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CHAPTER XXII

. TRANSCRIPTION & PROGRAMME EXCHANGE SERVICE

Introductory

22.1.1 The Transcription Service was formed into a separate office on 3rd April, 1954 and entrusted
with the main functions of preparing processed records for use in All India Radio.

22.1.2 The designation of the Service was changed to “Transcription & Programme Exchange Service”
with effect from 1st April. 1959 and the office was placed under a ‘Director’.

22.1.3 The Transcription & Programme Exchange Service now functions in four units, viz :
i) Transcription Service,
~ii) Archives,
iii) Central Tape Bank,
iv) Internal & Foreign Programme Exchange Unit

Organisation and Duties

22.1.4. The Administrative set up of the Service as a whole headed by the Director is indicated in the
chart at Annexure 1.

22.1.5 The service is organised broadly in three wings vis. (i) Administrative, (ii) Programme, and (iii)
Engineering. The Administrative wing is common for the entire service. The Programme wing works in
two units viz. (i) Transcription Service dealing with Archives, Central Tape Bank and customs clearance
for the tape parcels received from abroad (ii) Internal & Foreign Programme Exchange Unit. The
Engineering wing is headed by Assistant Transcription Officer, who is assisted by an Assistant Engineer
for looking after the service.

22.1.6 The Director has been declared as the “Head of Office” Controlling Officer vide DG AIR Memo.
No. 2 (11)A&G/59 dated 15.10.59. He is responsible for the efficient functioning of the entire service.

22.1.7. The duties and responsibilities of the different categories of officials in the Service correspond to
those of their counter parts at a Radio Station. Where the duties are different, they are indicated at the
appropriate place.

22.1.8 Thelimits of the sphere of duty of the Director and his staff for purposes of S.R.60 and Rule 3 of
FRs and SRs, Vol. II has been declared as the whole of India—vide DG AIR Memo. No. 2 (11)A&G/59
dated 15th October, 1959.

Contingent Charges

22.1.9 The Director. Transcription & Programme Exchange Service has been authorised to make
payment by cheque of expenditure relating to contingencies like a Station Director — vide CTR 580.

Central Packing Unit

22.2.1 The parcels containing tapes and discs are received in the Programme wing direct from the postal

authorities.
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22.2.2 A separate account of receipt of empties is maintained by the concerned section 10 the
Programme Wing.

22.2.3. The officer incharge of the section maintains the following accounts for the packing boxes

i) Old boxes account for the empty boxes passed onto him from the Library which were received
with tapes from the Station.
ii) Stock account for different sizes of packing boxes.

72.2.4 Packing boxes whenever required are purchased locally by following normal stores Purchase
Rules.

22.2.5 Separate accounts are maintained for service postage stamps supplied to this office. The
despatch Register in respect of despatch of parcels of tapes by post and by air through the Indian Airlines
Corporation are checked by the Head Clerk. The Stamp Account is checked daily by the Accountant and
the stock of stamps physically verified by him every week. The stock of stamps is physically verified by
the Drawing and disbursing Officer every month. .

Customs Clearance

22.2.6 Clearing of Parcels received by various Units of AIR viz. News Services Division, External
Services Division, Dte. etc. from Foreign Broadcasting Organisations such as BBC, Voice of America,
Radio Japan, Radio Australia, Montreal (Canada), Radio Moscow, etc., from the Customs Office &
Palam airport, etc. This activity is supervised by the Programme Executive (TS) assisted by 2 General
Assistant and CG-I1.

Transcription Service

22.3.1. The yma'm functions of this service are mentioned below:—

i) Toserveasa clearing house for the exchange on a national and international basis of recorded
material for broadcasting and rediffusion.

ii) To organise and maintain an Archives Library of tapes and discs received from national and
international sources.

iii) To organise and maintain an archives containing recordings of speeches delivered by President,
V1ce-P.re51dem, Prime Minister and other very important persons and recordings of Master
Musicians of Hindustani and K arnatak Music and also Folk Music and Special Programmes.

This Service also preserves rare recordings containing Interviews with eminent personalities
from all walks of life.

Duties & Responsibilities of Staff

22.3.2. (a)Assistant Station Directorisincharge of all mattersrelatingto Transcription Service, Internal
Programme Exchange and Archives. He is assisted by three Programme Executives, Librarian, etc. He
also holds charge of and supervises the working of the Central Tape Bank. )

b) Programme Executive and Producer
The programme Executives functions are maintenance of Archives, Transcription of important spoken

word material, Custom Clearance and handling the supply/ circulation of broadcast material concerning
National Programmes etc. to other stations. Central Tape Bank, Programme Exchange, monthly

- — —
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Programme Exchange Bulletins, documentation of Archives, production of Programmes based onlibrary
material, indents from stations, Sangeet Sammelan and other National hook-up and special Prog}'ammes
including screening for preservation in the Archives. The Producer is responsible for selection and

screening of Programmes for Archives and P.E. Unit. :

¢) Librarian

His duties correspond to those of the Librarians at AIR stations in addition to receiving, cataloguing and
preserving all recordings received from Stations of speeches by the President, Prime Minister and other
VIPs for retention on a permanent or semi-permanent basis.

d) Stenographers (English & Hindi)

Prepare transcripts of the speeches of the President, Vice President and Prime Minister received for
preservationinthe Archives Library and also prepare the transcripts of some important talks, discussions,
etc.

e) Storekeeper

The Stores arein the custody of a Storekeeper. The rules contained in AIR Manual apply to this office also.
Requisitions for stores are a proved by the Transcription Officer.

Archives Library

22.3.3 The Archives Library is meant for preserving recordings of the speeches of Mahatma Gandhi,
Tagore, Subhash Chandra Bose and Nehru as well as those of Presidents and Prime Ministers of Indiaand
such other VIPs as may be decided from time to time. The Archives also preserves all other recordings of
National, International and historical importance. The recordings of old Masters of Music are also
preserved in this Library. \

22.3.4 Recordings of all important items broadcast in the national programmes e.g. Music, Spoken
Word, Talks, Feature, Folk Music, Regional Music, etc. duly approved by the Directorate are preserved in
the Archieves. The speeches of President, Vice-President and Prime Minister are preserved in pursuance of
standing intructions.

22.3.5 Amonthlystatement of items received from the Stationsissent to the Directorate for selection and
approval. The approved items are then preserved on tapes in the Library.

22.3.6 Allmaterialsreceived from Stations are firstentered in a Receipt Register asin Annexure 2. These
are then classified and entered in separate register (Annexure 3) maintained category-wise. Cross
references are given to facilitate quick location of recordings.

22.3.7 Anaccessionregisteris maintained for all categories of tapes accepted inthe library asin Annexure
4.Index Cards are maintained for the material preserved in the Archives. These are prepared tape-wise and
artist-wise.

22.3.8 An Archives Sheet is included from time to time in the Programme Exchange Bulletin to keep
stations informed of the material available in the archives so that they could indent for them as and when
required for their programmes.

22.3.9 The material required by the stations for broadcast of National Programmes of Plays, Features,
Operas, etc., are also supplied to the Stations on demand. The material is duplicated on CTB tapes and
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despatched to the stations. ‘For this purpose the Archives Library is treated like any other station by the
Central Tape Bank and renders accounts to the Bank in the prescribed proforma.’

22.3.10 A register in Annexure 5 is also maintained to keep a watch over the prompt return of the tapes
sent for duplication.

Central Tape Bank
Object |

22.4.1 The object of this Bank is to make it possible for every Station and Unit to supply recordings on
tape to any other Unit without asking or waiting for fresh tapes from the indenting Unit. This object is
achieved by ensuring automatic and periodical reimbursement of the quantities of tapes thus issued to
outside Unit.

Working of the Bank

22.4.2 The Central Tape Bank obtains supplies of tape in bulk from the Central Stores and sends the
Circulation Quota to Units in Proforma CTB—1I as in (Annexure 6) AIR— and also receive tapes from
them, in accordance with the procedure explained below:— :

Stations exchanging CTB Tapes use a prescribed form (CTR-2) (AIR-A-75). Every tape issued by the
Central Tape Bank bears on its carton, the stamp of CTB and a serial number.

Sources of Tape Supply

22.4.3 Every Unit(e.g. aStation or an office like the Programme Exchange Unit, NSD etc.) receives tapes
from two sources: :
i) Fromthe Central Stores once ayear or more frequently. Thiscovers the internal requirements of
the Station/ Units and is called the Primary Quota.

ii) From the Central Tape Bank, every month to reimburse the quantities used in the preceding
month for meeting all outside engagements. This is called the Circulation Quota.

Primary Quota

22.4.4 The Station Engineer, Central Storesissues the primary quotarequirements of every Unit. A Unit
may ask for increase in its primary quota and Directorate examines how far it can meet the demand. The
bulk supply may be made in instalments depending upon the supplies received by the Central Storesfrom
Overseas.

Aseparate account is kept of the stock and receipts of the Primary quotatapes and informationrequired by
the Stations Engineer, Central stores is supplied from time to time in accordance with the instructions
issued by him. All internal requirements of the Unit are invariably met out of the Primary Quota.

. Circulation Quota

22.4.5 Forall outside requirements, aunit receives fromthe Central Tape Bank, aquantity oftapesequal
to the quantity despatched by the Unit to outside Units during the preceding month. As this quantity of
tapesis constantlyincirculation, itis callled the circulationquota ofthe Unit. By outside requirements are
meant tape-recordings supplied to other Stations, to Programme Exchange Unit, to Transcription
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Service, etc. For such ‘Outside’purposes as Music Auditions, Sammelans and Samarohs, etc. Stationsare
asked to utilise the Primary Quota tapes.

Stations need not wait for supply in advance of fresh tapes for these purposes. It uses for these purposes
whatevertapesit has and isinvariably reimbursed by the Central Tape Bank in the following month to the
extent of the despatches made by it subject to the deductions etc. explained below.

Basis of Calculation of Circulation Quota

22.4.6 The quantity of Circulation tapes to be received by every Unit is calculated by the Central Tape
Bank on the basis of:

a) The quantity of tape supplied by the Unit to outside indentors or receipts.

b) Deductions madeonaccountofthe retention during the month of any tapes received by the Unit
from outside sources.

Procedure for Reimbursement of Circulation Quota

The C.T.B. maintains a separate Station/ Unit-wise record of the monthly accounts of tapes received and
after readjustment arranges for reimbursement to the supplying Stations by the 15th of every month.

Statement of Utilisation

22.4.7 Each Stationsendsto CTBbythe 15thofevery monthastatement of utilisation of tapes, during the
previous month on prescribed proforma (CTB-4 AIR-A-76). This information enables the Central Tape
Bank to determine the exact number of blank and erased tapes available with each station/ unit under the
circulation quota. Thisisfurther examined and reconciled on the basis of the annual statement in the form
(CTB-6-AIR-77) showing the actual serial number of the tapes available at the different stations on 1st of
August (every year).

Accounting of Circulation Tapes at Stations/Units

22.4.8 Each Station keeps a separate account of tapes supplied to it under the circulation quota from the
central Tape Bank in a register (Proforma CTB-4) (AIR-A-76).

22.4.9 The daily balance of tapes in hand is worked out by the bank and brought to the notice of the
Assistant Station Director. A monthly review of the stock position of the tapes at each station/ unitisalso
conducted by the bank. Where the number of tapes retained by the Station is considerably more than the
quotafixed forit, thestationis asked toreturn the excess number of tapes, in their custody, so that the bank
could function effectively.

22.4.10 New Tapes are received from the Central Stores as and when required by the bank. These are
numbered and keptinstock to beissued. The physical verification of the new tapes as well as the used ones
in stock as on 31st March of every year is conducted by the Assistant Station Director.

Internal Programme Exchange Unit

22.4.11 The main functions of the IPE are:

a) tokeepstationsinformed of good programmes broadcast by different stations of AIR, as well as
those received from abroad.
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b) to malfe available to stations as and when required selected programmes (either scripts or
recordings) broadcast from other stations.

22.4.12 Allrecordings and scripts received in the PEU and whether they are from AIR Stations orabroad
are scrutinised for approval by committees appointed by the Director, T& PES for different categories of
Programmes, and only those items which have been selected as suitable for broadcast for otherstations are
sent to the PEU library. After this, the Programme Exchange Unit issues every month its bulletin listing
programmes available for supply indicating the expiry date of all types of programmes added to the
library.

22.4.13 From time to time, the Programme Exchange Unitissues Volumes of cyclostyled collections of
plays—thelatest(Vol.23) and adaptations of Munshi Prem Chand’s works. Two volumes(10th & 11th) of
101 selceted patriotic songs in Hindi and in South Indian languages each have also been issued. A set of 8
talks broadcast by eminent men on Nehru and Modern India has been issued. Work on the Volume of
National Plays broadcast in 1980 is also under way.

Production of UN Programmes

22.4.14 Everyyear,underspecial agreement with the UN the PEU produces 24 features in Hindi entitled
Vishan Manch Ke Jharokhe Se. These features are based on scripts of Perspective Programmes which are
received from the UN Radio. The IPE also receives the recordings of these features in English which are
circulated to Calcutta, Bombay, Madras and Delhi Stations. The Hindi versions are broadcast regularly
from all Hindi Stations including Jammu, Hyderabad and Port Blair. The scripts of the Perspective
Programmes are also circulated to all non-Hindi Stations for possible use. A quarterly Statement of
Utilisation of UN material is received from Stations.

Scripts Library

22.4.15 TheScriptsreceived from the Stations are screened by the committees appointed by the Director.
The approved ones are included in the library. An accession Register is maintained in the form shown in
Annexure 7. '

22.4.16 Separate Accession Registers are kept for scripts relating to spoken word items and plays.

22.4.17 The Accession number of the scripts added to the library are included in the monthly Programme
Exchange Bulletin. This enables the stations to indent for the scripts required by them for use in their

programmes.

22.4.18 The scripts are physically verified at the end of the year, like books, tapes, discs, etc.

BBC Discs

22.4.19 BBCTranscription Service recordings are obtained by the PEU on the basis of a lump sumyearly
payment in Indian Currency to the BBC. The recordings are distributed to the Stations to enable them to
broadcast these programmes before the expiry date prescribed for each recording. A statement of
utilisation is also obtained from the stations every month.

Procedure for Payment

22.4.20 As soon as a programme included in the Bulletin is broadcast by a Station, the certificate of
broadcast in form AIR-A-28 should be sent to the Station which had initially signed the contract with the
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Artist. The latter station will make the payment to the artist from its funds. .

Tape Library

22.5.1 Tapes are received in this Library from AIR stations and also from foreign broadcasting
organisations. Separate accounts are kept for the tapes received from within the country and those
received from outside.

22.5.2 The tapes received from AIR Stations are entered in a Receipt Register. After screening by the
appropriate committees these are sent to the library. The programmes are copied in the Primary Quota
tapes and entered in the Accession Register in the library. The tapes received from the stations which are
usually CTB tapes, are erased and used for circulation.

22.5.3 The approved tapes retained in the Library are called “Gold” copies.

22.5.4 Separate Accession Registers are maintained for tapes of 5 size and 7" size in the form indicated in
Annexure 8.

Additional registers are also maintained category-wise. The Card System is introduced. Different sets of
cards are prepared on the basis of Author, Composer, Musician, Talker, First line of songs, subject of
Talks, etc.

22.5.5 Thetapesreceived fromforeigncountries are firstentered in areceipt registerinthe formshownin
Annexure 9.

22.5.6 Thesetapesarethensorted out and entered inseparate register maintained foreach countryinthe
form shown in Annexure 10.

Staff

22.5.7 The PEUisunderthe administrative supervision of an ASD whoisincharge of both transcription
service and Programme Exchange Unit. There is one PEX and some clerks and staff artists workinginthe
Unit.

General

22.5.8 The other provisions of AIR Manual apply to this Service also to the extent they are inconsistent
with the subject or context.

v
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- ANNEXURE VIl

(See Paragraph 22.1.4)

Technical Wing

166

Director 1

Asstt. Station Director-1
Prog. Executive-3

Prod. Asstts. -3
Producer -1

Asstt. Editors Script-2
Sub-Editor Script-1
Junior Librarian-1
Stenographers-3

Accountant - Head Clerk -1
Hindi Translater-1

Clerks Grade-I-3

General Asstts./ Copyists -5
Sr. Gestertner Operator-1
Dafteries -2

Peons -5

Safaiwala -1

Farash -1

Asstt. Transcription Officer-1
Asstt. Engineer -1
Engineering Asstt.-1

Senior Technicians -3
Technician-1

Helper -1
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ANNEXURE 11
(See Paragraph 22.3.6)
Receipts Register of Archives Library
Serial Date of Source Refe- Qual_\tity Tape or Details Disposal
No. Receipt of rence _ Disc. No. of Pro-
Receipt gramme
1 2 3 4 5 6 7 8
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ANNEXURE 11T

(See Paragraph 22.3.6)

Serial Date Source  Tape Lib- Details Quantity Lang- Date  Remarks
; No. of Re- of Re- No. rary Re- & Size uage of
ceipt ceipt ceipt of Tape Speech/
No Perfor-
mance

»
i 1 2 3 4 5 6 7 8 9 10
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ANNEXURE IV

(See Paragraph 22.3.7)

g Accession Register (Archives Library)

Dateof Call  Acces- Particulars Date of Duration Source Reference Original Tape Size of Withdrawn Remarks
Accession No. sion No. of Broad- No. Tape on and
Programme cast . Signature

1 2 3 4 5 6 7 B 9 10 11 12 13




170

yrpTeTaTYt fore qEIE
AP V

(drwre 22.3.10 ¥ew)
FAfataETw & arg 20 A qroelt 97 Pt @y w ey

¥ g,

| FEAFT H feparer s AT 9y # i

I FA@ ,
# ardw =i ferar mar e
2 3 4 5 6 7 8




170

AIR MANUAL
ANNEXURE V
(See Paragraph 22.3.10)
Register for Watching Return of Tapes After Duplication
Serial Date of Tape Programme To thm Signature  Date of Remarks
No. Issue No. Details Issued Return
8
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ANNEXURE VI

~ (See Paragraph 22.4.2)

FORM OF INTIMATION SLIP FOR ISSUE OF CIRCULATION QUOTA
BY DT&PES
GOVERNMENT OF INDIA

TRANSCRIPTION SERVICE: ALL INDIA RADIO
NEW DELHI

From
Director, T&PES,
ALL INDIA RADIO,
To
The Station Director

All India Radio
The following types have been sent to you by Airfreight/ Registered Post Parcel/ Hand delivery. The

duplicate copy may be returned to this office duly signed.

Serial No. ' CTB Tape No. Length of Tape Remarks

Signature of
Forwarding/ Receiving Officer

NOTE: To be used in triplicate.
Two copies to be sent to the receiving stations.

One copy to be retained by (CTB)
: for Director, T&PES, AIR.




172

AT H VII

(T 22.4.15 ¥eg)
wrorEw e

HTFTEATH Frr e

FH G,

P e K S FAFTF  FEFA B

adE

i

WEHT

It/
FHATHIT
T AH

Fafy

7




AIR MANUAL 172

ANNEXURE vII
(See Paragraph 22.4.15)

Accession Register

Serial Date of Accession Source Title of Type of Name of Duration Payment Initial Remarks
Number Receipt Number Programme Programme Talker/ Position of ASD

Artist
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ANNEXURE VIII
(See Paragraph 22.5.4)
Accession Register
Source of Supply
or Accession :
Serial Accession  Date of Number of Reference Type of Dated Dated Date of Library to
Number Number and Accession  library from to Tape Initials of  Initials of  Transfer/ which
Date which Transferred Accession Length Librarian the ASD Write off - Transferred
1 2 3 4 5 6 7 8 9 10

Refcrence te Dated Initials
Transfer/ Write of

off Certificate

Dated Initials
of the

Librarian ASD

11 12 13
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ANNEXURE IX
(Paragraph 22.5.5)
Register of Tapes Received From Foreign Countries

Return- Date of
Serial Receipt Disc/ Parti- Size Dura- able/Non- Refer- Acces- Approved To whom Date of Return to Remarks
Number Source Tape culars tion Return- ence sion Not Sent Return  Source

Number Able Number Approved

1 2 3 4 5 6 7 8 9 10 11 12 13 14
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ANNEXURE X
(See Paragraph 22.5.6)

Country-wise Tapes Register

Serial Date of Reference Details Size Duration Publicised Sentto Received Remarks
Number Receipt Number or Not Back on
1 2 3 4 5 6 7 8 9 10




