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Procedure  NO.1:  
 
Publication of Journals 
 
 
Sr 
No 

Work Activity Time Limit Person/s responsible 

1. Obtain articles and research papers  D-90 to D-60 Editor / Asst. Prof. 

2. Refer set of articles to editorial committee D-60 to D-50 Editor / Asst. Prof. 
3. Finalize contents of the issue D-50 to D-35 Editorial Committee 
4. Carry out DTP, Proof Reading and editing of 

the draft 
D-35 to D-15 Asst. Prof. / 

Publication Assistant 
5. Seek approval for printing cost and issue 

work order to Printing Contractor 
D-15 to D-10 R.O. (Pub) 

6. Receive delivery of Printed Copies D-10 to D R.O. (Pub) 
7. Receive bill/s, Make entries in Stock 

Register, Processing of bill/s and payment of 
Honorarium 

D to D+15 R.O. (Pub) 

8. Uptodation of Mailing List D to D+5 R.O. (Pub) 
9. Commence Distribution D to D+15 R.O. (Pub) 
 
Reference Documents: 
 

1. Policy Circular No: PC/2003-04/YMRC/001 dated 29.3.04 
2. YASHMANTHAN and ASHWATTHA Files 

 
Records:  
 

1. Subscription Forms and register 
2. Mailing lists 
3. Contributor's Honorarium Records (Receipt Format) 
4. Sale records (As per YASHADA Formats) Cash book, Register 
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Procedure NO.2:  
 
Publication of Brochures, Publicity Material etc 
 
Sr 
No 

Work Activity Time Limit Person/s responsible 

1. Obtain write-ups inputs from all 
relevant YASHADA sources  

D-60 to D-40 R.O. (Pub)/A.P. 

2. Compile and Refer materials to 
Head, YMRC 

D-40 to D-35 R.O. (Pub)/A.P. 

3. Finalize contents and typeset 
material 

D-35 to D-25 R.O. (Pub)/A.P./P.A. 

4. Proof read, edit and carry out DTP D-35 to D-20 R.O. (Pub) / P. A. 
5. Obtain Administrative and Financial 

Approval 
D-20 to D-15 R.O. (Pub) 

6. Receive delivery of printed copies D-15 to D R.O. (Pub) 
7. Receive and process bill and make 

entry in Publications Register 
D to D+15 R.O. (Pub) 

8. Commence Distribution D to D+α R.O. (Pub) 
 
Reference Documents: 
 

1. Policy Circular No: PC/2003-04/YMRC/001 dated 29.3.04 
 
Records:  
 

1. Publication specific file 
2. Indents received from various sections of YASHADA 
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Procedure NO. 3:  

 

Publication of Books 
 
Sr 

No 

Work Activity Time Limit Person/s 

responsible 

1. Receive indent for publication of book and 
manuscript 

D-∞ to D-270 R.O. (Pub)/ A. P. 

2. Obtain administrative approval D-270 to D-240 R.O. (Pub)/ A. P. 
3. Refer for content and language editing D-240 to D-180 R.O. (Pub)/ A. P. 
4. Carryout DTP of 1st draft D-180 to D-150 P.A. 
5. Refer for Proof Reading D-150 to D-120 R.O. (Pub)/ A. P. 
6. Make corrections and carryout D.T.P. of 2nd 

Draft 
D-120 to D-90 R.O. (Pub)/P.A. 

7. Refer to proof-reader and or author for 
finalization of draft 

D-90 to D-60 R.O. (Pub)/ A. P. 

8. Obtain financial approval and print-out on 
tracings and issue work order 

D-60 to D-45 R.O. (Pub)/ A. P. 

9. Follow-up and receive delivery of printed copies 
and process 

D-45 to D R.O. (Pub) 

10. Receive and process bill/s and make entry in the 
stock Register 

D to D+15 R.O. (Pub) 

11. Conduct releasing ceremony and commence 
Distribution / Sale 

D to D+30 R.O. (Pub) 

 
Reference Documents: 

1. KRA Policy 
2. Annual Publication Plan / Budgetary provisions 
3. Applicable Acts and Laws/Bye-laws 

 
Records: (Files, Formats, Registers, etc.) 

1. Publication specific file and containing project proposal for book publication 
2. Delivery Challans 
3. Publication Register 
4. Stock Book 
5. Requisition form for non-price and complimentary copies of price publications 
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Format of Subscription for Yashmanthan 
ªÉ¶ÉnùÉ ªÉ¶É¨ÉÆlÉxÉSªÉÉ ´ÉMÉÇhÉÒnùÉ®úÉÆºÉÉ`öÒ +VÉÉÇSÉÉ  xÉ¨ÉÖxÉÉ 

 

¨É±ÉÉ / +É¨½þÉ±ÉÉ ................................. iÉä ............................ ªÉÉ EòÉ±ÉÉ´ÉvÉÒºÉÉ`öÒ "ªÉ¶ÉnùÉ 

ªÉ¶É¨ÉÆlÉxÉ' SÉÒ jÉè¨ÉÉÊºÉEò ´ÉMÉÇhÉÒ ¦É®úÉ´ÉªÉÉSÉÒ <SUôÉ +É½äþ. 

¨É±ÉÉ / +É¨½þÉ±ÉÉ JÉÉ±ÉÒ±É {ÉkªÉÉ´É®ú "ªÉ¶ÉnùÉ-ªÉ¶É¨ÉÆlÉxÉ' SÉä +ÆEò {ÉÉ`öÊ´ÉhªÉÉiÉ ªÉÉ´ÉäiÉ. 
 

xÉÉÆ´É (´ªÉCiÉÒ / ºÉÆºlÉÉ) 

{Énù 

{ÉÉä¹]õÉSÉÉ {ÉkÉÉ 

 

 

¶É½þ®ú / ÊVÉ±½þÉ  Ê{ÉxÉ EòÉäb÷ : 

nÚù®úv´ÉxÉÒ Gò.  ¡ìòCºÉ Gò.  

<Ç-¨Éä±É 

ÁÉºÉÉä¤ÉiÉ ¯û. 200/- (nùÉäxÉ¶Éä °ü{ÉªÉä ¡òCiÉ) SÉÒ ¨ÉxÉÒ +ÉìbÇ÷®ú {ÉÉ`öÊ´ÉhªÉÉiÉ ªÉäiÉ +É½äþ. 

  ºÉ½þÒ 
 xÉÉǼ É 
 
 
   |ÉÊiÉ 
 
       ºÉÆ¶ÉÉävÉxÉ +ÊvÉEòÉ®úÒ (|ÉEòÉ¶ÉxÉ) 
       ªÉ¶É´ÉÆiÉ®úÉ´É SÉ´½þÉhÉ Ê´ÉEòÉºÉ |É¶ÉÉºÉxÉ |É¤ÉÉäÊvÉxÉÒ (ªÉ¶ÉnùÉ) 
       ®úÉVÉ¦É´ÉxÉ +É´ÉÉ®ú, ¤ÉÉhÉä®ú ®úÉäb÷, {ÉÖhÉä 411 007 
       nÚù®úv´ÉxÉÒ : 020-25608227 
       ¡ìòCºÉ : 020-25659135 
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Format of Subscription for Ashwattha 
 
The Yashwantrao Chavan Academy of Development Administration (YASHADA) brings 
out its English journal Ashwattha on a quarterly basis. Thus in a year, we bring out four 
issues of the journal for the periods January-March, April-June, July-September and 
October-December. From the July-September, 2001 issue, Ashwattha has become a priced 
publication. The price per copy being Rs.20, the annual and three yearly subscription 
charges are Rs. 200 respectively. If you wish to subscribe to Ashwattha, kindly fill in the 
necessary details as mentioned below.  
 

Subscription Form 
I/We would like to subscribe to Ashwattha for the following period : (Tick mark the 
appropriate column) 
 

Sr No Period Duration No of Issues Price Tick Mark 
  (mm/yr to mm/yr)  (In Rupees) (    ) 

1. One Year  4 80/-  
2. Two Years  8 160/-  
3. Three Years  12 200/-  

I/We would like to receive Ashwattha on the address as mentioned below: 
 
Name & Designation: 
________________________________________________________________ 

 
Organization: ________________________________________________________________ 

Address  : 

___________________________________________________________________

_____________________________________________________________ 
 
City/District : ___________________________ Pin Code : _____________________ 
 
Tel No : ___________________________ Fax No : _______________________ 
 
E-mail  : _________________________________________________________ 
 
Enclosed herewith is a DD / MO bearing the No.__________, dated ___________, for Rs._______, 
drawn in favor of the Director General, YASHADA, Pune. 

    Signature & Date 
 
To, 
The Editor, Ashwattha 
Yashwantrao Chavan Academy of  
Development Administration 
Raj Bhavan Complex, Baner Road 
Pune 411 007.  Tel. : 020-25608227               
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Format of Register for Subscriber's Mailing List 

 
Sr. 
No. 

Name of Address of the 
Subscriber 

Receipt No. Period Member ID 
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Format for Making Payment to Contributors of Journals 
 

RECEIPT 

 

 
Name of the Journal  :  
 
Volume No and Issue :  
 
Name and Address of :  
Contributor   
 
 
 
Received Cheque No. 295718, dated 03/02/2005, drawn on The Saraswat Co-op. Bank Ltd., 

Mumbai for the sum of Rs. 500/- (Rupees Five Hundred only), by way of honorarium for 

contributing an Article titled 'Various Dimensions of Urban-Rural Linkages' for Ashwattha, 

from the Yashwantrao Chavan Academy of Development Administration (YASHADA), 

Pune – 411 007, on the date 03/02/2005. 

 
 
 
 

 
 
Signature of Assistant Professor & OIC, (Pub.)  Signature of Contributor, Ashwattha 
 

YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION, PUNE
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Format of Cash Book (Register) 
 
 
Sr. 
No. 

Receipt No. Date Name of the Purchaser Amount 
(Rs.) 
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Yashwantrao Chavan Academy of 
Development Administration (YASHADA), Pune 

 

Publications Cell 
 

Requisition form for non-priced and complimentary copies of  
priced publications 

(Books / Journals / Annual Report / Brochures / Catalogue) 

 
1. The requisition slip to reach Research Officer (Pub) at least 24 hours before requirement. 

2. The requisitions for all priced publications should be approved by DDG/HoD, Publications Cell 

3. The requisitions for all non-priced publications/journals will be approved by OIC, Publications Cell 
 

Date: 

To,  
The Asst. Prof. & Officer Incharge, 
Publications Cell, 
YASHADA, Pune – 411 007. 
 
Kindly provide for the under mentioned purpose the complimentary copies of the publications 
specified below:  

Sr. Title of the Publication No. of 
copies 

1   

2   

3   

 
Purpose for which required: 
 
Name of the delivery receiver:  
((To whom copies to be delivered) 

 
Signature:  

Name:  
Designation of Indenting 

Officer:  
 

 
OIC, Publications Cell 
 
 
Director, CMP 
 
 
HoD, Publications Cell 

 
Receivers Signature 
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Format for Project Proposal for Book Publication 

 
 
Proposed title of the Publications  
 
 
 
Name of Author / Editor / Compiler 
 has been the underlying philosophy of the YASHADA CREDIT Project for Good 
Governance, being sponsored by the Ford Foundation. The CREDIT project has 4 
Components – Urban, Collectorate, Rural and Secretariat, and the current assignment falls e 
Urban Component. 
Brief Description of Contents of the Book 
(Attach additional sheets if required)) 
Municipal Corporation, and have been approved by Director-General YASHADA. The 
PMC have also indicated their willingness to cooperate with the consultant in this exercise 
(copy of PMC letter attached). 
Utility of the Book 
 
For these tasks, the Consultant may seek the advice of Shri Vikas Matkari, Corporator, 
PMC and Shri A Kalamkar, Jt Municipal Commissioner PMC. 
 
Target audience 
(No. of copies) 
 
 
 
 
Terms and Conditions with Author/s 
(copyright and Royalty etc.) 
 
Whether sponsored / or not         
 
 
 
     
 Author / Proposer 
 
Assistant Professor & OIC (Publications) 
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Yashwantrao Chavan Academy of Development Administration 

Publication Cell 
 

Raj Bhavan Complex, Baner Road, Pune 411 007. Ph : 020-25608227 
 

 
 
To. ___________________________________________ No.  ______________ 
 
 ___________________________________________ Date: ______________ 
 
 
Sr. 
No. 

Title of Publication No. Of 
Copies 

Printed Price Discount Amount 
(Rs.) 

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

   Total Rs.  

Complimentary Copy / Receipt No. 
 
 
Receiver's Sign for YASHADA (Publication Cell) 
 
 
 
 
 
 
 
 
 
 
 

Delivery Challan cum Bill 
Format of Stock Book for Priced Publication 
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Date Opening 

Balance 
Receipt No. /  

Complimentary Copies 
Nos. Closing Balance
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Format for the Register of YASHADA’s Publications 

 
Sr. 
No. 

Title of the 
Publication 

Particulars No. of 
Copies 

Contractor’s / 
Supplier’s 

Name, Bill No. 
& Date 

Amount 
of Bill 
(Rs.) 

Signature 
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Format of Stock Book for Priced Publication 
 
Date Opening Balance Receipt No./ 

Complementary Copies 
Nos. Closing Balance 
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Procedure NO. 4:  
 
Organise Radio & TV talks by Resource Persons 
 
Sr. 
No. Work Activity Time Limit Person/s 

responsible 
1. Obtain script from concerned faculty members 

/ resource person 
D-90 to D-60 R.O. (Pub) 

2. Obatain approval from OIC, Publication D-60 to D-55 R.O. (Pub)/A.P.
3. Refer the script to AIR / Doordarshan Centre D-55 to D-50 R.O. (Pub) 
4. Receive intimation letter D-50 to D-20 R.O. (Pub) 
5. Organise resource person/s visit to studio for 

recording 
D-20 to D R.O. (Pub) 

6. Intimate CAVP to record the telecast D to D+5 R.O. (Pub) 
 
Reference Documents: 
 
1. KRA Policy 
 
Records: (Files, Formats, Registers, etc.) 
1. Requisitions for Organising Programmes on AIR/Doordarshan 
2. Collection of Audio and Video Cassettes / CDs 
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Format for Requisition of Organising Programme on AIR/ Doordarshan 
 

+ÉEòÉ¶É´ÉÉhÉÒ / nÚù®únù¶ÉÇxÉ EòÉªÉÇGò¨É ºÉÉnù®ú Eò®úhªÉÉºÉÉ`öÒ 
 
 
1. +ÉEòÉ¶É´ÉÉhÉÒ / nÚù®únù¶ÉÇxÉºÉÉ`öÒ ºÉÉnù®ú Eò®úÉ´ÉªÉÉSÉÉ EòÉªÉÇGò¨ÉÉSÉÉ Ê´É¹ÉªÉ 
 
 
2. ¨ÉÖ±ÉÉJÉiÉ  / SÉSÉÉÇºÉjÉ / ¦ÉÉ¹ÉhÉ 
 
 
3. ºÉ½þ¦ÉÉMÉÒ ´ªÉCiÉÓSÉÒ xÉÉ´Éä 
 
 
4. +´ÉvÉÒ 
 
 
5. EòÉªÉÇGò¨É ºÉÉnù®ú Eò®úhªÉÉSÉÉ Ê´É¹ÉªÉ +É{ÉhÉÉºÉ `ö®ú´ÉÚxÉ Ênù±Éä±ªÉÉ KRA ¶ÉÒ ºÉÆ¤ÉÆÊvÉiÉ +É½äþ / xÉÉ½þÒ 
 
 
6. ªÉÉ{ÉÚ´ÉÔ EòÉªÉÇGò¨É ºÉÉnù®ú Eäò±Éä±ÉÒ iÉÉ®úÒJÉ 
 
 
7. ªÉÉ{ÉÚ´ÉÔ ºÉÉnù®ú Eäò±Éä±ªÉÉ EòÉªÉÇGò¨ÉÉSÉÉ iÉ{É¶ÉÒ±É 
 
 
8. ºÉÉä¤ÉiÉ EòÉªÉÇGò¨ÉÉSÉÒ ºÉÆÊ½þiÉÉ VÉÉäb÷±ÉÒ +É½äþ / xÉÉ½þÒ 
 
 
 
 
 

Ê´ÉtÉ¶ÉÉJÉÉ +ÊvÉEòÉ−ªÉÉSÉä xÉÉ´É ´É º´ÉÉIÉ®úÒ 
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Procedure No. 5 
 
Publication of Articles in Newspapers 
 

Sr. No. Work Activity Time Limit Persons / 
responsible 

1. Receive indent for publication of article 
in Newspaper 

D-30 to D-20 R.O. (Pub) 

2. Obtain approval from OIC, Publication D-20 to D-15 R.O. (Pub) 
3. Send to relevant Newspapers D-15 to D-10 R.O. (Pub) 
4. Follow-up and get it published D-10 to D  R.O. (Pub) 
5. Distribute the cuttings to concerned 

resource person and collection file 
D to D+5 R.O. (Pub) 

 
Reference Documents: 
1. KRA Policy 
 
Records: (Files, Formats, Registers, etc.) 
1. Requisitions for Publication of Articles in Newspapers 
2. File for Preservation of Published Articles 
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Format of Requisition for Publication of Articles in News Papers 
 

´ÉÞkÉ{ÉjÉÉÆ¨ÉvªÉä ±ÉäJÉ |ÉEòÉÊ¶ÉiÉ Eò®úhªÉÉºÉÆ¤ÉÆvÉÒ 
 
 
 
 
1. ±ÉäJÉÉSÉÉ Ê´É¹ÉªÉ 
 
 
2. ±ÉäJÉ |ÉEòÉÊ¶ÉiÉ Eò®úhªÉÉSÉÉ =qäù¶É 
 
 
3. ±ÉäJÉ KRA ¶ÉÒ ºÉÆ¤ÉÆÊvÉiÉ +É½äþ / xÉÉ½þÒ 
 
 
4. |ÉEòÉÊ¶ÉiÉ Eò®úhªÉÉSÉÒ ºÉÆ¦ÉÉ´ªÉ iÉÉ®úÒJÉ 
 
 
 
 
 

Ê´ÉtÉ¶ÉÉJÉÉ +ÊvÉEòÉ−ªÉÉSÉä xÉÉ´É ´É º´ÉÉIÉ®úÒ 
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Procedure No. 6: 
 

Publication of News items in Newspaper 
 
 
Sr. 
No. Work Activity Time Limit Person/s responsible

1. Receive indent for Publicity  R.O. (Pub) 
2. Finalise the draft of news item  R.O. (Pub) 
3. Deliver the news item to Newspaper / Radio 

/ TV 
 R.O. (Pub) 

4. Intimate the concerned officials about 
publication and display on notice board 

 R.O. (Pub) 

5. Preserve in collection of news items  R.O. (Pub) 
 
Reference Documents: 
 
1. KRA Policy 
 
Records: (Files, Formats, Registers, etc.) 
1. Requisitions for Organising Programmes on AIR/Doordarshan 
2. File for preservation of published News Items  
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Format of Requisition for Publication of News Items in News Papers 

 
|ÉºÉÉ®ú¨ÉÉvªÉ¨ÉÉÆºÉÉ`öÒ ¤ÉÉiÉ¨ÉÒ näùhªÉÉºÉÉ`öÒ 

 
 
 
1. EòÉªÉÇGò¨ÉÉSÉä xÉÉ´É 
 
 
2. EòÉªÉÇGò¨ÉÉSÉÒ iÉÉ®úÒJÉ ´É ´Éä³ý 
 
 
3. EòÉªÉÇGò¨ÉÉSÉä ºlÉ³ý 
 
 
4. |É¨ÉÖJÉ ={ÉÎºlÉiÉÉÆSÉä/¨ÉÉxªÉ´É®úÉÆSÉä xÉÉ´É 
 
 
5. +ÉEòÉ¶É´ÉÉhÉÒ/nÚù®únù¶ÉÇxÉ/´ÉÞkÉ{ÉjÉä ªÉÉ{ÉèEòÒ EòÉähÉiªÉÉ ¨ÉÉvªÉ¨ÉÉÆºÉÉ`öÒ ¤ÉÉiÉ¨ÉÒ tÉ´ÉªÉÉSÉÒ iªÉÉSÉÉ  
   iÉ{É¶ÉÒ±É 
 
 
 6. ¡òÉä]õÉä/´½þÒb÷Ò+Éä C±ÉÒ{É ËEò´ÉÉ ¤ÉÉ½äþ®úÒ±É {ÉjÉEòÉ®úÉÆxÉÉ ÊxÉ¨ÉÆÊjÉiÉ Eò®úÉ´ÉªÉÉSÉä +É½äþ / xÉÉ½þÒ 
 
 
 
 
 
 
 

Ê´ÉtÉ¶ÉÉJÉÉ +ÊvÉEòÉ−ªÉÉSÉä xÉÉ´É ´É º´ÉÉIÉ®úÒ 


