Mobile Unit, PAE Operation etc.

(8) Care and maintenance of van/launch, cinema equipment and
machinery.

(9)  Liaison with local Press, Reporters and Correspondents.
(10)  News Reporting.
(11)  Carrying out such PR works as are assigned by DC.
(12)  Supervision over activities of the staff of Subdivisional Mobile Unit
(13) Distribution of pamphlets leaflets posters publications etc.
(14)  Distribution of Radios under C.L.R. Scheme.

The duties of the clerk shall be as follows—

Assist the District Public Relations Officer/Subdivisional Public Relations
Officer in official correspondence work, drawal of programmes,
maintenance of files, records and accounts, preparation of reports,
maintenance of registers, preparation of bills, compilation of consolidated
reports, etc. He will also help the Cine Operator in maintaining the
necessary records where the Cine Operator in unable to do it
independently.

Cine Operator

He will be responsible for operation, maintenance and storage of cinema
projector, generator, taperecorder and also of the films. He will maintain
stock register of the equipment and machinery in his charge. He will also
maintain a petrol register and film register. He will also operate PAE set
when PA operator or Assistant Operator is away or otherwise engaged.

Assistant Cine Operator

Assist the Cine Operator in Cinema shows as and when he is free. He will
be generally responsible for operation of amplifier in giving PAE
coverage. Look after the amplifier battery, mike, speaker, unit, stand etc.

S.D.P.A.E Operator

The Cine Operator, Assistant Cine Operator and the P.A.E Operator will
help one another in maintenance and cleaning works of the unit
machineries.

Drivers
Responsible for driving of the van/launch, garaging, cleaning, washing,
and maintaining the van/launch properly.
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ANNEXURE- A

Monthly statement of expenditure of the District Public Relations Officer, of for the month of dated
Memo. No. District including outlying subdivisions.

Items of
expenditure

Number of cinema
shows meeting
covered or street
publicity or
mileage covered.

Cost of carrying
charges
including
coolie hire
charges.

Other
expenditure
such as hire
charges etc.

Local repair

Fuel consumed

Repairing
charges

Cost of
replacement
of parts.

Petrol

Mobil Diesel

Cost of
total fuel

Other
expenditure
such as local
printing etc.

which are not
in previous
column

Total
expenditure
of each line

Remarks

1

10

11

12

13

Cinema
etc

Rs.

Rs.

Rs.

Rs.

Rs.

Rs Office rent. Office

contingencies
ding unit

inclu

PAE Set

Meeting | Street
4 Publi-
city

Telephone expenses
of previous month
Total expenditure
of col. 12. TA
expentiture of
previous  month-
DPRO 66.00
SDPRO Hgq DM
Unit  39.60 Peons
of DPRO &
SDPRO

Motor Van

Mobil

cost  of
postage

Total
service
stamps.

Cost of Newspaper
Grand total

Total Cost

Deposit, if any,
such as  sale-
proeeds of news-
papers and other
articles....Nil
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ANNEXURE-B
Announcement Accounts Register

Serial
No.

Date
of order.

Order when
received with
timings

Subject
matter of
announce-
ment

Version

Total period
of days or
hours of
announcement

Name of areas
where
announcement
made

Name and
signature
of Speaker

Remarks.
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District Public Relations Officer

ANNEXURE-C
GOVERNMENT OF EAST PAKISTAN

The articles mentioned in the indent below (submitted in duplicate) are
urgently required for the Unit. It may kindly be forwarded to the Public
Relations Directorate with request to supply them as early as possible.

Operator,
S.D.M.Unit.......ccccevenrnnnnn.
Serial Names of Number or quantity | Balance in Number |Remarks by
No. articles last supplied and hand on now the DPRO
date of list supply indented
1 2 3 4 5 6
NO. oo Dated :

Forwarded to the Director of Public Relations, Government of East
Pakistan, for necessary action.

The indent has been checked carefully and entries at columns 3 and 4 have
been verified with stock-register and found to be in order.

Sub-divisional District Public Relations Officer,
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ANNEXURE- D
Skeleton four programme of the Mobile Unit, for the year 1960.

Period Area to be visited Remarks

January, 196 Name of Thanas

February, 196

March, 196

April, 196

May, 196

June, 196

July, 196

August, 196

September, 196

October, 196

November, 196

December, 196

Sub-divisional District Public Relations Officer,
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ANNEXURE-E
GOVERNMENT OF EAST PAKISTAN
PUBLIC RELATIONS DEPARTMENT

Tour programme of the Subdivision Mobile unit, ...........c..ccccoeeeinnne. forthe month of ... 196
Date Place to be visited Distance between | Mode of journey| Name of the Distance of (3) Accompanied by | Remarks
(2) and (3) Thana from the nearest DPRO/SDPRO
From— To— P.S. Railway/
Steamer station
or Post office
1 2 3 4 5 6 7 8 9
Dated......cccovvvevneieniennne Submitted to the Chief of Field

Publicity Division/DPRO/SDO .........cccocevviveveiieiceeceeienes
Subdivivsional Public Relations OFffiCer.........coovvooeeeeeeeeee e
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ANNEXURE - F

consolidated fortnightly Report of the activities of the District and the Sub-
divisional Public Relations Officers of Mymensingh for the period from

........ (0

1. Name of places visited by the District and the Sub-divisional Public Relations
Officers with the name of thana and subdivision (Date wise) }—

Date Name of Name of Name of With unit | Without unit
places thana subdivision

1 2 3 4 5 6
D.P.R.O.
S.D.P.R.O.

S.D.P.R.O. do X

X do
S.D.P.R.O.
S.D.P.R.O.
S.D.P.R.O.
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ANNEXURE-F Contd.

2. Number for cinema shows held during the fortnight :—

35 m.m.

16 m.m.

Miles covered
by the
Transport van
or launch

Name of the
SDM Unit

Films show
and their titles

3. Places visited by the cinema unit (date wise) with the names of thana and
subdivision along with the names of officer who accompanied the unit :—

Date

Name of Name of Name of Total
places thana and officer who | gathering
visited | subdivision | accompanied

Particulars
of special
film show

385




ANNEXURE-F Contd.

4. Number of street announcement/meeting covered by P. A. set .—

Name With Govt. set With hire set
of
officer

Meetings | Announcement | Meetings | Announcement | Amount | Function
spent for | should be
hire | mentioned

1 2 3 4 5 6 7

5. Nature of publicity materials distributed :—
6. Mechanical breakdown, if any .—

(a) Chinema section (b) Transport section
Nil
7. Number of press coverage by D.P.R.O. and S.D.P.R.Os
Name of officer By post By telegram

8. Number of meetings/group-gatherings addressed —

Name of Officers Meetings Group Subjects dealt with
gatherings
9. Public Reaction ....
10. General observation ....

District Public Relation Officer
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ANNEXURE-G

Pro forma for the Inspection Report of

The Office of the District Public Relations Officer and the Sub-divisional
Public Relations Officer.

STATION
DATE.

1. Name of the DPRO/SDPRO
and date of joining

2. Name of the staff with
designation and date of
joining

3. Date of last Inspection

(@) Inspected by ........cccuvneee.
4, Chinema Section.
(&) Number of shows Name of 35m.m./16 m.m. Number of

given during the ~ Month shows attended
last 3 months by
DPRO/SDPRO

(b) Incidental expenditure
incurred in connection
with chinema shows
month wise

(c) Cost of local repair including
PAE set, amplifier and transport
(should be shown separately)
for last 3 months.
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(d) Number of meetings covered and
street announcements made in
the last 3 months by the PAE
set and incidental expenditure
special remark (if any).

(e) Number of film received
and dispatched during
the last 3 months.

5. EQUIPMENT.
Condition of :
(a) Projector
(b) Amplifier

(c) Other allied equipment
(d) Number of P.A.E. set
both working and unservice-
able. The wattage should be
shown.
Transport :
(a) Total mileage covered
for last 3 months and
fuel consumed.
(b) Condition of the vehicle
(c) Local repairing (if any
during the last 3 months.

6. Number and title of publicity materials received and the mode of
distribution for the last 3 month including Pak Samachar.

7. Number of days on tour and the amount of T.A. drawn, month wise, for
the last 3 months:

DPRO

SDPRO
Operator

Driver and
MLSS

Remarks (if any)
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8. Accounts:

9.

10.

11.

12.
13.

(@) Whether the accounts records including vouchers are maintained
properly including Cash Book and Service Stamp Register.

(b) Deposit in connection with :
(i) Sale of old newspaper, etc.
(ii) Realisation of subscription for Pak Samachar.
Records and Registers :
Whether the following registers and records are maintained properly -—
(&) Office Stock Book
(b) Receipt and Issue Register.
(c) Index Register.
(d) Publicity Materials Receipt Register.
(e) Register of distribution points
(f) Stock Book of Mobile Unit
() Film Stock Book
(n) C.D.R. Stock Book
(i) Cinema Show register
(i) Announcement Register
(k) Log Book
() Film Movement Register
(m) Trunk-call Register
Whether the Mobile Unit provisional programme were drawn regularly

including the same for the Officers and how far these were implemented for
the last three months.

Whether the report and returns were submitted regularly to DPRO or the
DPR

Accommodation
(a) Office
(b) Store
(c) Others

Information Center :
C.L.R. Scheme :

(@) Number of Radio received

(b) Distributed against subscription

(c) Distributed for official use.

(d) Amount of subscription realized and deposited
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14.
15.

16.

17.

18.

Compulsory Screening Scheme :

Pak Samachar :

(&) Number of subscriber enlisted during the last 3 months

(b) whether the subscription properly deposited

Departmental repair :

(@) Any equipment of the Unit lying with the departmental store for repair
(b) Details of the working of departmental Mechanic and result thereof
Financial position :

(@) Recurring expenditure month wise

(b) Allotment received

(c) Up-to-date expenditure

(d) Pending bill (if any)

Remarks : (A separate confidential report must follow as to the
impression of the visiting Officer about the office visited).
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