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No. ST-DPS/6/2025-DPS-DP&S
GOVERNMENT OF MANIPUR
DIRECTORATE OF PRINTING & STATIONERY
(A Paperless Directorate)
Imphal, the 21st April, 2026

To

The Secretary to the Governor of Manipur, Governor’s Secretariat, Manipur

The Secretary to the Chief Minister, Manipur

The Staff Officer to Chief Secretary, Manipur

All Administrative Secretaries, Government of Manipur and CEO, Manipur

The Registrar General of the High Court of Manipur

All Secretaries/Member Secretaries of Manipur Public Service Commission/Manipur Staff
Selection Commission/Manipur Human Rights Commission/ Manipur Information
Commission/Lok Ayukta/Manipur State Commission for Protection of Child Rights/State
Election Commission

7. All Deputy Commissioners/ADCs/SDOs

8. Protocol Officer, Manipur

ok wnNeE

Subject: Guidelines for Departments/Institutions/Offices on ordering of printing/binding
services from the Directorate of Printing & Stationery, Manipur

Sir/ Madam,

| am to inform you that the Directorate of Printing & Stationery, Manipur has been
undergoing rapid transformation, with IT-enabled workflow processes introduced for all printing
and binding jobs since March 2026. We are now upgrading to a web-based system soon that will
provide real-time, two-way online status updates between client Departments/Offices and the
Directorate, ensuring efficiency, accountability, and timely service delivery—similar to the
eGazette publication system operational since 1st August 2025 through our web application
www.egazettemanipur.mn.gov.in.

2. While preparing for the transition to the IT-enabled workflow system, it has been observed
that some client Departments/Offices placed printing and binding orders of such large volumes
that completion and delivery extended over several months. In certain cases, finished goods
remained uncollected despite reminders, either because requirements had changed or sufficient
stock was already available. This resulted in wastage of valuable government resources.

3. To address these issues, the Directorate has now prescribed specific timelines and
maximum permissible quantities for printing and binding jobs, based on available manpower,
machinery, and equitable distribution of services among all Departments/Offices. The details of
permissible job types, maximum limits per order, and timelines for completion are enclosed as
Annexure-A. All Departments/Offices are requested to strictly adhere to these limits while making
orders for printing/binding jobs in order to ensure optimal utilization of the Directorate’s
resources.
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4, As a Paperless Directorate, we prefer to communicate electronically for ease,
accountability and efficiency. Departments/Offices are therefore requested to provide a valid
email address and WhatsApp-enabled mobile number when placing orders for printing/binding
jobs. Orders for printing/binding jobs may be submitted preferably through eOffice Manipur, or
alternatively via our official email (dprintingstationery@gmail.com) or WhatsApp (9402268344).

5. It is requested that the Departments/Offices may kindly follow the above guidelines in
order to assist the Directorate in maintaining efficiency, accountability, fairness and on-time
service delivery.

Enclosure: Annexure-A

Yours faithfully,

Digitally signed by
Ngangbam Roben Singh
Date: 21-04-2026 16:00:56
(Ng. Roben Singh)
Director,
Printing & Stationery, Manipur

Copy to:

1. Assistant Director, Printing and Stationery, Manipur
2. Guard file
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Annexure-A
Sl L MaXIml_Jm Expected Delivery
No. Item Specification Quantity (working days)
per order
1. | Receipt Book (Khajana) 50 leaves in duplicate | 2,000 books 19 days
per book
2. | Pay Bill (TR-22) NA 20,000 copies 12 days
3. | Cash Book (T.R. 4) 125 leaves (250 200 books 21 days
pages) per book

4. | Measurement Book 50 pages per book 500 books 21 days
5. | Travelling Allowances 20,000 copies 12 days

(B.T.R-21)
6. | Service Book 24 pages per book 1000 books 21 days
7. | Gun License 48 pages per book 2000 copies 20 days
8. | Fire Service Pamphlet 20,000 copies 10 days
9. | Dag Chitha 100 pages per book 500 books 15 days
10. | Jamabandhi NA 20,000 10 days
10. | Money Receipt Book (TR 5)[ 100 pages per book 2,000 books 15 days
11. | Muster Roll Form NA 20,000 copies 12 days
12. | Forest (Zoo Ticket) 500 pages per book 200 books 20 days
13. | Note sheet NA 20,000 copies 6 days
14. | ILP Form NA 20,000 copies 6 days
15. | MWM No. 4 (Money 100 leaves in triplicate| 200 books 18 days

Receipt) per book
16. | MWM No. 5 (Verification 100 leaves in 300 books 20 days

Certificate) duplicate per book
17. | Invitation Cards with 1. Less than 2000 | 1 day

Envelopes 2.2001-5000 2 days

3. 5001-8000 3 days
18. | Any other item/job As per type and
nature of the work
Note:

1. The timelines indicated above represent the tentative number of working days required to
complete each job, assuming that all available resources in the Industrial Section are exclusively

engaged on the specified item.

2. The expected delivery period may vary if the Directorate is simultaneously engaged in multiple
jobs from different client Departments/Offices.

Digitally signed by
Ngangbam Roben Singh

Date: 21 —(nglﬁo%g%?gh;l 5:49:39

Director,
Printing & Stationery, Manipur
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