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INSTRUCTIONS FOR THE WORKING OF
MR. TOTTENHAM'S SCHEME.

1

SECRETARIATS—FUNCTIONS—NOTING AND DRAFTING.

UNDER SECRETARY.

No1ING AND DRAFTING.

The functions of the Under Secretary
are to control and supervise the office.
He will instruct it how to deal with
papers, both generally and in individual
cases, and sce that such instructions are
carried out, and that papers are properly
handled. It is his duty to check delay,
superfiuous noting, and prolixity of
language, whether in notes or drafts, and
to enforce the rigid observance of all rules=
in regard to such matters as the form and
scope of office notes, and drafts, the
commuunication of ¢ copies’ of documents
as enclosures, referencing, the citation of
precedents and authorities, indexing, the
nature of records that should be printed,
and the editing of matter for the press.

2. He will not critinise proposals on
their merits, unless he is directed to do
o in any individual case or classes of
cases. ln accordance with the recognised
practice, and with such speecific instruc-
tions as the Secretary may 1ssue from
tine to time, he wnay pass finai orders
approving proposals of a routine nature,
or that require the formal sunction of
Government.

3. He will see that the points on which
orders are required are clearly and fully,
yet concisely, set forth, but should leave
it to the Secretary to formulate ¢brief
suggestions for action’ except such as are
derived directly from the law or rules
governing the case, or from precedents or
analogies, or are based not upon matters
of opinion but on the facts of the case.
Not the least important of his duties is
to see that the office does its work
efficiently and promptly and does not
usurp the functions of 1ts superiors.

4. Another important duty of the
Under Secretary is to see that the orders
of Government are conveyed completely
accurately, and clearly, without unneces-
sary verbiage to those whom they concern.
The more he can draft himself the better
and the same applies to mnoting. He
should make full use of shorthand
writers.
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5. The bulk of the noting and
drafting will be done by him. He will
make free use of shorthand writers.
Where possible he will indicate appropn-
ate disposals on papers when received In
the tappal and draft on papers immedi-
ately on their return from ecirculation.
He will also check any tendency to delay
or to unnecessary or diffuse noting on the
part of the head clerks and clerks.

The Assistant Secretary oceupies
a position identical with that of the
Under Secretary in regard to the sections
placed under his control.

6. The Registrar occupies a position
identical with that of the Under Secretary
or Assistant Secretary in regard to the
gections placed under his control. The
head clerks are responsible to the Under
Secrctary, the Assistant Secretary or the
Registrar for the working of their
respective sections.

7. Matters concerning the office as
a whole, the issue of office orders,
appointments, promotions and punish
ments are reserved (subject to the control
of the Secretary) to the Under Scere-
tary or in the Chief Secretariat, the
Assistant Secretary. The Registrar on
the other hand deals with contingent
expenditure and controls the menial

a ff.

8. The superintendents will hereafter
be called ¢head clerks’ in order to
emphasize the fact, which is an essential
feature of this system, that they are not
merely to °superintend,” but are them-
selves t» undertake a substantial share of
original clerical work—dealing with the
more important files themselves and not
merely touching up notes and drafts
gubmitted to them by their clerks.

9. The head clerk is none the less
responsible generally for the work of his
section. 1e will see that the prescribed
registers are properly and punctually
maintained. He will watch for delays
and enforce the prompt and steady
despateh of business by studying the
arrear lists, and by periodical inspection
of the registers, and of the actual records

in each clerk’s custody.

10. The head clerk will distribute the
work between himself and the ¢ section ’.
To his senior clerks he will assign for
disposal, with such instructions as may be
necessary, general, or relative to the
ipdividual ease, papers of a routine or

ASSISTANT SECRETARY.

REGISTRAR.

OFFICE MATTERS.

HEAD CLERKS
(SUPERINTENDENTS).

NOTING.
WHAT THE NOTE SHOULD BE.
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simple nature, or with which a particular

clerk is found in practice to be competent
to deal.

11. From time to time the head clerk
will scrutinise a file, picked out at random
or for some special reason, from the files
that the clerks have dealt with, on their
way to the Secretary or Under Secretary.
Such files he will initial, after taking such
action in regard to them as ho may find
necessary. But the bulk of the work
thus allotted to the clerks will not be

scrutinised even nominally by the head
elerk. ’

12. Papers returning from the Secre-
tary or Under Secretary will pass to the
section through the head clerk. From
the notes weitten by those officers, and
their modifications of the drafts pl’lt up
by the clerks the head clerk will learn
what each clerk is capable of, what help
and guidance he requires, and where he

is liable to fail, and must therefore be
watched,

13. With the more difficult or import-
ant papers the head clerk himself will
deal, making such use of the assistance of
the clerks as he may find necessary. He
may well require them to check figures
or verify authorities, to look up particu:
lar points, or even to furnish rough
pencil drafts and notes, to form t?le
material for his own. The junior clerks
will assist both the head eclerk and the
senior clerks, as the former may direct,

14. The head clerk will sit and work
with his clerks, and not in a separate
room, or even behind a screen,

15. The office and the Under Secre-
tary must satisfy themseclves that propo-
sals submitted to Government do not
offend either the provisions of any Statute
or those of any rule whether Jtatutory
or executive, that calculations are accu-
rate and facts correct. In cases of
importance, precedents, or decisions on
analogous cases, should be referred to
especially if they are in conflict with the
proposals under cousideration, in order
both to secure a reasonable degree of
continuity and consistency, and to obviate
the waste of time involved in reiterated
discussion of i1dentical or similar points.

16. A note should supply deficiencies
or omissions and correct any error in the
current, and draw attention to points on
which fuller information may be necea-
sary before orders can be passed. Ifa



report is full, accurate and clear, a short
note summarising the salient points on
which orders should be passed will be
sufficient.

17. It is not necessary to set forth
afresh any summary of facts or discussion
of principles which ulready exists in an
adequate form in any previous file. 1t
will be sufficient in such a case to draw
attention to the previous file, and then
add such fresh matter as may be required.
But great care should be taken not to
overlook any new points.

18. What the office should not do1s
to construct a mosaic, or a patch-work of
fragments of the current file under
consideratiou, fragments of previous
orders and notes, extracts from Acts,
Kules, and Departmental Manuals and
its own criticisms and opinions on the
merits of the case. The note should not
repeat the current. It must not repro-
duce or paraphrase the current. Least
of all should it reproduce or paraphrase
notes of another department in the same
file as is now often done by clerks
noting on m.o. references. The u.o.
references should not be noted on by the
office unless expressly directed to do 8o
by the Under or Assistant Secretary or
the Registrar. Elaborate financial cases
and complicated schemes relating to
establishments require somewhat different
treatment from most other classes of
cases. They involve the dceision of a
large number of individual questions,
and may permissibly be recapitulated or
re-presented in the office-note to an
extent that is improper as a general rule.

19. Tt must not be forgotten that in a
very large number of cares a note is only
pecessary to enable the authority that
has to pass orders te do so by a brief
indication of assent or dissent, a ‘yes’
ora‘no’, or it may be bare initials.
1f there were no notes and no note-file
he would have to write a self-contained
order, however summary, on each case
and to write it on the current file, For
the purpose just explained an extremely
brief note is sufficient.

20. Where the action to be taken is 8o
obvious that a draft is put up by the
office there is mo nced to put up a note
practically identical with the drafl.

21. The same matter should not appear
in the preamble and in the body of an
order. The preamble should contain
only such description {office of origin,

W HAT THE NOTE 8HOULD NOT BE.

OBJECT OF A NOTE.

W HEN A KOTE IS UNNECESSARY.

¢ PREAMBLES TO ORDERS.

SENDING COPIES OF CORRESPONDENCE AS
ENCLOSURES TO BE AVOIDED.

PAPERS 70 BE RETURNED IN ORIGINAL IN
SIMPLE CASES.

OFFICE COPIES WHEN UNNECESSARY.

current or other number, date, etc.) of
the communications on which the order
1s passed as may be necessary to enmable
any officer to whom it is sent to trace
any previous correspondence on the sub-
Ject 1n his office Without delay. Orders
should, as far as possible, be 8o drafted:
as to be complete in themselves.

22. The practice of sending copi
correspondence as enclosuresgtoogl?:)rgf
munication 1s much abused. Hereafter
no copy of anything may be sent asan
enclosure to any communication without
the orders of the Under Secretary, Assist-
ant Secretary or Registrar, .as the case
may be. That is to say, the fact that it
18 proposed to send the enclosures will be
stated clearly at the foot of the draft and
the officers just mentioned will examine
this entry and veto any proposal to send
coples as enclosures unnecessarily.

23. In a great number of sim
' ple cases
papers should be returned in original

with a final end Y
on them. orsement (an N. Disposal)

24. Uf a large number of simple com-
munications such as a reminder, an
acknowledgment or a reply to some
question, there is no need to keep
an office copy at all. In cases of
this sort all that is necessary is to make
a brief. note on the communication or
if a paper is returned in original with
an endorsement, to which a reply or in
respect of 'which a reminder is sent. on
the note file, or in the Personal register
stating that a reply has been sent and
Indicating its rature. For instance
¢ Ac}m_owledged—lS—l ~20° or * Reminded
—12-2~20" or ¢ Replied in the affirma-
tive—14-2-20. When a communication
18 sent out in a printed form an office
copy 18 particularly superfluous, though
the gist of any manusecript addition to
the printed matter should be accurately

notgd on the current or note file or in the
register.

II

INSTRUC’I:IONS FOR THE WORKING OF Mr. TOTTENHAM’S
CORRESPONDENCE SYSTEM IN THE SECRETARIAT.

PreLIMINARY.

25. The following instructions relate
mainly to the machinery of the office
In order to give full effect to the reforms
contemplated in the Report on reduction
of work and establisbment the staff should

2



. e v he
be re-organised as indicated 1n paragrap
559 to 5g62 of the report —but that ques-
tion is not dealt with here.

26. The object of the system 1 to
abolish unnecessary work, to simplify
procedure, to reduce the number of
¢ stages’ and as a result to expedlte‘nhe
despatch of business. A good deal of
work that is now done will be abolished.
The scheme is designed to reduce the
work of clerks and they should therefore
wolcome it. It does however require the
proper performances of duties that t'hﬁ
existing system recognised but whie
have in some Secretariats and sections
fallen into desuetude. It cannot be said
to create any additional work.

_ . o
97 The new system will come 1n
force in all the wocrefariats with effect

from the 3rd Japuary 1920.
here will be no current register.
"There will be 1o despateh (postal or
1) registers. .
100'?.‘lzeregwill be no telegram register.
There will be no transit registers except
the inter-Secretariat transit register- ’
There will be no ¢ Superintendent’s
k register.’
WO’E‘he gprescnt weekly and monthly,
disposal lists or ¢Tables of Contents
wxlll) be replaced by weokly and monthly
indexes. . o
m('l‘he writing, typing or printing of
urports on disposal dockets and jackets
ill be discontinued. _
WILodged papers will be .arranged in
the record bundle aceording to their
.current numbers.
cuIn Public Works , Department the
records will be arranged as in other
offices.

28. The tappaldwill_ bttla opensgnc:no(i
.d with the date in the pre ‘

zﬁgm;fg&rar. It will then be sorted
according to the seqtions tg whlcl} it
relates under the Registrar’s instructions
by a clerk deputed for the Izurpose frthxi
the Current section—-the ¢ Confidentia
clerk.’ It will then be numbered, where
ossible  with automatic nnmbeml])g
machines, otherwise by hand, by the

Jtter clerk. .
ldv;Q. The several exieting series of ctfn'-
rent pumbers will be retamed., a_ri)d t'or
h series there will be a distribu 1.011
;?C jster (Form 1 below). The 'B(ins
n:?nbers assigned to the papers 1}7;711; ig
entered, each on @ segarat:{ }te,r ]
column 1 in the Distribution Regis y

OBJECT OF THE SYSTEM.

DATE OF INTRODUCTION.

CHIEF DISTINOTIONS BETWERN THE OLD AND
THE NEW SYSTEMS,

OPENING OF TAPPAL.

DISTRIBUTION REGISTRR.

SuBMISsION oF TaPPAL TO
UNDER SECRETARY
OR ASSISTANT SHCRETARY.

DISTRIBUTION To CLERKS AND
REGISTRATION.

¢OLD Casges’ AND * New CASES’ DRFINED.

the clerk already- mentioned and the
Registrar will initial the last entry.
Under the serial (current) number will
be entered the number and date of
communications from the Goverament of
India, other Provineial Government or

any officer outside the Presidency, but of
70 oihers.

30. The papers that do not relate to
his own sections the Registrar will
then send. with the registers, to the
officers in direct charge of the section
concerned, that i8; to the Under or Assist-
ant Secretary, as the case may be.

81. The Under or Assistant Sccretary
and the Registrar will each look through
the tappal relating to his own sections,
note on it any instructions that may be
necessary in regard to the urgeney of
individual papers or the manner in which
they should be dealt with, submit to the
Secretary anything that he ought to see
and forward the rest in locked boxes to
the head clerks concerned.

32, The latter will distribute the
papers to the elerks who are to deal with
them. The clerks will at once enter
them in their Personal registers (Form II
below). ‘the tappal will consist of (1)
replies to references previously issued
from the office or papers which, though
oot such replies, have for any other
reason to be filed with ¢ currents’
already pending in the office. Both these
classes of papers come under the head of
“Old Cases’ (2) other papers, including
papers arising in the office. These are
called ¢ New Cases.

83. If a paper is an * Old Case 7, that
is, a reply to an intermediate reference, or
a paper that for any other reason has to
be filed with a case that is already pend-
ing, its current number and title will
not be entered in columus 2 and 4 of the
Personal Register, which are intended
for ¢ New Cases ’ but its current number,
date of receipt, outside number with date,
and origin will be entered, without any
purport of course, in eolumns 12, {3 and

14 against the pending current to which
1t relates.

34. The subject clerk will put his
initials against the current number of
each paper,with which he is concerned in
column 3 of the Distribution Register.
He will also enter in column 4 in that
register against all ¢ Old Cases’ the
numbers of the pending currents to which
they relate, while he will draw a ring



round the number of each new case in
column 1. This is to facilitate the check-
ing of arrears. When the Distribution
Register has been round the section and
the entries are complete, the head clerk
will examine it to see whether all the
papers have been acknowledged and
whether cvery current number, either has
been ringed or has a former current
number entered against it. e will then
return the register to the Registrar.

35. The Distribution Register will bo
sent daily to the current section to enable
them to enter disposals i it. [f a tele-
gram or other urgent communiecation is
received by the Registrar when the

9

a head clerk, a single senior clerk and a
junior clerk. In that case, the register
will be maintained by the junior elerk
in the section. In any case there will
not be a separate register for the head
clerk but his papers will be entered
in the register of a junior clerk in the
section. The titles entered in the
Personal Register will be of the utmost
brevity, just sufficient to convey gene-
rally the subjects of the several papers
as 18 the cas(.ie in the pergonal registers’.
In  some departments already, e.g.,
‘L. A. Trichy. Police lines, “’gfiur:’g’

39. Whenever a paper is submitted b
the bead clerk, or other eclerk, to Z

Distribution Register cannot be quickly  EnTry oF DISPosALS IN THE DISTRIBU

. : 8 - - ’ . azetted office ,

and easily secured, he will get the ac- TION REGISTER, ACKNOWLEDGMENT §ubmission Willi {)he fa;t, and the date of

knowledgment of the head clerk to whom OF TELEGRAMS, ETO. ‘ | Registor. Whe : e;ln reg.nléxethe Szersgnal
, ) ' ler Secretary

it is sent for disposal in a rough note
book or books which he will keep for the
purposc, but must sec that the communi-
cation is entered and formally acknowl-
edged in the Distribution Register with
the least possible delay.

36. This Distribution Register may be
dispensed with at the Secretary’s discre-
tion in Secrctariats where 1t is found
feasible to maintain a section register for
each section (instead of the personal
registers, but in the same form) and to
have a series of current numbers for
each section. In that case it will be
advisable to maintain u Distribution
Register in the simple form (Form No. III
below) in which under the orders of the
Registrar will be entered all commuuica-
tions the loss of which would be serious,
which does not include all ‘registered’
articles (or nearly all) but should be held
to include all letters from the Govern-
ment of India or other Provineial
Governments. The date of receipt of the
communications will be entcred in red
ink daily across this register. The
subject clerk will enter the current
pumber assigned to the communication in
the section register in column 3 of the
Distribution Register.

37. Periodicals will be entered, not in

the Personal Register, but 1n a Pcriodical
Register to be kept in each section (Form

CIrcurartION.

WHEN DISTRIBUTION REGISTER MAY BE
DISPENSED WILH.

PERIODICAL REGISTERS.

submits a paper to a Secretary, or 'a
Secretary submits a paper to an Honour-
able Member, the file will not pass through

“the head clerk of the drafting section

unless the Secretary or Under Secretary
(as the case may be) specifically orders.

in any individual case that it should
do so. '

40. The Secretary and Under Sécretary
will have on their tables separate trays.
for files intended for °circulation’ to
the Honourable Member, or for sub-
mission to the Secretary, on the one hand,
and for files 1ntended for the office on tht;
other. Files submitted by the Secretary |
to the Honourable Member will pass
through the circulation clerk as at
g'riselnti', Thely lv:ill be entered by the
irculation clerk in  the Ci i
Register (Form V below). Giroulation

41. Papers. will return from the

~ Honourable Member to the ecirculation

clerk, and thence to the Secretary,
Papers submitted by the Under Secretary
to the Secretary will return’direot to the
Under Secretary.  Papers from the Under

. Secretary will return direct tothe section

concerned. Tf necessary the flles shoul
have letters marked b}x,l their ﬂapsu:; .

indieate the different sections. If it i ‘

found absolutely unavoidable to have -
these files sorted by some one, tlfe duty
s{nc;:{ld ‘be assigned to ‘the circulation
olerk. o o

IV below). References on period‘iicals ek D T

: . i igned t o T o PR \ "

will bear the serial number assigned 1o 2 Nmnme OF QOMMUNIOAYIONS, ORDEERS 42. When & refqrence, 4 memora iuni‘ - ,
' St . s Ny VARSI !

v
s

the return in the Periodical Register, _ L. AND TRLRGRAMS, , SR T e morgng
instead of the current number. - B IR ,:<8 R ;;;%é::gﬁ:f:g?ﬁrfwﬁdi it V‘nbe
av be found sufficient to keep PERSONAL REGISIERS. B T T a ‘sib-number. as -G ..QM:@“_&}_Iber-, and
38. It may be lound N  sub-number, as &tnpresent-(é.g., Menio-

a single personal register for a small NATURE OF ENTRIES. % ’@&nmJ;\NW'.]»'13,4?"‘},7;'_?351id;?“‘dht od lgt

P

one that consists of ﬁ

June 1919), by the-subject alerk. -1
T T e

4 . 1 .

gection, for example,



will not have to be sent out of the
section for the purpose. Telegrams will
be numbered in the same way. The tele-
gram register will be abolished. Lodged
papers will bear only the current numbers.
Government ()rders will be numbered
in the current section and for this purpose
a numbering book (Form VIbelow), will
be kept 1n that section. No purport or
catchword will be entered in this. The
subject clerk will enter the number of
the Government Order in his personal
register when he receives the office copy
from the current section after despateh.

43. The Call Book will be maintained
in the drafting sections (Form VII
below).

44. Fair copying and despatch will be
dealt with in the current section. This
gection should be superintended by a
trustworthy elerk on Rs. 80 or Rs. JOO
who will be called Current Section Su-

erintendent. When any communication

as to issue in manyscript (as opposed to
print), it will be the duty of the drafting
section to see that the office copy 1s sent
to the current section with full instrue-
tions and with all the enclosures that
should accompany it. The sole responsi-
bility of the current section is to see that
the paper is accurately copied, that it is
despatched after signature, in accordance
"with the instructions, and accompanied
by the enclosures received from the
drafting section, and that there is no
undue delay in these processes,

45, In the current section the paper

will be entered in the Fair Copying and
Despatch register (Form VILI below),
in which the various stages will be
entered in the appropriate columns.
There will be one or more such registers
for Government °‘tirders’ and one or
more for memoranda, and endorsements,
as may be convenient. The present
Check register will be abolished. After
the fair copy has been despatched the
office copy will be returned to the draft-
ing section with the fact and date of
despatch stamped on it.

46. All current sections should have
one or more rubber * Despateh ’” stamps.
Some despatchers have none at present.
The present Despatch register for letter
and other articles to be sent by post and
to be delivered locally will be abolished.

47. The JIoter-Secretariat ‘lransit Re-
gister for Un-official Referencers will be
retained (Form IX below).
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TrLEGRAM REGISTER ABOLISHED,

CALL BOOK.

FAIR COPYING AND DESPATCH.

-

Farr CopvyiNg AND DkspaTon RrGISTER.

CHECK RBREGISIE ¢ AUBOLISHED.

DESPATCH REGISTERS.

INTER-SECRETARIAT TRANSIT REGISTRR.

DELIVERY BOOK.

4+« N’ REFERENCE SLIP,

STAMP ACCOUNT.

EXPENDITURE ON TELEGRAMS.

TABLING FORM.

PURPORTS ON JACKELS.

Di1sPoSAL LISTS ABOLISHED.

WEEKLY INDEX.

MONTHLY INDEX.

‘PRESS CLERK.
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48. The delivery book for letters and

articles that are not to be sent by post will
also be retained.

49. The fact of despatch will be record-
ed in the office copy (when there is one)
of the paper despatehed, or, if there is
ne office copy, on the page of the note or
current file on which the order to des-
patch is recorded.

0. Foran endorsement (despatched in
original) to which a reply is required the
subject clerk will prepare a ‘N’ refer-
ence slip (Form X) to take the place of
the file till the latter is received back
with the reply to the reference, and the

lexpt of despatch will be recorded on this
slip. :

51, For an endorsement (despatched
in original) to which no reply is required
the fact of despatch will be recorded in
the fair copy register. ’

52. A simple daily account of stamps
will be kept (Form XI below), and the
Superintendent, Current Section, will
verify the expenditure entered in it in
lump daily, by examining each batch of
covérs and parcels before it is actually
des; atched. Expenditure on telegrams
will also be entered in it. '

53. The subject clerk will write the
tabling form (Form XII below). There
1s no need to prepare this in duplicate.

54. The writing, typing or printing
of ‘Purports’ on disposal dockets or
jackets will be discontinued. In some
departments they are already dispensed
with in the case of Routine Government
orders. It is quite sufficient to give the
number, series and date of the order on
the docket.

55, The disposal lists, weekly - and
monthly, will be abolished.

56. In the place of the weekly disposal
list a'weekly index will be printed. It
will be printed from the tabling forms
which the Press clerk will arrange in
alphabetical, instead of as at presentin °
numerical, order.

57. The monthly index will be com-
piled by the indexer from the weekly
index. He will wmerely have to consoli-
date four lists already arranged in
alphabetical order, and as at present, to
write slips for cross references.

58. The duties of the Press clerk will
be the same as at present. He will alse
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despatch printed Government Orders,
He will maintain a Press register (Form

X111 below).

59. He will also maintain the Register
of papers for perusal as at present.

60. It is unnecessary for the indexer
to circulate perusal bundles of orders
issued in manuscript. When the office
copy of a Government Order is received
from the Current section after the fair
copy bas been despatched, the subject
clerk will send the entire file to the
indexer who will see as at present that
it is properly arranged before it 1s put
away in the records. Perusal bundles
of printed Government Orders will be
circulated as at present.

61. The existing arrear lists will be
retained, except the Arrear report
which is ® superfluous addition to the
PDetention lists and weekly Arrear lists.

82. The subject clerks will compile
Arrear lists from their Personal Registers.
These lists will be sent to the Superin-
tendent, Current section, who will verify
their completeness, with reference to the
Distribution Register and Numbering
book. To render this possible disposals
must of course be marked in the former
and old and new cases must be distin-
guishable in it. Both have been provided
for (see paragraph 34 above). Lodged
files must be sent to the Current section
on their way to the Record room, in order
that the numbers of -currents so disposed
of may be closed in the Distribution
Register.

63. In order to ensure promptitude in
the despatch of busimess individual
instances of delay should be severely
dealt with when they come to light, and
the responsibility of the section beads for
constantly watching the files themselves
in their clerks’ pigeon-holes and seeing
that they are not shelved should be

enforced.

64. Confidential papers will be dealt
with as at present.

85. For strictly Confidential papers
and demi-official correspondence which
the Secretary, Under Secretary or
Assistapt Secretary wishes to keep 10 his
custody, a Roneo Filing case with a set
of Numer-Alpha Cards and Folders
ghould be provided to enable him to
arrange his records in an orderly and

REGISTER OF PAYERS FOR PERUSAL.

PRRUSAL BUNDLES OF ORDERS ISSURD IN
MANUSORIPT UNNEOESSARY.

1 '
. PERUSAL BUNDLES OF PRINTED (OVERN-
MENT ORDERS.

ARREAR LISIS,

DErrays.

. CORPIDBNTIAL PAPERS.

RoNEO sYSTEM. .

INIRODUOTION OFP THE NEW SYSTEM.

. ¢ LODGED PAPERS.’

Pusric WoRrks DEPARIMENT—=
ARRANGEMENT 0F RECORDS.

v
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intelligible manner. The Under Seer‘etary,.
Chief Secretariat, is at present keeping
his confidential papers on this system.

The system is described in detail in

Appendix A to my report on reduction
of work.

66. The old current registers will have
to be kept in use up to 31st March 1920
inclusive, When an old case already
registered (and remaining open) in them
18 received it will be entered in the new
Personal or Section registers, and under
1ts current number in them the old ecur-
rent number will be entered. These new
current numbers will be entered daily in
the last column, against the entries in the
old current registers relating to these
cages, and such entries will then be closed.
Against such cases no further entries will
be made in the old current registers. On
st April 1920 all unclosed cases in the
old current registers must ba brought.
forward to the new Personal register or
Section register—the old numbers being
entered under the new ones and the
entries in the old register closed, as de-
seribed above. After this no further
entries will be made in the old registers.

67. During the period of transition to
the new system, papers already registered
in 1919 but lodged in 1920 will not be
given a separate series of Disposal num-
bers. "They will be closed by the entry
‘ Lodged’ with the date ‘of disposal,
Such papers will be arranged in a sepa-
rate bundle or set of bundles according
to the current numbers (i.e.,in bundles
separate from those for the papers regis-
tered in 1920). The numbers in the
Lodged bundles will not of course be
continuous, but this is of no importance.

68. Therecords in this department will
in future be urranged as’in other Secre.
tariats. No additional establishment will
be mecessary for this purpose. Disposals
from January 1920 will be arranged ac-
cording to their serial ‘numbers. The
¢put up’ papers will be chained as may.
be necessary (i.e., the numbers of con-
nected disposals earlier or later will be
entered in the proper place inside their
jackets) and put away in their own proper
places determined by their own numbers.
‘When a file is thus returned to the record,
the date of return will be noted against
it in red ink in the present Record Issue
Registers, : ‘

4



14
111

INDEXING AND “PURPORTS.”

69. The object of the Indexes 18 two-
fold. I the first place they fulfil the
purpose of the Disposal lists which are
now to be abolished, that is, they are
intended to keep Secretsries and Honour-
able Members informed of the orders that
have heen passed but which they have
not seen, and to acquaint the Government
of India and the Right Honourable the
Secretary of State with the matters dealt
with by this Government and the manner
in which they have been disposed of.
8econdly, they are intended to enable one
to find the papers containing the orders
passed on any particular subject.

70. The entry in the index relating to
an individual paper is called a * Zifle.”
The important word that is placed first
in the title, by which .its alphabetical
position in the index is determined, and
on which primarily depends the possibi-
lity of finding the Title, 1s called the
Head.

71. The first thing to do when writing
an Index Title is to select your IHead.
The Head must be a word that will
naturally occur to any one who wanis the
papers. It must not be too wide. For
instance, to index all the petitions received
in a Collector’s office under the head
¢ Petitions >~ would be absurd ; though
-orders of a general nature, relating, let
us say, to the way in which petitions
should be dealt with, would be-appropria-
tely indexed under that head.

72. Nextly, in selecting your heads .

you must be consistent. Even if your
heads are badly chosen, so long as you
are consistent 1n your use of them, less
mischief will be done than if they are in
themselves better chosen, but papers
relating to the same subject are indexed
sometimes under one head and sometimes
under another. Cofisistency can only be
secured by prescribing a standard list of
index heads and sub-heads. Such a list
is appended to these instructions. A
copy of the list will be in the hands of
every clerk and of the indexer. They
must constantly refer to the list. No
head or sub-head may be used in_ any
circumstances whatever unless it 18

included in the list. If any addition to’

the list, or any modification in it isfound
necessary, it may only be made with the

OBJECT OF INDBEX TWOFOLD.

TrrLE AND HrAD DRFINED.

HEAD MUsT BE—
(a) OsvioUs.
(6) DisTiNOTIVE.

COoNSISTENOY ESSENTIAL.

STANDARD HEADS AND SUB-HEADS,

UNAUTHORIZED ADDITIONS FORBIDDAN.

USE OF HRADS AND SUB-HEADS,

LOOAL OLASSIPIOATION.
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sanction in writing of the Under Secre-
tary or Assistant Secretary. Additional
legal heads may, however, be selected if
required from the lists at the beginning
of each volume of Woodman’s Digest.

78. In the list some of the heads have
their sub-heads printed under them. A
bead may be used alone or in combination
with such a sub-head. Such sub-head
may not be used without a head, This
rule is subject however to the instructions
printed at the head of the list. Any
bead, may, if appropriate, be used as a
sub-head under another head. For
example, ¢ Budgets’ may be used asa
sub-head under ¢ Police.’

74. Under important and wide heads
large numbers of sub-heads will be
required. Every such sub-head must
either be a head or sub-head found in
the list, or one included in it under proper
authority as laid down aborve. '

75. It has been said that a head may be
used alone. The smaller ones will be
chiefly so used. Under the larger heads
there will be some papers of a general
nature. For such, a sub-head ¢ General
may be opened under any head with
several sub-heads. But this sub-head
must be sparingly used. No paper for
which a more definite and suitable sub-
head can be found should be indexed
under ¢ General.! One legitimate use of
the head is when a case falls under several
sub-heads. Another is when.it falls under
none; for instance there might be a
Government Order dealing with the
policy to be adopted in regard to abkari
generally.  This would have to be
indexed under ¢ Abkari—General.’ Itis
of the utmost importance that g
‘General > or ¢ Miscellaneons’ sub-
head under a head should not be used
except for legitimate purposes as sketched
above. Of course, ‘QGeneral’ or
¢ Miscellaneous > should not be used as
a head.

76. Local classification should be
introduced where possible. For instance
after the bead, or sub-head should come
the name of a district, or of a muniei-
pality. After the pame of the district
should come the name of the taluk, and
after the name of the ‘taluk that of the
village. These namesshould be arranged
in strictly alphabetical order. The
districts should be arranged alphabeti-
cally. Under the name of each district
the names of the taluks should be

- arranged in alphabetical order, and under
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the nam> of each taluk the names of the
villages should be arranged in alphabeti-
cal order where the subject-matter lendg
itself to such a ‘classification.

77. Personal papers relating to officials,
except village oflicers, should be indexed
under the name of the officer concerned.
A proper title would be, e.g.,* Subrakmanya
dyyar, D., Sub-Magisirate, Reduced.
‘Subrahmanya Ayyar’ would be indexed
under ‘S’ and ‘ Subrahmanya Ayyar,
A’ would come before ‘Subrahmanya
Ayyar, D

78. Papers relating to village officers
should be indexed wunder the heading
*Village Officers’ and acoording to - the
local - classification. The title will be
composed thus:—(lass of officer (e.g.,
headman or karnam), taluk, village, any
further particulars, officer’s name as in
the following example :—-

“ Village Officers— Headman.--- Krishna-
" puram taluk, Puttur village. Dismissal.
(Arumugam Pillai, P.)” ‘

79. Papers relating to ¢Suit’ will
be indexed under the head ¢Suits’®
thus :—First will come the name of the
" district in which followed by that of the
place at which the Court is situated that
is dealing with the suit. Then the
designation of the Court, then the number
of the suit, preceded. by appropriate
abbreviations ¢ A.8.” (Appeal Suit),
¢ 0.8 (Original Suit), etc. These
abbreviations will be-arranged in alpha-
betical order, and under each the suits
will be arranged according to their years
and numbers.

. 80. Heads printed in brackets in the

list are not to be used as beads, but only
if necessary as sub-heads under the alter-
native heads printed against them. They
may not be used even so if they are mere
synonyms of such alternative heads. Thus,
for example, under the head ‘Allowances’,
¢ Fxchange Compensation’ may be, and
must be. used as a sub-head. Papersare
not to be indexed under ‘Exchange
Compensation’ used as a head. Simi-
larly, papers relating to Land Impreve-
ment loans are to be indexed under
¢ Advahces, Land Improvement.’ But
¢ Compulsory labour’ is not to be used
onder ¢ Kudimaramat’ (the correet
head) because they are synonyms. All
papers relating to ¢ Compalsery labour.”’
will be indexed under the head ‘Kudi-
maramat’ under such sub-head 8s may
be found necessary.

PRRSONAL PAPERS, VILLAGE OFFIORRS.

BRAOKRTTED HEADS.

17

A RRANGEMENT OF SEVERAL SUB-HEADS.

TITLE PROPER.

WORDING.

ARTICULATION.

Two, OR MORE, TITLES WHEN NECESSARY.

TITLES NOT TO BE REPEATED.

CRo83-REFERENCE.

~CROSS-REFERENCE NOT To BE REPEATED.

81. The same title may contain more
than one sub-head. The order in which
these should be arranged is a matter in
regard to which definite rules cannot be
prescribed. Generally  speaking the
wider and more abstract should come
before the narrower and moré concrete.
The necessity for consistency must not
be forgotten.

82. After the heads and sub-heads
comes the title proper. This must be as
brief as is consistent with securing the
bjects specified in paragraph 69 above.
Brevity is a merit 1na title. If a title
shows ove at a glance, like a newspaper
head-line, the subject of the paper, it is a
good title. Unnecessary length is a posi-
tive evil in a title. 1t defeats the object
in view. The head or sub-head should
never be repeated in the title proper.

83. The title must consist mainly of
substantives, adjectives (where indis-
pensible) and participles. Minor parts of
speech should be excluded as far as
possible.  That strict  alphabetical
arrangement may be practicable it is
essential that the title should be arti-
culated or broken up into members, each
consisting of as few words as possible, and
each expressiug an element in the
subject-matter. Each member will begin
with a capital letter, which will help to
determine the alphabetical order and
should be separated from the members
preceding and succeeding it by a bold
dash. 1t is no use to try to put too
much 1nto a single tifle. The title must
indicate clearly but briefly one main
subject of the order.

84. If an order deals with more than
one subject, two or more complete titles
under different heads may be necessary.
But the same title must not be repeated
under more than one head, either in its
entirety or partially. Instead of this,
where a subject falls under more than
one head, and it seems useful to index it
under each head bat there is no need for
distinct titles under each head, a cross-
reference or cross-references must be used,
— that is, the complete title will be
printed under one head, while against the
other heads will be printed merely ¢ See,
so-and-so ’ (mentioning the former head).
The same cross-reference must mever be
repealed. On page T4 of the Local and
Municipal Index (Local) for 1918 I find:
¢ Pasteur Institute, Coonoor, see under
Accounts’ printed five times over one
after the other, which is obviously
ridiculous.

5



18

85. The same words must never be
printed over and over again in successive
titles in the index where this can be
avoided.

This will be understood from exam-
ples.—

In the Home Department Index for
November 1917 there are 34 entries In
which the following words recur.

¢ Passports—Granting a —— to
travelling * (or ¢ proceeding’) ‘to .
. November’. They should have been
printed thuos:—

“ Passports gran ted to—
Abdul Karim (Straits).
November 8, No. 1151, Mis.

Abdul Rahiman Sahib (Natal).
November 8, No. 1148, Mis,

Cardozo, Mr. F. B. M. (England via
Francs).
November 26, No. 194, Mis.

Elers, Mr. R. C. (South Africa),
November 20, No, 1193, Mis.”
Similarly, instead of printing over and
over again in full entries on the following
model : —

“ Appeal against acquiltal.~~Consider-
ing that no appeal shouald be presented to
the High Court against the judgment of
the Subdivisional Magistrate, Goomsur,
Ganjam district, acquitting the accused
in C.C. No. 38 of 1917 on his file,”

it would be both economiecal and more
convenient to print :-—~
“ Appeal against acquittal—Nega-
tived ¥—
Cuddapah (Sessions)--C.C. No. 23/17
October 12, No. 2115, Mis.

Ganjim (Goomsur) Subdivisional
Magistrate, C.C. No. 89/17.
October 4, No, 2067, Mis.

——— C.A. No. 128/17.
October 22, No. 2155, Mis.

Kurnool (Sessions), FC. No. 66/16.
October 20, No. 2147, Mis.

—~— — (Subdivisional Magistrate),
C.A. No. 28/17.
October 5, No. 2077, Mis.
Salem (Hosur) Second-class Magis-
trate, C.C. No. 334/17.
October 4, No, 2068, Mis.

and so on. ** Appeals against acquittal—
Sanctioned ¥ would follow arranged on the
same principle.

The entries should be arranged alpha-

betically by districts, under distriets by
Courts (also alphabetically) and under

CONSOLIDATION OF TITLES WHEN PRINTING.
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Courts by the number of the cases «“C,
As” coming first, and “8. Cs” or
“ C. Cs” second.

In the Revenue Department index
remarks apply to similar cases under
“ Disafforestation. Notifying the — of a
portion of the — Reserve — distriet ».

 * Establishment.—Sanctioning enter-
tainment of, ete.”

* Governor’s tour.— Recording notes
connected with the — ’’ and
¢ Alienations”.

In the Municipal index a series of
Government orders recording Audit
and Administration Reports and Provi-
dent Fund Rules may be treated on the
same lines. Similarly long series of
Government orders on budgets.

In the index of the Home Department
(Education) a great deal of compression
is possible in regard to Government
orders recording notes relating to ques-
tions asked in the Legislative Council.
The index should be on these lines :—

Legislatwe Council Meeting, 1917, April
2. Notes regarding  questons at—
Recorded.—

Richmond, Hon’ble My, T.—

European Education—Improvement.
Steps taken—Simla Conference.
April 20, No. 487, Mis.
European High  School Exam-
1nations.
Date of—
April 20, No. 484, Mis,
———Date of—School year.
April 20, No. 485, Mis_
Sadasiva Bhat, Hon'ble My. K.— '
Muhammadan schools—Inspecting
agency. Increase.
April 26, No. 527, Mis,
Sub-Assistant Inspectors—
Vernacular tests. ‘
April 23, No. 506, Mis.

This principle must be followed ip
compiling the monthly from the weekly
index, and the annual from the monthly.

There will be further elimination at each
compilation.

86. When Government have once
passed orders on a subject, and declined
on a subsequent application to reopen
it, there is no need to do more than entep
the number and date of the second ordep
immediately after those of the original
one, against a single title, o
&
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87. Some examples of titles prepared
in accordance with the foregoing nstruc-
tions are given below.

The following appeared 1in the
Revenue Department Index for 1917 :-—

“ Article 1094 (c), Ciwil Service

Regulations.—Stating that the Govern-
ment of India have agreed to an amend-
ment of — so as to permit an officer on
transfer to charge for the transport of a
motor cycle, with or without side-car, if
he is entitled to the free transport of a
motor-car and to the amendment being
made applicable to the case of Mr. M.
O’Brien, Executive Kngineer, Public
Works Department, for the journey in
connexion with his transfer from Madura
to Vizagapatam, and directing all control-
ling officers to serutinize more closely than
hitherto the reasons given in travelling
allowance bill in the cage of each journey
performed on a motor-cycle, with a view
to check the abuse of this means of con-
veyance by touring officers, and to check
this undesirable state of things by depart-
mental action, before more drastic course
of reducing the mileage rate of journeys
performed on motor-cycles is consi-
dered.” This required three titles thus:—

“ Owil Service Regulalions—Article
1094 (¢)~-

Motor cycle.—Free Transport—
Journey on transfer—(when permissible).

—-Journeys by—Controlling Officers’
responsibility.

—O'Brien, Mr. M.—-Charges for
transport—(permitted) ”’

Here are some more examples of
titles to show how they should be
prepared :——

Currency—-LDefence of India Rules——
Rule 21 (a)—Gold coins—Melting
—Prohibited.

Demobilization—-District  Soldiers’

Commitlee.—Discharged Soldiers—

" Trained Fitters. .

Officers—Re-employment—Civil
Departments-—Procedure.

Funds—- Re-appropriation—Heads of
departments-—Powers-—Non-recurring
Expenditure—Deposits.

Government  Servants’ Conduct
Rules—Retired Government Servauts—
Employment— Restrictions—-Directorate
Agency or Management of Company.

Income-laz— Agricullure.— Income
partly derived from— Asscssment—Rules.

Books and  Publications—Uffcial
Publications— Indents— A rmy——-Revised

Procedure.
.

SAMPLE TILES.—

GENBRAL INSTRUCTIONS.
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88. Every Government Order or letter
will have 1ts title printed in bold type,
immediately below the number of the
order or letter. The present diffuse

purports are to be  discontinued
absolutely.

89. It is the duty of the Under Secre-
taries, Assistant Secretary, Registrars and
head clerks to see that index titles are
properly prepared. o

IV
PRINTING.

90. The existing rules with regard to-
the printing of Government Orders and
notes raust be strictly enforeed by Under -
Secretaries, the Assistant Secretary and
Begistrars. Head clerks will be held
directly responsible for the correct editing
of matter for the Press, but the officers.
mentioned above must gee that they do
their duty and do it properly. Those
officers must also see that unnecessary
printing is checked. The existing rules.
referred to above are reproduced below : —

Revenue Secretariat  Office Manual,
Correction slip No. 58, dated 164 October
1908, to paragraph 207 —

“(xi) Before notes are sent to Press
the manuseript shall be rompletely edited,
and prepared for Press, care shall be
taken to exclude all ‘matter that is not
absolutely necessary for permanent
record” [see also Chief Secretariat
Manual, rule 315 (xv), page 1017,

Ibid. ‘ (vi) Forwarding entries such
a8 Public Department wu.0. shall . be
omitted 1n printing notes when it is clear
from the notes that the case was forwarded
to a department or an officer un-officially.”

Chief Secretariat Office Order No. 96,
dated 26th April 1917 — / i

 Careshould be exercised in ordering - -
the printing of proceedings and connected
notes. The printing of proceedings is
ordinarily restricted to cases coming under
one or other of the following heads:—
‘(1) important cases, (ii) cases not
important in themselves, but in respect
of which important questions have been
discyssed in the notes, (iii) orders estab-
lishing importunt pFecedents and general
instructions and rulings, (iv) papers -
likely to be required frequently for
reference in the future, and (v) orders of
general application necessitating circula-
tion to a lurge number of officers.’

6
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“ Short notes which donot contain dis-
cussions of important points or principles
ghould not be printed.”

Ibid. “(6) . . . manuscriptmat-
terforthe Press should . . . becare-
fully and completely edited . . . all
matter that is not absolutely necessary for
permanent record being excluded.”

Rules and orders for the conduct of busi-
nees in Conncil, March 1917 (Supplemental
rules)—

« 9, Thereis at present a great deal of
useless printing, both of currents and of
notes. Superintendents will be held
responsible for careful editing of matter
to be printed. When in doubt they
should consult the Assistant .or the
Under Secretary concerned. These
officers will give the Superintendents

eneral instructions as to what should
not be printed, and it may be noted that
all matter of a routine nature, reminders,
replies to reminders explaining delay, or
saying that the report will be sent soon,
and such trivial matters shall be struck
.out before papers are sent to the Press.”

91. Only notes on important subjects
that are likely to be required for' reference
should be printed. On every final draft
it should be clearly stated .at the foot
‘whether it is proposed to print the notes
.ot not, and the Under Secretary, Assistant
Secretary or Registrar, as the ‘case may
be, should never omit to check this entry
and to veto any proposal to print notes
unnecessarily. .

9%. The notes should be rigorously
edited and all merely ephemcral matter
and netes of a routine nature must be cut
out. When notes are printed, clerks’
initials should not be printed but only the
initials or signstures of head clerks and
officers.

93, Correspendence of an intermediate
nature and of no permanent value must

never be printed in a Government Order.

The following example will serve as an
illustration :—

(.0. Mis. No.1074, Home, dated 213t
Seplember 1917.—'Lhis relates to th?
execution of warrants under the Planters
1abour Act. Inthisa n»u;nber of lettgrs
from various District Magistrates saying
simply that they had no objection to a
certain proposal, a letter from the
Insfxector—(ieneral’ of Police to the same
effect, the endorsement of Government

referring the papers to various officers for

PRINTING OF NOTES.

PRINTING OF INITIALS IN NOTHS,

PrINTING OF CORRESPONDRNCE
IN GOVERNMENT
ORDERS.

' "PRINTING OF MATTER PUBLISHED IN

PRINTING OF DESIGNATIONS OF
AUTHORITILS.

'

PRINTING OF SPARE COPIES.

DOUBLE PRINTING OF IDENTICAL

MATTER.

DOUBLE PRINTING OF TABULAR
STATEMFENTS.

;!

ResoLuTIONS 0F LocaL BoDIEs.

THE (FAZERITE.
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early remarks (it should have been suffi-
cient to print the current number and
date), an intermediate reply from the
Inspector-General of Police saying that
he would reply as soon as he had the
necessary  materials, a memorandum
addressed to the same officer by Govern.
ment informing thst they had not received
a document that he had said he had
submitted, and a reminder issmed by
Government, were, but should not have
been, printed. y

"4, A lot of waste is due to the printing
of designations of authorities to whom
circular lotters are addressed by the
Government of India, the Railway Board,
ete., and lists of papers read in such
communications. This should be avoided.
It may also often be unnecessary to print

- for circulation to-subgrdinate authorities

papers that it may be found convenient
to have printed for reference in the
Government Office.

9h. Great care should be taken not to
print more copies of a Government Order
than are really necessary., Head clerks
will invariably scrutinize the entry
¢ spare .copies’ in the ypress slip’ pre-
pared by their clerks and see that the
number of copies to be struck off is not
excessive. :

96. When, as is often the case, a Gov-.
ernment Orderis almost identical with the
Board’s Reference on which it ig passed it
is absurd to print both in full. It ig
sufficient to print the number and date
of the Board’s Reference followed b
the Government Order if that is gelf-
contained. Or, if that alternative js
preferred, the Board’s Reference way be
printed in full and the Government Order
should then simply state that the Board’s
proposals are approved with such quali@-
cations as may be necessary,

97. It is unnecessary to print in full a
return received from the Board and the
same return as corrected by Government.
The former, being superseded by the
latter, should not be printed. Examples
are the Return of alienations, and the
Return of the destruction of wild animals.

98. 1t is quite unnecessary to print
resolutions of local and municipal bodies
accepting the conditions of alienations,and
still more so to print the list of members

present when such resolutions were passed.

99, When rhatter is published in the

" Fort 8t. George Gazette 1t is unnecessary

as a general rule, to print it beparately in
the form of a Government Order, o
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100. In the segtion of these notes on PrINTING OF INDEXES.
indexing will be found instructions in- -
tended to secure econdmy in the printing
of indexes. -

101. The address headings of letters PRINTING OF ADDRESS HEADINGS..

read in;a. Government Order should be I. SECRETARIAT (paragraph 29 of Instructions).
‘run on’ continuously in printing, and not _

printed on four or more separate lines.
They need occupy only two.

A

, Dis1riBUTION REGISTER. SECTION.

Back ocurrent number

or namwber, or nature

of disposal and date.
4)

Enclosures Clerk’s initials.

(2 @

number.

|
Current j
(1)

l l
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I1I. SECRETARIAT (paragraph 36 of Instructions).

II. SECRETARIAT (paragraph 32 of Instructions).
PrRsoNAL REGISTER. SsotioN. . . DistriBUTION REGISIER. SEOTION
— l ‘ _ .
) ! . (Important papers only.)
Berial Date of ) Outside num- ‘ i intio
Current number.| receipt b Title. From whom. : Suffioient desoription of icati
number. urrent number remx;k. y e rom whom ber and date. Berial number, enolosure (om‘iae°m?&'§l.’i“5'§§yf" or ,(,3 :ggl;:. Clerk’s initiale
-~ a .
@ @ ® O}
) @ @ | w R ® () . |
' SR L) B,
I _
7__ |

Roply or further communieation.

Keference med
. - Nature
Bubmitted | Returned 4
i el e R [ ot | 2 i
oer. eotion. R 0 whom. number rom whom. number an
. s::n- Date. . and date. date. dis *
ber.
(N ® 1@ (10) (i (13) (13) (14) (16)
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IV. SECRETARIAT (paragraph 37 of Instructious).

PERIODICAT, RRGISTER. SECTION.

Serial s ) Date of
number of Nature of periodioal. Date due and from whowm due. receipt.
periodical.

O] (2) 3 1)
|
'
References isened. Raply reecived.
Searetariat s T Nature, namber
4 Outside numter ’ . ' and date of
ourren and date. Form and Dute. Current Outeide number } dispossl.
namber. Sub-number. uib. nuamnber. and date .
(6 (6) (7) (8) (9) (10) (11)

29

! . . v . \
S V. SECRETARIAT (paragraph 40 of Instrnotions).' , i}
- .Crzovatron’ Reemrer. L Seomwrlumar.
. D‘V'P- “‘ fibent ! l ” B
S, e o - " bi!cil\lbd. o Dats of- : Date of
. :mt}_t ~,~ o w] on detnd . .Mﬁm. Box. returp. Romarks.
s @) 2 3 a(® £8) ) )
UM § : ‘ ' T
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V1. .SECRETARIAT (paragraph 42 of Instructions).

=~ NUMBERING Book. SkcrIon.
Government
: ) Current numb
ngll:]::r. Date. ¢ disposed of.
(3

(1) &)

81

VIL. SECRETARIAT (paragraph 43 of Instructions).

Ca1r Book. ' SEOTION.

Serial Number and . Reference to whom Remyinders. Current
number, «}m of Subject (title). * made. : ‘ : l " | number and | Remarks.
reference. let | 20d |3rd |date of reply.
(1) @ (3) (9 (5) (8 i

<)
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\

VIII. SECRETARIAT (paragraph 45 of Instruotions). 1X. SECRETARIAT (paragraph 47 of Instructions).
A ' ' SEOEETARIAT. " U.0. TransrT REGISTER. ) _ SEORBTARIAT

- Manvusorier Fare Copyinmeé aND Daspator Reclsrag.
- s | Department ' , , : " Serial To which | Number and date of the | Number of osures iti
.i and o Date of ‘ ] . number. Date. department | u.0, reference or tﬁ‘:\mfer. T:d ap:r:n o:;)iu. CIIel:ih:l.o:i'gzﬁE,:don
g | numberof - Superin- . sent. receipt.
. & | Government Reoeipt in. . g . )t tendent’s _____(})‘_ - 9 3) (%) ) (6) [O)
g Ori?(’l\:nmo- Ooznirn ] Oopyi Examini Signature. dm&b:y D"&';:i withi  initials. ' ‘ '
or . ning. . - '
‘odorsoment. | - Bection, s 8 with initiala. o o
ol @ | ® @ 1 ® @ | o I ® ® ‘ .
C . o . \ .
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e

| ' X1 BEGRETARIAT (paragraph 52 of Instructions). « -
X. SECRETARIAT (paragraph 50 of Instructions). .. :  Suawp Acoovsr. . " ShoRBTARIAT

“ N RersreNoce” Suip. e . Nalosofstemps’ .
‘Current number and date S i Y. . W e "&‘?‘ I_n.'s) ’
To whom referred o e A x R P 3 T omea e
Date of despatch o . :
* ' ' .
PO VISR S - . . X
.o L AN ' o
' l 1 - ‘
‘ | / -

Subject clerk.

Superiniendent, Current section.
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' «XII. SECRETARIAT (paragraph 563 of Instructions).

) DEPARTMENT.
A Ordinary . Ciroulated.
B ((a) Routine Series: Not oirculated.

R : SBecretary.
NP. G.O.No. ,dated 193 . Notseenby Secretary
Inpex mrLe (Head and sub-head underlined).

Cross References -

Spro1aL INDpax.

Do not speécial Index

-

T
(s) Not to.bo filled in for ¢ Routine * series.

\

87

XIIL. SECRETARIAT (paragraph 58 of Instructions).

Rueister or PrEss PaPgrs. SmorIoN.
) 3
, Proot
.. | 6.0 Remind. : Copies Spare
s;;;d 0. Yo. hsent to | orn Submitted | Retarned te«;eﬁed Des- IS,ent to oop?u sent
. . . Retarn f '
or notes, Prem Prom. |p .o or ar Prr:!; patched. | Iidexer. ' | oo,
‘ approval. | Prees. . .
M (€) (8) D) 0] (8) (N (8) (9) (10) - 11y




Se-relary Lo the Government ~F Me? ~8;

Fowme L ep.si s Boret

/
TENTATIVE LIST OF INDEX HEADS—SECRETARIATS.

This list of index heads is mgrely tentative and it will probably be found convenient
subsequently for each department to compile a list of its own, selecting’ from thia list such heads
as it ordinarily requires, and adding to these such heads and sub-heads as may be found
1NOCessary. .

2. The subject which gives its name to a department, e.g., ¢ Education ’ need not of course
be used as a head in the index of that department in the majority of cases, though it should
. be used as a head in regard to the same cases should they be indexed in another department, .
e.g., * Rajkumar College’ need not be indexed under Education ’ in the Educational Depart-
ment, but shounld be indexed in other departments thus :--Education. Rajkumar College. . .
Similarly in the Public Works Department it is not necessary to prefix ¢ Public Works’ to
“Bridge,’ ‘ Roads’, ete. In the Local and Municipal Department—to quote one example—a'’
aper relating to a grant to Chingleput District Board for a bridge over the Uppar river would
ge indexed under ¢ Grants—Chingleput District Board—Bridge (Uppar) °. ‘

3. When anz department indexes an order of another department it should usually adopt
the title under whiob the paper has already been indexed, and prefix to it as the main head
name of the latter department. )

4. A head may be used aloue or in combination with any sub-head. _iny head may, if
appropriate, be used as a sub-head under auy other head, e.g., * Budgets ’ may be used as a sub-
head under ¢ Police . Local oldssification should be introduced wherever possible, that is, after-
the head, or possibly after the sub-hesd, should come the name of the district, followed by that
of the taluk and then by that of the village and these names should be arranged in alphabetical
order. Personal papers relating to officials should be indexed under the name of the officer
oconcerned, except those relating to village officers which should come under ¢ Village Officers ’.
In these latter cases looal classification as explained ahove should be employed.” Heads in
brackets are not generally to be used as heads but only, if necessary, as sub-heads. Additional

. legal, eto., heads may be selected if required from the lists at the beginning of each Volume-
of Woodman’s Digest.

A Administration Report—
' Abkéri— Exoise —.
Advisory Committee. Presidency —.
Beer. 8alt —.
Country liguor— (axd 0 on)
Arrack. Administrative powers.

- Toddy. Administrative sanotion.

Drugs. Advances—

Fixed fee system. Agricultural —.

Foreign liquor. , | Floating —.

General, : Horse —.
Aocidents. [See also Railway.] : House-building «—.
Accountants— Land improvement —,

Obartered— ". Motor —.

General. . Permanent —. »
noowpe-tax. See Inoome-tax.] Provincial —. :
aluk Head— " [General Provident Fund—See Provident.

[Villsge—Bee Village officers.] ' Fund.]

| Bee also Auditors.) Survey—Bee Survey.]

Acoounts Oode. Bee Oivil Acvount Codes.) en!. -
coounte— Advertisements. See Publicity.]
Adjustments. Affliation. 8ee Education.

Olassification. Afforestation. See Forests.

Otjection. fghan Bardars.

Taluk. - Agenoy. '

g]?rmnry. See Treasury.] - -~ [E;zioultuml advances. See Advances.] :
illage. | Agricultural Calendar. S8ee Books snd

Achukattus. Bee Assessment. publications. ]

[Aoquisition. Bee Land Aoquisition.] [Agricultural _Journal. Bee Baoks and

Acts. See under the shork titles. publioations.]

See also under Books and publications, Agrioultnral Bociety.

Adangals. See Village Aocounts.] [Agricultural Statistids, Bee Statistics’]

Additional member. Liegislative Council. ] | Agriculture—

Address— Oastor seed. . :

{Forms of. 8ee Correspondence.] . Cattle-breeding. ; '

[ Valedictory, See Government Servants’| Oocoanuts.

Conduct Rules. | . ; Ootton.

[Adjustments. See Acoounts.] Food-grains.



Agriculture-—cont.
Groundnut.
Implements.

_ Indigo.

Insects and pests.
Manure.

" Qil-seeds ’
Rubber. :
Beed selection.

Sugarcane.
Tobacco.

NotE.—Other sub-heads to be opened as required.

Air-craft.
[Air-guns. See Arms Act.]
Alienations—
Land.
Pensions. See Pensions.]
evenue,
Aliens. See Foreigners.]
liens —Enemy.
[See aleo kKnemy  property—Enemy
trading. ]
- Allotment.
Additional—
[See also Funds.]
Allowanoces—
Bonus.
Capitation —.
Charge —.
Oompassionate «.
Conveyance —,
E)Daily—TSee Travelling. ]
eputation —.
Duty —.
Exchange compensation —.
General. )
Grain compensation —.
[Horse. See Conveyance —. ]
House-rent —.
Ivu-dittam.
Loocal —,
Personal —.
Shorthand—.
Tasdik.
"lentage.
Travelling—
Officials.
Non-Officials.
Witnesses.
War, eto.—
Ammunition. See Explosives.)]
Anchors. 8ee Marine.% ‘
Ancient monuments. See Archasology.
Andamans. See Port Blair Conviots.{
Anicut  See Irrigation.) :
Animals,cruelty to. See Cruelty to animals.]
Animals, wild.. See Wild animals.] -
"Anthrax. 8be Cattle disease.]
Anti-malarial measureés. - S8ee Malaria. |
Antiquities. See Archaology. |
| Anti-rabic treatment.- See astour Institute.]
Appeals— -
(This head is for gemeral orders about Appeals.

Appeals against orders will be indexed under the subjeot
of the orders, e.g., ¢ Assignment.’ Departmental a ls
will be indexed under the name of the Appellant. Vg lage
omoeerl’.nppeals will be indexed under ¢ Village Officers—
Appeals.’ Appeals from the decisions of Oivil or Criminal
Courts will be indexed under °Buits, Appeals’ or
¢ Crimina) Appeals’ respectively and Income-tax and
Super-tax appeals under ¢ Inoome-tax ' and ¢ Bupér-fax’
regpeotively. s .

Axg)eals—cont.
econd appeals (the above note applies hore).
Appeal against aoquittal. [Bee also Criminal
Appeals.]
Appointments —
(‘3eneral orders abont appointwments. Individual

sppointments will be found under the name of the officer
concerned ). '

Apprentioces. ,
gAgpropriation. See Funds. ]
rbitration.
Arhaoriculture.
Arms Aot—
Exemptions.
Licences.
Army. See Military.]
Arrack. See Couutry liquor].
rrears—
See also Revenue Recovery.]
rrecoverable.
— List.
(of Pension. See Pensions.]
Articles of Commerce Ordinance.
Articles of War.
Artisan Inams. See Inams.]
Asalminha Gardens. See Inams.]
Assam Labour and Emigration Aot. See
Emigration. ]
Agsault.
Assessed waste.
Agsessment—
Achukattus.
Cess.
Charge for water. [See also Dry zone.]
Composition.
Compouunded lands.
Fasaljasti.
Fish-rent.
Ground-rent. [See also Inam, Quit-rent,
Janmabhogam, Peshkash ]
[Income-tax. RBee Income-tax — Assess-
ment. ]
Sivayijama.
Tirvaijasti.
Tirvaikammi.
Tree-patta.
Tree-tax. (Hee aleo Country liquor.]
Assessors.
Assignment—
Darkhast.
Imgerial to Provincial, ee Funds.]
and.
Land Revenue.
Provincial. See Funds.
evenue.
Assistant Colleotors.
Assuranoe, Life.
[Assurances. See Registration.
Asylums. [See also Lunatios. ,
Anudit. ’

Auditors. |See also Income-tat.]
Auditors’ certificates. See Companies Act.)
Avaram. See V'anning.]
Avenues. See Trees.] _
| Ayurvedio system. Bee Medicine—indigenous
system. ]

B
Backward Classes.

Bacteriology.

Backyards.

‘[Badges. See Clothing; also Honours and

Titles.]
Badges and Belts. See Clothing. ]
Bail. B8ee Courts.]
Bank—
of Madras
See Co-operative Credit.)
See Savings Banks.]
Bankers’ Books.
Banks. 8ee Oanals, Tanks, etc, |
Rarges. See Marine.]
arracks.
Basel Mission,
[Batta. See Allowances, Grain Compensation,
Travelling.]
[Beer—
Breweries.
Shops.
Taverns.
See Abkarig
Belts. See lothing.]
Bench-mark. See Survey.]
Benoh Courts. 8ee Courts. ]
\ Beri-beri. See Medical.]
Beriz dedaction.
[See also Liand Acquisition. |
Bicyoles.
Bills. [See also Treasury.]
%B_inding. Bee Book-binding.]
ioscope. [See also Eleotricity.
Birds, Wild. 8ee Wild Birds.
Birth, alteration of date, See Service Books
and Rolls.]
LBir’oh and death. See Vital Statistics.]
ishop.
Blaok lists.
Black-marks— .
General orders relating to — . Individual orders award-

1og black-murks to be indexed under the name of the
officer ooncerned.]

Blankets. Bee Clothing.]
Block Survey. Bee Survey.]
Board, District. See Local Boards.]
Board, Local. 8ee Toeal Boards.]
[Board, Taluk. See Local Boards.]
Board of Examiners. 8¢ Examinations.]
oaxrd of Revenue.
Board, Sanitary. See Sanitation.]
oard’s Standing Orders.
Boating and shipping) rules.
Boats.
[Bee also Allowances, Conveyance, Travel-
ling.
Boats ag Ferries,

-[Boilers. See Prime movers.]

onds. :
[Bouus. Bee Allowanoes. ]
ook-binding.

.[Book, Defanlt. See Black marks.)
Books and publications.

See also Registration of booksgo :
Books, Service. 8ee Service books.]
Boring. See Pumping and Boring.]
otanist, Government. \
Botany..

_ &Booundary. See Survey. |

y Soouts
Breach of Trust.

.[Breaches of Contract. Bee Contract, also

Labour.]
{Brioks and Brick flelds. 8ee Public Works.].

Bridges. [See Liocal Funds, Municipal and
Puablic Works. ) .

[Bronge star. See Homnours and Titles, Decora-
tions. ]

Budgst.
Debate—

Estimate, Civil.

Budgete [General orders regarding—Individusl budgets
to be indexed under the name of the department, local
body, eto., to which they relate.’|

. Buildings.

Government.
Rented.

[Buildings, See Land Acquisition, Com-
pensation.].

Bungalows, L'ravellers’,

[Bunker Coal. See Coal.]

Burning and Burial-grounds.

[Papers relating to aoquisition of land for these to be
indexed under Land Aoquisition.]

[ Burrow pits. See Public Works.]

C
ECable. See Telegraphs.]

Calingula. See Irrigation.] ' '
[Camp Equipments. See Civil Service Regula-
tions, Allowances, Travelling.] ‘
Camping ground. ‘
Canals.
Cantonments. .
[ Caoutohoucined Spirits. See Sfpiribs, dena-
tured.]
Carnatio Stipendiaries. '
Carriages. See Railways. ]
Carriers.
Qartas and oart-hire. | See ‘also Travellers. ]
Cartatand. :
Cush certificates. See War loan.]
Cash-chest. See Treasury.]
ash-keeper. l'SSee also Treasury.]
Castor seed. See Agriculture.]
LOasual leave. See Leave.]
asualties
([J(Ja.ttle-breeding. See Agriculture.]
attle Census, '
Qattle Diseases. [See also Veterinar y.]
Qattle mortality.
[Cattle pounds. See Pounds.)
Jattle shows. ' |See also Agriculture, and
Veterinary.] '
Cattle trespass.
C.B.E, See Honours and Titles.
emeteries and Tombs. See also Burning and -
Buarial-grounds. :
Cematory. Bee Cemeteries and tombs. |
lensorship.
Census. fSee also Oattle census,]
Certifioates of age and Nationality.
Certificates of Igentity. :
[Certificates, Medical. See Medical ocertifi-
cates.]

-EOertiﬁosteé of Seaworthiness. See Mé,rino.]

Cosses. See Assessment.

Ceylon Pensioners. See ensioners, Politioal. |
Chanks. See Fisheries.] .

Channel. See Irrigation.]

Chaplains. See Eoolesiastical. ]

Charge allowance. Bee Allowa.noe(.i] :
Charitable Endowments. See Endowments.]
tram. ' :

m . . .

LS
.



Chavadi.
Cheating.
Chemicals.
Chemico-legal Examination.
Chemists.
Chentsus.
Chiefs—Ruling.
[Chit funds. See Companies Act.]
Cholera. |See also Kpidemic diseases, Medical
and Sanitary.
[Choultry. See Chatram. |
Christian Marriage Act. See Marriage.]
Chronology.
[Church. See Ecclesiastical —Public Works.]
C.I.D.
EC.I.E. 8ee Honours and Titles.]
inchona. [See also Quinine.]
Cinematograph. See Bioscope.

Circular. See Correspondence.
[Individual oironlars will of course be indexed under
the subjeet heads to which each relates

Circumferenter. See Survey instruments.]
ivil Aceount Code.
[Civil Assistant Surgeons, Post-graduate
course. See Medical. ]
[Civil Budget Estimate. See Budget estimate,
Civil-
(Civil cc]mrts. See Courts.)
| Civil jails. See Jail.]
Civil lists. See Books and publications,])
ivil Procedure Code.
Civil Servants.
Civil Bervice Regulations. [See also Allow-
anoes and advanoes, eto. |
Civil suit. See Suit.]
ivil supplies.
Classification. See Acoounts, Settlement, ete.]
LOlearance label. See Marine. ]
locks.
Clothing.
[Clubbing. See Village Officers’ Aot aud
o oflroprietary Estates Village Service Aoct.]
.fCocaine. See Abkari, drugs.]
[Cocoanut. See Agriculture.]
Coffee.
Coffee-stealing,
BCoin. Bee Treasury ; also Currenoy.]
olleotions. .
Collector.
Oollege. [Eee also Agrioultural, Engineering,
Forest, Medical, Veterinary, ete.]
[Commandant, Nayar Brigade. See Military.]
Commandeering. See Foodstufls, eto.]
Oommerce. See Industries.]
Commerce, Chamber of —.]
Commission.
Commissioner. '
[Committee, Advisory—
See Abkari, Medioal, Students, eto. 1
Site— ~
Temple — :
Communal poramboke. See Poramboke.]
Commutation, Pensiqp, Stipends.]
ompanies Aot. [Bee also ﬁdian Compauies
Restriotion Act.
Companies, Insurance. )
Compassionate pension. See Pensions.]
[Compensation for dearness of food. See
Allowances, Grain Compensation. ]
[Compensation. 8ee Land Aoquisition,]

4

[OCompensation pension. See Pensions. ]
Compensation for tenants improvements.
[Completion report. See Public Works. }

Oriminal cases, Income-tax, Tolls. ]

[Compounded lands. See Assessment. ]
Compulsory labour. See Kudimaramat.]

éConduot, official. See Misconduot. ]
onferences, Informal.

Confessions.

[Confinement. See Wrongful confinement. |
Conservancy. See Rivers, also Sanitation.]
Conservator, See Foresi:s.%V

[ Construction. See Pablic Works.]

Consul.

Contingencies.

Contract—

Breach of—
—Contingencies.
—Grant.
Labour—
[Contracts and agreements. See Railways. ]

Public Works, eto.] )
[Conviets. See Prisoners; also Port Blair
Convicts. |
Co-operative—
Credit.
Sovieties.
Unions.
Copies.
Copyists.
Copyright.
b((])ordite. See Explosives. |
roners,
E(Joorporal punishment. See Whipping].
rporation of Madras.

System, Tottenham’s System. ]
Corundum. See Mines. )
tCotton. Bee also Agriculture. ]
otton control.
Council Rules.
Counterfeit coins. See Currency.]
Countersignature. See Contingencies and
Treasury.]
[Country liquor—
Arrack.
Toddy. Bee Abkari.]
[Note—
Under thess sub-heads further sub-beads such as Depots,

Distillery, Lease, Licence, Permit, S8hop, Warehouse,
eto., to be opened as required.]

Court of Wards.

[Papers relating to individual estates to be indexed under
the names of such estates. |

Courts—

Bench.

Civil. i

Criminal.

Distriot.

High.

Sessions.

Small Cause.

Yillage.

[Bee also Magistrates.) Regarding additi ogal:
heads see paragraph 4701 the inlh'gcﬁ‘on:gg‘o]?)

Cranage fees. See Marine.

tCowle. See Assignment.]
- [Credit. Bee Co-operative it.]

Composition. See Assessment, see also-

Contribution. See Local Boards; Pensions, .

Correspondence. [Bee also Ellis Tomkins.

Credit notes. See Railway. | o
iminal appeal. [See also Appeal agamst
acquittal.i]3

[Criminal
Trust.]

Criminal courts. See Courts.]
iminal justice. .

Criminal lunatics. See Lunatics.)
riminal Procedure Code.

Criminal settlement.

Criminal statistics.

Criminal tribes.

Criminals.

ECrop. See Assessment. |
rop experiments.

Crown grants.

Crown Prosecutor. See Government Pleader.]
ruelty to Animals. )

EC.S.I. See Honours and titles.]
urrency.

| Currency ohest. See Treasury.%

Currency notes. See Treasury.

reach of T;-ust. See Breach of

nstoms.
Customs, Imperial service.
[Cutcherry, Amsam. See Chavadi. ]
Cyeles. See Bicyoles.]
yclone.
Cyclostyles.
- ~ D
Daooity.
Dairy.
[Dam. See Irrigation.]
Darbar. .
arkhasts. See Assignment.]
Dasabandbam. See knams.]
Date stamps. See Rubber Stamps.]
Dead bouse. See Mortuary,
eaths. See Vital Statistics.
Debentures and Loans, See Railways. |
ecentralization.
ecorations. See Honours and titles:}
Defalcations. '
Defamation.
efault Book. See Black marks.]
@efence force, See Military.]
efence of-India Act.
Delegations.
Demand, collection and balance.
%Demarca.tion. See Survey.]
emobilization.
%Denatured gpirits. See Spirits, denatured.]
eposits.
[D;}pot. See Abkari, country liquor, also
migration. ]
Depressed classes.
[Deputation. See Allowanoes.]

(Orders regarding individual officers to be indexed under
the personal names of the latter.]

Deputy Collectors. [See also Treasury Deputy
Collectors. |

Deputy Tahsildars.

Deserters.

Designs. See Type-designs.] b
espatch. See Correspondence.]
Destruction of records. See Records.] *

I:Destruction of wild animals. See Wild
animals. ] L -

EDestruction of rats, See Plague, Rats.]

Destructive insects and pests. See Insects

Detenus. See Prisoners, State. ] :
evasthanam. [See also Religious institution:
and Temple. ]

Devaswam. See Native States. ]

Diamonds. See Mines, minerals.

Dictionary. See Books and publications. ]

Differential water-rate. See Assessment—
Charge for water.)

Diglott registers. See Accounts, village. ]
irector of Public Instruction.

[Disafforestation. See Forests.]
Discretionary grants. See Grants.]

Dismissal. ]

[(Individual cases to be indexed under personal names:

except in the case of village officers. (See paragraph 4 of
ingtructions on page 1) and not under this general head.}

Dispensary.
[Disposal number system. See Correspon-
dence.]
[Distillery. See Abkari, country liguor,
arrack.
[Distribution list (of work). See Secretariats,
Board of Revenue.]
E)Distriot Board. See Liocal Boards.]
istrict Emergency Committee.
District Gazette. See Gazette. ]
Distriot Gazotteers. See Gazefteers.]
District Medioal and Sanitary Officer. See-
Medical.] ‘
[Distriet Municipalities. See Municipalities.
| Distriet Recruiting officer. See Recruiting.
{ District Soldiers’ Committee. See Demobili-
zation, }
[Divi Pumping system. See Irrigation.]
BDivisional charges. See Jurisdiction.]
ivisional Officers.
Divisions and Taluks, Redistribation of —.
Doouments—
[ Copies of —. See Copies.]
Custody of—
Production of —
i Return of—
Dogs. [See also Rabies. ] .
| Domestic Economy. See Books and publica--
tions. |
[Domestic science classes. See Books and.
publications.]
Draftsman.
Drainage.
Dramatic performances.
Dredger. See Marine. ]
rugs—
Cocaine.
Ganja.
Morphia.
Opium, eto,
[See also Abkari.] :
{Nore—TUndor these bheads further subheads, such a»
doty, lease, licence, permit, shop, shop-site,.
warehouse, etc., to be opened as required.
Dry =one.
E)Dilufasal‘ See Assessment. |
plicators. ‘
Dyes and Dyeing. .
E
Earthquake. ~
Easements.
Eoclesiastical.
Eolipse.

“and pests, also Agriculture.]

Economie condition,.

\



¥oonomic preducts.
Editors’ Table—
- Papers.
Privileges.
Eduecation.
Elementary—
Femalo— :
gSee also Tndian Educational Service. ]
econdary.
Technieal, etc.

(Further sub-heads as required.)

Elections.
‘Electoral Rolls. See Eleotions,]
lectrio—
Fans.
Installation.
Light.
Meters.
Plant.
‘Wireman.
Electricity.
Elephants.
Ellis Tomkins system.
Embezzlement.
Emergency Reserve. See Police.]
imigration.
Encroachments.
[Endowment funds. See Funds—Endow-
ment. ] :
Endowments—
Charitable—
Religious—
Enemy Missions.
Enemy Property.
Enemy Trading. .
nfranchisement. See Inamsﬂ
Engineer. 8ee Looal Funds—FPublic Works,]
ngineering—
College.
Students.
Engines. See Railway.]
Enlistment. See Reoruiting.]
Enterio. See Medical.)
ntomology.
Ephemeris. See Books and publications. |.
prdemic diseases. ,
Epigraphy. ’
Equitation test. ,
Errata lists. See Aoccounts, village.)
scheats.
Establishments.
Estates—
Attached.
Impartible.
Land Act.
Permanently-settled.
. Estates. I}See also Proprietary Estates Village
Service.
Estimate.

[Under this head general ordera re'ating to estimates
will be indexed. Individual es¥imates will be indexed
under the heads to which the individual works relate,
e.g., Irrigation, Buildings, eto.]

Ethnography and Ethnology.
European.
Aided Schools.
Professors.
School Examinations.
Service Leave Rules,

{European Deserters. See Deserters,]

]

[European graves: See Burial-groundas.]
{ European manufature, Articles of. See
Stores. ]
Kuropean vagrancy.
Evidence.
Evidenoe powers.
Exzaminations—
Promotion—
Septennial—etc.
[Examiners, Board of. See Examinations.]
Excess Protits Duty. [See also Income-
tax.]
Exchange.
[Exchange Compensation. See Allowanoes.]
| Excise. See also Foreign liquor, Country
liquor. ]
Excise Manual. See Books and publications.
Excise Committee.
Fxcise Licensing Board.
[Exemptions. See Examinations.]
Exhibition.
Exhibits.
Expenditure. See Acoounts, Funds, ete.]
xperimental station.
Exploring licences. See Mines.]
xplosives—
Magazine.
Manufactare.
Possession.
Sale.
Transport.
[Export. See Tradea]
Ex-raja. Index under name of State.]
fxtradition.
[ Extraordinary Pensions. See Pensions.]

F
Factories.
Fairs. See Cattle disease. ]
airs and Festivals.
False Evidence. See Evidence.]
Family Pension. See Pensions.]
amine—
Programme.
Relief.
Tools,
Faroy, See Cattle disease.]
Fasaljasti. See Assessment.] .
Fasalkammi. See Assessment. ]
Kees—
Consulting—
Examination, ete.
Fees to pleaders.

[General orders alone. Individual cases will be indexed
under the suit to which they rela/te.]

Ferries. "

Festivals. [8ee also Fairs. ]

EField-measurement book. = Sea Survey.]

Fifty-five years’ rule. 8ee Civil Service Regu~

la‘l:ions.(’§|0 .

Finance Committee.

[Finance Department. See Indian —.]

[ Financial. See Treasury.]

[ Financial irregularities. See Accounts, objeo-
tion, Appropriation, Defalcation.]

Financial Statement.

Fines. -
General orders about —. Individual orders inflioting —

to be indexed under * Village Officers * if the officer i

':nd:i’ jll.nd otherwise under the personal namse of the oficer
ed.

. Finger-prints.

Fire [Precautions against —, eto.]

.[Fish. See Game and Fish Preservation.]

Fish farms.
Fisheries. _
[Fized Fee system. See Abkari.]
[ Flags. See Flags and Flagstaffs, |
Flags and Flagstaffs.
Flaystaffs. See Flags and Flagstaffs.]
tFlat files. See Stationery.]
loods.
[Flora. See Botany.]
Fodder.
Food Control.
Food-grains. | See also Agriculture.)
Food-stuffs.

' [Foreign liquor. See Abkari.]

 [Nore.—Under this head, sub-heads, such as duty,
licence, permit, shop, tavern, to be opened as required.]

[Foreign Service. See Civil Setvice Regu-
lations. ]

Foreigner, Hostile. See Aliens, Enemy]
oreigners

[Foreigners, entry of. See Aliens, Ingress .

into India.]
Foreigners Ordinance.
Foreshore.

Forest College.
Forest Settlement.
Forestry, Board of.
Forests.

(Nore.—Under this sub-heads should be opened as
required, eo.g., disafforestation, reserves, seigniorage,
timber transit, unreserves, eto. Bee also Grazing.]
Forfeiture.

Forgery.
'Forms. See Stationery.]
ortnighely report.

Frauds. See Defaleations. |

Frontier. See Native States.]

Fuel. See Forests.]

Fuagitive offenders. See Extradition.

unds—

Appropriation.
Endowment.
Expenditure.

Imperial.

Provincial.
Reappropriation.

, Resumption of —.

Sinking.

Surrender of —.
Traunsfer of —. -
[See also Allotment.]
i See also Grants.]

Furlough. See Leave.]

urniture.
G

[Game. 8ee Wild Birds. |
| Game Rules. See Forests.]
Game and Fish Preservation (Nilgiris).
Ga.nf'a. See Drugs. ]
Gaol. Bee Jails. |
Gauge, Rain. See Rain-gange.]
-Grazette.
Distriot.
Fort Bt. George.
. — of India.
Police — .
Registration—,

Gagzetted officers.

(General orders only. Orders affeoting individuals to be
indexed under their respective names. )

Gazetteers.
| 6.C.ILE. See Honours and titles. |
[G.C.8.1. See Honours and titles,]

- Genealogy.

General Clauses.
[General Hospital. See Medical—Publie
Works. |
[General Provident Fund. See Provident
Fund.|
Geology.
| Girders and Sleepers. See Railways.]
[Glanders. See Karey.|
[Glass. See Stores. |
| Glue. See Industries, Stationery. ]
[Government Farm. See Agriculture.]
Government Consignments.
[Government Houge. See Public Works, |
|Government ~ Maternity  Hospital. ~See
Medical-—Public Works.]
{ Government Museum. See Museum. |
[Government Ophthalmio Hospital. See
Medical—Public Works. |
Government Pleader.
Government Press.
Government Servants’ Conduct Rules. [See
also Official Misconduct.]
Governor’s Tour.
[Grain Compensation. See Allowances.]
| Gramanattam. See House-sites, ]
Grants, Discretionary—
Imperial.
Provineial.
Teaching.
[See also Fands.]
[Gratuity. See Pensions,]
Grazing—
Fees.
Grounds.
Rules.
[Green Manure. See Manure, also Forests, ]
[ Groundnut. See Agriculture.
[ Groundrent. See Assessment.]
Guardians and Wards.
[Gun licences. See Arms Act.]
|Guns. See Arms Act.]

H
Backney Oarriages.
[Hall-marking. See Customs.]
{Halting allowances. See Allowances, Travel-

ling,
[Har%our dues. See Marine, ]
| Headman. See Village Headman,]
Headquarters. - -
[ Headquarters Deputy Collector. 8ee Deputy -
Collegtor. ] -
| Headquarters hospital. See “T.ocal Funds— -
Municipal—Medical.] | ) '
[Headquarters Sub-Collector, See Sub-
Collector.] .
Eeads of departments, [General Orders only.]
[Health lectures. See Medical, Ranitation.
|Hereditary village officers. See Village
officers, Hereditary.]
Hides. See Hides and Skins. ]
ides and Skins.

High Court. 8ee Court, High.]

ill Allowance Code, Madras.



Hills, Move of Government to— .
Hindu Law.
Holidays.
[Bome Rule movement. See Political agita-
tion. ‘
[ Honogarium. See Civil Service Regulations.]
Honours and titles—
Badges—
C.B.E.
C.LE.
C8.L
Decorations—
G.C.I.E.
G.C8 L
Investiture—
Kaiser-i-hind.
K.C.L.E.
K.C8.1
Khan Bahadur
Kilat.
Mahamahopadhyaya.
M.B.E.
Medal
0.B.E.
Rai Bahadur.
Rai Sahib,
Rao Bahadur.
Rao Sahib.
Ribbons—
Salute—
Vaidhyaratna. °
Hook swinging.
Hookworm. [See Medical.]
Horses. |See also Veterinary.)
[Horse-breeding. See Veterinary.]
‘Horse-advance. See Advances. |
ospital. |SBee also General, Government
aternity, Government Ophthalmic, Head-
uarters, Local Funds, Medidal, Municipal,
eterinary, eto.]
Hostel. :
[Hostile aliens. Ses Aliens (Hostile), Enemy
trading, Defence of India.]
| Hot weather charges. See Contingencies.]
Housebreaking.
House-sites. [See also Assessment, Ground-
rent, Village-sites.]
House-tax. See Municipal —Unions. |
Hygiene. See Sanitation. |

I

Tmpartible Estates. See Estates.]
perial Cadet Corps.
Imperial Indian Relief Fuud.
Imperial Institute.
perial Preference. See Tariff.]
mperial Service Medal. See Honours and
Titles. ]
[Import. 8ee Trade.] \
| Improvements, Tenants. See Compensation
for Tenants’ Improvements.]

Inams—
Artisan.
Asalminba.
Charitable and Religious.
Dasabandham. °
Personal.
Quit-rent.
Sarvey-excess.
Title-deed. ' .

\

8

Inam Commissioner.

Income-tax—

Accountants.

Appeals.

Assessment.

Auditors.

Collection.

Composition.

Exemptions.

Objeotions.

Refunds.

Revision.

[See also Excess Profits Duty, SBuper-tax.]
[Incorrigibles. See Criminals.

etoc.
Indegtured Labour. See Emigration. |
{Index. See Correspondence, Records, Totten-
ham’s system. |
Pndian Army Reserve. See Military. ]

War%

Indian Ohiefs.

[Indian Christian Marriage Act. See Marri-
age, Christian. |

Indian Civil Service—
Family Pension Fund.

EIndian Oompanies Act. See Companies Act.]
ndian Companies Restriction Aot.
[Indian Defence Force. See Military. ]
Indian Educational Service.
| Indian Emigration Act. See Emigration.
%Indian Explosive Rules. See Explosives.
ndian Financo Department.
Indian Industrial Conference.
Indian Institute of Seience.
Indian Medical Service.
Indian Military Service Family Pension Fund.
Indian Penal Code.
[Indian Registration Act. See Registration.]
Iundian Scicuce Congress.
Indian War Loan. See War Loan.ae
bndia rubber. See Agriculture, rubber.]
| Indigo. See Agriculture, indigo.]
Industrial Conference. See Indian +—.]
[ndustries.
Iufected area. See Plague.]
Infirmary. See Cruelty to animals, Medical,
Veterinary. ]
(Tnformal conferences. See Conferencesj]
[Informal panchayats. See Panchayats.
Ingress into India.
[Ink. Se& Stationery.]
[Inoculation. See Plague, Vaooination,
Veterinary.]
Inquiries. See Public servants. ]
Elnsoriptions. See Epigraphy, Archseology. ]
Inseots and Pests. See Agrioulture.]
nsolveney.
[Inspecting agency. See Education. ]
| Inspector-General of Police. See Police.]
[Institute of Science. See Indian —.] ‘

Instruments—
Drawing. .
Mathematical, eto.

instruments. |

Enstrumenta, survey. See Survey.]
sult. :

Indents. [See also Plant, Stationery, Stores, .

Indian Articles of War. See Articles of

[Tnstruments, negotiable. See Negotiable -

Insurance—

[See Companies.]

Life. !

Postal.
[Invalid Pepsion. See Pensions.] .
Inventions.

[Investigations. See Criminal Procedure
Code. | .
anestiture. See¢ Honours and Titles.]
Irrecoverable arrears. See Arrears.]

Irrigation—
Accounts.
Cess Fund.
Dispute.
Panchayats.
Projects.

Works.

[Under these sub-heads further sub-heads such as chan-
nels, sluices, eto., may be used as required.]

Irrigation, General—

[Papers relating to charge for water to be
indexed under Assessment, charge for
water. |

Irrigation, Major.
Irrigation, Minor.
[Tron— .

See Mines.

See also Industries, |

Islands. [See also Amindevi—Lacoadives,

te.
ete.] . 3

| Jaghir. See Estates.]
[Jail Corps. See Military,’|
| Jail manufacture. Bee Stores.]
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Jails. )
fJam. See Industries. ]
Jamabandi.

[Janmabhogam. See Assessment.]
[Janmam Registration. See Malabar Land
Registration. ]
Jetty. See Marine—Pier.]
Jodi. 8ee Inam, Quit-rent.
Joining time. See Civil Service Regulations.)
Joint patta. See Patta.]
Joint-Stock Companies. See Companies.]
| Judges. See Courts.|
Judicial.
Jungle-streams. Sce Irrigation, General.
urisdietion.
Jurors.
Exemption.
Justice of the Peace.
{Jute. See Agriculture—Industries. ]

K

Kaiser-i-hind. Ses Honours and titles. ]
Kala-azar. See Medical. | '
Ka.nd]yan Pensioners. See Pensioners, Politi-

cal.
Karnam. See Village officers, ]
azi.
K.CIE. See Honours and titles.’
K.C.8I. 8ee Honours and titles.i
Keddah operations. See Elephants. |
erosene oil.
Control.
Keys. See Treasury,
han Bahadur. See Honours and titles.]
l:Kharidam. Bee Survey.]

Khandam Dasabandham. See Inams.]

Kharita. See Indian Chiefs.]

Khasra, See Survey.]

Kilats. See Honours and titles.] .

ing Institute. [See also Bacteriology, Inocu=
lation, Vaceination.]

Kistbandi. See Assessment.]

Kists. See Assessment.]

udimaramat.

(Kudivaram. See Assessment—Estates [and

Act—Inam, Land Acquisition. ]

. L

Labour.

Labour, Compulsory. See Kudimaramat.)
Labour and Emigration. See Emigration.]
abour and Employment Bureau.

abour Contracts. See Contracts. ]
Labour, Planters’. See Planters’ Labour.]
Lacoadives. Bee Islands.]
Lakes. See Tanks.]
and—

[This head to be very sparingly used. See such heads as .
Aesessment, Assignment, nd Aoquisition—Railway
lands, ete.] .

Land Acquisition—

Compensation,

Beriz deduction.
-Cash.

Grant of land.

Reduction of Peshkash.

[ Reference to Courts. See Suits.]
Notification.

| Land Alienation. See Alienations—Land.]

[Land Assignment. See Assignment--Xand, ]

{Land Attachment. See Estates I.and Aof,

Revenue Recovery.] ’
Land cess. See Assessment.]
Ifja,uccl1 (;;mtoms.h See Customs. ]

| Land Encroachments. See Bneroae
Land Improvement Loans. See Adl;;l::c;?j]
and Records. , '

Land Revenue.

Land Transfer. See Transfer.]
anded property. )

[Landed property statement. See Periodi- .

cal Returns.%

[Landing and SBhipping Fees Committee. See
Marine. §

Lanka.

Lantana.

p;ascars. See Marine. |

Liatrines.  See MedieaI‘—Publio Works. ]
aw and Justice. ‘

[Law charges. See Fees to Pleaders, and
Buits. ]

Law College.

Law Officer. See Government Pleader.]

Law Reports.

Law suits, See Suits.]
Lawrence Asylum Almanack. SBee Books
and Publicationsi&

Leases. |See also Mining leases. ]

Leave—

(General orders only.+ Individual cases under personal.
names of officers concerned,]

" Maternity.
Legal practitioners.

" Legislative Council-—~Imperial.

Provineial.
3



See also Elections, )
eper Asylum. See Medical—Public Works.]

Lepers. See Medical —Sanitary. |

Levelling instrument. See Survey.]
_Library.

[ Licences. See Abkari, Arms, Country liquor,
Drugs, Explosives, Foreign liquor, Game,
Kerosene oil, Market, Marriage, Mines,
Motor-vehicles, Petroleum, Poisons. ]

{Lien. See Appointment. ]

Life Assurance. See Assurance.]
‘iLighthouse. See Marine—Public Works.]
£Lightning Conductors. See Public Works. ]

imitation.

Limited Proprietors,

[Line Crossings. 8See Railways.]

| Lines. 8ee Railways.]

[Ligquor. | 8ee Abkari, Country liquor, Foreign
liguor.

[Liquor shops. 8ee Abkari, Country liquor,
Foreign liquor. ]

Liveries. See Clothing. ]

oans. [Beealso Advances.]
[Liocal allowances. 8ee Allowances.]
Local Boards, District.
Taluk.
Local fund—

[Under' this head a large number of sub-heads will be
required, which should be seleoted from the heads and
sab-heads in this liet.]

{Local purchase. Bee Stores, also Delega-
tions. |
[Locks. 8ee Canals.]
‘ also Treasury.]
Locusts. See Agriculture, Insects and Pests. ]
Lorry and Lorry Drivers. See Military.]
‘Lottery.
Luggage. 8ee Civil Service Regulations.]
unaties.
Oriminal—
[See also Asylums.]
[Lympb. 8ee Vaccination.]

M

Machinery.

[Madras Port Fund. See Marine.]
Madras Port Trust.

Madras Soldiers Board.
[Bee Demobilization. ]

Magazines.

Magisterial. [See also Courts. Regarding sub-
heads please see note at top of page 1.

Magistrates—
Asgsistant.
Disrrict.
First class.
Honorary.
Presidency.
Special.
Subdivisional.
Subordinate. [See also Courts, Criminal.]

%Mngnesite. Bee Mines.]

Mails. See Post office. ]
Maintenance. See Criminal Procedure Code.]
| Maintepance. See Land Records.]
alabar Land Registration.
1 Malabar Marriage. See Marriage. ]
alabar Tenants’ Improvements.
Malaria. [See also Sanitary, Quinine.]
| Malikhana. See Pensions. |
JMalversation.
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Mamul waste. See Assessment, Bemission.]
amul wet.
[Mangauese. See Mines.]
{ Manual. See Books and Publications. ]
[ Mannal Training. See Eduacation.]
Manure. [See also Agriculture. Forests—
Green Manure. ]
Mappilla outrages.
| Maps. See Survey, and Land Records.]
Marine. [See also Madras Port Trust. ]
[ Markets. See Local Funds—Muniocipal —
Sauitary Board.] S
[Marks. See Merchandise Marks.]
Marriage, Christian.
Malabar.
Registrar. :
Remarriage of Hindu Widows.1
[M.B.E. 8ee Honours and titles.)
Measures.
Medals. See Honours and titles. ]
edical (General orders only)-
Mediocal —
Board.
Certificates.
Oollege.
Compounders.
Distriot Mediocal and S8anitary Officer.
Tustitution.
Practitioners. N
Register.
Registration.
School.
Surgeon-General.
Burgeons.
L Numerous other sub-heads will®’ of gourse be required.]
{Bee also Indian Medical Service.
Medical Stores—
Medicine chest.
Medicines (ete.).
Medicine, Indigenous systems.
Memorials. See Petitions. ]
crchandise Marks.
Merchant shipping. [See also Marine.]
Meteorology. [See also Observatory.]
[Meters. See Electric Meters—Irrgation—
Water-supply. |
[Methylated Spirits. See Spirits, Denatured.]
| Mica. See Mines.]
« Midwifery. See Local Funds—Medical—
Munioipal. ]
[L%ileuﬁe allowance. See Allowanoes, Travel-
ing.
Military.
 Military Cantonments. 8ece Cantonments.]
Military Pensioners. See Pensioners.]
Military Prisoners. See Military.]
Military proprietors. See Revenue Recovery.]
(Military Service Family Pension Fund. See
Indian—.]
Mills. . See Industries.]
Minerals. See Mines.]
ines—
Manganese.
Mica.
Monasite (ete.)
Private.
Shared.
State,
Quarries.
Mining. Certificates of approval.
Mining. Prospecting licences.

~Office Machinery.
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Mining leases. o
Minor [rrigation. See Irrigation. |
Miuors. See Court of Wards, Guardians and
Wards, Village officers. ]

Mirasi Rights.

Misappropriation.

Misconduet, Official. ¢
Professional.

Monsoon, damages.
Monuments, Ancient. [See also Archology.]
[Morphia. See Abkari, Drugs.]
| Mortuary. See Local Funds—Medical—
Municipal —Public Works.]
[Mosque. See Religious institution.]
Motor vehicles.
Muhammadans.
Muhammadan Law.’
[Mule-breeding. See Veterinary.]
‘Municipal.
Munitions.
[Munsif, District. See Courts, Civil.]
&Munsifs,'village. See Village officers.]
urder.
Museum.
Muttadar. See Agenocy.]
Muttas. See Agency. |
Mycologist, Government.

N

[Nationality. See Certificates of age and
nationality.]
[Native Chiefs. 8ee Indian Chiefs.]
Native States.
Nattam. See Village-site.]
Naturalisation.
Navigation. [See also Marine.]
Nayar Brigade. See Military.]
egotiable instruments.
Neutral vessels. See Ships.]
eutrals.
Newspaper reporters.
Newspapers.
Newspapers, security from. See Press Act.]
ewspapers, weekly reports.
[Notes, Currenoy. 8ee Currency-notes, also
Treasury].
Notes, promissory. See Promissory-notes. ]
Nuisances, Town. See Town Nuisances. ]

0

“Oaths.

0.B.E. See Honours and titles.]

Objection petitions. See Income-tax.)
BObjection statements. See Audit, Treasury.]

bservatory.

Office Accommodation. See Buildings.]
Office orders— ’

(General Orders regarding their iseue, sto. Individual
orders will be indexed under their suhjeot heads.]

Office Procedure. [See Correspondence—Tot-
tenham’s system. |
[Officers, Gazetted. See Gazetted officers.]
l(:Ofﬁcers, Subordinate. See Subordinate
officers. ]
Official etiquette. See Correspondence. ]
‘Official Misconduot. See Misconduet.
Official publications. See Books and Publica-
tions. ]

Official Receiver.
Official Referee-
Official Secrots.
Official Trustee.
[Oil control. See Kerosene oil control. ]
Oil-seeds. See Agriculture. |
ils.
Opium. See Abkari, Drags. |
Ordinances. See under several short titles.]
| Uriental languages. See Books and Publica-
tions, Education, Examinations—Library. |
[Out-ports. See Marine.] . '
[ Out-posts. See Police Stations.]
[ Outturn. See Agricultural Statistics. ]
Uver-payments. [See also Assessment. |
Overtime fees.
[Oyster farms. See Fisheries. ]

P

[Paddy. See Food-grains, Agriculture.]
| Paddy breeding station. See Agriculture.]
Padlocks. See Treasury.]
kPaIm disease. See Agriculture.]
| Panchamas. See Depressed classes.]
Panchayats. Forest.
Informal.
Union, See Unions. ]
illage.
[Paper. See Stationery.]
[Paper Currency. S8ee Treasury.]
[ baper, Government. 8ee Promissory-notes.]
Paper manufacture.
Parks and Gardens.
Parliamentary questions.
Partition.
Passports,
Pasteur Institute.
Patent.
Patta. See also Assessment.?]
}:Patta Transfer. See Transfer.]
Lattadar.
[Pay. See Salary.]
Pay Bill. [Bee also Treasury.]
[Pearl Fishery. 8ee Fisheries.]
|:Penul Code.  8ee Indian Penal Code.]
Penal Water-rate. See Assessment, Charge
for water.]
Pensions—
Alienations.
Applications.
Arrears.
Compassionate—
Compensation—
Extraordinary—
Family —
Invalid—
Political—
Retiring—
Superannuation —
Wound—
Yeomiahs.
Pensioners-—Political.
[Carnatic. See Carnatic Stipendiaries.]
Ceylon.
Golgonda.
Kandyan.
Military.
Masulipatam. )
[Percentage charges. See Public Works. ]
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Periodical Returns. o
| Periodicals. See Books and Publications.]
Permanent Advance. 8ee Advance.]
{Permanently-settled Estates. See Estates,
also Peshkash. |
Permits. See Abkari, Foreigners.] ;
[Perpetua.l Stipends. See Pensioners, Politi- |

cal.
[Personal Assistants. See Collectors, Inspeo-
tor-General, Surgeon-General, eto.] i
[Personal Effects. 8ee Civil Servioe Regula- |
tions, Travelling allowances. ]
+ Peshkash. [See also Estates. ]
Posts. See Agriculture, Insects.]
etitions. (General orders regarding—)
Petrol. ’
Petroleum.
{Petty construction. See Public Works.]
Phosphoras.
Piece-goods.
Pier. 8ee Marine.]
ilgrims,
[Pipes. See Drainage, Irrigation, Water-
supply, Buildings, ete.]
Places of public resort.
Plagpe—
Infected area.
Inspection stations.
Observation.
Sheds.
{Plans. See  Correspondence,
Maps, Survey.]
Plant. See Tools and Plant. ]
lapters, European
Planters’ labour.
Pleaders. See Legal Practitioners. ]
Pleaders, Government. See Government
pleaders.]
Podu cultivation.
Poisons Act.
Police—
Assistant Superintendent.
Constable.
Deputy Inspector-General.
Distriot Superintendent.
Gruard.
Inspector.
Inspector-General. )
Investigation. [See Criminal Procedure
Oode. ]
Quarters.
Railway—
¢+ Reserve.
Special—
Station.
Bub-Inspector.
Torture.
Village. {See Village officers. ]

{Sub-heads to be employed under thie seleoted from the
heads and sub-heads in this list.]

Estimates,

Political.

Pol}'tical Agent.

Pﬁillfiigztlﬂag‘laza;tggz. See Prisoners, State.]
I'Io’})lfiltciztill'n%?;zigzls, See Pensions, Carnatio
[P:;tliiggclﬁlgggcs)ﬁers. See Prisoners, State.]

Politioal suspects.

Politios.

[Pony-breeding. See  Veterinary  Horse--
breeding.
Poramboke.
[Port. See Marine.]
Port Blair convicts.
[Port dues. See Marine.]
[Port funds. See Marine. |
Port Trnst Board.
Post-graduate course, See Medical. |
Post mortem. See Medical. |
ost office.
[Poultry. See Agriculture.]
Pounds.
Powers of Attorney.
Precedence, warrant of.
Press. [See also Government Press. |
Press Act.
Press communiqué.
[Prevention of eruelty to animals. 8ee Cruelty
to animals.]
Prices, control of.
Prickly-pear.
Prime-movers.
[Printing. See Press, Stationery.]
Priority.
Prisoners, state.
Prisoners’ testimony.
Prisoners of war.
[Prisons. See Jails.]
| Privilege leave. Sec Leave.|
LPrivies. See Latrines.]
rize court,
Probate.
[Procedure Codes. Sce Civil Procedure Code,
and Criminal Procedure Code.]
Process. [See also Revenue recovery, Rent
recovery. |
Process-servers.
Processions.
Progress reports. See Periodical Returns. ]
LProgrossive scale. See Salary.]
rohibitory orders.
[Projects. Seec Irrigation.]
Promissory notes.
| Property, transfer of. See Transfer of pro-
perty. | .
Property, unclaimed. r
Proposition statement. See Establishment.]
tProprietary Estates. See Estates.]
roprietary Estates Village Service. [Seealso
Village Officers. |
[Proprietors, limited. See Limited Proprie-
tors.
[Proeoaiption. See Press Act. ]
{ Prospecting licences. See Mining.]
Provident Fund.
Provincial Civil Serviee.
[Provincial Lioans. See Loans, Grants. See
also Funds, Grants. ]
Public Endowments. See Endowments. ]
Public Prosecutor. 8ee Government
Pleader.) :

{In districts where the two offices are dietinot papers relat-
ing to each will have to be indexed weparately as far as
poseible, but many orders may be found to apply to
both. |

E)Publio Resort. See Places of.]
ublic Servants—

Inquiries.
Legal Assistance to.

[Public Service Notification. See Examina-
tions.] \
Public Works. ,
Public Works Department.
Public Works Workshops.
Publications. See Books and Publications.]
Publications, obscene.  See Books and Publi-
catipns, Prees Act.]
[Publieations, objectionable. See Books and
Publications, Press Aect.]
Publicity—
Board.
Bureau. .
Q?ulp. See Forests, Paper Manufacture.]
umping and Boring.
[Punkahs. See Contingenoies. ]

Qazi. See Kaxzi.]

EQuarries. See Minos, also Quarrying.]
| Quarrying. See Mines.]

| Qnarters. Sec Buildings.]
Quarantine.

[Questions. See Legislative Counoil. ]
Quinine. See also Malavia.]
tQuit-rent. See Inams. ]

R
Rabies.
[Rai Bahadur. See Honours and Titles.’
{Kai Sahib. Sce Honours and Titles.]
Rail-borne trade. See Trade.]
Railway-affecting tank. See ~Railway Pro-
tection. ]
Railway(s) —
Acocidents.
Board.
Carriages.
Contracts and sgreements.
Credit notes.
Debentures and Loans.

Engines.

Girders and sleepers.

Lands A class.
) B olass.

Line crossings.

Lines.

Overbridge.

Protection.

Rates and fares. |See alio Civil Service
Regulations. ]
Rolling-stock.
Station.
Tickots.
Time table. -
Wagons.
B:ainfall. See Season Report. |
in-gauge.
[Rajknmar College. See Education.}
Rao Bahadar. See Hononrs and Titles. ]
t}Rao Sahib. See Honours and Titles.]
ape.
Rates.
Rates and fares. See Railways.]
ta. [See also Plague%
Re-appropriation. See Funds. )
ecord rooms. [See also” Public Works, }
Record of rights. [See also Estates Land Aot.]
Reoords. [ ree also Correspondence.]
[Recovery of Rent, ~- of Revenue. See Estates
Land Aoct, Revenue Recovery.)
Recruiting.
[Referencing. See Correspondence.]
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| |

Reform Scheme.

Reformatory.

Refunds. |[See also Accounts, Abkari, Assess~
ment, Deposits, Insome-tax, Treasury.]

[ Hegisters. 8ee Correspondence, Stationery.
Accounts, Deposits, Treasury. ]

t Registers, Service. See Service Books and
Rolls.]
Registration—
—of Births and Deaths. [See also
vital statistios.]
— of books.
Department.
Inspector-Gteneral of —
[Janmam. See Malabar Laud Regis-
tration. ]
[—of marriages. See Marriage.]
(See Medical Practitioners.]
[Regulations. See wunder respective short
titles. ]
[Regulators See Irrigation—Public Works.}
Release. [See Prisoners.]

Relief works. S8ee Famine,]

eligious institutions.
Relinquishments.
[{— of Inams. See Inams.]

Remarringe. See Marriage. ]
temission of sentence. See Prisoners.]

Remissions. See Assessment.’

Remittance transfer receipt. See Treasury.]
Remittances. See Treasury. ]

Rent. See Buildings.]

Rent recovery. See Estates Land Aot.]

| Repatriation. See Aliens—Knemy.]

Repealing and Amending Act.

 Reports. See Completion— Correspondence. )

 Reports and returns. See Periodicals ]

[ Rescrve police.  See Police reserve.]

[ Reserved Forests. See Forests.]

[Regolutions. See Legislative Council. ]

[Resettlement. See Settlement.?

| Residences. See Buildings, Type-designs.]

‘Resignation. Seo Retirement.]

| Resumption of funds. See Fands, Resump-
tion of.]

Retaining fee. See Government Pleader. ]
etirement. [General  orders. Individual
cases to be indesed under personal names. J

[Retiring pension. 8ee Pensions.]

{ Returns. See Correspondence, Periodioal—
Reports and —.]

Revenue Departwent.

Revenue Inspectors. [See also Land Records.]

Revenue recovery.
Rewards —
olice.
Revenue.
[See also, Escheats, Pensions, Wild animals. ]
| Ribbons. See Honours and Titles.]
[ Rice. See Food-stuffs.]
Rice batta. See Military.
Riding Test. See Equitation Test.)
Rinderpest. See Cattle disease, Veterinary.]
Riots.
Rivers. [See also Assessment, Charge for
water, Irrigation, Poramboke, Quarrying.]
Rivers. Conservancy.
Road Traffie.
Roads—
Forast,
Public—

[See also Liocal Funds, Poxamboke, Publio
Works, ]

\



Robbery.
Roll of Honour. See War.]

E}Rolling-stock. See Railways. ]
oute book. :

“Royalty. See Mines. ]

Rubber.

Rubber stamps.

[Ruling Chiefs. See Indian Chiefs.}
Ryots. See Conferences, Informal.
yotwari.

S
[Safes. See Treasury.]

dalaries Committee.

Salary. [See also Civil Service Regulations,

Treasury, Yillage officers.]

Salt—

Circles.

Epsom—

Extensions.

Factory.

Lists.

Manufacture.

[Other sub-headings as negessary.]
Saltpetre.
| Salute. See Honours and Titles. ]
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. [Service Rolls. 8ee Service Books and Rolls. ]
| [Bessions Court, Judge. See Court, Sessions.]
ﬂ[Settlement. See also Jamabandi, Survey.] .
| [Permanent. “ee KEstates.] '
Shell pit.
Shells.
Ship-building. See Marine.]
Ships, sbipping fees. See Marine,]
[ 8hips, white and black lists. See Marine.]
Shorthand. ‘
Shorthand-writers. [See also Examinations.)
Shroffs. See Treasury.] ’
Shrotriyam. See Inam.]
Shutters. See Canals, tank.]
Bilk. See Serieulture.]
Silt. |See Canals, Tanks, ete.]
[Sinking funds, See Funds, sinking.]
Site committee.
[Sites. See House-sites.]
Slaughter-honses.
[Sluices. See Canals, Tanks. ]
Smallpox. [See also Vaccination, Inocu-
lation. ]
[Smuggling. See Abkari, Arms Act, Customs. ]
Snakes.

(Sanads. See Estates, Honours and Titles, || Soaps. See Industrie

Munsifs, Title-deeds, Village Officers.]

{Sanction, powers of. Index under designation

of officer concerned. |
[Sand. 8ee Foreshore, Rivers. ]
~andalwood. [Ses also Forests. ]
Sanitation—
Sanitary Board.
Sanitary Commissioner.
Sanitary Design.
Sanitary Engineer.
Sanitary Inspector.
[Bee also Dry zone. |
Bavings Banks.
{Saw Miils. See Forests. |
Scavenging. See Sanitation.]
Boholarships.

8.
' Societies, Assurance. S]ee Assarance.
%Sociebies, Co-operative Credit.  See, Co-
operative Credit. ]
So&eiers. See Military.]
Soldiers, discharged. See Demobilization. |
Spare copies of Government Orders.
Special duty.
Special funds. [See also Chavadis, Irrigation
(minor), Pounds, Village officers.]
[Speoial staff. See Settlement.]
Special Tests. See Examinatious. ]
Speoific Relief. '
Spike disease. See Sandalwood.]
Spinning. 3ee Weaving.]
pirits, Denatuared.
Spirits, Rectified.

|Schools. See Education—Local Funds— | Stage Carriages.

Munivipal—Public Works.] [Burvey—See | [Stallions. See

Survey. |
‘Scout master. See Boy scouts. ]
Sea Customs. See Customs. ]
Sealing wax. See Stationery. ]
Seamen. See Marine.]
Bearch fees. See Records. |
Season report. [See also Statistics. ]
Secretariat.

Advances —Agrioultural,
Horse-breeding,  Mule-breeding.  Pony-
breeding, Veterirary.]

Stawmp Act

Stamp Vendors.

[Stamping party. See Measures.]

Stamps. [See also Rubber stamps.]

Standardised list. See Korms, furnitare, ete.]
State prisoners. See Prisoners.]

Secretary. : —
[Secrq;s,yOfﬁcial. See Official Secrets. ] St%:,%%:‘?
Secarity. Flatfiles.
{Security Proceedings. See Criminal Pro- Forms.

cedure Code.] Ink.
Sedition. Paper.
Sedition Committee. Other sub-heads to be opened as reqnired.]
Seditious Meetings. tatistics—

Agricaltural.

Seed-beds. See Assessment.]

ESeed selection. See Agrioulture. ]
[Seigniorage. See Forests.]
| Sepoys. See Military, Revenue Reocovery.]
Sericulture. . .
[Serum. Sece Medical, Veterinary. |
Service—Inferior.

Superior-

War.
Service Books and Rolls. )
Service. Deficiency in. [See Pensions.]

Season report.

[See also Accounts=—village, taluk.

| Btatistics, vital. See Vital statistics.]

[Stay on the hills. Index under the name of
the officer concerned. See also Hills [move
of Government to -—.] :

[Bteam-roller. See Local Funds, Municipal,
Public Works.]

{Stenographer —Stenotypist. See Shorthand
Writers. |

[Service extension, of. Bee Civil Service Re- | [Stock files. See Correspondence.]

gulations. ] .

Stores,
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Strawboards. See Stationery.] .
EStudents’ Advisory Committee. See Commit-
tee, Advisory, Students’.]

‘Sub-Collectors.

[Sabdivisions. 8ec Land Records and Sur-
vey. ]

8ub-Judges. o

[Sub-Magistrates. See Courts, Criminal,
Deputy Tahsildars and Magistrates.]

Subordinate officers.
[Ueneral orders only, Orders affecting individuale to be

indexed under their names.]

[Sub-egistrars. See Registration Depart-
ment.

(SBubsidy. See Funds.]

[Sub-treasury. See Treasury.]

‘Sugar Committee.

gSugareane. See Agriculture.]
uicide.

-Suits, Appeal.

Acquisition Reference.

Original.

Pauper.

[Rent. Sec Estates Land Act.]
Small Cause.

[ First will be indexed any general orders relating to suits,
then papers relating to individual suits, under each sup-
head (Appenl, eto.). [irst will come the name of the
distriot where the court is situated that is dealing with
the suit. Then the designation of the court, then the
number of the suit preceded by appropriate abbrevia-
tiona * A.8. ’ (Appeal Suit), * 0.8. * (Original Sait), ete.
These abbreviations will be arranged in alph abetioal
order, and under each the suits will be arranged aocord-
ing to their years and nambers.]

Summons, Revenune. [See also Processes.]

[Superannuation Pension. See Pensions: ]

Super-tax. | See also Income-tax.]

i Supplies, Civil. ~See Civil Supplies.]

Supplies to — Touring officers.
© Travellers.

Troops.
[Surgeon-General. See Medical.]
| Surgeons, Assistant, Civil Assistant, Sub-
Assistant. See Medical.]

[Surrender of Funds. See Funds, Surrender

of.|

Survey. [Bee also Liand Reco: ds, Settlement.]

Survey and Boundary Aots.

Survey Marks. See Survey.]
Suspects. See Political Suspects. |

Suspension.

| General orders on this eubject. Individoal caves will be

“indexed under the personsl name of the officer econ-
cerned. |

[Suspension of Revenue collections. See

Assessment |
T

[Tabsildars, Deputy. See Deputy Tabsildars.]
Vlalaiyaris. See Village officers.]
"Laluk— )
[Aocounts. See Accounts, Maluk.]
[Head Accountsnts. See Accountants.]
Clerks [ Magistrates. See Lvlagxstrate%.é
[Tank. 8ee Irrigation, FPublic orks,
Railway protection. |
[Tank-beds. See Porambokes. ]
Tank Restoration scheme. See Irrigation.]
Tanks, Dasabandham. See Inams. ]
anks, Ruined.
‘Tauning.

| Tappal. See Correspondence. ]

“Tariff.

|

i

Tarpaulins.

Tasdik. See Allowances.]

}i’l‘avern. See Beer.]

L'ea. ' .

[Technical education. Bee Education.]

[Technical examinations. See Examinations.]

Technical institute.

Telegrams.

Telegraphs.

Telephones,

Temple. [See also Devastanam, Poramboke,
Religious Institution. ] )

{ Temple Committee. See Commitéee, Terple. ]

| Tenants’ Improvements. See Malabar Ten-
ants’ Improvements. |

[Tenante’ Improvements. See Estates Land

Act.]

[Tentage. See Allowances and Civil Service
Regulations. |

Tents.

Text-Book Committee. See Education.]
heft.
[Thumb impressions. See Finger Prints. ]
Tickets. See Railways.]
Time scale. See Salaries. ]
Time-table. See Railways.]
tTirvaijasti, Tirvaikammi. See Assessment.]
Title-deeds. [See also Inams.]
[Titles and Title-holders. See Honours aud
Titles. |
{Tobacco. See Agriculture. |
leoddy. See Abkéri, Country liquor. |
Toll-gates. See Tolls. |
T'olls.
Tombs. [See also
grounds. |
[lools and Plant. See T.ocal Fuands—
Municipal—Pablic Works.]
Topes.
{Topographical survey. See Survey.]
Tottenham’s system.
Touring.
Town-planning.
Towns nuisances.
Trade. ([See also Industry.]
Interportal Convention.
[Trade marks. See Merchandise Marks.}
| Trading with enemy., See Euemy trading.]
Traffic, control of.
[Training. See Deputation, Revenue Inspec-
tor’s, Survey, etc. |
‘Tramways.
[Transfer of charge. 8ee Civil Service Regu-
lations. ]
Transfer of crimirel cases.
[Transfer of funds. See Funds, transfet of —.]
"T'ransfer—
Dry to wet.
Land, Ayan to poramboke.
[Patta. See Transfer of Registry.]
Poramboke to ayan. -
U nassessed to assessed.
Wet to dry. .
[See also ’lzransfer of Registry. |
Transfer of officers.
Transfer of property.
Transfer of registry.
"T'ransfer of Revenue suits. )
Transfer of services. See Oivil Service Regu-

latious. ]

Burning and Burial-

3 [Transliteration. See Correspondence. |
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Travellers. [See also Snpplies.]
[Travelling allowances. See Allowances. ]
Treasurer.
Treasure-trove.
Treasury.
Treasury Deputy
Treaty.

[Tree patta. See Assessment.]

LTree-tax. See Assessment, {ountry liquor. ]

Collector.

Tree value. See Assignment.]
rees.

Trigonometrical Survey. See Survey.]

Troops. See Military.]

rustees. ‘
Trusts. [See also Breach of Trust.]
'E:I‘uberculosis. See Medical. ]

ype-designs. [See also Sanitary designs ]
Typewriters.
Typists.

U

[Unanthorized occupation. See Encroach-

ment, |
{Unclaimed property. See Property.]
Uniforms. See Clothing. |
LUnions. See Local Funds ] .
niversity. [Sec also Education.]

[Unani. See Medicine, Indigenous systems.]
Unreserved land.
Usury.

\%

Vaccination.

Vagrants. See Eunropean vagranoy. |

akalat.
Vakil. [See ulso Government Pleader, Legal

Practitioners,, Biits.]
Vernacular languages.
Vernacular tests. = See Examinations. ]
eterinary—
Asdstants—
College.
Dispensary.
Hospital, 4
Inspectors.
Superintendent, C.V.D.
[See also Cattle diseases, Horses, Horse-breed-
ing, Mule-breeding, Pony-breeding.]
'Village Accounts. See Accounts.
hVillage Adangals. See Accounts.
illage commmunity.
~o [Village Courts. See Courts. ]
. [ Village Establishment. See Village officers.]
Village officers—

Accountant. [Adhigari, See Headman.]

; Artizans.
M Headman.
P Hereditary.]
g Karnam. See Accountant.]
¥ i Kolkaran. Sec Tealaiyari.]
" { Menon. 8ee Accountant.]
' Monigar.

M
[Pat :Headman.]
Shan i See Accountant.]
%‘ alaiyarl. :
Toti.

% Vetti. i
- Village Police.

[ Nots.—TEntries | be made thus :—* Headman,—Dis-
tricta—Talok, 3 illage, Suspended (B. Ramaswami
,ﬂ&ruﬂ?”, djjriots being arranged in alphabeticat order

idéritheyMaluks arranged in alphabetioal order and
Edet;ﬁl!‘é’@ villages also g0 arranged.]

Village Offices (Hereditary) Act.

[Village Panchayats. See Panchayats, Village.]
[ Village Service cess. See Village Offices Act.

| Village Service Inams. See Inams. !

Village site. [See also Dry zone.]

Villages, list of.

Vital Statistics.

[Volunteers. See Military.]
[Voters. See Elections.]
| Voting. See Elections. ]

w

Nages. [See also Statistics.]

[Wagons. See Railways.]

Wandering gangs.

| War. Seealso Military, Censorship, Fort-

nightly report, Trading with the enemy, oto.]
War Allowances. See Allowauces, war.]

ar Loans.

| Wardecs. Sce Jails.]

[Wards. See Court of Wards, Guardians and
Wards. |

[Warehouse. See Abkari, Customs. ]

| Warm Clothing. Seo Clothing.]

‘Warrant. :

[Warrant of Precedence, See Preoedence,
warrant of. ]

[ Waste lands. Seo Assignment, ]

Water. See Irrigationﬁ

Water finder. See Agricalture.]

Water-rate. See Assessmpnt. |

| Water-supply. See Local Funds-~Munijcipal
—-Public Works—Sanitury Board. "~

‘Weaving.
Weaving expert.
Woeights. See Measures.]
Weirs. See Channels—Irrigation.]
[Wells. 8ee Advances, Land Improvement—
Local Funds—Irrigation—Municipal—
- Public Works—8anitary Board-—Water-
rate. |

[Wharf. Sec Canals—Marine ]
Wheat. See Food-stuffs.]
bipping.
[ Widows. See Marriage.]
Wild Animals.
Wild Birds.
Wills.
‘Wool.
[ Workmen’s Breach of contract, See Con-
traot.]
[Works.
‘Workshops.
shops. ]
‘Wound Pension.
recks.
Write off. See Accounts, Arrears.] .
rongful confinement,
Wrongful restrains.

See Public Works. |
[See also Public Works Work-

See Pensions.]

X
[X-ray apparatus. Sée Medical.]
Y
Yarn.
[Yeomiahs. See Pensions.]
Z

[Zamindars, zamindaris. See Estates, Proprie--
- tors, Honours and Titles.]

-



