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PREFACE

Indian mind is known for its prolixity. We pile up
opinions upon opinions as if by compulsive habit. This
inveterate habit results in  swelling of files. In a lengthy
memorandum dated 24 May 1899 Lord Curzon, Viceroy of
India, named several anamolies in vogue in the Cen-
tral Secretariat. By way of illustration he referred to a
despatch received in a certain department from the Secre-
tary of State which covered 3} pages of print. “After being
gingerly touched by a few elerks, it was taken in hand
by an Under Secretary who paraphrased it (with glosses
and readings of his own) in 12 pages of print, and
then added a note recording his opinion in 4% additional
pages of print. The above example was eagerly followed
by his colleagues in an ascending scale, and by the time the
Viceroy and Members  of Council had  noted upon
it the recorded note; amounted to 28 pages of small print,
as compared with 31 pages of large print from the Secretary
of State which had provoked the lamentable effusion”. He
cited another case of Inland Steam Vessels Act whose mass
of papers in a file were a foot high.

The practices prevalent in Curzon’s time have been
stretched still further. The administrators are all actively
engaged in stereotyping the anamolies of the past.

We are wedded to many other anamolies and have un-
consciously been instrumental in creating problems of record
explosion and preservation of extreme complexity. Semi-
current files are lying in heaps in certain sections of the
Ministries and Departments. Departmental Record Rooms,
for want of space, appear to be breaking at seams.  The
National Archives of India is unable to receive more records
until its annexe comes up. Yet as archivists we cannot divest
ourselves of the moral responsibility for the proper up-keep
of these records.
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In short, the problems arc: how to simplify record
creation, how quickly to retrieve information from records,
and how to preserve records of enduring value. In the wake
of paper explosion the problems of record management are
intractable.

To highlight the bafling nature of the problems, the
National Archncs of India owamsed a seminar on Record
Management on 23-24 Octobe\ 1980, during the Archives

Week., This i issue of the 1ourml contains tllg papers read
at the seminar.

The inavgural meeting was presided by Shri Vishnu
Sahai, Ex-Governor of  Assam. The inaugural address was
del‘iycrcd by Shri T. N. Chaturvedi, the then Director, Indian
Institute of Public Administration, and now Secretary to
the Government of India, Ministry of Education and Culture.

New DrLur : S. A. 1. TIRMIZI
25th April, 1981, Director of Archives,

Government of India.
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RECORD MANAGEMENT IN BRITISH INDIA
S.A.I. TIRMIZI

The purpose of this paper is to show that the problems of
record management confronting us today had their origin in the
last quarter of the eighteenth century when some of the ad-
ministrative concepts of the present day India were beginning
to take roots. An attempt has, therefore, been made in this
paper to trace the lincament of this problem which perplexes
us today as it did baffle the British from time to time though
it did ‘not carry the comprehensive appellation of Record
Management which in simple terms connotates the ‘cradie to
grave’ aspects of the life-cycle of records. Though the data at
our disposal is too meagre to outline even the main contours
of the problems, the British appear to have tackled the pro-
blem broadly in two phases. In the first phase, spanning the
Company period, the problems confronted were those of accu-
mulations and unqualified destruction. This phase was charac-
terisdd by what we would now call ‘management by crisis’.
The second phase covering roughly the Crown period tackled
the problems of classification and appraisal. This phase
heralded the era of ‘management by regulations’.

The Factory Records of the Company had perished in
the great storm of 1737 or were lost during the capture of
Calcutta by Sirajud Daulah in 1756. Winning the battle of
Plassey in the following year, the Company emerged as a politi-
cal power. This resulted in the expansion of public business
leading to corresponding increase in the bulk of records.

Accumulation of records obviously ai)osed the problems of
their arrangement and inventory. Initial efforts in this direc-
tion were made in 1775. The records of the Supreme Court, which
was established two years earlier, were reported to be ‘in great
disorder and danger of being destroyed? (1) Richard McVeagh

. . 1
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was, therefore, entrusted with the task of bringing about some
order in these records. Similarly the alarming condition of
records of Public Department (fater Home Department) was
highlighted by Edward Hay, Secretary to the Board of Fort
William in his letter dated 24th October, 17872 to Lord
Cornwallis. The work of arrangement and inventorying these
tecords was entrusted to William Dolby* for completion by Ist
January, 1788. Five years later Regulation XVIIT of 1793
imposed on the then Supreme  cxecutive an obligation of
“Preserving complete the records of the Civil and  Criminal
judicatures™ and placed a ban on the removal, dispersal or
disposal of the records except with the approval of the com-
peteat authority.  In the following year Thomas Scott was
entrusted with the task of methodical  arrangement of records
lying in a state of “accumulated confusion.”

The fate of the Revenue Records was no better. The
Board of Revenue was apprised of the sad condition of land
records in the various offices in the collectorates. In view
of the Permanent Settlement in Bengal their arrangement and
preservation was considered much urgent. Subsequently, the
Public Despatch to the Court of Directors dated 30th April
1797 dilated upon the problem posed for preservation of records
accumulated in the Council House from insects and adverse
effects -of climate indicating the damage already done to many
of the proceedings for want of proper apartment. The Gov-
ernment, therefore, built an apartment to serve as the Record
Office, equipped with wooden frames near the Council House.
By a Resolution dated 6th November, 17975 Mr. Seymour,
Registrar in the Revenue and Judicial Departments, was made
Record keeper for setting matters right. He laboured hard
among these records for fourteen years and with his retirement

the post was abolished on 1st September, 1811 as an economy
measure.®

Nine years later the Supreme Government by their Reso-
lution” dated 17th March, 1820, established a Record Ofiice
and at the same time created a Presidency Committee of
Records consisting of a Judge of Sadar Diwani Adalat, Secre-
tary to the Government in the Judicial and Territorial Depart-
ments and Legal Remembrancer, to supervise not only the
Calcutta Record Office but also to guide Muffussil Committees
created all over Bengal. This Committee helped to rescue
from oblivion a valuable series of records but it was dissolved
in 1829 leaving the records to languish.8
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The unrestricted accumulation of records :nah;ralg’epgeszg
the problem of space which in its furn gave r,seﬁagt, he nec
for getting rid of what were considercd as ‘unimpo e as.
In 1833 the Sadar Adalat secured SupremedGq\éeel('img at 1;520
mission to destroy all records of all cases 'ec’iar aug) ity 1o
in the Muffussil courts. After securing a s:gn o ity
1834 it ordered destruction of records Olf 1 Les ;nd o penls
Courts, excepting the decrees in origina smf nd | appens
together with documents in which they were o(;x d. A decade
ht:cr in 1845, the operation o e e a.(;rte Three orders
a‘bove was further extended by the same Adalat. ¢ orders
i » and two more in the following year were cir ¢
in -18521 ?ynn eneral rules for destruction of useless recor se.
Tli);gig o;)ders gé)f the Adalat increslzectinof IS%BSSt"mlcxil(iﬁe sv:l:e

: i our .
adOPt.ed by ttélg ch?tlﬁustltiaéh?lx%l%diﬁcations, division of r.ecord; pfl
331‘;15 . e;qr?dop miscellaneous cases into  two ca'tﬁegor;;s(,)ds rftgr
Nuthee'® and Process Nuthee, 12ying ldQWI; chema;e?s for pre-
destruction, after separating ce'rtamhc asse p
servation and destroying certain others.

However, doubts arose about the pgwerb:f A]gtdg\(/:? g;
order destruction under the provisions of 'Cin:i \zith o o
1865 of documents and other papers deposi ; o i
private individuals cons‘titutingitypl:flr‘gﬁa Il);:gle Zc’)nsequences %

sought mmmun - Ie .
thehvaernnrl:;int: wergeh destroyed. Accordingly, the Dest_ru(%téiozﬁ
SLf‘CRecgigs Act of 18791t ~was enacted and vanog; r]elt: licia
guthorities were empowered 10 dispose_ oft Iirxll?isifleiﬁuals cords,
e documentsTgppc:ntei’azyamggc\l’gdein 19172 p,roviding

ai in time. is Ac ! ing
g?ddlg;:gatlion of rule making powers to_vanofus i nG?tY:rg;rrllier
agencies to cover areas not already provided for 1
enactment,

Destruction of
before the enactment 'of the
RecoggzoAg:cz:ggstal?eover of admimst;latxfolr} gys;}slfe n?r?:npggg
’ ion of a topical filing syst
fc;llou{lzc: \t;')érethih:goggﬂed ‘Weekly C.onsu_ltaruonsai In %rdeeé
tO V;",event files becoming unwieldy in size, it was ts: .arra hgich
tlc: lt) ery file was to close by the end of the mor; in hich
it aiuafiv gee\n started. To cheglk the mxgggsiggd g in]t?pothree
i i the files were d Iree
patp ersr'gsﬁpgr%pqign%les dealing with questions hof pol;gcy,
‘s::ce%)?ill ‘B’ files dealing with important cases other t lfndigo 111 o};
am;) mhi}r’dly “Deposits’ comprising routine papers whic
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require even to be formally recorded and could be weeded out
automatically as soon as they had served their purpose. This
classification of files, when they were opened or in the making

rendered immensely easy the task of identifying and weeding
out unimportant papers.

Soon afterwards in sixties of the nineteenth cen
set up a Record Commitice with Rev. J. Long as Mecmber-
Secretary. During its tenure of ten years this Committec was
able to appraise the records of a number of Departments. As
a result of the suggestion of this Committee, there came into
existence for a number of Departments separatc  Offices  of
Permanent Records which were the forerunners of the Depart-
mental Record Rooms of present time.

tury was

Soon afterwards, in 1891, came into existence the Imperial
Record Department, now known as the National Archives of
India, to house the non-current records of the Central Govern-
ment. George Forrest't, was appointed the Officer-in-Charge

marking thereby an organised coordinated effort for appraisal
and weeding of records.

With the establishment of the Imperial Record Depart-
ment, the Home Department took the lead for weeding out
unimportant records like spare copies of printed papers which
encumbered the shelves. Sir Phillip Hutchins observed in
1891 that there was “an infinite deal of rubbish which I hope
Mr. Forrest will not find incompatible with his literary and
antiquarian taste to destroy”.15 Subsequently by an” office
order's dated 30th September, 1899, it was dccided that there
would be an annual weeding of superfluous papers in the
months of December and January at Calcutta and in July and
August at Simla. Moreover, the Departments were advised to
“transfer all their non-current records older than twenty years
after every five years to thce Imperial Record Department.

As a corollary, the nced was felt for developing proper
criteria for appraisal prior to weeding or retention of records.
Opinion was, however, divided over the appraisal of ‘B’
category files. Sir John Hewett, Homc Secretary, noted: “It
does not seem to me that any great sensc of perspective is
required to determine what papers can be kept and what
destroyed and at all cvents the plan of marking those to be
preserved with ‘P’ and those to be destroyed with ‘D’ can be
tried. This can be done by the Registrar, and any doubtful
case can be referred to the Under Secretary or Deputy
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' » 17 Forrest, however, was of the view that the
iﬁfffni{iyon ofFany set of papers should not be left absolutely
to the discretion of one person. He suggested that thg
Registrar should draw up a list of papers to be destroye
after every three months and submit it to the Deputy Secre}tzzlry
who should pass it on to the Officer-in-charge of the Reporh§.
Similarly, the latter should also submit a list of papers Dm tls
custody with recommendations for destruction to the e%llll:y
Secretary who would in turn submit it to the 'Secretary.u 13
procedure for appraisal was analogous to that followe
in London.

i i versy between Hewett and Fo_rrest was
ragingvﬁ’}i?: ggief:;:gt ede?:(ided to transfer the Imperial capital
from Calcutta to Delhi. ‘This decision imparted ad newczix;ic:,
-of urgency to the questioh of appralsa}.t of rﬁoli ivas onse-
quently, the Imperial Record Department, _wtc as trans,
ferred to the Education Department, issued instructi s
the Departments to underftakzev‘;gedlnglgsf tlézslrecrjesgneo:i;e grfg uds

C t of weeding ruics, C ) I
g;st(zzrrl:e‘wafs\ hf;;?geﬁd out in 1912 enumerating tmterdalza Tttlllxi
clases o 111) e dt'0 beutriﬁCSér;?grgg pgsc:rftsaégygf Tecords
helped in the weeding out of ? 1 e

! ived their utility. In this operation as m
\génlc(l% hz(l)(l3 ?l:l;llgsgceedings volumes and Reglstcelrs atnd 77.3%
of the files were reported to have been weeded out.

In the meanwhile the Government of India HSecrg;algia]t
Procedure Committee, prezsg:;d Do::;ml;))é rH.1 é‘l.QLew'lghi);n repori’:
submitted its report on » , 1 . o

revision of classification of recor
tl)\rI? L;ﬁ?goratgg?telgmg;%? this classification was that files mzilkteoc}
for destruetion iq " }gartitc)lel%zg %:édeghg‘:mld Icr? mtge ?cﬁlowing
ic view for . ;
;1'::?1trwilllgn1'f; rSlr:;r;J, Education Seqretary, presentec}( a:l geersltelxnagl
sketch!® of a new scheme to the Finance Departmrt;nt os age e
that the records-creating agencies should reso  lo weeding
immediately after a file had been closed because the case was
fresh in everybody’s memory. This .scheme was eat. ed
by Mr. Nixon, Deputy Secre tqry, l:*‘mal’xce De%arztfnen ,r;s;
suggested division?® of ‘B’ files into ‘B-1’ and ‘B-2’ acco. riﬁ
to their importance and proposed that the maximum pe

‘after which a paper should be destroyed may be fixed at

mini ction of

and the minimum at oge year. The rea
:ggl‘;fnggﬁﬁ Record Department to the Nixon Plan was poi
favourable with the result that the plan to complete appraisa
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of all the records of the Secretariat by the end of the financial
year 1920-21 remained unaccomplished and the weeding
office was abolished in May, 1920, as an cconomy measure.

While the weeding office was abolished the Home Depart-
ment, after a careful review of the existing destruction and
detention schedules issued an order dated 10th December
1920 laying down a new procedure. This procedure envisaged
(a) the marking of files by the dealing official in a section either
for retention or destruction after a specified period according
te its importance and (b) the record keeper sending the fiies
marked for destruction during the specified year for review
under the supervision of the Superintendent of the section
concerned.

In sum, then what appear at at first sight to be isolated
events, do indeed reveal the connected story of the gradual
evolution of many of the records management practices laken
for granted to-day. This also clearly brings out that many
a practice was inevitably borrowed by the British rulers from
their home country as is the case with most of our modern
administrative institutions.

REFERENCES
Public Consultation, 10th October, 1794, No. 5.
. Public Consultation, 24th October, 1787, No. 5.
Home Miscellaneous Vol. 116, pp. 3-4, 7.
Public Consultation, 13th March_ 1773.
Public Consultation, 6th November 1797, No. 28.
. Public Consultation, 13th September, 1811, No. 39.
. Political Consultation, 22nd April, 1920, No. &8.

. Bengal Revenue Consultation, 19th December, 1828, No. 46: also

. ;‘: 7896181801 Government Catalogue of English Records, 1759-1858,

9. Legislative ‘A’ Progs. April, 1879, Nos. 1-38 Registrar, Calcutta High

Court, to Sessions Judges and Distri i
TR g nd District Magistrates, dated 17th July,

10. Ibid., High Court Circular No. 14 of 19th July, 1877.

11. Legislative ‘A’ Progs. April, 1879, Nos. 1-38,

12. Legislative ‘A’ Progs. March, 1917, Nos. 56-63.

13. Report of the Archival Legislation Committee (1960) p. 12.
14. Public ‘A’ Progs. March, 1891, Nos. 24-42.

15. Public Progs. March, 1891, 24-42.

16. Public ‘A’ Progs. October, 1899, Nos. 227-28, pp. 21-27.
17. Ibid.

18. Public Deposit Proceedings, March, 1921, No. 9.

19. Education (Gen.) Deposit, Progs. June, 1921, No. 66.

20. Home (Public) F. No. 268 of 1929,

[N R T R S e

GOVERNMENTAL RECORDS ‘EXPLOSION’—HOW TO
CONTAIN IT

K. D. MADAN

Much of the history of human civilization relating even
to times long before the use of script was known to man or
paper invented, is contained in some sori of records.  Clay
tablets of ancient Babylon, Egyptian murals, dried skins and
inscriptions on  papyrus scrolls, all bear evidence to man’s
propensity to, and reliance on, record keeping.

In modern day world, in the  governmental establish-
ments as well as industrial and commercial organisations, big
or small, need is constantly felt to determine and record a
vast number of facts both in day to day discharge of their
functions as also for use in future. Much of this recorded
information is of course intended to be retrieved in course of
time for effective decision making. The efficiency and effec-
tiveness of any organisation depends to a large extent on the
right information becoming available to 1t readily at the
right time.

In governmental affairs, several factors such as accounta-
bility to people through their representatives 1in ‘Parh.ament,
requirements of audii, varying legal requiremenis in different
situations, and considerations of equity and fairness which in
turn desiderate consistency and uniformity in decisions in
similar cases, necessitate proper maintenance of records. This
pre-supposes the existence of a competent system of records
management in the government. _Unfortunz}tely, however,
records management has been a relatively negiected field and
has usually received a low priority in the list of tasks to be
accomplished by the administrators, _work-a-day as most of
them are. On the other hand mounting piles of records in
the secretariat year after year have brought about a situation
which could perbaps be described as ‘record explosion’ and
which demands instant as well as constant attenfion.

The problem is not confined to. India alone. In some of
the western countries, thei realisation of this problem dawned
years ago. In the UK, in 1952, the British Government set
up a Committee to review the arrangements for preservation of
records of the government departments under the chairman-
ship of Sir James Grigg. In its report \thch the Committee

7
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submitted in 1954, it observed that the public records alrcady
transferred to the Public Record Office (counterpart of the

National Archievs here) which, according to thc Committee,
covered a period of nearly a thousand ycars, occupied over
200,000 ft. (or about 40 mile

s) of shelf space. This Committee
also estimated that the records in po

government departments which would u
to the Public Record Office for permanent preservation would
require 600,000 ft. of shelf space (or about 120 miles). In
other words, the amount of preservable matgrial with the
various departments would be about three times the quantum
of preserved material already in the custody of the Public
Record Office. The Commitiee recalled that a previous inquiry
into the arrangements for preservation of public records had
been undertaken by the Royal Commission on Public Records
appointed as far back as in 1910. It also observed that the
wide extension of the field of government business in the
twentieth century and the invention of such devices as the
typewriter and the duplicating machines had increased  enor-
mously the pace of creation of departmental records,

ssession of the various
ltimately be transferred

In USA, only five years earlier, in 1947, the government

of United States had set up a Commissicn on Organisation of

the Executive Branch of the Government. This Commission
in turn set up several task forces including one on records
management. The task force on reco

rds management estimated
that in 1940, approximately 18.5 million cubic fect of federal
records occupied more than 18 million sq. ft. of shelf space
costing “not less than $27 million annually”.  The space
occupied by federal records w

[ as found by the task force to be
equivalent to 6 times the size of the Pentagon.

The Government of Canada set
on Government Organisations in 196
volume I of its report on management of the public scrvice
estimated that about $ 500 million was spent on paper work
which was about 1/12 of the total budget of 1961. According
to the Commission, at least 2.5 million cubic feet of records
were stored in government premises and cach yecar 250,000
cubic feet were being added. This latter volume of records,
the Commission graphically equated to the carrying capacity
of 23 railway box cars. The Commission further lamented
that 10 miles of shelf space was being added only to hold
new books and publications being acquired by the various
government departments.  Describing the nature of the
problem, the Commission observed thus : “Mounting tide of

up a Royal Commission
0. This Commission, in
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paper can inundate the public service unless ‘g.‘ana.%eggltufea}ﬁ
strict attention to regulating its flow and direc m(g:e;ved brought
channcls. Records have a life cycle. They are C?ri life in active
into the world, live a more or less p'urpolile age, atc decently
files, tend to reproduce themselves and in 0h aegeﬁo urpose to
carcd for in domagtmségrag%apﬁva}zl?rldﬂéeosr’ltrglv of anI;f stage in
fﬁgvleffet}éi/)(]:}? rgagrie disastrous in so massive an operation.

i realisation seems to have come more
or leg1 1{11;dls£:1’m::oct)i’mtgl ewith the publice(mgo:: of ktx};g ‘Jgpgls't ofT ;I::
: i ival Legislation (better
ggmﬂltggmglrlittQBCh(1960).g This Committee .ol‘)segved ltgx:;
ar}ll Idings of records of the various central ministries about
e oy ine re than 210,000 linear feet of space ((211' ut
coverq(li r)no The Committee estimated that the cs)gbotr liré:v ;
4% es ﬁs d in their custody, in addition ‘even on a m :‘s: , c:;ding’
records o ding about 176 linear miles of shelf space. . c ing
recorq‘s gee mi%tee the annual overall rate of_ accrual o 1'&201(;0“t
i e Ot'Tclms offices was about 41,000 linear ft. (ordaeach
8 th? 'var\l»vhich meant that the Government woullil nelslational
_ge:r1 l gs )new repository almostrehalfg rt:;l lflzeofOf cte rftral fational
. vy ore, t
Arch;ve;(sinbull(llgfl:g‘ alrf]l(l)?th ?;lma geometrigal gf(;lgress;on.hop;ﬂ;?
\gas ’a'*t eg eg)( ressed its dismay by saying, “that a gf lope of
th?:mézlr;tfe bei[;lg able to provide for the upkeep

is li Nusory”.
records is likely to prove 1 .
A few years later, the Estimates Committee (1968-69) of

i : blem
the Lok Sabha expressed serious ¢oncern about the pro

. A . d
i in particular the immediate nee
o mounpn% 0ff ;fgo;ifl 22?11i—cu£-dnt records andI sni%%es‘%irde;
gfm;lgfxmcl)sfa m(éasures to overcome the problem. In :
. Estimates Committee : B .
o lh"" : .idering the voluminous recordq requlrllln%d a%;;razli%
C('n}:l e estimated to be in the neighbourho | of 240
ﬁlhlc ar‘les it is necessary that a phas_ed prfo%rae e for
the c mllet” n of this work over a period of tim uld
b srop dloas early as possible and neces‘:éa;r)lrl sdl
i prcpéxrgor the purpose. The Committee ne ] aallrfosnl-
deploye t that appraisal of records in time 1s1 gssen al for
D oper T d management, it serves a two fo pufgn -
%r(g)eel; srei‘;;) rthe weeding of un;vantgd. paggr;r ;;sex: pregser-
savi and, and 1n 1
iaa:\‘t,ilgrgx 0of'f Sg:::la?arér:? iﬁ?&ﬂe récords on the other. The
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Committee urge that go further time should be lost in
drawing up a phased Jprogramme for appraisal as suggested
above and implementing the same in right earncst”.

It would be seen that in a short span of cight years from
the time the Tara Chand Committee wont into the problem to
the time that the Estimates Committee of the Lok Sabha
addressed itself to the matter, the volume of records

1 olum —non current
and semi current—had gone up six times, i.e., from 40 linear

miles to 240 linear miles of shelf space. In other words, an annual
accrual roughly at the rate of 25 lincar miles of shelf space
was taking place. Considering that the National Archives of
India occupy only about 80,000 lincar ft. or about 15 miles
of shelf space, the Government of India would require a
repository about 18 times the size of the National Archives
of India for its non-current and semi-current records and in
addition a new repository about 14 times the size of the
National Archives every year to hold its records. The problem
in the union territories and states closely resembles the one at
the Centre and in some cases is even worse than that,

At this point, it appears necessary to interrupt the narra-
tive concerning the dimensions of the problem, in order that
we may have a clear idea as to what the terms ‘semi-current’
and ‘non-current’ connote in so far as records are conccrned.
When any record is created it is for a specified purpose in
day-to-day  administration. Until that purpose is finaily
achieved or is abandoned, the record can be said to he in the
stage of currency. Once that stage is reached the next stage
is that of the file being ‘recorded’ either with or without any
indication of (a) how long it would be maintained (b) a re-
examination at the end of prescribed period and (¢) weeding
out of valueless material. While still retained by the creating
agency, this may be termed as in the stage of ‘semi-currency’.
The Files in this stage may be either quite active during this
period or they may be comparatively non-active, depending
upon the contents of the files, the thinking of the government
and of the agency concerned. The crucial point, however, is
that they are no longer required for the purposc for which they
were originally created, but only for ~ancillary services 1o
other transactions. That such semi-current records should be
segregated from the current records is obvious. Finally, comes
the stage when the semi-current files become non-active for
administrative purposes. By that time, material of ephemeral
interest has been weeded out. They are mo longer required
for reference by the creating agencies, atleast not frequently

9 i
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enough to warrant their being further retained by‘ the creatn:,g‘
agencies. This stage of records is referred to as npn-currenﬁ
When records have attained this dstagle, they are rﬁpiogggugto
i 5 reco
transferred to the appointed places 1n ]
E)(Za lﬁptr as non-currens records for indefinite retention. _Iri
course of time, they would be subjected to penodxcal_apprgusa
and those of enduring value would, at the appropriate time,
be sent to the National .Archives.

i - he.
Tn his sixth report (relating to the year ]978 79) ont
imr\?‘:-n}:egt;tion of tgc Archival Policy Resolution, tl%§4Dg§tctg§
of Archives has reported that during 1978-79, in 4 out of
the total of 740 central 1:14;?1str1le)s/It)elp(artt(r)nelr;tslakz;r; o ther
offices which furnished the data, adout 16 :
caron, o wer ting 0, PSS ot i
41 Jakhs es ha e S \ f

»lvxth(l);ljlt(hﬁsng{ approval. The figure of non-current ﬁlgsdwléllchl av;'(et:lrse
waiting final appraisal in March 1979 ll’}US excge5 ?akhs) S
(In March 1976, the corresponding ﬁgu1e.was  Jakhs). This
is a huge figure by any reckoning, but.'¢he positio of seml
current records is even worse. The 634 aggncxesrerse ired to
earlier had in their possession more than 2& crotheS :
lakh registers, 37 lakh bills, 40,000 bound ‘Avot S,
bundles. 3 lakh charts, 65 lakh cards in Laddm\,n o thousandh
of 1‘unn"ng ledger accounts, books and other types ob recorcs,
to totallfng more than 4 crores of documen/ts tied up in q—current
just lying loose. On a rough estimate, 80% of lheset_seml rrent
Jrecorgs gafter a proper review by the record crefa ing ?:g‘:n cies
themselves, could be disposed of making room for ac

dating fresh accruals of recorded files.

i i d non-

ss to say, these piles of semi-current and -
curl.elriei?alceo:ds occgpying valuable space /both in thee Ng(t)ﬁ?nagl
Archives of India and central ministries, Offices Aarc Losting
millions of rupees per year to the exchequer. Acco leg o
a costing attempted by the National .ArChIV?S.i fcfugne o
years ago, the rent of space to provide she (\{mc,, | c?utta i
in metrop’olistan cities like Delhi, Bombay an W’tah utt: ,recenf
was about Re, 1 per year to th@ _excheguer. i h, the, recent
hike in rental values ﬁ]in t!.h;s; CIEIl‘%Se tgrlgblc:élt lcl:g:rling Snot ); ki
put at Rs. 1.50 per file today. 1 lem having not only
ttained. but well passed menacing Pprop , the
?he?e%ogé for launchigg a crash programme fc:; m:{m‘:%:}ﬁ;e’:; gif"
records on scientific lines not only in the Na 1o];1at Archives of
India and the Central ministries/departments bu t
states and union territories is obvious and crying.
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It must be stated here straight
death of instructions in this reg
of Office Procedure which lay
regard to systematic filing of
of files and the custody, review
records. These instructions
records according to their im
administrative view points,

away that therc is no
ard. Firstly, there is the Manual
s down detailed instructions in
papers, indexing and recording
and weeding out of non-current
inter alia cover classfication of
portance from historical and

formulation of record retention
schedules, and control mechanisms to keep a watch on records

proliferation, Various OMs have been issued in amplification
of these instructions from time to time.

Alongside the instructions laid down in the Manual

of
Office Procedure, there is the

Archival Policy Resolution issued
by the Government of India in 1972. This lays stress on the

need for departmental record rooms, suitable training for the
officers in charge of such departmental record rooms, and the
transfer of records selected for permanent preservation to the
National Archives 25 years after being closed or recorded.
It also prescribes instructions for compilation and periodical
revision of retention schedules, and of the organisational history
of each department. The responsibilities of the Director of
Archives, and particularly his coordinating and guiding role in
respect of public records etc. are also set out in the Resolution.

The gravamen of the instructions coitained in the Manual
of Office Procedure and the Policy Resolution is that whatever
record is unnecessary may be destroyed, whatever has some
value for the future should be classified carefully and preserved
but even this latter should be subjected to periodical reviews
so that at the time of each review, the value of the record
for further preservation can be appraised and only when it is
found that a certain record is of permanent value whether from
a historical angle or from the administrative point of vicw,
should be consigned to the National Archives of India.

Notwithstanding this, however, it would be
the earlier part of this paper that the afores
being honoured more in their breach than in actual observance.
It is indeed not as if by the mere fact of appraisals and
reviews by the various ministries and departments now and
again, the problem can reach a solution. Quite obviously,
since the problem must be contained within manageable dimen-
sions and since only such records must be preserved as have
intrinsic value from historic as well as administrative angles, a
prepondering proportion of the piles of non-current record

scen  from
aid insructions are
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i ipti tly identi-
i not answer to this description must be promp
‘t,':’ehcicgn(:iothen forthwith destroyed. Unless this is tdonin Ll;fi
chaff would not be separated frcim hthe tgra;)r‘l3 Zgi)crl?c’c ia?gc’l ust
continue to perish until then. It has o be ¢ i
i hival preservation of recor
whole purpose behind the arc esorvation of records e
that what is worthwhile should not only ined 2
i i lable to the historian, e
casily retrievable so as to bc_a_valt s ot only
research worker and the administrator. ! : o
if i liest possible stage from
it it can be segregated at the ear ssible stage from o
that is worthless and of no consequence 1 st of e
i not be accomplished at the earlies ge,
hei?pl' ch)ft tv}lellsl ggtl more and more inte_rmlpgled not onlly u_wol\{-
?r’lvonequch greater difficulty in segregating it later bu; also glgé)n;
Vitélg the possibility that what n:rllghst hasveOf Svegxl:hﬁa sspes::g& tent
Id get submerged in the mas »
;I)Eellcli)crn::voilxlnpo%sible of being picked out later. {)r; faigt tOog:
could go a step further, namely, that if the pfrio e;r}xll s to be
contained for the future, the urgent need for leafing thro nge nd
weeding out of even current record from the time g negeds
createdgso as to put a halt to thiy ever-growing moun
hardly any emphasis.

In this latest report (relating to 1978-79) :)hne thel)lirzeléltz?egf
tation of the Archival Policy Resoluruont, e or o the
Archives while complaining of the preserzl endency o omal

inistries to push their non-current records to e o
chhives of India without prior appralsal, ha‘s Sfoﬁhe ntioned
that the drawing up of the retention sclztledilﬂes a(;rears. ious
ministries/departments themselves is aalo [ Irears, ¢ the
Dircctor of Archives has however rightly s that, the
drI'Ewing up of the schedules themselves is not cnough,
im‘porrtant is its actual implementation.

i i foresaid report,

= Direct f Archives has also, in 'the afor (
lamer;lt‘gg ggelgcokr (?f an archival law f(l))r \_ntrhtlch, !ll“lh}ilslsisr:t(;];gi)nl%’
i icy Resolution is no substitute. 2 _ .
a;l fx‘rcmr‘(])il'lisli)(;)rilsc}:)f the Archival Policy Resolution have noott lsag
% tbcecfjn implemented, the lack of u.nplementatmr: tca;.n?a ot be
it ibuted to want of statutory authority but to a toa ack of
:glr)lreléiation on the part of ministnes'/dep%rt;xclgn sof Oproper

i roblem and of the importa .

mag?étsud;agggt;;egt. The Policy Resolutlo{lCl ltgas nllli cfl?crtn -ﬂffi
:negx?it of flexibility so that any changes the nel;: _otr vg ich, Vlvgith
become apparent from time to time, can beé 11n rol cod wit
reelg(t)ive cease. Legislation no doubt imposes a legal oblig .
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But at the same time it introduces a rigidity in procedure which
militates against cxpediency and innovation—attributes needed
most in a crisis situation like the present one. In any casc,
the mere enactment of legislation by itself is unlikely fo make
the ministries and departments alive to the situation if the
Policy Resolution has not.

What scems the first and forcmost step in this dircction
Is to arouse consciousness among the ministries and departmenzs
and the staif working in them particularly those concerned with
the management of records about the ever growing volume of
records, or the records ‘explosion’.  Perhaps campaigns and
drives to do away with unwanted records, interspersed  with
seminars, workshops and discussions within ministries, depart-
ments, offices and in fact even individual divisions and sections
of offices, to arousc the consciousness of all concerned, may
be the starting point to clean up the augean stables.

This may be followed, if not accompanicd, by the setting
up of control mechanism in the shape of special cells to be
installed in each ministry/department {o oversec the progress
of the work of appraisal and weeding of records under the
direct supervision of the Secretary of the Ministry or the head
of department. The progress report should indicate the total
quantum of records appraised, of those intended to be weeded
out, of those actually weeded out, of those to be retained as
also the remaining holdings of records yet to be reviewed. This
in fact is a business which for quite some time to come would
need no less attention than the actual day-to-day business being
transacted if we are not to be overtaken by the deluge referred
to in the opening paragraphs of this paper.

What is no less importani is the existence of a well~
organised departmental record room in each ministry and
department where records can remain in a state of good
preservation. Due to paucity of space in most offices, huge
piles of records are kept in highly unsatisfactory surroundings
devoid of infrastructure facilities like proper shelves and other
essential equipment like fire extinguishers, exhaust fans and
spraying machines etc. to ensure proper dusting, spraying and
repair of records is non-existent. Out of the 46 central govern-
ment organisations which furnished information to the Director
of Archives on the question whether proper record room faci-
lities were available, as many as 25 stated that record rooms
were not properly equipped. These included even important
ministries like Defence and Labour, Departments of Civil
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Supplies and Cooperation, Company Affairs, Expenditure, Power,
Office of Director-General of Health Services, U.P.S.C., and
so on all in Delhi and several offices situated outside Delhi.
Scveral other organisations which sent information simply
reported that they did not have any provision for housing their
records. The provision of a scientifically organised depart-
mental record room for every ministry and office is indeed a
must for cnsuring the proper up-keep of records during the
long spells of time for which these have to be kept by the
creating agencies.

No less important is the need for training shose in charge
of management of records and particularly the officers in charge
of the departmental record rooms. The latter are usually or
shonld be whole time staff for the purpose of record manage-
ment. The National Archives of India has been organising
short-term in-service training courses in archival management
since 1973-74, intended inter alia for officers m:anpiqg the
various departmental record rooms in the central ministries and
offices. For the last 2 years or so they have also been running
correspondence courses for this purpose. These are certificate
courses. In addition to these regular courses, special facilities
for observation-cum-training in record management, repair of
records and microfilming, are also provided by the National
Archives of India. What is urgent is that each ministry and
department should get a nucleus of staff speedily trained in
this highly important discipline.

Side by side it ought to be possible for the I.W.S. Units
in the various ministries and in fact the Staff Inspection Unit,
to look into the question of staff requirements for departmental
record rooms of various sizes depending upon the quantum of
record holdings so as to be able to prescribe a uniform pattern
of staffing of this highly important wing in each office.

There is also an urgent need for preparation of a com-
prehensive archival manual which would contain not only the
principles and practices of modern record management and
the requirements of the Archival Policy Resolution, but also
the provisions of the Manual of Office Procedure concerning
filing, indexing, classification, appraisal and review, maintenance,
preservation and weeding out of records. The manual could
with advantage contain provisions regarding the qualitative
aspect of records management and also educational and other
qualifications and professional expertise required for each func-
tionary working in the departmental record rooms. This
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comprehensive and self-contained manual should be distributed
to all officers in charge of departmental record rooms as well as
to all O & M Officers of each ministry and departmen.

To sum up, the rate at which records in government are
multiplying should be a matter of scrious concern to all.
Despitc the fact that the committees appointed by the Govern-
ment as also the Estimates Committee of Parliament, had spelt
out the magnitude of the problem with clarity, littlc impact
seems to have been made on the quarters concerned.
What is called for is immediate active involvement of the top
echelons in various ministries and departments and the launch-
ing of special campaigns and drives for not only weeding out
the unwanted records but also to put into place the wanted
records in an organised and casily retrievable fashion so that
they can be of usc at the required time to the decision maker,
the research worker or the historian. Measures to arousc thc
consciousness at senior levels to the rapidly growing problem,
setting up of suitable control mechanisms to oversce the pro-
gress of appraisal of non-current and semi-current records, pro-
viding proper departmental record rooms in each ministry/
department with the required infrastructural facilities like proper
shelves and equipments, imparting proper training to personnel
incharge of management of record rooms can brook no further
delay. Last but not least, the preparation of a comprehensive
archival manual needs to be taken up on an urgent basis.
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FILE MANAGEMENT

S. SINGHARAJAN

A
The proper organization ofh‘PaperI.tworfkrseconasnaﬁeéxél:rrzlts
ion in the quantity o .
would mean a great reduction in il i ecorc
lity for mail, correspondence,
Management assumes responsibi g cortespondence,
Y equipment, supplies, ag
les and forms management, office equipmer

gf Sreaéords micrographics, records dxsposmon,.d?cgmentago:r,
surve of audit and agency records. It also includes ? pnd

worksy quality, directives management, report management a

clerical management.

i by the
.A. an on-the-spot Audit recommended
H o Ctgfnnlljlsss;gn ahad eliminated  voluminous _cor;esplggd&
n(:::;er Similarly, the Torrens System in A_ustraha simp. ldgd
franéfer of titles to lands. All changes of title ta}trle isrecclg;red
on the titles derived from the crown grants. A llce Is cleared
after a single examination and registered in a smgd document.
Further changes of titles are recorded simply and che pgf on
thl:, sgxl:ne docg:ument. This system is in vogue in parts Of
Britain, Europe and US.A. e Nada can
imi ranted in states like 0
b lgg:c;k:xrxllﬁerp&t;a‘g‘Tgorrens System” for all types 9ft la.at?gn tr::n
saecgons and the present costly system of lagg re elzlzred gan
b dispénsed wm:i.it Ffurth;;}pzsi’:r t;; Ia:wglank loan to fam;lr:
i f credit” for : ! rmer
s ek i iy i e s o B
country li , wher I Dot
g?e‘:lki?t.worltlllxya and lard offers no liquidity, a ,smel. ra?s ingocumcapital.
i ta can bring in a total revolution in raist g ¢
S ‘h? Pa‘om nies and Government Offices may 1:1» u amos
tsolmt*h}::‘rYé; plo;'):es with details of their e.hg.:bxh_tt);mformo;xmr@niis it
authority to egutsﬁ l'eoansn from banks within
limit indicat ereon. . . '
It will be seen from the above that to acgli;etgxgtm:g
in record creation i is necessary to reduce tl;ere :ummary ndard
forms and to lift up facts and figures to prep e Uy
ments, to make decisions on operational cos

i oduction figures,

ion etc. Invoices, receipts, pr ¥

Lzzgﬁzttga;lggoggﬁes or any other category o:agcc:;d ] oﬂ;:re.
have standard nomenclature so that it IS
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figures from different documunts. There should be standard
size of paper, typewriters, envelopes, file cabinets, drawers and
desks. Code words should be used to facilitate filing  while
standard forms would facilitate business. Records and reports
should be simplified and facts recorded bricfly to facilitate
decision making.

Growth of routine files should be  controlled by adopting
standard forms. Similarly reociitive  noting  should be dis-
couraged. Preparation of too many copies should be avoided.

The work process should be simplified Ly an Organisation and
Methods cell.

Record administration can account for 10 to 40% of
the administrative cost. The main series of records to be
maintained are book-keeping, accounts, stocks, sales, produc-
tion and personnel. The Cost of stationery, maintenance of
records and their servicing should not be lost sight of. It
costs 22 paise for an additional copy and 4 paise for retention.
Thus, the cost of Records Management and the administrative
cost can be reduced substantially and at the same time pro-
ductivity can be boosted by simplifying paper work.

Alongwith the simplification of paper work, an effective
system of filing is a ‘sin quo non’ in Records Management. An
effective system of filing greatly facilitates ‘referencing or
tetricval of information. ~The best system so far adopted in
this respect is the chronological-geographic-alphabetical chain
procedure of "classification and filing. '

' The alphabetical system is useful in- companies with a
large clientele. ~ Similarly, the numerical system is employed
in numbering purchase orders, sales and invoices. Chronolo-
gical filing is used in Government Offices. Commercial organi<
sations generally adopt geographic filing to assess area-wise
sale or production. v

However, in large organisations, no single basic system can
incorporate all the diffused information. Thus, we find that
the alphabetical file has combined chronology (year and date),
the numeric (current-cum-disposal number) and chaining of
files on the basis of the chain procedure of Ranganathan which

provides for linking of files as well. The numeric has been.

developed further and is called Duplex Numeric where these
numbers are assigned consecutively to principal subjects and
these are subdivided as subject heads.
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a bid to comprehend diffused knowledge, Melvil Dewey
devcl})%e?i the decimail) classification model based on the .schemc;
devised by Jacob Schwartz. In the process of evolution ﬂc:
systems, the alphabetic subject ﬁle became common ofCh e
four (Alphabetic, Duplex Numeric, Dewey Decimal and . alyn
Procedure) and alphabetical subject file found favour in arge
organisations. One virtue with subject filing Is that it can be
expanded indefinitely; it can be c_ognbmed with good p%mts in
other systems as well. It is intelligible {o any person who may
like to use it.

The Administrative Reforms Commission Governmentt' of
India, has gone a step further in this direction by sugges mtg
imprévement in the conventional sub]c(:ictlﬁlmg rler:lc (?rlrll r;l}::; é)egpatg é

i ]
ments of Government of India and ha ded the
i ili ? deeming features of whiC
“Functional Filing System”, the r1¢ I . h
ily i the subject filing system 1
can be easily incorporated vy1th ) .
Government yoi’ﬁces, companies, corporations etc., as an effi

cient instrument of administration and retrieval of information.



FORMS MANAGEMENT IN GOVERNMENT OFFICES
H. K. VERMA

Forms have been defined as “printed or typed documents
with blank spaces for insertion of information”.  In a broader
sense all pieces of paper designed to facilitate the work of an
organisation and which are used to obtain, convey or record
information essential to its operations can be defined as forms.

Forms are an integral part of almost every organisation,
whether Government or private. Their use for collection, com-
munication and processing of information has been steadily
Increasing in all spheres of activity. There is probably no pro-

cedure in public or private enterprise which does not require
the use of forms.

The cost of paper and manpower has beea steadily rising
over the years, Besides, poorly designed forms are poor
administrative tools and as such result in waste, unnecessary
expense and inefficient work. Control over the quality and
quantity of forms together with simplification of related pro-
cedures can bring about tangible savings. On the other hand,
a mounting volume of cumbersome forms will only result in
more paper work, greater clerical costs and diminishing effici-
ency and also dissatisfaction to clients.

The cost of developing forms is high. But it is insignifi-
cant as compared to the cost involved in using them. At the
same time, it is through forms that the common man most
frequently comes into direct contact with the machinery of
Government. Forms thus play a very important role in pro-
jecting the image of Government. Inadequate attention to the
production of forms, their design, size, etc. not only leads to
wasteful expenditure but is also a potential source of irritation
to persons using them. It is for these reasons that forms
deserve special and confinuous attention. It is only proper to
ensure that these are simple and well designed and do not lead
to collection of unwanted information of infructuous expenditure,

. To attain these objectives it is necessary to have an effec-
tive forms control programme. Since forms are an extension
of the prescribed methods and procedures of work, a forms

20
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i ith the merits of
control programme js concerned not only wi
the formpbut also with the need and efficiency of the procedure

which require its use.

A review of forms is always a very rewarding exercise for
elimination of unnecessary forms and retionalisation of proce-
dures. This is so because forms once prescribed, continue to
be filled in even though the recipient no longer has any use for
the information obtained or the ~control measures for which
these were introduced are no longer necessary. Another reason
is that forms often become obsolete or redundant because of
the availability of desired information in other documents or
other similar forms. Even in cases where the review confirms
the need for a form the exercise may not be alfogether futile.
Quite often the review may lead to simplification of forms and
elimination of items seeking information which is no more

required.

i ied out in con-
Ideally, review of forms should be carrie
junction w}ilth a survey of the administrative procedures and
Working methods of the concerned orgamsatllcl)n. fSucha(s;é;::glsé
i i is, therefore
however, take considerable time. It is, , e
not to hold up the work of forms review for (Vivam gf e:n c;rgsalljréxh
i orm iew independent o
sation survey, Instead, forms revie o ent of su
i esults of simplification
surveys should be carried out if the result
alr]e t())/ be attained in a reasonablq time. In such a tcasi;: itc};lﬁ
rationalisation measures are rgstr;tc.ted 'tZC)e gg;leilt); ofecp:per
. ; ’
aspects of forms design, e.g., drafting, size, qual
thg kind of print and its size, the spacing of entries, etc.

It is, therefore, not only desirable but réecess?ggictc;egiae:s
institutional arrangements for a systematic anc pzrie c Teview
of forms. Besides, the intgmglble benefits in B e alone
increased administrative efficiency, the fnonetaryds'tm‘e s alone,
which would be many times more than ihe e:xpe:nt 1f et
in such an effort, would justify the establishment o

machinery for forms control.

i in Vi t of India set up in
i end in view Governmen )
Febrlglth 1%11758 a Task Force to go into tpc vapoust aspwegttﬁ
of odrt};ction of forms, e.g., their need, design, nglp c.,n with
spegiral emphasis on those meant for use of the public a

evolve suitable guidelines and St_ipportmg lnt(echl_i}(x)fcr;uc:s fv?lﬁiglfh;::s
ing standardisation of forms. The Task ! e which was
hegd d by the Additional Secretary, Administra xv_e1 eforms
ha?l ebesiges government representatives, non-official m
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also. The point to which the Task Force addressed itself was
the need for institutional arrangements for determining the nced,
design, size etc. of forms.

A sample survey of the forms being used in government
revealed that a large number of forms are pot only unnecessarily
complex but also do not conform to the standard sizes stipu-
lated by the Indian Standard Institution. Though India switched
over to metric system quite a few years ago, a large number
of forms are still being produced in non-metric sizes. Sometimes
it is perhaps unavoidable because of the special requiremenis
or because of the paper produced by old paper mills and
printing done on old presses not aligned to metric sizes. More
often however, this is due to ignorance or lack of a conscious
effort on the part of form prescribing authoritics. As paper
is one of the most costly items in the production of forms,
Wastage can be avoided by adapting the forms to the standard
paper sizes. Moreover, standardisation of forms sizes would
facilitate their filing, storage and processing.

Forms prescribed and used in Government can broadly
be classified into three groups, “Standard” forms which are used
in most of the departments/offices and are, therefore, required
to be printed in large numbers, e.g., forms prescribed in the
Central Treasury Rules, Manual of Office Procedure, etc. These
are generally printed, stocked and supplied centrally.  The
second category of forms arc ‘Special’ forms which are peculier
{o a department, e.g., foreign assignment fotm, CGHS prescrip-
tion form etc. Special forms are got printed by the department/
office either directly or through the Directorate of Printing in
the Ministry of Works and Housing.  They are, however,
stocked and supplied mainly by the Department concerned. The
third category of forms can be classified as ‘Reports  and
Returns’ which seek information from certain specified persons/
agencies mainly for control purposes. These are meant mainly
to meet the ad-hoc information requirements of a particular
department/office for a limited period. Such forms are generally
not printed but are either typed or cyclostyled in view of their
limited use.

It is estimated that there are more than 10,000 standard
forms in use in the Central' Government. Of theso about 2,000
have been prescribed by the Railways, 4,000 by the Ministry
of Defence, 900 by the Posts and Telegraphs Department and
the rest by the remaining departments/offices of the Government.
The special forms though normally printed by the Directorate

FORMS MANAGEMENT IN GOVERNMENT OFFICES 23

infi department
of Printing are stocked not by them but by the de
concg?]e]dgand their number is estimated to be quite large.
Besides these printed forms, there are large number of reports
and rcturns which are normally cyclostyled or typed.

In view of the limited time and resources available, 3nly
a small number of fast moving forms selected o_;l da rafltpm
basis were taken up by the Task Force for detzupf sczutggg
of their size, design, contents, etc. For this purpose in ce)rg;;l1 elnt
regarding the total number of forms in use in gov rllateci’
their code number, size, annual consumption ¢f0-‘ was COts oo
O reniovns aiso asoertingd. The reasons
control and review of forms were . Lo

i yovernment  organisations have not been able

lt”)orgngwl:;]cel}r bforms in conformity with the sizes laid down by

ISI were also looked info.

i i i mination of the
S esult of its deliberations _and exa
data/l?r:fo?nfation furnishd by mmlst.rles,/d.epartments etc. the
Task Force felt that there was need for :

. .
(i) institutional arrangements in each fo;mf prse-scrlbm,
organisation for control and review of forms;

(i) codification of forms;

L ment:

(iii) training in forms manage. ; . .

(iv) observance of the paper sizes prescribed by ISI in
the use of forms; and

i sign of forms; .
{ rawing up a manual on de s |
and {c‘chJrgingly %nage a number of recommendations fo achieve

these objectives.

The considerations that weighetfl Sifh(it?ein’ll;ﬂrs(l)cv“l:gorggﬁ élxz-
ivi its conclusions were two-fold : I

2rr1rcmnc§f z7\]:/01;]? through better designed forms and {mprgzselxlntgnf
of glelated procedures, and gii) effecting ecgpo;pgrnmo}: form%.
tion of paper by simplification an,d_ ?F;;gglry Ils':l:ﬁed to methods

i the fact that forms are intimat ‘ r
ggdwe\r%c(giu]:gs of work, the Task. Force felt tlt1hat rev::ew ?é]sd—
cont gl of forms can best be carried out by the Iz;gen fyfgmxs
c?ibirng the forms. Apart from this the shegr num ?E'h (; orms
in use lusifed decent‘ralisgddzgg;t{rt?;ﬁg;ggn 05?1 ;{Jnctions refat-
ingly suggeste lisati : .
};c;rig t?;cmo;dég%lg'ol agngd review to ministries/departments where

this work will be handled by forms control committees headed

by the Financial Advisor with the assistance of Internal Work
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Study Units. As regards standardisation in forms sizes, the
Task Force suggested a number of measures for ensuring that
forms are brought out in prescribed sizes only. This would
not only avoid wastage in use of paper but would also facilitate
processing and storage of forms, Some of the other important
recommendations made relate to development of suitable infor-
mation system for control and review of forms, training in
forms management, preparation of manuals and guidelines for

persons manning forms review and control cells In ministries/
departments,

It is hoped that the j
tions made would not onl
impyoved method§ and procedures but would also lead to subs-
tantial economy in consumption of paper through standardisa-
tion in forms sizes apd elimination of unnecessary  and
obsolete forms,

The recommendations made by the Task Force were
accepted by the Government and accordingly referred to

ministrigs/departments for implementation. The progress made
so far is indicated below -

(1) (a) 22 ministries/departments (covering 25 minis-
tries/departments) have set up Form Control
Committees headed by Financial Adviser to
guide and supervise the work regarding forin
control and four sub-ministry formations have
also set up form control committees,

(b) 10 ministries/departments did not consider it
necessary to set up F.C.C. either because ade-
quate machinery for this work already existed or

because the number of forms prescribed by them
is very small.

(c) The matter is still under consideration in 10
ministries/departments.

(2) A number of ministries/departments
where FCC have not been set up, have already done
considerable work in regard to control and review of
forms. This includes not only collection of data

regarding forms but also their review with a view to
their simplifications, abolition, etc.

(3) The Ministry of Works and Housing have issued ins-
tructions to all ministries/departments in regard to
the observance of ISI standards for printing forms.

» including a few

i iew an
7. The work relating to form revie

8. Each ministry/department

“10.

. . . rd
The instructions issued in rega

The Directorate of Printing s
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F

i ariat Training and Manage-
@ T Instltutrz_ %&tggciﬁzt Forms Design _alre}elldy rf:;rr()):
o havel :frt of the training courses in the lgivision
m: 1megramp services run by it. Its tramllrégrE ivision
managemee uested to organise through IST 1, 3-4
clila;sb?:;ﬁ rti?ne: training/orientation courses In
a

Design and Control.

(5) The task of drawing up 2 Manual of Form Design 1is
: e

to be taken up shortly.

SUMMARY OF RECOMMENDATIONS

£
to observance of Igl sttliz)rtxs::;r%sf L:I{
i brought to the f all
: Id be Specgﬁc_ally nd other office
printing oii fzzggnssh/?x:its of ministries/departments a
and s C
omcfir:ormation and compliance. . o s
o bring out a form in a non-s
o

i sustification for the
Where it is unavoidable f uld give adequate justification

the controlling authority sho
same.

should try to persuade paper mills to

' i sizes laid
. The Directorate of Stationery should tr o I metric s

produce paper for Governme

o hould draw up a plan for phasing out

d to metric standards.

i th sides of the paper
Oéf:lclilesév!zgg in the use of paper.

old printing presses not aligne

itti s far as p

actors permitting, a pe -
Otherd fbe used for printing forms to . tion require-
shovl dependent upon the mf"-rma% each form
§ ; i ize o

i e, the aspect relating to optl:ugle:iew and Control
ments in each case, to by the respective For £ Printing wherever
should e IOOk]et(zlltilgno with the Directorate o
Unit in consu

necessary.

Since the size of forms 1

d control should be decentralised.

subformations should

and thelr muajof d to the functions of

n
a rm R 1€ and C Unlt to attel
ha ve 1 [) eview O“txol
houd f an in Eral Dal‘t Of
lolﬂl Revlew alld Control Unlts S, 1 orm te
] t l [+) k Study Uﬂlts m m.lmstrles/depattmeﬂts,
the nterna W T

i ch
rtmental Forms Control Committee for ea

ise the work of Forms

There should be a depa e and " supervise ¢ f For
ministry/d%pagon:]et:n;l It_?nitg.u Its constitution should be as
Review an .

Chairman
Financial Adviser e

cer

oan on Member

Joint Secretary concerned
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12.

13.

14.

15.

16.

17.

18.

19.

20.
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The functions of the departmental Forms Control Committees should
include:

(i) Screening all proposals for introduction of new forms.

(i) Cyclic review of forms prescribed by the ministry/department.

(iii) Codification of forms.

(iv) Determining the optimum size for each form and ensuring its
conformity with the prescribed sizes.

(v) Prescribing the design of forms.

(vi) Improving related procedures and methods of work.

The functions of the Forms Review and Control Unit in the Direc-
torate of Printing in regard to form control should primarily be:

(1) Determining the manner of production of copies of forms,

(ii) Assessing the requirements of forms and determining the number
and frequency of their printing.

(iii) Printing, storage and distribution of forms.

(iv) Training of staff in form review and control in consultation with
Department of Personnel & Administrative Refcrms.

(v) Preparation of guidelines, manuals etc. for form designing, review
and control.

(vi) Acting as the nodal agency for forms review/and control and
maintaining  liaison  with departmental  Forms Control
Commiittees.

Institutional arrangements for forms review and control on the jines
indicated in Recommendations 9-12 should be made in  Defence,
Railways, P&T, with greater delegations to lower levels.

Cyclostyled/typ@d forms_including ‘reports’ and ‘returns’ should fall
within the purview of Forms Review and Control Unit.

The Forms Review and Contro] Units should maintain numerical &
functional files relating to various forms,

Persons manning the Forms Review and Control Units apart from
having a knowledge and experience in organisation, procedures and

methods analysis generally, should have proper training and experience
in form design and review.

The Depar}meng of Personnel & Administrative Reforms should
arrange orientation courses in form design and control for the
benefit of persons working in Forms Review and Control Units.

‘Forms review and control’ should form part of the syllabii of the

various . general  training programmes arranged by the ISTM for
ministerial staff,

A check list should be used for

¢ examining proposals relating to forms
by Forms Review and Control

Units in the ministries /departments.
The Directorate of Printing with the assistance of Deptt. of Personnel

and A.R.. if necessary, should bring out a manual on the Design of

Forms for use of various Ministries/departments.

MAIL MANAGEMENT

I. K. Rao

i isation depends largely
the efficiency of an organisation depen {
on 'gh%ﬁ%i%re of the management, the t}};pes ofn;ggg;mtrxeosr}
S)‘Sléms tom pfomp;ré:i: Iﬁ:hit‘swhcl:»:\g) lcfuc(i)élgarole to play.
"P}?lgds utigkflléztsoa?tr; vsrlﬁcilch the stimuli received 'frtomt}?:tséldsie:g
the fc(l)rm of written communications is fed in (r)n unicatgd m
and the speed with which the decxs1ons'are tc;?:ﬂ e o
those who are waiting for them, ha\ie a mISI o D eonont
the overall efficiency of the organisation. B e of
which may be defined as planning, Qrgamsm% T o of Sthe
the incoming and outgoing mail of an 0 ICLd‘ N portant
ork management, in an organisation and ai B e
g:lp:crt V::vhich any management which values the go
thg clientele, can ill-afford to neglect. o I
Every office or organisation has to maintain ¢

e hes and
contacts with members of the public andfottlil: rcit}I’)mc?ocuntry or
departments spread over different parts o Y uica-
even the world. This is done by sending vritlen commugics

ces. E , ALY
tions through messengers or postb% r of written communications

i num
sends out and receives large s, circulars, telegrams, memoranda,
i

cations are known as.‘Mail’ Whtlﬁg
d outgoing mail. It is

everyday in the form of letter
etc. These written communlling s
, > i into incom incoming
;:Sgctli)(;n lefssigzdmailiﬂg department to hand;ief c;;h olll'lder to
and outgoing mail in the most efficient x?a rerdling of mail
achieve organisational objecuve'sr}taifﬂ}:f)lg?acts with  different
es an organisation to mal . . in further-
et;z:};};s pler:‘sc?ng, departments and agencies and helps
gnce of the interests of the organisation.

. . . ient

T sure prompt and effective handling of n;?lltli’a lefﬁ(’:ll'his

e(:)meelrllt of the mailing department 1S verty ?%s) supérvising

{nanagn ) organising the mailing depart‘men'l,‘ ) supervisiog
:Evog;?lh(l:services (c) establishment of mailing

e 2 oy -

(d) mechanising the mailing serwc;. o work o be

i on the size and natu . e

h dlD gpgndgll% gl%anisation, the mail may beenlt;?aﬁ?sleeg glyailino

er: oﬁ oryby individual sections or by a cen g

pers

section.
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The advantages of a centralised mailing section are :

(i) Responsibility of handling incoming and outgoing muil
can be entrusted to persons who have specialised in
this area, so that the job could be handled with
competence and efficiency.

(it) Mail operations can be co-ordinated and systematised
thereby avoiding duplication of effort.

(iii) Tt facilitates economical use of labour

such as letter opener, folding and se
franking machine, etc.

(iv) It enables curtailment of expenditure on postage

through use of a single envelope, wherever possible

for all communications intended for a particular
address,

-saving devices
aling machine,

In the secretariat offices of the Government of
there is the Central Registry Section for
charged with the responsibility for receipt, registration  and
distribution of the incoming mail meant for that department.
It is generally headed by a scction officer with the necessary
supporting staff, including a resident clerk or a night duty
clerk. A Central Issue section, which is often combined with
the Central Registry, is responsible for fajr typing of commu-
nications, comparing of fair copies, obtaining ‘signatures of the
concerned officers and their despatch.

Indias
each Department

The supervision of the mailing department requires the
services of an efficient and experienced supervisor who has a
thorough knowledge of the routines of mailing operations and
the current rules of the Post and Telegraph Department. The
supervisor must be capable of guiding the team and getting the
work dgne efficiently and economically. Effective supervision
involves periodic review of the methodology of work with a
view to improving it, In addition to the annual inspection by
an officer not concerned with the ugit, surprise checks by senior
officers would help in keeping the functionaries alert,

The underlying principle for handling incoming mail is
that mail once received in the premises should be delivered to
the appropriate person or section with the least possible delay.

Establishment of definite procedures and routines for handling

incoming and outgoing mail would greatly facilitate planning of
an efficient mail service.

There are definite procedures adopted by the Government of
India Departments for receipt of mail during and outside office
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i il of a department

i rs. the entire mail o it

o Oﬁie‘!:sesegogo Ministers and ?Ifﬁccrs rby h;l:xl::lgi,atl;

i tion. oweve
sal Registry SEC00 d Oﬁicérs bti name
- . -
i is received directly by them o

ecial messengers 18 ) Oy e

fligitr tgé?sl:)gnhalsgaﬁ. Outside O,ﬁiecg g;tltr}?é r:;clllre?sa;es themselves

? is receiv the selves
a:ethaqdrisssificin?:zsnm}f other cases, the night duty clerk in t

a eir t . .

Central Registry receives the mail.

hours.
including tha}t1 ac(l_:drt1 :

ived in the Ce C
zrii‘:ielivrfxgolx{tlait mail addressed to Ministers an

those
. I covers, except the

tral Registry opens 2 se bearing
e e misters and Officers by name or "he. Contra
addressed to ading. While opening the covetres,of any missing
a security grk the enclosures and makes a no ened classified
Registry chec Zned covers, as well as the quo }:he Department
item. Al d(;[ge-stamped indicating the namfm?1 unication in the
covers are G al number assigned to the CO{ d out sectionwise
and the ser The entire mail is then sorfe 1 Registry main-
dak register. To facilitate this, the Centra s dgalt with in
and Omcemﬁghabetical index of the subjects

tains an

each section.

With a view to econ
the following types of commun
Central Registry :

(a) telegrams, wireless afld telex mossages,
(b) registered postal Imzlli;

. ¢ ’ -
@ mter-fdctl:;r::)z an receipts enclosing valuable docu
@ fnongttsse.g. service books, etc':., tions and

‘a.men, t questions, resolutions, cut:)
(©) l:;?remes‘ seeking information .relatu;g Siﬁethemd da,k
(f) unopened inner covers c;nl:a’:’rlx;i e:tas e s
‘ Members © t, ‘ ‘

(ﬁ; ﬁ;“:)tl::mcategoq covered by departmental instruc
( tions.

i rt, only
ising the time anfi effort, y
OmISIir::gations are registered by the

ived while
Urgent mail is distribut_t::llblzsinatglt’iV a?;henThr:c:;:il cecotved
‘s distri i Is.
other m&,ﬁ lfia(;ls}: ?;t;td ritacsl; for distribution early next day.
late in the

; i d approved
: ing mail the sections sen
In handling .‘é‘;;tig:;ggto the Issue Section whxchrtcollrcletcts :g
dra{:s of %%I;ﬁn‘é‘:‘ afts in respect of the entire department, g
such appr
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‘the communications fair-typed and signed so that they are ready
for being sent out. Thereafter communications to be sent by
post are scparated from those to be delivered by hand. The
communications meant for despatch by post or those addressed
to officers by name are kept in covers of appropriate size,
ensuring as far as possible, that all communications intended
for the same addressee are placed in a single cover. The
envelopes to be sent by foreign post, for which ordinary postage
stamps are used, are scparated from the rest. Service postage
stamps of appropriate value are affixed to the remaining
envelopes to be despatched by post.

The clerk in charge of despatch of outgoing mail main-
tains a despatch register which includes relevant particulars
such as the number of the communication, the address and
the value of the stamps affixed. Telegrams are despatched
promptly while registered and insured articles are sent to the
post office well before the closing hour prescribed for the
receipt of such communications. Other communications are
posted at convenient intervals.

Non-postal cominunications are sorted out according !0
the location of the addresses and entered in messenger books
for delivery to the addressees. Urgent communications arc
despatched promptly. Ordinary communications are despatched
at least twice a day at suitable intervals.

After the communications have been delivered, the des-
patcher examines the messenger books to see that all commu-
nications entered therein have been duly acknowldged by the
recipients under  dated signatures written in ink. Instances
where communications have not been acknowledged are imme-
diately brought to the notice of the officer in charge of the
Central Issue Section for investigation and suitable action.

To facilitate quick despatch of papers, the Central Issue
Section maintains complete and up-to-date information relating
to the working hours, the residential and office addresses of
all departments, institutions and persons to whom the outgoing
mail is usually addressed.

In no other section of the office is speed so important as
in the mailing section. Since the handling of incoming and
outgoing mail involves performance of many routine and mono-
tonous operations, mechanisation of mailing service is a must.
Mechanisation helps in keeping down the possibility of errors
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to the minimum. Some of the machines which can be used to
advantage are :
i : i lopes received in
a) Mail Opener : used for opening €nveiopes
@ the mailing department. It may be cither hand
operated or an automatic electrically operated machine
that feeds, stores and stocks more than 500 envelopes
a minute.

i . An electric clock that is
Date and Time Recorder : An cle
® automatically charged and prints time and date of
receipt of the mail.

(¢) Mailing Scale : The accurate wclghmgdgf mail 'ellllrir:—
nates excess payment of postage. Mo ern _wexgt g
ccales have built-in charts giving rates of mail postage

stamp.

i i - fore
:no Machine : For folding the letters  be

@ S;]génignserted in the envelopes. This machine can
automatically fold sheets from the adjusted place.

{ achine : or inserting the folded
© %gtstzrrtsmﬁl %Zczlggeiolgi?d ’i‘his maching automatically
inserts the letters in the envelopes ‘ang sealseigfég
by moistening the flaps. An electrically Op
machine can insert 4000 letters per hour.

i ine : Used for affixing stamps over
® Tr?t?alr(smg T]\kfgct};\lxrtlgoing mail is inserted In the machine
; d a handle operated. The machine marks the letter

Svrilth the required denomination of the postage.

Used for printing names and

tomers on large number of labels,

?rfgcfiecf;s egge?g;es etc. Thgﬂxrlnameﬁ fm;ir :dgirt;s::spgg

the mailing hs

regUIaérci:lllls;oz:éi ?ill;re stencils or embossed on me(ﬁﬂ

o? tzg These plates once prepared can be repegtq ty

ad " Such plates are stocked on a hopper fitted into

the 1 chine from which required address plates ’l?lie

th? g:tically selected and fed into the machine. 1he
{alraghine can print about 1000 addresses per hour.

i i t . Before filing or mailing, the
) Ise(;trgr];garlz%lgr%?; x;Viﬁh the help of Multesort or Sortofile
which ensures atcuracy in sortng.

(g) Addressing Machine :
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The s
time and pé];ggcsliete()f m;?f:hamsn}g. the mailing service is to
economical and effi mating activily, thus making the = se vice
not adequate en cient. If, however, the quantity of r-‘{lc-?
justification f ough to result in saving, there Y oy b oo

ion for mechanising the mailing &epartmentmay be no

The above method
s are based . :
the Centr on the system ; .
Methods :11 dGOSI:rnénentf offices, particularly yits Se:c);tétn iat,
for ther o pl cedures are not and ought not to b ariat.
Chan‘ginsé fron‘lmt?mz ftﬂeatlys to achieve an end which in;t;nlfé
following i o tme. The procedur
corll(s)t\fxiantge&n tthe Secretariate today gre the fi)sutc:)hat ?e o
orts to find a better and newer methodsm:f Sv kour
ork.

VITAL RECORD MANAGEMENT

R. K. PERTI

) In the present day world 2 massive amount of paper work
is being done in government offices, corporations, industrial,
financinl and business organisations. Simultaneously, other
media like tapes, films, punch cards etc. have come in to play
their own roles. Consequently, the documentary  evidence

produced is far too voluminous to be managed easily and the
material or information of vital interest and of enduring value
is fast getting submerged in the various media. It is, therefore,
necessary that the documentary legacy, in whatever form it
may be, should be duly taken care of, segregated and preserved
for its operational and evidential value as also for conducting
the current business. In identifying records or information of
vita! importance, one has to examine the relationship between
strategic planning and structural change of an organisation.
Changes in market trends, the strategy for growith and new

trial or business houses provide the direc-

produci lines of indus ;
tions for locating vital records and safeguarding them for pro-
viding consistency and continuity in operations and for protec-

tion of organisational interests.

Initially, the problem of identifying records of vital import-
ance was very simple. Government offices or merchant houses
performed timited functions and the desired information was
obtained as and when needed without any difficulty. But of
jate a colossal change has taken place in consequence of the
manifold expansion of governmental activity, especially when
it has become a welfare State. The same is true of merchant
houses, commercial and other organisations. Their capital and
labour intensive activities, combined with the revolution in the
means of communication and the integration of mass procucs
tion with the mass distribution is posing a seribus problem of
storage and quick retrieval of information of vital importance.
They are interested not merely in maintaining just Profit and
Loss Statements, but are now producing new kinds of records
embodying diverse types of information. _The diversity of
records created by fast copier machines, dicta-phones, audio-
tapes, computers, films, etc. is, in fact, neg:es§1tated as much
by the growing complexities of an organisation as by the
necessity of assessing and analysing its performance.

33
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When there is a massive production of records and infor-
mation is provided in varied forms, it is cssential that records
of vital importance should be classified and segregated right
from the time of their production. This would enable to
bestow proper care on documents which provide stimulus to
the top level executives to take up issucs and for the juniors

$ and  furnish background

to provide accomplishment report
In fact, such records serve as

material on various problems,

nerve centre of an office, an organisation or a corporate body.
But unfortunately, it has been noticed that valuable documents
generally embody incomplete information. This has been so
largely because major issues are settled by verbal discussions
and are not recorded. Notwithstanding the fact that instructions
exist that all verble decisiong and factors leading to them should
be recorded and duly confirmed, but in practice such instruc-
tions are rarely observed,

Another lacuna that hag been noticed relates to the
difficulty of identifying policy records at the time of their crea-
tion. Often policy decisions emanate from issues of ljttle
significance. For example, it has been noticed that in an
organisation a file dealing with deploymen
with notes and memoranda on the nature
that organisation. That does not mean that

be made to classify records and information available on soft
ware documentation. After all each department of a govern-
ment, an organisation, a corporate body or a business house

does create certain records which it will like to preserve at all
costs.

and functioning of
no attempt should

An assessment of the continuing value
amongst various categories of records lj
policy or organisational structure,
matters, or reportorial documents e
Policy ~documents contain

of documents
ke those pertaining to
procedural and operational
tc. is a necessary exercise.

minutes, memoranda and other
documents which furnish decisions bearing on policy, substan-

tive or specific programmes, inspections, correspondence lead-
ing to significant activity, muniment of titles relating to law
and property, a register and memoranda of cases, appointment
of committees, and commissions, international sgreements and
conventions, etc.  Organisational documents usually comprise
statutes, executive orders, as well as drafts and supporting
material relating to creation, organisation, reorganisation of an
office or a corporate body, discontimuation and consolidation of
functions, establishment matters like recruitment, promotion,
reversion, retrenchment, penmsion, retirement, resignation. exten-
sion of service, re-employment, ete., records of acquisition, sale,
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purchase or mortage of real property, budget andinliaourc‘isge;n glllallg:
ning xflajor series of accounts, mterpretatlons,dop tion ,ating ol
randa of o corrcspondcnc%.f: It.li(cies m;%‘zﬁirlllrgl docu%nents of
i ers and responsibilities. Proc f
g(e)g?ilr?ugedp(\)/mule are official manuals, directives, rutl:s arxéclla{i%ggulito
tions instructions, staff studies or special rppot{ S aung to
methods techniques and operations ort a'naltyomte(s)ts o
ince. Operational records pertain to tesis ot ttons
ggﬁﬂ?gczr trgflsaotions_ carried througg 1rénl:rr1)r(1)g11xé§s fi?n .,
e s puglicﬁy arﬁiygg(ggc;guir:dzd In a democratic
: 3 e prope fe- . 2ty
ta?tudn(jtl::r(éy izezds::(: of }p))apre,:rs which reflect thc: afltgéctlozlxrxlngth?sf
b i tinued importance. i
ani are of con ) 2
a'n Orgdms2tullodn a?s?)d come even those records in wgtlgln di?:at hl:
ggileegggl wand compiled pors 2} rrrlfslﬂy olgerzafltiocxlllell‘l3 data and
arliz s these papers Iu . Iy
'Pd.r}ld‘r.l?eﬂft' achfg'ements, I:hey fall in the categ%ry lcn)lf( evzi?g iﬁgrs s
ana’ysis °h ¢ are certain categories of records ke ey
ggriildm’n{;riirages deaths, citizenship or clectho_::z;1 ;Icl) oi;ﬁce/orga-
réturi’s service books of the top brass, etc. Svin; 1 oo ey
nisation will like to retain for the intrin

contain.

: i tters have been generally
and information on vital ma ; t or
Recor‘dsd‘m]g3 1? 0in the traditional form, i.e. szi]grslcrégring
produced dnBut ?n the wake of .mformatgoxi .cxpoc;t fon g
:});pels crtlptt\;vo decades, when basic data of }ll-ta: l:gv%ing 2 demand
orZar?issation Of a COrporaLe bOdyel\;/astebcelfr?ongie% like elctric data
' tilising 0 110 is has been
has been created for u iniaturisation.  This ha:

i document mun : s in case
processing tigﬁd by the need to safegUan%hvn?lk ;eg«:nfn s
e p?rcala):nities like fire, flood, ear hq‘ilnformation- Under
of natura etc., as also for storing suc e Targely
e wa, arsotrln of performing old task, mlf,gmgch document
::zestplfguggf ewhich is quite “i’f,l li(geang:f-cgnv;;tional system is
i i ation : achine
e by lt']e Iigfe?gi‘ilier such as accession &;lrl;?ern?;ﬂl?ods of
location ‘addres, The various son-convedonel melods,
ocatio b tion that have ¢ q
keeping and stOﬂn,gt;lnfi%??:n;aﬁon, are : computers, microfilms,

used for storing Vi and the related software docu-

e cordin i dio tapes,
&‘Llcxla‘fi%ncﬁgg? s%l;!tlxd recording on magnetic and au pes

discs, drums, etc.

? y - -
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play its proper role. It is, therefore, essential that information
should be properly classified. Files, etc. should be classified
under major and minor subject heads. The former should have
main numbers, while the latter should be given sub-numbers.
They may follow the conventional filing system or the functional
filing system. However, all files should bear cross-references
so that information on related subjects could be easily
retrieved and case history of a problem could be quickly pre-
pared. The need for proper keys to these records which would
help in quick retrieval of information or data cannot be over-
emphasised. These could be in the form of guides, inventorics
or registers, location registers, card catalogues, special lists.
shelf and box lists, indices, and calendars. Similar type of
reference media with slight changes would also be nceded for
machine readable records and software documents.  Indices
should, however, reflect not only broad subject heads as given
at the time of opening a file but all that has gone into the file
during the period it was live. An index should be compiled
at the time of closing the file after taking cognizance of ail
that has been dealf with in it. For example, a file was noticed
to have been opened under the head ‘Deployment of Staff’,
a self-evident subject head indicative of the routine nature of
the file. But its study revealed its true importance, as i
reflected the nature and functioning of the organisation itself.
The Indexer should take note of all such matters, if he is to
provide an effective retrieval system. Therefore, obviously to
assess the importance of a file and to obtain a quick retrieval
of information it is imperative that right types of tools should
be designed. Indices could be subject indices, nominal indices
or indices of place name. The utility and desirability of each

type would, however, vary from situation to situation and
office to office.

Proper maintenance and up-keep of records and informa-
tion media of vital importance is no less important. Each
Organisation that creates them is interested in their sustenance
and would like to take all steps which could ensure it. The
materials are, however, subject to deleterious effect of various
factors like environmental, biological and chemical.

Sun, light, heat, moisture and pollution hold the key
amongst the environmental factors and they need to be con-
trolled for providing longevity to paper, films and magnetic
tapes. Though air-conditioning provides the solution, proper
.arrangement for air-circulation and humidity control can serve
the purpose in respect of paper. “Amongst the biological factors
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come the fungi and insects of various types. These can be
controlled by discreet use of chemicals. Among chemical fac-
tors, aging of paper, fading of ink, deterioration of gelatine,
(the main constituent of films) and tapes due to use or faulty
handling can be inhibited by taking appropriate preventive
measures,

Modern techniques like preparation of master copies for
security keeping and using only duplicates for day to day work,
ensures safety of these otherwise delicate materials. To ensure
preservation of vital documents and information media in case
of war, fire, flood, an earthquake or a theft and to provide
for their security and longivity, it is desirable to store master
copies away from epicentre of activity under proper environ-
mental conditions,
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RanBIR KisHor

an ogz)alrlgat?gt? gngsmn-makmg at the top executive level in
information re; ’arde' it government or commercial, requires vital
city of information. and i raction and activities. © Multipli-
the organisation n, and its bulk increases with the growth of
maintained by 1St an{\l/[ Is available in the records creatcd and
in a system that'resulta naging these records, maintaining them
is needed out of the ts in quick retrieval of information that
officc. Though rccgll.dripregems a major aclivity in an average
in the working of a “keeping represents an important aspect
is not directly rolat 3 Organisation, yet being an activity which
for their 1O)I/1 b ed to produ_ctlwty, resources that are needed
geometric ratcg ofmj preservation are - mostly wanting.  Their
can be provided fbrOW*th also puts a limitation to space that
scientific main‘tem(l); storage, for funds that are available for
personnel needed f €c I good physical state and servicing
struction and mat or ]care and processing. Today cost of con-
increased. Thea erl%ls has considerably risen and wages have
their current st problem of records Crcation) maintenance in

state, and subsequent preservation in the‘ record

rooms thus need r i
eappraisal : e
resources available, ppraisal - for an optimum utilisation of

whic Erﬁgge% i%télrlédof t_lée records that are available is on paper
In b oo mrered widely in its quality from time to time
high gradeyrav;l&gqs tof._'manufacture because of the use of thé
qualits and e 'aemls‘z}nd manually operated processcs, its
for cheaper ra;\\/’pmg qualities were  good. However,  scarch
ok }:pa.tenals for reducing the cost of manufacture
writability and Ing process and need for improving upon its
qualities.” D printability, led to a degradation in its keepin:
century was rgzrﬂmanfufactured in late  19th and early ’?Ott%
for o W}S] y of poor grade while in general use 6nly
use. go0d coalt ere cost considerations were subjcctivé to its
oo leratedqw ky paper was selected. This resulted in an

cakening of paper in records, which substantiaily

increased due to ill-devi .
t ~-devised h
ments. - maintenance and storage environ-

For long-term and i
) - and even medium-term i
keeping qualities, a judicious selection of papgrreservt?ittlionng ":Eg
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or medium is very essential. It is also necessary that main-
tenance conditions are so provided that the deleterious inilu-
ences wrought by environment could be eliminated as far as
possibic. .

During and after the Second World War, the technologi-
cal advancement and need for economising in storage space,
demand for which was ever growing for keeping vital statistical
data, resulted in use of microfilms. Today bulk of this media
togerer  with its  other forms viz., microcards, microfische,
aperture ca-d efc. is finding its way in records. In the latter
half of the 20th century use of computers has introduced a
number of media types in records which include magnetic tapes,
besides various types of paper and film material.  These
modern record materials require controlled conditions of environ-
ment for their use and also for their maintenance and keeping.
Effect of adverse environmental conditions is far greaer n
these materials than in the case of paper.

Dampness, stagnant air, sunlight and hot and dry climate
bring about the deterioration of records components which are
organic in nature, viz., paper, film base, magnetiq tapes efc.
Deleterious influence of these agents can be minimized by
avoiding rooms which are damp, improperly _ven-txla.ted and
dark. A dry, well-ventilated ‘and suitably lighted room 15
needed for proper keeping of records. Further since stagnant
air favours the grow'h of biological pests, thorough air-circula-
tion ia every part of the record room is essential. Cross
ventiiation, provision of adequate number of electric fans and
a few cxhaust fans facilitate air circulation. Dust among
records is not only unhygienic, but is conducive 10 g;owth of
micro-organism. Regular dusting of records for keeping ther_xz
neat and tidy is very necessary. Use of vacuum cleaner is
the only ideal way of dusting records, since ordinary dusting
and sweeping does not remove dust, but merely transfers it.

A separate record room is a vital ne%css}:iy for fevery
department or organisation. A record room should as far as
. g he ground floof, unless the floors have

ossible be located on t , t s hay
F);eeen designed with load bearing capacity. While selecting its
location, it may be ensured that no water pipe Or drains pass

near. above or under the room since at times blockade of the
drains or accidental pursting of pipes results in flooding the

record room and damaging the records.
vironment conductive to long-terin

idi torage en
For providing 8,078 record room is very desirable.

preservation, airconditioning of
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STORAGE OF RECORDS 4
Though paper can exist satisfactorily in ordinary climat i- C ; ark a central portion of the oo -
tions, yet mi rofilms, magnetic tapgs and olt]hmy g’&'ﬁzﬁ fgggﬂ dation, it is des'{é?gle ft(;)r efer:(;rd storage activity. S“d(l} & ﬁgllle
materials show physical damage and quick degradation if ot plex or the bul da%ion will facilitate maintenance of es_t;x of
stored in airconditioned repository.  For effective air-condition- tralised accommo enial environment necessary for longevity
ing, ventilation should be so planned as to permit minimum optimum and cor}lgl be economical as weil.
leakage of the conditioned atmosphere. While calculating condi- secords, This wi . ical climates, biological pests are
tioning load, bulk of shelving equipment, record material, the In hot and humid tropica Among them are mildew (a
number of persons sitting in the room, movement of man or mate- responsible for major damag@séﬂverﬁ sh, white ant, book-worm
rial should be taken into account. In buildings which do not have ricro-organism) cockroacheSf, row int stagnant air, in dark
central airconditioning, use of package type or window-type and psocids. These pests often g
air-conditioners g satisfactory. ]

with adequate air-circula-
Humidity “and temperature in and dingy or damp places. 13 g(t)glrrée ith, 2¢ qregular reriadic
record room should be measured regularly, the ambient condi- tion. where records are kept uru e 2 of these damag.
tions desirable being, temperature 22-25° € and relative ondt- ' dust

dity 45-50%. For maintaining pr

dusting arrangement, does nOf insect repellent chemicals like
4! rn oper humidity control in the ing agents. However, use O
conditioncd area, it js nccessary that permeation of dampness

eterrent,

naphthalene among records on shelves aw‘cztzsll;i Saidgci)gdcgmers of

through the walls of floors does not take place. The floors u;g of insecticidal sprays on ﬁo(;)er 1());{6 safety. Use of such
should be laid waterproof and the walls should be given water the rooms helps in prondmge ?alsqis to be avoided since some
coating. While Considering airconditioning sprays directly on re.Cord mater d _materials. These rtecords

of the record room ijt may be taken into account that the chemicals might stain the, recorf mildew (greyish or whitish
airconditioning plant has 2o be planned for clockwise air- which show an active growth o er), or bookworm etc. need
conditioning all the year round. Such running of plant will growth on leather, cloth or Pagion’chamber. Thymol fumi-
often lead to oceasional breakdown and a provision for stand-by segregated ireatment in a furm,‘;alhile aradichlorobenzene fumi-
plant may have 1o be made, Breakdowns if not provided for sedick ‘ ldew, whtle b

in killi i e i ut in
. ation helps in killing mulde? umigation is .carr'xed 0 n
or attended to quickly, are likely to create conditions which g;ggﬁ killg bookworms, PSOcldgifﬁca(ie ofg the fumigating chemi
lead to accelerated damage to records. zglirtight steel or wooden vau}t;ﬁon depending on the nature ffaélc
However, keeping in view economy in resources, in many cal and the period Ofﬁf(‘é?;%other technique which lsfvi?i( zeuion.
cases, it may not be possible te provide air-conditioning for extent of mfestauon,f infestation, is that of vacuum Iumig
the record rcom. In sych cases its is desirable that the record tive for all types ol 1

f withstanding
i i el vault capable of wi
room should have adequate ventilation, and the aircirculatory This needs a high capacity Ste

ber for
ating vacuum and a chambet i
arangements so as to eliminate pockets of stagnant air. For high vacuum, 2 pump f%tog;egase%- It needs mstqllatxona&fggif
reducing the adverse influence of high Bumidity, use of desiccat- storing and mixing poiso the bulk of records needing ltre oxide
ing chemicals like calcium chloride, silica gel etc. could be is costly and depends on of carbon dioxide and eheylene
made, Mechanical dehydrating devices are available and could Toxic gases like mxxtgr‘:‘]i ation. .
be used with advantage. Provision of windows and ventifators are used in vacuum g ts and rodents is more if
aids air-circulation but at times they allow direct sunlight which venti
if allowed to fall in recor

ite a
to records by whi
ds brings ‘about physical weakening of Damage

p odents
? ting damage by rode!

in time. For preven roviding

Paper and its discoloration. In such cases it is necessary to not caredmfi% x,eli“:i%dt their entry 3ntot ﬁ?:uggoa}hi?:% It)hey find

provide glass panes of lemon or bottle green colour and curtains 1t 1s ess\:ire mesh at the outlet dramsto check their menace 18

of the same colour so that while providing air-circulation evil p ropert the room. The only way s baits. Since they are

influence of light could be avoided. For security of materials access fo M. s containing polsonou f food stuff etc. or

windows should be covered with fine mesh wire gauze. This 1o us;aedra";) trggxell of eatables, c:arrym%i lgte 4. For this very

does not allow insects etc. flying into the room and also filters attracted by rd room should be pro in the vicinity of a

the incoming air to an extent, eatlf(l)gn 1: :Zggrd room shlould Itll?::l‘ !great care is, howevel?

reas >3 na .

‘ : - imilar nawre. ‘ ea. Cracks

In a central office complex or a big building where a canteen or sto rt;sxu;)rfmiste infestation in the swt?egde :Jrith sodivm
number of Departments or Ministries are allotted accommo- necessary agains alls should be trea :

and holes in floors and W:
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a .
wrii]hmt;r’l ]l)nSDec'{‘lc igt‘ni. an'd_ wooden racks, cupboards etc. coated
Painting faen ba paint containing creosote or dieldrin
befong, has to ef fg:peated every six months once at least'
bt the o keeo' rams. In a building known to be infested
e i prglg records by avoiding all contact with walls
s e rable. Contact with walls is avoided by kee
e cr‘n) s hves, almirahs etc. away from the wall (12y >
and that from the ground by painting the outsidecg:ru_c—-

ture with termite resista i .
15 cm. sistant paint up-to a height of at least 12 cm—

R
Shelvine equipme .
tional, dumg]ccqg;g;m}gt cflor storing drccords should be func-
’ can, providing s: . .
etc. KA » P safety fi o :
A few considerations which aid '?-“lc‘ctioz '1r(zn-l fire dust
sele are

. Maximum space utilisation;

2. Accommodation
b to all physical forms ;
P CWSD: ns  and a:
(paper, newspaper, films, tapcs, photogra hs)‘mcdn,

Access requirements;

[¥S)

4. Volume of S i
Vol of present  holding and  anticipated growth

Beside: .

o depqe nt(llmeoib:)}:/:, tl;e selection of the shelving equipment has
is y : o ) metal shelves in
riggtrsef(z?vtlljlleslm? ce 1t provides safety against fire. rgﬁ&rélar;oogf
adustable Shelgi; HFCth_lvaqable. commercially to provide for
consideration is %h t thl]e selecting metal shelving onc essential
resistant, stable rlfst pfo&algrtldusid for shelves should be fire
fixin s ohte X of non-staining ¢ i
Is desirabie T Ehts or vertical stand to support he Bretving, i
ment of man palmd ¢ main, side aisles or gangways for mgve‘-
entrance to th material. All gangways providing main
while gangwa ¢ stacks or near the wall should be 1.5-M wi;lc
while Agmaiigugxehselgi,t frcfmé stack ow o stack row 0.80 M

of 220 M. i ¢ iral
that the shelves are easily made ac;cessiblels usually desirable so

Besi . .
sree] Shzll?’?; ﬂ;]e s{)atlonary shelving described above, mobile
srecl she be;i:n as been used in many European countrics and
are e shelvig assembled indigenously. Though the use of
s cang_glv.es compact storage and maximum densit

g capacily in a given area, yet its cost is rather prohi}-,

bitive, and the labour utilised for their use is also much more:
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than that needed with stationary shelving. Mechanical failure:
often met with mobile shelves added to the cost makes the use

of statjonary shelving advantageous.

d volumes does not present much difficulty
t on shelves in rows with book ends on
the extreme sides. Loose papers in dockets or dossiers or
stitched files need storage facilities. One of the methods of
archives storage used traditionally is the formation of paper
burdles with stiff supporis on both sides. Such bundles are
tied firmly with logline so that the files do not get shifted
from their position while handling the bundles and can be kept
on shelves both horizontally or vertically. The bundles are
so formed that the entirc weight of the bulk rests on the

plywood ends.

Storage of boun
and these can be kep

boxes made of metal or hard pressed

Document containers or
al storage of files

boards designed both for horizontal or vertic
or dockets containing documents are used. The design and
size of the box depends on the specific requirement of the
stored documents. However, o1nc essential criteria is that the
material used should be acid free, stable and non-staining
type. Metal containers have the advantage of being durable,
non-inflammable but these are heavy unless made of a_light
metal but then they are very expensive. Press boards are lighter
and their capacity is more than 2 metal container. Whereas a
metal container can hold 3 linear inches of record, a press
board container may take 5.1 linear inches of records.

Whereas for storage of normal size documents described
above, shelving and ancillary storage equipment 1S helpful but
for maps, drawings, and charts, microfilms and other photo
prints and documents, special type of plan filing cabinet or
suitably designed racks to hold rolled maps and other docu-
ments are required. The two main types of filing equipments
widely used for storage of current materials particularly files
are the lateral filing cupboards and the drawer-type filing

cabinets :

This type of equipment is available in several styles and
in different heights. They are simple to operate. Each cabinet
holds six three-feet rows of files making eighteen feet in ail
more than twice the capacity of a normal 4 drawer filing

kes 4% sq. ft. of floor space

binet described below. It ta
o5 aga 4 drawer filing cabinets which take

as against 2 conventional :
. rs fully extended. The files are filled in

12 sq. ft. with drawe 3 .
strong craft packets standing by themselves on suspension
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frames. Space is i

les. provided
captioning the titles of the ﬁ(;
models have double folding
which facilitate their use in

n the edge of each pocket for
es for easy identification. Some
doors or roller shutters or blinds
restricted spaces in offices. |

This type of cabinet is
4 drawer, 3 drawer, 2 draw
files are cradled by strong ¢

avallablq in four different sizes :
er and smglq drawer unit. Thc
i shiden o PY S raf‘t vpockets linked in a concertina
at glide: needsya Y suspensiow frames within each drawer.
o ks oo anotheoog space of 3 sq. ft. for its installation
extenlded during use. ' It eflclléwf:'aws}:f)?agtge dra_wers o ot
exter g use. It capacit : i-
spaceyt,lzla(l)to iftﬂf;s“gt 4" thickness each., The itgsigni);iczitugg)ﬂ%me
e bt | takesw? 1n“r§1§1tlon lo its cost and the wide ﬂo%r
o the tnteral oS3 o‘r‘m: installaion and  operation compared
fo th uneconomicél sfystcm mentioned above makes this ¢ ‘uiv—
floe (ameconor aI or use in offices where there are r?uug)

e. It might be considered for use in otﬁc»:if

where th i i
e collection of files is small or o serve as a subsidiary

cabinet for housin i
cla ;
storage unit, g classified files separately from the main

These two s are .
point of vie:zlo Fcy,iti?fs are ideally suited, from the prescrvation
protected from dcictegoiltf?rfﬂsmred within them are not only

uences such as light, atm i
) ospheric

gases, and insects, hut also f
: sects, but also fror i i i
of available locking devices innﬂ:léln"llmhonsed handling because

Maps, plans, oversize prints : .
ety o STy
dra\;/(g )c,:albninSIt)eC}any designed cabinets. The horizontal multi-
42%30 mehey. 48 ayailable in several sizes : 36x24 inches
in depths from 3 !X 34? mehes, with shallow drawers Vﬂfyiﬁé
from 150 1o 300 .l(1> inches. Each drawer can accommodate
its depth and as the s thin maps or drawings depending
by Stgckin as the collections grow new units.ma)P be ac%d(e)g
collection gc:nn top of the original cabinets. Thus the ma
space. The thgrow for many years on the original ﬂoo};
i e vertical filing cabinets vary from 52 inches to 72
sheets. nTh:lght, with capacity running from 1000 to gSOO
of map stri map or plan is suspended individually by means
in this silspen(:ir Jnag holder from metal rod. The azi]vantanc
the maps pI ed filing system is that it is easier to ha dgl
oot Institions which cannot” aford such expensive

; eir maps rolled and pl
after having them securely covered with strongp \:(r::gp(i)r?g Sszfggi

need special
izontally or
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as a temporary arrangement. Maps larger than the cabinets
available in any case will have to be rolled on shelves.

With modern systems approach in record management
special type of filing cabinets with quick reference devices have
been developed and before planning any specific records storage
equipment these specialised agencies may be consulted. The
essential feature of storage container is the quick information
retrieval and accessibility as also the facilities of movement of
record to other wings for reference, servicing or restoration,
microfilming etc. To facilitate the movement, use of steel
trolleys with swivel rubber lined castors are very convenient.
Similarly for reaching uppermost shelves, use of step ladders
or platform type ladders is very convenient.  Such auxiliary

servicing aids should always be kept handy.

For magnetic tapes it is essential that the container used
for their storing is dust proof and non-magnetic. During
storage these are to be protected from high intensity magnetic
or electrical field. These include power generation and {rans-
mission lines, radar installations etc.

Microfilm in record offices are mostly in reel form. For
their storage the film is wound on _spoois of plastic or non-
staining metal and kept in cans with telescopic lids. These
cans are Kkept in cardboard cartons which contain indexing
details for the specific roll, These cartons are then stored in
special cabinets drawers which have .sultable compartment for
keeping cartons with their index detail up for easy retrieval.

All the steps taken to maintain optimum, hygienic and
secure storage environments are of little help if not backed
by proper care in handling, use and transit of the record
materials. Paper in current files or in recorded files should
always be well protected with proper file covers. These covers
should be acid free and with fast colours so that it does not
get migrated to the papers kept in them. Care must always
be taken to see that file covers and the corners of enclosures
are not “dog-eared”. Enclosures that get detached from files
should be properly reinserted into their correct place and not
merely pinned. Use of metal pins/clips produce stain and should
not be allowed to remain in file for long. Tagging of paper
operly punched holes and not merely by

should be done in pr hol
inserting and tearing the paper edge with its metal holder.
should be immediately

Any tear or accidental . damage .
repaired with high grade non-acidic paper or good quality
tissue using flour or starch paste. Use of gum and cellotape
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sho S avoi i

sh nggvggcsro;ggg é?r mending and repair. While in transit

B o et each f should be given file-board support with

bl o b g e I;110 x‘)]f the file-board and Ble cover should

be so selected 1 ¢ sheets always remain well-inserted and
ance of their edges getting curled or torn o

If papers i i

enough I;ngrfina;g tot_bc stiched in file covers there shou!d be

o oy of sin dr $ xchfzs. Where there is no margin, guard

give a prmcct%vo émpe? should be  pasted on their Cf’i%li%L to

Shoald be well ene ge for stitching. ~ Papers in loose  sheet

S stivehiy c% ected with their edges, in | on bef

avoided unti%“ Lnmming of four edges of the fles should be
1t 1s ensured that all pages have cnough \margin

REFERENCE

1. National Archi ia: i
Natic chives of India: Preservation and Repair of Records,

2. Y. P. Kathpalia: Conservation of Archives Materials.

3. 18, 18: 2 .
2663/1977 Indian Standard on Basic Requirements for

Building for Archi ;
New Dolhs rchives. Indian Standard Institution, Manak Bhavan,

4. Mich in : i ildi
chel Duchein : Archives Building and Equipment, Unesco, Paris

MICROVILM — A JINNEE THAT NEEDS TO BE
MANAGED

R. C. Gurta

This paper outlines the general pattern of setting up of
microfilm laboratories in archives and libraries in India and
focusses attention on the lacunae in the on-going programmes
of security microfilming, It emphasizes the need to establish

central laboratories and storage vaulis.

Archives are known to grow in geometrical progression. Ever-
growing and, indeed, staggering bulk of record and library
materials, and perennial inadequacy of storage space are the
proverbial problems facing the cusiodians of these materials.
‘Microfilm’ is no longer an unfamiliar word; even school
children know about it as a tool of spies, il not as a medium of
storage and dissemination of knowledge. The past two decades
have seen setting up of reprographic units with micro-copying
occupying the pride of place in several libraries, archives and

documentation centres in India.

An apalysis of the reasons for establishing microfilm
faboratories in several cases would show that considerations like
living up with the Jonesses; ‘how can you think of a modern
progressive archives or library without a microfilm unit ?* have
in no small measure contributed in justifying the proposals.
Those controlling the purse strings being generally albiet vaguely
aware of the potential applications of the new found medium in
scholarly institutions condescended to allocate funds for the
acquisition of microfilm camera, but often rejected other related
items or at best deferred their consideration. The Jinnee was
born! It demanded processing facilities, inspection tables,
densitometers, splicers, reading machines, enlargers for hard
copies, positive duplicating machines, dark rooms, special storage
vaults, trained persommel and provision for pesaparation of
reference tools and servicing of films.

Barring perhaps a few exceptions, by and large the afore-
given picture holds good for the pattern of growth of the
reprographic uaits in Indian libraries and archives. Conceding
that under the prevalent administrative limitations and financial

constraings it was expedient and a matter of strategy to let the

Jinnee be born and demand the wherewithal to keep it alive,
47
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such an approach has neve
L an : rtheless resulted in 1
comings in the implementation of vital programri;(filsmae o short

ﬁlminlg’ fggu;\l’tg' nélcroﬁlmnng’ also known as ‘insurance micro-
invaluable and o lpurp ose is to prepare microfilms of the most
as insurance co vital documents and preserve the same safely
originals. In t'lt)y against any possible loss of or damage to the
taki: . u;; suég itutions havmg acquired microfilm cameras have
they the technical conarics 10 respect of their holdings. Have
for Lboratory temf)er.tlse to ensure quality control and facilities
the processiny 0? Sﬁl or residual hypo and silver salts? Unless
to the standair;ds ev lrmdmtended for archival storage conforms
experience, the shol¥el’ over years of painstaking research and
qualitics of ima o elf life  of films _is doubtful and keeping
films or of weel%l Ic))o?r. Sample testing of batches of processed
only on rule of thyumlll) It)gct;hlg an inescapable necessity. Reliance
tion of unwanted saltg is fra&cglﬁfs“}ﬁha;:i}:ifve the desired elimina-

A well conceived
: d programme of securi C
comprises of preparation of the following th(;g:rcoltypiglgrohlmmg

» g:;tz‘:rratgggy ffor permanent storage. It is used for
latter bej o !aboratory master in the event of the
being spoiled.
(ii) Laboratory master i
) r intended for ;
rence copies as and when required.preparatlon of refe-

(iii) Reference copy for day to day consultation.

P i .
Purposiaelgrc?ugnd of these three copies, each having its specific
tively serve itsn use 1s essential if the programme is topeffec;
the same used If’urposc.. Often only one copy is produced and
where program mg; dl;gilcatlon as well as for reference. Even

. repari : :
envisaged they have not rﬁad% si?‘fﬁézirtemgrcgges have been

Where :

a single in:tit:urxiictﬁetsf masters being stored? T am not aware of
to provide the essential Ser orate vaults planned and constructed
vermins, deteriors:te' ntlah octty against theft, fire, flood, insects
continug to by holosr;d ue to adverse climatic conditions. The);
of_te}rll by their sideTl‘ In ﬁet}:;e;%% gll;emxisfes 2s the originals
m s . unlro

18hap or virulent insect or fungus infestati;;se\?v?laiat:s::;%}t]gé

does such an arra my
nge i i
v gement provide for survival of the ‘insurance

Compared i
and i mlll)ch m;?e P;zpel', microfilm is a very delicate medium
sponstve to fluctuations and extremes of

-and those likely to be taken up by many
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humidity and temperature. A speck of dust innocuous in paper
document will mark a word and a fine scratch may completely
obliterate a whole line. Black and white safety base microfilms
are of archival permanence and can be expected to last as long
as good quality rag paper, provided they are stored under
optimum environmental conditions of temperature and humidity,
are not allowed to come in contact with deteriorating agents
like gases, vapours, acidic paper, rubber, particulate matter €tc.
and are handled with care. These conditions have been spelled
out in IS: 3130-1972 Indian Standard Code of Practice for
Handling and Storage of Microtransparencies (Microfilm and
Microfiche) and it would suffice to mention here that the recom-
mended ambient conditions for storage of archival film are 68°F
temperature and 35-40% relative humidity, round ' the clock
throughout the year. Hardly any institution has facilities for
storage of microfilms under these ambient conditions which only
central air-conditioning with suitable provision for filtering acidic

gases and particulate matter, and for regulating both temperature
and humidity can provide. Ordinary window conditioners serve no
useful purpose. Some organizations have installed package air
conditioners which may be deemed as ad-interim measures.

practice they do not provide the “required oontrgl of humidity.
Others continue to watch helplessly, the deterioration of the
collection of micro-copies, exposed to the adverse tro ical condi-
tions, extreme climatic variations and atmospheric pollutants, and
wishfully hope that they would be duplicated before their
strength and image quality are impaired to such an extent that

duplication is ruled out.

Security copying programmes of cultural heritage, archives,
manuscriptsy andpzare books, need a second look. Each insti-
tution having an on-going Of envisaged programme of securit
microfilming should draw up plans for fully equipped self-
contained microfilm laboratory as well as suitable storage
vaults. Functional requirements provide irrefutable justification.

The magnitude of on-going programmes of most institutions
archives libraries and

manuscripts repositories in_the next decade or so would hardly
justify expenditure in mushroom growth of such laboratories.
Optimum utilization of capital outlay on equipment, machinery,

storage facilities as well as high Tevel of technical direction can

be achieved by setting up central laboratories each catering to

a group of such institutions. . For reasons of security and safety,
librarians and archivists are not willing to send the originals out

of their custody. Where the microfilming is to be spread over
689 Dir. of Arch, N.D./81
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an appreciable span of time; the i i ;

S St e Ty, "B Gt o

ot a:nded by the central laboratories wh{iz:h ’shoxxgvg?
manned to provide the following services : i

(i) Inspection of films.

(it} Conducting labo i

Conducti agrchivafaé?xfé, tests for processing require-
(iii) Processing of films,

{iv) Duplication of films.

{v) Storage of masters in su ably -
er i

{vi) Rendering advice i
. € i mi : s
international standzu'd(s:.onﬁor ty with the national and

In addition, these 1 1i ake up microfilming ¢
. iy aboratﬁ 1€8 can i

private collections and  Hholdings o st ‘ v i af
becific projcets. Idings of institutions hai ing small

The i i i

e g B e By Gt dictsed
ven withi Governmental izati

ithin the much lamented limitations there iso;%r":g;:a &%‘;fé

for streamlinin '
g of proc Sl
management concepts. proceduses, and application  of modern

ARCHIVES MANAGEM%&E‘T " OF SUMMER MONEX

RATTAN K. DATTA

Monex {Monsoon Experifent) was conducted at the
initiative of the Government of India by the World Meteorological
Organization in collaboration with various member countries 10
understand and predict vagaries of monsoon in the Indian sub-
continent, between May 1 and August 31, 1979, For the
execution of the summer Monex, an International Monex
‘Management Centre was established at the Meteorological Office,
New Delhi. Observations taken from diversified sources like

made through instruments

surface based systems, observations
carried over air-crafts, ships, satellites etc. form the Monex

Data Set.
The data were categorised into two groups - ‘
(i) Quick-Look Data Set which was compifed on a real
time basis within 24 hours of the time of observation.
It had limited quality control check and is useful for

preliminary research work ; and '

(ii) The main Datd Set whick is finalised within 18 months
of the conclusion of the experitnétit after rigorous

efforts. ,
The Quick-Look Data Set has been furthér classified ity

two categories, digital and non-digital, Thé former is carne
over computer and magnetic 12pes, while the latter is kept on
microfilms, The Main Data Set, which is of lasting value, has,
walso been broadly categorised into digital and pon-digital groups,.
The digital data have been further sub-divided into (2) merged-
data type, ie., for which standard uniform international format
exists, and (b) non-metged type data sct, i.e., for which indi-.
vidual national format was devised. The data of the non-digital
category are comparatively more exhaustive and of Iasting utility.
care has beer taken to indicate’

In the documentation systers, k
: of preparation of the Data Set but also

not only the procedure of rati : {
the known limitations of e procédure;  Quality of the data
has been checked to facilitate futire expefimeniapentatnc deve-
lopment of data Set. Before data has bp# £ §::

microfilrhis, steps have betl takén to ont 1‘1'
Diifa bf doubtitl . netuté is  © be evey
Meteotologidte.  Thie data will e 9
ducting intensive research in the field
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. During the period under report, proposals of the De ent
for inclusion in the Revised Sixtﬁ Plzu? ( 1%80~85) \}wl;nl.) fé):\xsg?ded
to the Department of Culture. Apart from the 13 continuing
schemes, 8 new schemes have been proposed. These are:
(i) National A_c_iwsoyy Service for Préservation and Record
M'qnagemeqt, (it) Film Repasitory  for  Archival Microfilms,
(iii) Planning Cell for National Archives of India, (iv) Auto-
mﬁted_ Information Storage and Retrieval of Records, (v) Stren-
g} ecnmg of Repository, (vi) Compilation of Reference Media
of artographic Record.s_! (vii) Compilation of Reference Media
of Persian Records, (viii) Development of Archival Conscious-
ness among the masses. A total outlay of Rs. 286.63 lakhs is
envisaged for implementation of the schemes,

Accessions during the period comprised : 12 file i
: s of Railwa

goarﬁl (1948—55) ; 37 _authenticatedpco ies of Bills assented tg
%1 é e President of India, 8 printed indices of the Department
3. ommerce (1946—53) ; 421 bundles of Godavar1 Water-
dgsputes Tribunal (1960—80) ; 234 bundles of Krishna Water-

isputes Tribunal (1969-—76) and 144 files of the Ministry of
Agriculture and Co-operation (1928-29), 1942—54).

Acquisitions made by the Private papers Sectio ised
I({a)h "{‘ranslatlon of book entitled : ‘l&ypTravel's i: %{vnelg’m%’);
MisuB osslin'nléreat_ayana, alongwith . some photographs  from
s Bod i Dn. (b) Index to Punjab Conspiracy Case Papers
from fn - R. Handa; (c) 21 photographs = of Freegm
Drg :;[rSArOXI Prof. Malwinderjit Singh; (d) 4 photographs of
Dr M A ‘quqnl from Begum Zohra Ansari; (e) Gramaphone
s of 1 N lvanova’ and ‘Start’ from Bulgarian Archives ;
Corin packets of g‘r)l;'ate papers  from Genl. (Retd.) K. M.
from Sada et Singh B (o3 s ard ROt

) i; xes and 1 folder of
{;‘;’azm?‘:: Daulatram Papers from Shri Arjun Jairamdag'. and
Exchane ers and 1 article from Rana Jang Bahadur. Under the
g Char ggl programme with the India Office Library and Records,

otilm rolls pertaining to Dacca Factory Records (1678-

1775), and 3 rols of lists of Public, Judicial/Political Department

52
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Records were received from London ; 3 microfilm rolls pertaining
to Bengal Relief Committee (1943—47), were donated by
Prof. Paul R. Greenough of the University of Iowa, U.S.A.;
under the Indo-Czechoslovakia Cultural Exchange Programme,
2 rolls of records of Indian interest were received from Czech.
Archives while 2 rolls of records of Czech interest were for-
warded to their Archives ; one film relating to Pandit Nehru
when he became Prime Minister, was donated by Shri K. M.

Kapadia.

The Departmental Library as usual accessioned journais,
Parliamentary Papers, Lok Sabha and Rajya Sabha Debates

during the period.

The Record Management Division completed the appraisal
of 46,700 non-current files of various Ministries/Departments,
of these 20,370 were marked for permanent retention. The
offices whose records were appraised comprised Railway
Board, Departments of Personnel and Administrative Reforms,
Economic "Affairs, Rehabilitation, Legal Affairs, Agriculture,
P & T Board, Ministry of External Affairs, Rewa Kantha Agency

and Sikkim Political Agency.

Retention Schedules of records of Department of Industrial
Development, Bureau of Public Enterprises and Chief Controller
of Import and Export were finalized. Draft Retention Schedules
of Acﬁgtant General Branch (Army Head Quarters), Ganga
Basin Organisation, Department of Heavy Industry and Depart-
ment of Commerce, were prepared while scrutiny of the records
of Central Water Commission, Ministry of Information and
Broadcasting, Department of Legal Affairs and Ministry of Law
was completed. In addition, a study report of Airport Health
Organisation, Palam, was forwarded to that Department.

Advice on various aspects of Record Management was
rendered to a number of offices. Among them mention may be
made of : Office of Indo-Tibetan Boarder Police ; Railway Board,
Ministry of Finance, Department of Expenditure, Controller-
General of Defence Accounts and Rail, India Technical Economic

Service,

“ Items of reference media completed during the period were :
(a) Descriptive listing of 11226 files covering the records of
Gwalior Residency (Continuous series 1908—12) ; Vernacular
(1781—1912) ; various branches (1869—1947) ; Rajputana
Agency (1921—52; Boundary Vemacular 1845—1947); Western
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Rajputana Agenc

y (1940-—1951), Mew .
e ste Aoy (152019487 s Agncy (Vermucul

)5 r Rajputana State -

Dnopal Political Agency (1823—1947). e Privese bapere uni
Naoroji, P Kjeﬁglls“‘n 5 of 1435 letters pertaining to Igggzgf?;l
chock fisting of 118 Iuttens belopi o aturvedi Collections, and
Papers, T%e Orientalle ttﬁgiolraglori)gjn.g. to Jairamdas Daulatram
d : ' s Division. PO
doetg f 347 doctmnts of ety Corempndsnes 370 1413
th A | oilection. Compilati
nueed(‘}miemtcglgR fﬁords In National Archivespng1 tll?llziigf\&?:srtcgngf
were ; Indian La CCSCrles.o'f records covered during the period
dings volumes X ommission, Legislative Dcpartn%ent Ppb‘i:e-
frofn Secretar); ofsgfig:gly Icol,lggi-l.mcs and DCspatchc; t(r)mand
serics were also prepa‘re. d. n addition write-ups of a number of

As u -
Dcpartmerslltlaz:isgesact?rcg facilities were provided to scholars. The
made by public a gn ed to 74 querries on a variety of subjects
relate 16 Trial of Iﬁ private bodies. Noteworth Zm By Jhec
tion : Kurd ahadur Shah, Macaplay’s mi y among them

; s and Kurdistan from 1918 ¥’s mmute on Educa-

Compilation of vol
Record - volume XII of National i S
of Bullin of Reskarch Thesss -l Senciling of volome X
i : | eses an i : Iy
)[(l)g{/nlllaltl%gsfo{ éhe period 1977-78 \Sas D;tzsfglatxon Y alume
Archives, Ar{nu;l }{ggggag-gegember 1979) o?p'TheVIO,;;;zl'gz
‘ " a 1 H
ol i R e s o 57
~ out.

Selection of materi
continued t rial for the ‘Toward ) ‘s
prising Raj(:e;g?;(ep[g;gar:ss_an (‘? E_uffl'ber of ssenggegg(;gcl:ordl;rgg;rclt
and record ‘ ) inlithgow o
4671 pager yoused in Delhi State Archives wers exmncd mnd
¢ typed from the selected matesirael examined and

The School of A .
traini Archival Studie i . .
ining courses during the period. *Resull of the One. Your
while theoretics] and iuves Keeping (1979-80) 2e One Yeo!
session was conti practical training to trainees of ?lrle declared
;S)ﬁriOd were : Shgrl;?térmo(t}};giﬁcogrses completed gurli?lgo.tgtl:
ort-te; : ‘ cate C . >
ot ottt Eou Rl ot "o
ficate Course i € in Repair of Records ; Shq » 00T
Irse 1n Care and Records ; Short-term Certi-
and Archive and Copservation :
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Technical services and assistance = of the Department in
respect of repair and reprography continued to be extended to
a number of public and private bodies. A total of 1,17,566
exposures of microfilms, 9974 Xerox copies and 850 metres of
positive prints were prepared. On the’ repair side, the major
tasks included lamination of 21,182 sheets, repair of 32,203
sheets, binding of 247 volumes, 112 books and over 300 miscel-
laneous items. Among the institutions which availed of these
facilities were Bhaba Atomic Research Centre, Trombay, Kerala
Statc Archives, Trivandrum, Salar-Jung Museum, Hyderabad :
Survey of India, Dehra Dun, and Durgapur Stee! Plant, Durgapur.

Exhibitions and lectures continued to play a significant
role in the Department’s efforts to arouse archival consciousness

among the people. The highlight of these activities was an
November, which was

‘Archives Week’ celebrated from 24-30

inaugurated by Shri Jagmohan, Lieutenant-Governor of Delhi.
Three new pu%lications of the Department, viZ. ‘Index to Titles
(1798-1865Y, ‘Conserving Our Archival Heritage’ and *Sarojini
Naidu ; Some Facets of her Personality’ were released on the

occasion. As part of the ‘Week’ an exhibition ‘Salt Satyagraha :
25th November, 1980,

Dandi and Delhi’, was inaugurated on
of State for Education.

by Smt. Shiela Kaul, Union Minister
‘Mahatma : March to Dandi’, ‘Echoes

Three documentary films

from the Past’ and ‘Our National Archives’ were also screened

in the premises of the Department. Talks were broadcast over

A.LR. by officers of the Department and a panel discussion

“Towards an Archival Policy’ was presented over Doordarshan.

Participants were Prof. S. Nurul Hasan, Mr. Justice Grover
National Archives

(retd.) and Shri S. A. T Tirmizi, Director,
ed during the period were :

of India. Other exhibitions organis

(a) ‘Education—Primary and Higher (1781-1920)" on 4th
August 1980, (b) ‘Our Publications’ on 1st September 1980,
(c) ‘Dr. Ansari—Physician and Patriot (1880-1936)’ from
6-9 September 1980. It was inaugurated by Shri Mohammad
Nath Das—IFast and Funeral’ on 6th

Yunus, (d) ‘Jatindra . )
October 1980, (e) ‘Archival Conservation’ from 3-5 November
1980. ‘Open Houses’ were organised and the visitors were

taken round the stack area.

On 7th August, 1980, Dr. C. A. Bayly of the Cambridge
University delivered a talk on ‘Urban Disturbances in the
North-Westerp Provinces in the early 19th century’. Other
lectures o;ganised during the period were : (a) ‘Administration
gnd Archives’ by Slmn%l Shapkar, 1.C.3. (Retd.) on 18th
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September 1980, (b) ‘Microfilm and Archives’
A Leisinger Jr. of International Conme M e ert
Direcarchival Development in Sri Lanka’ by Shri A Dewaraja,
1980 (é)iiéigngolgrgpges ofl_Sri Lanka ‘on 30th Scp\t"é?;?)lcdlz
U, (« eneralization i i J :
?:)an‘%?e o(f} eJawilha_rlal Nehru Universitynor}lhitd,(gly Olz:}t’o]l?é Ili;m(;a
and Future ?;;a %glr?all\dggféetgq ggvgta})lf agd South Asia; rpresgnf
Prof Aske Mt o e A80, (D) History of Gty o1
Do poke 918 (; ra of Jawz}harlal Nehru Universit osr'1~151801y
Prof. R. I. Cran andf () ‘Calcutta in the 19th zentur ’ I;I
December .1980 € A0 SeSyracuse University, US.A., on y73 §
held on 23-24 Oétob | minar  on ‘Record Mana 'ément’u r
Chatutvedi. Direo: er 1980 which was inaugurated bg Shri TWaS
On 25th ’Novembor’ Indian Institute of Public Adr{lin' trati N
National Impormner’ 1980, a symposium on ‘Recgsrcriatlonf
Dr. Rafiq Zakar(iace Mwas organised.  Participants in i; Iod
Secrotam ok, P, Shri K. D. Madan  Additional
and Shri’S. A. I .‘f}“ of Personnel and Administrative R ;lona-
tS;liveral distiﬁgu.iSh é;m;z; Slglllgec‘t,%r‘,t I(;Iatiohnal Archives ofe ﬁ{:{?:,
e period. Among these ited the Department during
Gandhi,  Smt. Moo were the Prime Minister, Smt ne
President U. Ne kagf gi?gg" Begum Zohra Ansarilnim

The Department conti

. . S ) ntinued t , )
'II]‘?:EPZE:I lnls)t-lt““ofls in various ﬁe]d(; (I)Dfea?gi?\féated Wfth Inter-
Conference gr?ctlgrec()fd Archives, participated S.ins?}{é S“l/\ I
of Utzh, Salt Lake City, Ue o DY the Genealogical orid
where he presented ) pami> 1rom, 12th-15th August 1950,
Ihg?sdieval India’. He ‘;ISF’cflp‘CQE' ‘tog ‘gencaloﬂical Rcsct,)rds &;f

S.A. in Washi _visited the Nations fon
Executive Cozi;lgr.‘tgton. (At its meeting in Sc;?gnll]b Archives of
member for the \l'et::: {gSgng coopted  Shri ,_]!_‘:i_xl;’"l7?8\’)x ”10
project ‘Guide to th -82. In pursuan T
mestim of (s e Sources of History nce of the UNESCO
on 27th Novembe?tl‘;’g’l Guide Commitiee for ‘In(c)ii;’ the first
the chairmanshi fP 80, at National Archiveg of Ind"Kfas hdd-
the main featurg’s Oof t{)(;f.GIdeml i{asan. The mceting (;;Lcllljr:g:(;

i ige, the L oomrHEs LU
and allied matters, pertaining to t;cm}g,(-i:j egs its implementation

National Archives
. C of Indi . i
e oy §50 "4 Bzl During the e
of Com’mergflgs ative and Education Branches)part;ln B plic,
check-list of 4.’;.!3%l ﬁ]?s]du“friei) art complete!:ln Eep:%?:?;:
of Department of Commer
; ommerce was
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prepared. The Repair Unit performed the following major
tasks : Full paste (2628 sheets), tissue repair (9656 sheets),
mounting (40 maps) and binding (65 volumes, 3 Registers and

674 files).

National Archives of India, Jaipur : 261 non-current files
(1871-1961) and 26 rare books and reports were received for
accession from Sambhar Salt Ltd. Subject-list of 3807 maps of
Census Department and 49 books was prepared. On the
repair side, the Department completed full pasting of 23C0
tissue repair of 802

sheets, hand lamination of 1498 sheets, )
sheets, binding of 54 volumes, 5 books and 24 miscellaneous

items and flattening of 5594 sheets.

National Archives of India, Pondicherry : An Archives-
Week was Celebrated from 24-30 November, 1980, which was
inaugurated by the Secretary, Department of Education, Pondi-

ts efforts to acquire pre-1954

cherry. The Department continued i
French records from various offices of the State Government.

NEWS FROM STATE ARCHIVES
BIHAR

During the period, the State Archives accessioned 446
volumes of the Council of Minister’s. Proceedings of the Cabinet
partment (1964-67), 885

Secretariat and Co-ordination Deps _
copies of India Gazette and 1280 copies of Bihar Gazette. The

Record Management unit appraised 2558 files of the Industries
Preservation Unit completed

Department  (1958-60). The com,
binding of 247 files, pasting of 2,000 pages, and lamination of
733 sheets.

The State Government has 2
a new building for the State Arch
tion stone was laid by the Bihar Governor.
the building is estimated to be Rs. 33 lakhs.

SIKKIM
The State Archives took up scientific arrangement, classifica-
tion and chronological listing of records of the District Collecto-
rate (East), Education, Sikkim Nationalised Transport and
Forest Departments. With a view' to encourage research, the
State Archives was declared a Centre of Post-Graduate Research

in History.

llotted 2.03 acres of land for
jves at Patna, whose founda-
The total cost of

WEST BENGAL
During the period July-September 1980, the State Archives
accessioned 251 copies of Calcutta Gazette, and 1427 files of
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Home (Po
(Pol.) Department confidential records

Unit repaired 2
120 fles and bogty, P25 TPoURd 52 volyme

The Preservation
s and fumigated

INTERNATIONAIII.\I IIERNATIONAL

OUNCIL ON ARCHj

‘ \%
Internationa} Journal of Afchif:s (s

To foster communicat;
over the wor unication betwee . .

the ‘Internatiz)?l’alICJéu has started an Iiln{)crl%fztsis;onal archivists all

year. Articles will bmal of Archives’. [t w']ﬂal publication—

and German and w'lle abstracted in Ep l'shll appear twice a

1 concentrate on areé‘i”sl of’ g,‘;ﬂch, Spanish

mmon 1nierest

to archivists, I

. sts, like records .

training, buildings and eql‘;i‘;?ndegctment, automation, reprograpl
nt. ’ rapiy.

Nati [
onal Counczl on Libraries and Archive
! 4 g IVES

The inaugural .
on Libraries _Meeting of the B ;
April 1980 under o5 21 Documentation. Qo onal Councl
of Information. Ame auspices of the newl ntres was held in
co-ordination and  intes the items discussed 5 created Ministry
i Integration of all informxgg proposals for
systems and

to design i

11 2 national plan

of ¢ a m

archives and modern r efcoorr c}?e development and management

CANADA
Seminar on Records Management

The Archi
Geography and Fio. Committee
; y and Hi ¢ of the P i ,
ment  from 2533503% organised a seminzr:'agxl)e?lcan institute of
seminar stressed the ay 1980. The papers ccords Manage-
records management _bractical aspects of presented  at the
centres and the role meep artments, in admi implementation of
© OF national archives in rtllllsér:flit]ﬁ? of record
eld of record

administrati
. ion,
seminar. Seventeen countries were .
epresented at the

World War 11 Source Guide

The Puybjj ;
(PAOC), hg? lic Records Division, Public Archives of C
of Canada

) :
World War TEUbhshed”Sources for
th
IS new pamphlet will asls‘;sts trlgsigar(::fhetrhseixf e
using

all the record

. T AC

subject. Also,g t(l)llépfi'at"l) that include documentation hi
on this

materi 1e division ed
material, Accessions has produced its annual list of new

1o 197
available free pof charge f%;’lgP A1‘35>lh these publications are
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CHINA -

an Contact with Archivists of the People’s Republic
of China

979, Marilyn Ghausi, museum grchivist
at the Detroit Institute of Arts, accompanied scientists and a
delegation of the Institute of Electrical and Electronics Engineers
on a two-week tour of major cities in the Peoples’ Republic of
China. During the tour she was able not only to meet with
Chinese archivists ; she had the rare privilege, granted to only
a small numher of Western scholars, of visiting the Archives of
the Forbidden City (also knmown as the Palace Museum Ming

« result of her trip, Ghausi

First Americ

In July and August 1

- Ch'ing Archives), in Peking. As 2
ial list of Chinese archives and

has been able to compile a partl
institutions with archival holdings.

NETHERLANDS

New Archives Constructed in the Netherlands
The Dutch Government has opened a new archival reposi-
It is mine stories high with two

tory complex in The Hague.

ppdergroggd levels, and includes about 400,000 square feet of
stack space as well as wark areas, reading rooms, and exhibit
space. Six institutions including the general state archives and
the state school for the training of archivists (Rijksarchief-
school), have now been centralized at 2 single location.

SAUDI ARABIA

Archives and Mail Service Programme

The Institute of Public Administration is the only agency
concerned with the administrative training for all categories of
civil servants of various Government Departments. A signi-
ficant aspect of its gunctions is the ‘Archives and Mail Service
Programme’ which aims at the develogment of the procedures

rds of data and other ling work, simplification
he development of posi-

of keeping reco

and improvement of mail service gnd t

tive behaviour towards others. The archives course defines the

functions of archives and gives a survey of plans for the orga-
jsation of centralized and decentralized aschives in Government
epartments, the P inciples of classification of archives, methqds

of numbering ap coghs, ing, indexing, pse of micrpfilms and

mashines dor archives work.
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UK.

India Office Lib
Recent Acquisitions : orary and Records

(a) Committee and
Commissi
Reports of approxi 1ssion Reports : [ncludes the
(b from 1792 to 1949 ) >0 bodies ranging in date
) A volume contaj in
Gram Ining the first edition ,
( mars of Indian languages along wsitl?fa é‘;’&cﬁ‘fﬂ,{

shed i
century.” Tncloded ed in the last quarter of the 18th

; in the i
of Hindustani compj work is a Portuguese grammar

sy piled by missionaries and printed in

(¢) A microfilm
C of Greate i
the Li r Asia has be H
news;;:;g;ys of Congress, Washington.en'l‘z;ﬁqu"ed from
1ssue from February 1943 to /ip(;(i)lv‘]zt)s;;lqhe

(d) The Librar
y has purch
the Af ased an alm
1 AT vt S LRSS SOl e o
dence. 1al on the Afghan War for inder‘;égf

Reference Media :

(a) A list has r
ecently b i
e c y been compiled of t i
T i?l?l?x;;}és Gc;zsg(rg;entt Gaz}eltte frolrlrf l;ggd;?ig;ﬁ/f
k ; ot ich
ontain  both regular statisticalergtlilprlrallcn;?]lgs '1(\JVhI§Ch
: oc

reports and collecti
. - [ i
DS and o ons of papers considered to he of

(b) A short seri
series of Local G
o rh ) overnme i
on e POl sion oSany oAl eports
i([)]Cludes reggrntzd cf)oéi publg: inspection. Cq}h}é i)?'(:'r:
rissa, B ) ¢ring Assam, Ben ihar anc
ombay, Burma, Central Provingél:’a?xgm};p:;?

Dethi, Mad W
s A ras, Nor[h_ .
and United Provinces, est Frontier Provinces, Punjab

US.A,

The 4h B Society of American Archivists
Basics and Beycl,l;g}ess Archiveg Workshop ‘Busin i
Michigan. Spread o‘\}éasthe]d from  August 18.22, ?ggngeg;
basic archival functionrs, WO courses, the workshop ’covereci tllx[e]

through case studi S, as they relate to busi ;
udies, slide presentations, lecture:ﬂgezisgéghlves’
sions.
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Library of Congress

A unique collection of 60 items relating to the life and
explorations of Sir Francis Drake has been donated to the
Library by Mr. Hans P. Kraus of New York. An invaluable
piece is the map of America and Asia on either side of a silver
coin, showing the route of Drake's circumnavigation. Two of
such maps are in the Kraus collection, one of them being the
only known copy to give the name of Michael Mercaton, the
cartographer and the date 1589 in a small cartouche.

Council of Library Resources

The Council on Library Resources, Washington, has awarded
a $70,000 two-year grant to the International Federation of
Library Associations and Institutions (IFLA) and a $30,000
one-year grant to the International Council on Archives (ICA).

The IFLA projects involve (a) copyright of bibliographic
records and files (b) conversion of copyrighted library materials
for use by handicapped readers and (c) conservation of materials
with emphasis on prospective aspects of the problems.

The ICA has planned three projects :
(a) preparation of 2 records management manual designed
especially for use in recently independent countries,
responsibilities of archi-

(b) a symposium on the role and 1
vists in Latin American countries, and

(c) preparation of three separate cu;ricula to gid the educa-
tion and training of su professional, archival personnel

in third world regions.

GENEALOGICAL SOCIETY OF UTAH

World Conference on Records

On August 12, 1980, genealogists, historians, archivists,
sociologists gathered for a four day World Conference on Records
in Salt Lake City, Utah, U.S.A., sponsored by the Genealogical
Society of Utah. During the conference a number of seminars
and lectures were held on topics such as family history, genealo-
gical research, demography, coats of arms and nobility. Parfi-
cipants were also given an opportunity _to visit the Granite

ountain Records vaults. In these vaults are housed micro-
films of land-deeds, probate records, marriage recotds and other
records known to be of genealogical value. The present collec-
tion of microfilm rolls ‘represents the equivalent of over four
million volumes of 300 pages each.
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Historical Research in India by J. Correia-Afons ,
. eia-Afo ; (o
Manohatlal, 1979) 91 page}s, plus 1 éx, o?sg)s /(-Munshxram

It was a useful idea of Father Correia- i
seminar on the present state of historrii;? gggght%norlg;clllil:ea:
part of the Golden Jubilee celebrations of the Heras Institute
of Indian History and Culture. There is, of course, the unavoida-
gle disadvantage that while publication takes time, research

oej not wait. These papers were read in 1976 and were already
%ut ated when available in book form over three years later
But hthey contain some valuable surveys attd analyses especial];}
IlI)la;gSpgmeOSth%fr ?rrtx I]éotlka Var?dlarajan and Professor Ashin

_ . articles are useful in that they provi
}gztixglon);‘ is?tfo rti};;elsobs};urtanftxsm agd narrow-mindgdggs?swgg scgfgé
Ind . But for a book i
it should be the first of a series. Th%ieth;go%%egéj :’ecgu‘;zs;fuilf

not annual, symposi i ; A
published quiZkl;If).OSla on this subject and the papers should be

S. GOPAL

Selected Works of Jawaharlal Nehru, Vol. X1, Bdited by S. Gopal

{Orient L i A
{Qricnt, Longman, New Delhi, 1978, pp. 832, price

Volume eléven of ‘Selected Works of :
Volume el orks of J ’
%pgns with - the Ramgarh Congress on 101 Iv?a“rlgll:ar}a914gehr/::t
F e;m%arh'the only resolution that was passed unanimously was
a :]uerfsgr(t’gkgg th& rm?rgxhtxa?‘f the dCongress to participatg ina
. perialist ends. Tt alsc
;féhm% ihor’; of dJ.complete independence coui?i bgea;ﬁcég)stedthgt
PR Sy i e e i
scherhe. As he observed in a ‘r?h Y Nimissed 45 a, mad
1940, “All the problems élSsc‘ic‘i3 e with the oo op 13 Aptil
“AlL ) , ated with the so-cal i
eslon, ey, seprl Stval, conponc ais
o ' Sl efeh SeI'V e Y PP PR )
g(;?i%cg befEre the latest stand taken up b ’ fﬁe? Ell\ldeu;ﬁﬁ }.t,]:;g'mt;
coﬁ{;ﬂz{%ﬁ ahgrc;ﬁ. ..... The whole pro{?le‘in his taken a ng;lw
comp ok l?gdtt' tﬁg ﬁ x‘ijgfg?:sgpq of settlengerit or négotiation
by settlement ; it needs cutting opeff. it négggis fggjgfig e;la i::er‘ii

L7
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Without {miincing words, I want to say that we will have nothihg
to do with this mad scheme.” Jawaharldl Nehru was always for
immediate and direct action but Gandhi felt that any step
towards direct action would only result in defeating the very
purpose of civil disobedience. However, the July resolution of
the Congress Working Committee offeted to co-operate with a
British Government in the defence of the countty provided a
full national government was set up. In their usual unimagina-
tive attention the British Goveriment responded with the August
Offer which boiled down to the few seats iri the Viceroy’s Execti-

tive Council.

So the Congress went back to its stand of non-cooperation
and resolved upon individual Satyagraha. Gandhi chose
Jawaharlal Nehru to be the second Satyagrahi but Nehru was
arrested even before he could stage the symbolic Satyagraha.
At his trial he stated that it was his articular function and
ptivilege to spread disaffectiofi agaifist the British Government
In India. Jawdhdtlal Nehtu Wds sentenced to 4 years rigorous
imptisonient but from the vety begirining he felt that he wotld
not serve the full term. This present volume ends with hi§
release from the prison on 4th Deterniber, 1941, when all civilian
disobedient prisoners including Jawaharlal Nehru and Abul
Kalam Azad were set free. _

Professor S. Gopal and his colleagués hidve dote a com-
mendsble job if providing the scholirs with much tlsefal
material ofi an ifiportant stagé in Netire’s life and tirfles. Thesk
have been culled from differeitt solirced ; the Nehitu Methoril
Museum and Library, the Natiotial Archives of Itidia, dfid
Maharashtra State Archives. Athong the privte papets cotisl:
ted for throwitig light on the Subject of the volumes re those
of Shri Krishna Kripalani, Muteriald from The Hiditstah Times,
National Heratd and Visva-Bhatati Quatterly ate also extretriely
helpful in elucitiating some ifiportant adpects of Neliru’s life
during tHe period. -

The materials thus gathered from the sburces mentioned
above are scientifically processed and tonveniently gtoupzd ander
the following heads : _

1.  Imdia ard the War. 5. LdigéStale & Cotitige
2. The Colgress Ohganist: Indistries.
6

toh. 6. lndid and Ching:

3. The lidian Statess 7. National Herold;

4. Naional Plaring Coms 8. Freedom bf the Press.
mittee. 59, Geéneral. ‘ o
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10. Personal.
L perse aD‘ . 12. Prison Diary with L
X b rzsln tary with Let- I1 and finally e
13, Postscript  to the Auto-
biography. '

One wading throu ;
« gh these varied
a sou
kirlllclian bv:?oawas not only a leader of menr(;:lsdcz?r}gm buft meet
Sting e completely integrated human being.” ve\rN% man-
whether 'althle gi‘;lpedi; gOfo fthtf}:1 volume are quite gooc(lg’ . one w]cl)?xdtel:':
e volume i .
the shock of transportation by postea]r?ddlycrriglii ?:t?zlé{tgh to stand

SURESH CHANDRA GHOSH

Nationalism and Colonialism ;
. sm . .
(Orient Longman, New g’eﬁ‘,’dg’ {;gl)ndza by Bipan Chandra

The story of moder L
i n India in all jts r; )
1 - . its 1

;r:fgs:i‘gfafrzzg flolmt to which the lay Stuéggtagg I‘;‘Eig facets
seek. The Mus%al;ttqults 2l (tihe time. Nor are rewards afralxrutlg
but, verily, measare for onCict them out grudging]

desorts, y ure for measure: to each ag C%lll'ldgl g’ge:nguhgi};

Profe i .
fian who ]s:xs.a;r (I)S;gant hghandra 1s a distinguished Marxist hist
marked succ&’es__ir h years, worked assiduously—and ls'?l;
history with a sust:i edc domain of 19th-20th century I :jv'l
It is necessary to ud bias in favour of ‘economic natl{g Il1 oy
compendiany of cllm erline this for the volume under nalism .
written all the w?; ?zen odd essays—and two books—re:/ei:lew!’ .
of audiences. in from 1964 onwards were attuned to a niety
home and abroad 3’86 conferences and small seminars b‘;?get:;
themes held tosetly lnderstandably, it covers a wide ga af
its author’s fa nfﬂiacf, dess, by its internal meiVmessgthn;ut f,)
strength, or weak I identity. It follows that the book’s pri ci 331,
to which 1 ness for that matter, is inh ) 1E’lncxp

which it belongs. erent in the genre

Essentially, the twin themes of colonialj

) oniali ional
g?ortagalths{:: hfg(r’? pte_:r{llgps largely in  that thesnﬁitizitg aég)tg?tlllsn:
More. nectool : historiography now stands badly discreditgg
use the argee tlsl in ‘the life of the developing countrie ‘
cloarer tadon, ieur strategies of economic growth’ rcasq&l;’e tg
ik pre-cermndapitalistng of the past—in Professor Chandra’s words
Nor noeq opl lab&umr thel;giilt tlﬁf tt}i-aditional backwardness’.
necessarily of a mere rattling  of deade gz;gségeéieg?t ifso%:;s:
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cance, emanates principally from a good

meaning, and signifi i L a
d economic forces of which it was

understanding of the social an
a living, vibrating, reality.
onalist activity in the

On his own home-ground, early nati
Professor Chandra is

context of its socio-economic milieu, fes:
ents of Continuity and Change

formidable. His triology—Elem ind
in the Early Nationalist Activity’, ‘The Indian capitalist class
and Imperialism _before 1947 and ‘Modern India and
Imperialism’ (not listed in that order in the book)—hangs well
together and even though covering a much-beaten ground, offers

some fresh insights.

The character of Indian nationalist leadership is a well-worn
theme as is the ideology of the revolutionary terrorists in the
1920s and Lenin’s role in the national liberation movements.
Nor is there much that is new in the Indian nationalist move-

ful brush with the communal

ment and its far from successiu _the
problem, Yet ‘Peasantry and National Integration in contem-

porary India’ offers a fruitful and indeed refreshing break with
routine. It is an exploratory essay tantalisingly brief, a bare
forty pages, that opens neéw vistas for_ in-depth study and
research, The latter should yield rich dividends in so far as the
role of the peasantry, in general, and of the havp—nots, in

nal movement has, hitherto, received scant

particular, in the natio
notice or attention.

It is difficult, and perhaps even unfair, to say anything of
the work as a whole with its disparate parts Toosely strung

together by the thin shread, with gaping pot-holes, of a bare

- i ‘Preface’. The best oné can hope for is
5-page introductory Fre 0 s apart-——only

that the author would some day tear :
vel 4 three-four thin volumes,

fieuratively—and set them down into
a 4 their respective themes. If an odd

atly integrated around .
?;ot gr 1trl11feg¢r~sxomc, and the book reviews, fall out in the process
this reviewer for one would not shed any tears. In the bargain,
Professor Chandra will have cut these pages to size and shed
a great deal of their present flabbiness, repetitiousness and over-

nepne P. L. MEHRA

he Silent Cry : The People of Nepal : 1816—1839 by Ludwig
The g‘l egtillerf’ S. J., (Kathmandu, 1976), pp. 344, Price Rs. 45.
Political integration is 1o doubt the first requisite to the
then, to sustain the

rowth of the spirit of nat_ional unity ; but 0, v '
gpirit, one more element 18 essential—an administration which
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carcs for the comm
. on  pcople is i ;
country like : people. This is p: '
econor¥1i0 tra(g\iteilc))‘rlll cztl)}rllesi)e both gcogruphi&;rtésg‘]g:iy anilo o
econo ire to i al tactors and socio-
his is the theme of the book undelrmr%‘;ci]gwm fast. development.

Here the village is the focus

united, but cr

ying for a responsive adian s DEOPle, politically

It is an i dmini i
analysis of the political systemm:)‘%lsg:;lﬁn’ _thqtsubject.
In its socio-

I'U]l
. ‘

d nt t ini :
political unification” o the administration. In  consequence

is what Stil did not result in “nati nse :
: ut of cvents

approach.

. With the Treat -

o LTt St 1)
perioslz,1 g;tje? lhtey ended too. Bhim Sen, wh h

but left for {’h:ce to the country, both’ inten? ldommated the
posterity ' no inspiring adminigtrzft?\?e 0x]temal,
egacy.

Hence, Stiller w
) ) ould :
and Bhim Sen, 3 t‘aihr:;%?rd the period as one of lost opportunity

: pal’s military e -
pa’s death (1839), th}c,: e);gagf

Bhim Sen ;
¢n presided
not progressive. The gg\gg;‘n a system which was just stable

sheer “jagir Pt ment treated vi

lands to sgqueg‘;"’,‘fv'gy (p. 305), the no%i]i\t'lllaggc.Nepal_with

was without any “visrilgg”by rackrenting the f?)l(mersmgBﬂsmgg‘:d

was to cling t » an “opportunist” ) . im Sen

is common]g 0 power—the very opposit ist”, whose sole object
y portrayed. posite of a great hero as he

“The silent ¢
a change., Yoo Was the cry o i
ship efperiezggdergotIOHal content o}fl thfisﬂclre e Cating for
The hardship was }(Iiutchctofarmm in village ){\i‘ép.alyas (the 2}]98(1)'()1-
system, opouC 1o an inclasti Nve :
vy, an unfecling judiciary and t}ll((:: higsyogl[:rrg;s;vef rcvlcnuc
of a large

Stiller discus

to ignore th scusses the three points in .
of Tis system bi:ﬁcﬁ‘céathatd Bhim Sen was o %111]1 but seers
as itS ve I’-' use the “Si]ent cry” i B e author
be ju dgé’é’ ig 1§ggert._ An historical pefs};nallx'lt village Nepal,
ime-frame he operated thel )::or?s?d' lt)ett:]:r
- ’ raints he
ic ethos and contemporary

> . l ] l ]

ments. Well migh i
ght one ask if in the responsive administration
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of welfare states today the “silent cry” of villages is always
heard at centres of power, and how much of the cry is readily

heeded ?

One wonders if Bhim Sen could have set up a better econo-
mic administration without closer relations with British India
which involved political  risks. Security against real or even
imagined threat from India was then the prime concern of
Nepal’s rulers; it still is. Stimulating inter-regional trade by
breaking natural barriers was ~an enormously expensive under-
taking for a state whose annual revenue more than hundred years
later was less than thirty five million rupees. And how much
surplus village Nepal produced for exporting to British India ?
Stiller gives us no figures, but admits “the lack of agricultural
surplus” in village Nepal (p. 122). In fact, Tarai, which had
surplus produce, did develop in Bhim Sen’s rule : 1817, the
portion of Tarai retroceded to Nepal by the British after the
war, yielded a revenue of Rs. 2} lakhs; in 1837, the figure
was some 12 lakbs. (Campbell’'s Report, 1837). In fifteen
years from 1816, Nepal's trade with India increased three fold
(Foreign Political Consultations, 2 Dec. 1831, No. 4).

A large army was indeed a burden on the state, but how
large it was? Here too Stiller gives us no statistics ; and what
is worse, he is not quite consistent on the point he makes. In
fact, figures do not support Stiller’s main charge against Bhim

Sen—‘‘continued maintenance of a larg
In 1816, the regular army was reduced to 10,000 men (from

about 14,000 as during the war John Pemble, The Invasion of
Nepal, Oxford, 1971, p. 28, fn), and in 1817, to 8,000 men ; in
1819 the figure was 12,000 ; in 1824, it was 12,690 ; 1n 1825,
it was reduced to 11,710. In 1832, with dangers closing in on

him, Bhim Sen increased the army’s strength to” 14,530, (Ootaca-
mund Political Consultations, 24 October 1834, No. 13). In
fact, the regular army of Nepal after Bhim Sen was much larger

in size than during his rule.
On p. 146, Stiller blames Bhim Sen for making “Continued
high military ex| nditure”, while on p. 185, he says “Sagauli
ut an end to the need for a constantly expanding army and
new military posts were few” ; there was naturally no increase
in the “number of military companies or officer opportunitxes”
(fn, 2). The central point in Stiller’s argumen;—the heavy
burden .of a large army-—is lost when he says this on p. 250
“The army that Bhim Sen continued to maintain after Sagauli
enormous creation. Even after the introduction of

was not an ; 2 arter Lo
the rotation system, 1t was still modest in size".
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 Stiller blames Bhim Sen for his failurc to create nati al lusion. nor always he draws his conclusion on the basis of
unity, but he himself identifies several unifying tendenciesonin gggi‘iautflf data. But ythen, this has indeed been a very dlﬁiailt
the Minister’s system. (¢.g. pp. 23-51, 154-83). His remark that project. Stiller deserves hearty congratulations on having broken
there was steady progress towards national unity” (p. 184) has a new path in interpreting Nepalese history on lines, which for
o e oot s attempts at proving that many factors preven- later researchers could be both a temptation and a risk.
isgﬂ?e growth of the unit. Such contradictions abound in this KANCHANMOY MOJUMDAR
: i | ; ha (A Study in the Unification of
" One won;ld ask if the system were oppressive, why were The rise olf tl11e7 gzéaisizstif&Gorécy a L(udwig I;} e
ere no revolts and secessionist moves bv the harassed people? Nepal— K andu, Nepal, 1975,

No part of the state, even if separated from the capital by incom- Pustak Bhandar, Bhotahiy,

municable terrain, fell apart. Anda why did vi pp. 388.
cried silently when it knew that it su);)pligdvtlg:grculli\rl)egpalel(i)trg’z The book contains an account of conquest of thghKagbj
chief source of power, the army ? Stiller is silent on this point. mandu valley and the tgrhrittcl)rif; Off tr}:ge??)lfmthea%?l ah dya:aslts;
. . a3 ithvinarayan Shah, the Iou
Stiller attnbutes_ Bhim Sen’s fall to the innate faults of his ﬁ-dﬁi Z}; P{ft}l:ev lbooky is divided into three parts. The first paré
own system ; the British machinations were of no consequence ives }:hé background of conquest and unification, the secc})]nh
Hodgson, the master intriguer, being “at best a gadfly” (p. 286): gart explains the conquest, the death of Prithvinarayan S ?1
Facts, however, establish the clear co-relation between Nepal’s ‘gnd .full',ther conquests of Bahadur Shah. In part 111, t}e
internal developments and its rulers’ reaction to the Resident’s author describes the administrative system of the state, the éo ¢
Intrigues. Hodgson did exploit Bhim Sen’s difficulties and used of Rana Bahadur Shah and the war with the British East
gcght éhe royal family and t(hg Rajguru family to effect his fall. India Company which ended in the year 1816.
Hod SLSn,Po‘l‘nt dgl}sq Stiller s far from consistent. He finds The book is a fairly detailed account of the conquests gf
f ingthe Sc mte ]qspme attitude™ and  “manoeuvres” intensi- Prithvinarayan Shah and subsequent developments upto lfS}l_.
e St (S oing heekvees. | throughon The suthor g, hovever, some 2 Pt 2000t 1 S
bres . (PP. 244-45), and yet he dismisses him as havin ions is th asic guidelines of Ne :
(25 hence on h ol of the droa s ths L cometons s Ut (0, 5, Bl ] e It o
. in the period during which the House of Gorkna “od Nepali
; . : : sustained because modern NEp
carc gfmfﬁerlillll? eSen fallled to set up a welfare state with the (pi.t‘.x)' e;{gi':] °ago§: rgz lﬁzntre round families which played
8¢ people as its main concern ; but who of his l;g 1“1:;0‘;1 o rglle in the last quarter of the eighteenth century.

contemporaries in India and

his system the villagers could elsewhere succeeded in this? In The author has sought to write off the growth of family squab-

at least ery silently, elsewherc the bles in Nepal during the latter half of the nineteenth and the

cry was ruthlessly stified. Even most developi h : these family
i 3 ping states today ntieth centuries. It was

fgi?izt“Ng;rgi tr(:l irslci>sltveer tt}(l)e Sglr;):lem “t'lﬁlch Stiller expected the gézta.gltflgs 3£icéheha¥ebeen responsible fo}r) the growt%l gg
.« e ,more than a century and a half N oor itics. Secondly, the author appears ,
?&%?h’ n:tqordlln%tlon of economic productivity at theyvillagea level fannly-or‘xfnt;c%o?gglﬁhen he argl);es that Prithvinarayan Shah’s
Nepal I%na R ;g:al and diplomatic policies” (p. 28). At least o :cll itself strong enough to withstand the shock of
Brilt)ish u:mex; ancllmdisslgnf;ese;]veg 'és political integrity when xsl)xliiti?:lrypcrig}leat and sustain Nepali staltle t'lcl; 1}s estrgggg h:g
. . ¢y had reduced most prin ; [tary Qe L9, against the tide of encroaching
:fign:;xa to virtual vassalage. Pride in independenc% la ggl); ste%;brf maintain ltxs'i airilsincipe(x;deﬁc? Tlg1e suthor has chosen to ignore
country. to defend it was Bhim Sen's enduring legacy to his gféufigvéﬁpe ents during 1837-1841 when }t}hgt . 1131rmRsh_ overn-

' imanded Hodgson, the Brtish Resident
Stiller’s racy style makes i ; . \ ment c}ear {,'sreg:;mlvement in Nepali politics and _desued him
feelingly and with a’lot of i ginatn Begrading;  he writes Nepal, o lﬁr all involvement because the British Govern-
12ys s e forrcating the ideal setting o Wlthdmwotoixgterested in the conquest of Nepali territory.

for his theme. Not always has he found facts 1o support his ment was D
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Nepal was able Lo preserve its independence in the 19th century
because of the isolation in which it had scaled off itsclf.

There are various places in the book where the author’s
language appears surcharged with cmotion; e¢.g. on page 63
while evaluating the role of Rajput emigrants in Nepal or the
policy of religious toleration or on pages 82-83 while discussing
the qualities of leadership the fighting qualitics of the Gorkhas.
It is a known fact of history that an army which has not fought
well, has exhibited exemplary courage and military skill when
it was properly led. The Gorkhas have become famous soldicrs
in history as part of the British fighting machine, the same
Gorkha troops fared differently when they were fighting on
the Nepal-China war either in 1793-94 “or in 1856. On
page 280, the author considers the policy of assigning Jagirs and
Birtas responsible for the development of the country. In fact,
this policy gave rise to reactionary feudalism and, combined
with the isolation in which Nepal remained throughout the
19th and the first half of the 20th century, was responsible
for the backwardness of modern Nepal in the process of
industrialisation. The author, towards the end of his work,
could not restrain himself from indulging in ‘might have been’
when he is trying to explain the conquest of Western Ncpal
by the British in 1816. It is anybody's guess how the non-
integration of Western Nepal by the Kathmandu administration
influenced the defeat of the Nepalis armics at the fort of
Makwanpur in 1816 (pp. 367-368). The author should have
frankly recognised the limits of Nepal's resistance to supcriof
resources and military machince of the East India Company.

_These minor shortcomings apart, the book gives a fairly
detailed account of the Gorkha's conquest of Nepal and
deserves a careful reading by every student of Modern Nepal.

M. S. JAIN

Peasantry and the Indian National Movement (1919—1933)—

A Survey and Assessment by SHIVE KUMAR (Anu Praka-
shan Meerut, 1979, Price Rs. 60).

Dr. Shive Kumar wrote a Ph. D. thesis at the University
of Kurukshetra. It was a comprehensive piece of writing with all
the relevant facts meticulously collected and placed in chrono-
logical order. This we find to be the casc with its published
wversion. However, Dr. Kumar has written a book with too wide
a span for it to prove to be a monograph that would illuminate
the history of popular struggles. A most clearly noticcable
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in i i istorical  evidence on the subject 18
lemed in ﬂ;rgtcv;[;irtci:;lgsg (?fm(l))avid A;nold (Past Igngl a?:gé}){
rcﬂccth 13 Yan (Journal of Social stfory). I?rt stuwritings ok
hows mo s n ogﬁ his having kept Up with the ate g T
e biect 2 d it therefore has 2 value similar '?ni o e
tbhe lfu‘)tllfctt li;ve been written in the pa,st gl atesrln S istory
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