
GOVERNMENT OO O"O*
ELEMENTARY EDUCATION DEPARTIVIENT

DISPUR, GUWAHATI.6

OFFICE MEMORANDUM

Consequent upon enlorcernent of the R ght to Education Act 2OO9 and RTE Assam State

Rues.201'1 free textbook have been rnade an entitemeni ofthe studenis in Elementary eve

scroo s and hence the prograrnrne of Dlstribution of Free Textbooks has become an important

responsibllit,v of the Government in Educatlon (Elementary) Departrnent. As a result a l

concerred agencies like SSA, Assam / SCERT / ASTPPC Ltd and ARPS have to play a vita ro e

icr proper t me y and smooth production and d stribution of textbooks wth n a prescribed t me

schedule. lt is the duiy of all concerned agencles io ensure that the textbooks reach ihe

respectve schoos \/elL ln advance of commencement of a new academic session so that the

stL-dents can recerve the text books on ihe very first day of academic sess on Accordlngly

students of al areas irrespective of easily accessib e ot remole areas must receive iheir textbocks

on or before l st January, 2018 for the academic session, 2018.

All officlals concerned at state distrlct b ock leveL and below shall ensure smocth and Ilmely

cjrsirlbuilon of the Free Textbooks Any nstance of negl gence, deviation from timei nes and

rorms or misTeporting on the part of any functionary will be viewed very seriously and u,i I invite

severe d sc plinary action.

nthe lghtoftheabove thefol owing distribulion p an is made for d sir bution of FTBS fcr the

academ c sess on 2018 from 1st December-3o1h December, 2017

{A) Arrangement before distribution :

'l ASTPPC Ltd iARPS wi I make arrangement to prepare FTB packets wth 50 100 or 200

books in each packet. The packets should be labe ed properly as folLows n a d siinci

nranner The abes shoud be sufficiently large tn sze and clearly egible [4anaging

D'rector ASTPPC Ltd , shou d start the process of labeL ng in the packets mmedtaiely

:'.. ?MA 27 4t2Ai2lPt (A)/159

Name of the Book

lvledium of the Books

C ass

Dated Dispur the 29'" Nov 2017

.l

Tota no. of books in the packei i

ASTPPC L1d and ARPS wii separately slore alFTBs from Ka-shrenr up-to Ctass-Vil1 n

packets of med um vr' se at Ceniral Gbclown Bonda and at Rupnagar respectve y

ASTPPC Ltd/ARPS wi subsequently deiver the books to the authorzed offoat of

Edlcal on Depadment ai B ock level (elther Dl of Schools or BEEO of the conqerned

3locK). The de lvery shou d be made during mutua ly agreed time onLy io the respons b e

offrc a s cf BLock Elemeniary Off ce.

A su iab e accor.modat on (Audliorium/Big Hal etc.) in any High Schoo /l,l gher Secrrnctary

SchooslLPiUP in every Educatonal Block wrll be dentjfied withln 25-11-20i7 by the

concerned Dl of Schools/BEEO as temporary Godown, to store the FTBS and nform the
Dtu4C. The Dl of Schools/BEEO wlll seek necessaTy help/guidance from the concerned

Deputy Commiss onerPrincipal Secretary of A'utonomous Counci as ancl when iequired.
Dtuc w ll g ve the lst of identif ed storage location of each brock n his jLrrisd ction 1c MD,

ASTPPC ttd. and lvlD SSA latest by 7th December 2017
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: s a sc re leraied ihat the distribut on of FTBS shouid not be harnpered due to add tional
iLrlo requ red foa some schools n extrerney rernote places ln such case, fthe Bock Leve
SL.:pervrs on & Mcn torlng Committee finds lt justifled, specjal arrangement should be made
3Nd reqLr siiron for addrtionar fund is io be sent through Drvrc, ssA io siate Mrission office
SSA Assam wllh lustification
The Dl oi Schools/BEEO as Chairman of the Comrnlttee will process on pfloriiy bas s the
i nanc a b lls of any expendlture required to be incurred for smoolh distrlbuiion of FTB 1n the
Blcck and the amount can on y be disbursed wlth the prior approvat of tne Deputy
Comrnissicner/princ pa Secrelary of Autonornous Councll writ ng n f e

(vr ) To meet up lhe various contngency expenditures (reated to FTB distributjon) at the Bock
Godown SSA, Assam w I a low to provide a lurapsum amount for th s purpose in fo lowtng
manner:

Sl. No.

(,A)

T-tat E"rot"neni of the Biirck
-l _,: _ =-crooo 

--

ArroLrnt Approved

7 5001 (for the whoLe Block)
(s) 50 001 -----ggsg€ 10,000/ (for lhe who e Btock)
(c) 1 C0,000 --- - 

* above 15,0001(for the who e

(Further, if any additional amount is required beyond this approved amount, the Chairrnan of
tNe Blcck Lever supervision & N,4onitoring commiitee wl subrnlt the adcrtionar fund
requ rement proposal to the Cha rman, District Level Supervlsion ancl l\lonitor ng Cornmiitee
f,, ih proper lusiification. On rece pt of such proposa, the Chairman wll assess ihe aclua
requlrement based on ihe fleld level posion & wll forward such proposat v/th verfeC
amount a ong[/iih the justif]caton of such additional amounl at Biock eve lo Mr ssron
Director, SSA for necessary approva well in advance. No post-facto approval wi I be allowed
urder any crcumstance and such proposal must come lrom the charman, Dstrct Level
Superviston & [,4on toring Committee)

For proper moniloring of the disirlbution process throughout the dtstrict as a \rhole a
Distr ct Level supervrsion & l\lonrtoring committee for FTB will a so be constituted vi ith the
iollo\,vlfg l\4embers

Deputy Corim ss oier/pr nc pa Secretary of Autonomous C hairnra n:(c) Ciuncil/Secrelary ol Aulonomous Council or Additional Deputy Commiss oner

[4embers

2 representat ves irorn repuied c tizen i.orn d strict area (one retlred Ando e a'o'ne o oe 10l na'oo o/ Ir. Dep-.y CoTn,ssio.e "il .ioal Secrera,,olA rr... m.
nd DMC oi

2 I'o e_'' ra'ves from oc"l oot i/eooe,s .o be -o.] ndte.l o. rhe DF^ i"
3ll; :T;il: ;tt"^ 

sec'e a'v o'| 
" .'",.;;;'; c":-";'";:"::-,",;.'"": I

2 represenlat,ves lro. f"a"frers lone fiom Lc siiii'iT7i61h-i
g:I"ii" :;Xx:l":':i: t:T::i':d^:r":i:.:;;;'v c;;.;;i";;,";i;;""1

,:,ri,:::l:-i:!,f ';::;;::?l::J'fl ;::."S;:?",;*l;E.?""Xt
2-representati res f rom-EZoln-iii rcca-JoL;,naGGiElect,on,rrprrr
o" tl"-i""r"olvin" i";;r" -" """ JULrrrrarsr or Erectron c/PIint lvled a (lo

Comm ss oner/ Prlnc pal Secrelaty ofAutonomous Collnci n consuLlation w thDEEO and Dlvlc of SSAI
District Cc-ordinato(S), oi to be notified by MD

llembe.s

ivlembers



, -'- ls:':l Level Supervision & Monitorlng ComnTitiee for FTB wlll supervlse overall

:::.-icr process of FTB in ihe district and will take-up required remedlal Tneasures

:::: rng.'/ to ensuTe the smooth distribution of FTB within the given time llrnits (in the

--i - :e rne) in the dlsirict

-'-. Commlitee wiLl lake necessary steps to physically verify/vlsii various Blocks and

Scloots thereof to ensure that no eligible student is left out without getting iextbooks within

:-e given ilrne-1im ts

- The Com'nttee \/llL examlne and enquire into any an om alies/dlscrepa ncies in the FTB

d slr buiicn process and can seek any information or records from Block Level Supervision &

f.4or icr ng Commlttee for FTB to ascerlain the facts at any point of iime The Block LeveL

S!rpervision & Monitoring Comnllttee for FTB will have to provide all required

lrformatlon/support to the DLstrlct Level supervision & ['{onltoring committee for FTB as &

\,,hen soLight bY the Committee.

12 Tne DlvlC SSA ol the concerned dlsirici will provide necessary loglstic supporis for smooth

ilrncticning oi ihe Dlstrict Level Supervision & IMoniioring commiitee for FTB '

13 A n',oo liiy/ contingency fund (to be decided by IMD SSA) may be reeased to ADC

iECucat on) ior FTB disiributlon against each block' The Deputy Commissioner may engage

Ass stani Commissloner/S Do (Sadar) or any other officials as deemed fit as observer for the

supervisLon mon(oring Purposes

(B) Arranqement at Central Godown :

i 4. The Blcck wlse requrrement of FTBS wil be separateLy prepared by ASTPPC Ltd atest by

25'11-2C^'7 and the Block wise packing will be done under the overall supervision of

ASTPPC Ltd and a team of officials to be deputed by Elementary Education Department'

l5 l'v1D ASTPPC Ltd wlll set-up required numbers of counters at Central Godown' and will

ofovlde required manpower and necessary logistic supports e'g arlangement of weighing

rachine temporary sheds cornputer internet connection' printer' refreshment and drinking

,,!'aler, sitling arrangement (counier-wise) etc in the godown for the officials to monitor the

rcaclng of the bcoks. He wilL depute sufficient labourers to segregate ihe books on

B ockwlse requlfernent basis. Fu(her, every packet of books should be propedy Labeled

befofe hand ng it over io Educdtlonal Block' The Managing Dlrector ASTPPC Ltd should

take aL necessary steps to ensure ihat the Godown wlll funciion from 8 am io 9 pm daily

\.rihoit any break or hoiday iiLl the transportation work is compLeted n al respects lf

required shift+{lse oeployment/roster sysiem for Official and labourers should be dQne ai

Li e CodO^1 p-em ses

16 The ASTPPC Lid anci ARPS will take custody of the books til! these packets are finally

han(jedoveriotheconcernedofficialSofEducat]onDepartmentatBlockLavel.
1,1 The ASTppc Ltd wi arrange the required number of vehicles (along with the labourFrs for

Loadlng and un-loading purpose) as per the Block-wise requirement of booBs'

iB Tc speed up tl.re process of loading and preparation of challan etc at Central GodQwn' a

S"]alLComm]tieeW]]lbeconstituiedtochecktheWeightofthepackeis
(booK/subject/medium/class eic.) for all calculaiion purposes and the committlie will

prepare a standard weight list against each and every iiem separately The standard weight

lst \illl be referred tc tor random weighment of lhe FTB packets at the iime of segrqgation

an.l/ or loaCing The committee will comprise of:



ia)

6
Repre5enraiive irom SSA, Assam One perso n

r,Qpresenl.l|ve rTom A5 I ppc,.td./Rep.esentaIve of ARpS

Representat ve from SCE RT

One pe.son

(c)

(,,
One person

Kepresentatlve trom Director of Elementary Education Deptt., Assam One person

{r/rD,
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e\./ery third day in the speclfled format
_ i e I prL" t ve scl- eo J te of Ar l'vilies .

SSA w issue separate order for th s purpose ln course of time )

The 1,,4D SSA, Assam, the Direcior, Elementary & the Director, SCER I Assam w ll form a

tearn of OfficaLs for each distrlct for supervisjon of FTB dstribu|on process from Central
Godown up{o school eve The ist of officia s is to be submitted withln lorh December 20T7
to the Commiss oner, E emeniary, Govt. of Assam. The offlclal Notification in thls regard \,r']1

De ssued front the Commissioner & Secretary, Elementary Education Depadment, Govt of
Assam by 10h November 2017 Thls team will be known as ,Dtstrci Coordinatof,.
Task of District Coordinators :

The tasks of the District Coordinators will be :

To lalse v,iith ASTppC Ltd/ARpS officials and personally monitor ihe segrega|on of
packets per Block at Fedicem Godown Bonda and Rupnager, ARpS godown.

I To keep a record of the district-wse and block_wise enrolmeni fgure aongwith
requirement of varrous categores of FTB. - cLass, book and medum-vr'ise tvrD.

ASPTTC/ARPS w I prov de these records to District Coordinators before ihe process

of segregaiion and transportat on actually begins.

ll To assist and keep a strict vigi at the time of packng and label ng of the books
cartons/packets to ensure that they are done correct y and par|cular y, no m srnaich of
label ng occurs The District Coordinator wllL randomly check the welghi of the packets
of ihe books and also verify the numbers of books inside ihe packets on ihe rn nimunr
nterva before delivering it to ihe Courler and keep a record thereof.

l\./ The District coord nators wiL check the number of books ins de the packets on random
bas s to ascertain the actua number of books inside the packets.

v rhe D strict coordinators wir take stock of rextbooks d spatched and yrng n differeni
biocks and ihe status of dlstr bution to school and w ll submit a repon to the [,{D, SSA

(c)
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During the Process of Distribution at Block:
The B ock Level Supervision ancl i\,4onltoring Comm ttee for FTB will compare the Block-w se
enrolment position of students (mecl um-wise) in ihe schools on actual attendance baqed on
Cigit zat on of children data carr ed out by SSA Assam. lf ihe enrolmeni has gone d0.,,,,r.r as
ccrnpareci at the tlme of dstributon of FTB, in cornpaTison io the enrolment as pet dala
digitzatlon, the Head I\laster concerned has to give,a statement to the Block Leve
Superv slon and l,,lonitoring Comm ttee n this regard and he/she will not iake more FTBs
than necessary.

L No. Works

1
2

!
5

Pr nted books reaay to 
_ospatcneO'T 

n ale:!:': 30 T 1.2017 on$/ards
B ock,v7 se packel ng and drspatchrnq 30Lh November onward 1il comp ei on
Transportalon of books to the Blocks 12Lh December-251h December 2017
Schooly/ise packetlnO & segreqation al Block 16Lh December to 251h December 20T7
ssLre oi Eooks lrom Block to Schoo s To be comp eled bv 3orh Dqtember. 20T7

qoLh to 31"' December 2Oi7
a Ci d $,rse packei!g and d stribution at schoot
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To streamline the clistribution process at Jtoct< Levet, the Block Levej Supervision,llo.r tor ng Cornmittee for FTB will arrange counters at lhe Godown (u,/here ihe FTBS asic'eil and depute required rnan-power with computer (with printers and oiher accessorieseic counter-wise from the avairabre locar resources such as sl of schoors, funciicnaries oiSSA in each counter. The groups wiil prepare the packets school_wise at least one day prioric irre actua date of de ivery and will hand over the packets as per actual atrendancepcsriion of the schoois to the concerned Head l,4asters of the respectrve schoo s v/(h acoflplteT generated chal an copy.
The Block Leve Supervision of lvlonitorng Committee for FTB wiU prepare a separatescheduie for de ivery of books in the Godown (schoor-wise) with minimum 15 to 20 schccrson per day basis. Whlie preparlnq the schedule, ihe Block level Supervision of lvlonitoringComntitlee for FTB wll take special care regarcjing the term end evaluatton date oi iheconcerned schoo s The schedule of such de ivery programme be published in iheEducational Block Office so that the Head l\lasters can get the rnformation of suchschedLr e latest by 1S_12-2a1q. The Block Level Supervision & l\,tonitorlng Commitiee forFTB can a/so aclopt any convenient means for wide circulation of schedule so that theschcol Head Masiers can get the lnformation time so that they can coliect the books fromgodown !!iihln ihe given time iimli.

The B ock Lever supervision & IVronitorrng committee for FTB wi, arso arrange necessaryNiEhl guarC ancl security at B ock Godown Il the distribution process is cornpleted
The d si.ibutron cF books can be starled at block level as soon as the complete set of FTBior tne lllock has been rece ved from State Head euarter. The distribution shou d be done inoroer of prio.ity as per the fol owlng tentative schedules :

r
Recogn zett Sih6iG

r lt6naLted Lo( al Bodies

r]ew schoo s wil be

llc!1,ever it s to be ensurecl by the block eve committee thethat exact Cate f xed ford striblttor cloes noi disturb the evaluation process
The B cck Lever s!pervis on & rvro,itoring comnrittee for FTB w, personary visrt each andevery schco of the Educaton4 Block areas and wili give a certificate within 30-12-.17 to["]issior Drrectoi, ssA, Assam that,arl erigibie students of the Brock have receiveci ther-.q_r .ed quantitres of books n time ihe N,lD SSA wi I prov de the format ol such certif cateN coLrrse of t me ln the format toial number of students Language wise, Class wise, shouldbe spec ftcal y mentioned who received the books
The Dlsir ct Coordinators wlll be in iouch wtth the concerned l,lember_secretary of lhe BlockLeve Suoervision & lvonltorlng Committee for FTB on day-to-day ;.;:; ; r;;;;;"v s i the B ocks to ensure the smooth delivery of the books at school le :. " 

. 
,: , vL U e oooKs at sc,]oot ever Qur,rg lre Feroo.tr v,r. ))A \,! i provde necessary rogistic supporl for their visit to the B ock/s;hoors

s "5.e. t I tI 6,, s.Dr sstoT of reqLt.errenl of ver,cles aI .east 24 ,r""r; ; ,;r;;;;Sr Admlnistralve Officer. SSA, Assam. The Dtstrict Coordinator wiil also glve a separatecertif cale wrih n 31,12-2017 to l,4D SSA Ac<.m .^^^.n -^ ^.-,
thebockrece,vecr rnu,uqu,,uoqu"nti::j;:il::iilinsstatusof 

ar ersbLestuo(ntsot

For any probrern n gett ng the Free Textbooks in the Brocks and any probrems in d srrrbutronpiccess. the lvlD ASTpC Ltd. wi I oper,onalize a To i-Free contact number ,, ,;; ;;;".,
6

12.20t7 to zz-iiw

26-12-2At7 rc ziitol

28



29

and v.i ll glve wide publicity of proposed dlstribuiion jro"""" luong with the dstribL,t on

scheduLe and TolL-Free contact nurnbea ln the newspaper before the dislribution process

actual y stads The D1 of Schools/BEEO can apprse the probem related v/iih FTB

d:stribuilon through lhis Tol -Free coniact number also

One separate e-mai address on FTB has been created at SSA for prov d ng any rnformai on

re ateC vrlih FTB distr bution process & al DIVICs have been dlrected to send mai s to thls for

soeedy disposa of the lssues. The district co-ordinator has to submit advance tour drary io
',rD SSA io apo o.a - l' s'ela o

All shortage/excess of Textbooks at block should be first sorted out at district level

itself. The Distrlct Level Committee will take note of existing stock in the other blocks.

District may initiate "lnter block exchange" of available books. If the District Level

Committee cannot resolve the issue, then the Chairman of the District Level

Committee may forward it to the State lvlission Office, SSA, Assam. Block lVlission

Offices /BEEO should not send a proposal directly to the State Mission Office, SSA

The ARPS will prepare the packets class wlse/block-wlse and will store ai lheir own goiown

and tl.e books w ll be transported through the common transporter of ASTPPC Ltd up to

b ock leve

3C.

3i

[4emo No. PMA 27 4120121Pi.(Ay 159-A

Sd./- Preetom Saik a, IAS
Commlssioner & Secretary to the Govt. of Assarn

Elernentary Education Depariment
Dated D spur, the 2grh Nov' 2017

Ccpy to
i The Pr ncipal Secretary to the covt. of Assam, Educa|on Depariment Dlspur, Guwaht for

kind appraisa
2. The Secrelary to the Govt. of Assam Secondary Educaiion Depaftmeni Djspur Guwaht

for lnfomnation and necessary action.
3 The Nlission D rector, SSA Assam for information and necessary act on
4. The Deputy Comm ssloner (All Dlstrlcts) for information and necessary action
5 The Staff Off cer to the Chlef Secretary, Assam Dispur, for knd apprisa of Chef

Secreiary.
6. P S to the Hon b e l\4inister Education, Assam for kind apprisa of l,]ME.
7. The Prlnclpa Secretary to the Autononrous Counc l (KAAC, DnAC, BTC) for inforn ation

and necessary action.
B. The Managing D recior, ASTppC Ltd, Guwahti-1 for informaiion and necessary ac|on
I The l\4aniri, ARPS Guwahati-32 for nformation and necessary actton
10 The D rector Elementary Education, Asdam for information and necessary ac|on
11 The Dlrector, SCERT, Assam for infoima|on and necessary action.
12. The Director, Secondary Educaiton, Assam, for informatlon and necessarv act on'J -.- D.-ecro, -rtgl^er tdLCdtor. Assa.r ,or n.o-n atior and recessa.T acrror
14 The District Erementary Educaron offie(Ar distrcts) for rnforrnatiqn and necessaTy

a'lior
15 TNe nspector of Schoos(all districts)for information and necessary acton Tlley are

requesied to fac liate temporary storage of books in ihe High and H S School.15 The Dst.Lct N4ssion Co-ordinator of SSA (all districts) for inforrnation and ne0essary
act on He\She wil take steps for distrlbute copy of the Ol\,4 ro a I concerneq of the
C.- (r.o o( (s

17. The D ofSchoos(al districts) forlnformaton and necessaTy action.
i8. The BEEO of al educational Block(aLl districts) for informa|on and necessary aclion

Deputy Secretary to ihe Govi. of Assarn

WfE rne.la./ EdLcal on Depalrreni
M_/.,"

,u,
1Fu oar Al1 /

)Y


