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Correspondence

Directing the use of the endorsement form of — in mufassal offices whenever possible.

Reap—the following papers :—

I -
Official Memorandum No. 992-D/16-1, Revenue, dated 23rd May 1916.

A copy of paragraphs 93 and 94 of a note on “the indexed slip system of
conducting, registering, titling and indexing official correspondence by Mr. F. G. H.
Anderson, m.a., I.C.S., of the Bombay Presidency, is forwarded to the Board of
Revenue for favour of remarks on the suggestions contained therein. '

(By order)

-

A.H.A. Toon, -
Under Secretary to Government.

To the Board of Revenue (Fall Board).

ExcLosurg 3
Eztract of paragraphs 93 and 94 of M. F. G. H. Anderson’s note.

93. Every word written costs a definable amount and when an unnecessary word is
S o i many thousands of times, its actual cost
. tax-payer and to the administrator be
i LA rapidly appreciable. &
94. When dealing with the publie, with corporations and companies, or other
related branches of our own administrati
must of course maintain the ster ed ’
of address and we cannot send them our office papers in original. But in what I call internal
correspondence we must have different methods. It is entirely otiose for two C
Collector and his Assistant writing to one another ten times a day to assure each other ¢
@ ally that it iSan honour to correspond and that each is the most obedient servant o
This is the full dress style of correspondence. The third-person endorsement styl
with compliments and theé opinion of the undersigned, etc.) might be called the
style ; but for the routine &:;m’s labour we must wear the working dress or uno
“ (A.C.—please report on this) ”. There is the method of retaining an office
- sending out only full dress fair copies ; so that each office keeps a duplicate
There is also the method of passing the case along in original :—the univer
For internal correspondence between officers of the distriet and %%:nmt
unofficial g:yle and send our papers in original. The other dupli Sy
arisen in days when no one trusted a superior or subordinate but feared
distort communications unless there remained an office copy to eonfound such
days when communication was slow and difficult and some necessity a
current case it was very inconvenient if all the papers had go another

Style of correspondence,

can get a casé- back from Srinagar or Taticorin

districts in much less time%ifva 18 ) ‘

of the slip even when no rs are in the office w: » almost a

office copies were kept if the matter is not so old as to be out

internal correspondence half the time of our clerical staff shou
- dispensed with and discussions conducted in original by unofficial

\
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I
Officia]l Memorandum No. 992-D/16-2, Revenue, dated 30th June 1916,

% In continuation of Official Memorandum No. 992-D/16-1, dated 23rd May
1916, éxtracts from a Secretariat note are enclosed, explaining the docket slip and
index system advocated by Mr. Anderson. No spare copy of the pamphlet is
available.
J. P. Beprorb,
Acting Secrelary to Government.

To the Bourd of Revenue (Land Revenue), with a copy of paragraphs 13-15 of the note.
Excrosure

Eztract of paragraphs 13 to 15 of a Seeretariat notes.

- - - . L d -

. 13. The basis of the Bombay system is the use of docket slips for each new case. The
wark of an office is divided into sections or branches and these again are subdivided into
< gompilations ” or sets of connected subjects looked after by one clerk in charge. This clerk
is known as the “ compilation clerk” and he is responsible for the papers relating to the
subjects coming under his compilation from the moment they come into. the office until the
time when they are finally disposed of and handed over to the record-keeper for custody.
Mr. Anderson’s Kmphlct does not detail the arrangements for the opening and distribution of
tappal, but 1 infér that no general receipt register is kept and that the papers are passed
directly to the several branches and made over to the compilation clerks concerned. Assoon
as the head of the branch has satisfied himself that a paper represents a new case, the com-
pilation clerk goes to the record-keeper for a docket slip; the blank forms are kept in the
custody of the record-keeper and bear serial numbers. ~ Each slip is double headed and
consists of—

(1) a detachable title separated by perforations from
(2) the main body of the slip.

The paper used is not less stout than demy H.M., the dimensions being 12§" x 43",
while the width of the detachable title (D.T.) is one inch. As soon as a correct catch-title is
approved—the head of the branch is expected to supervise the compilation clerk in this respect
—1t is entered both on the detachable title and on the main slip. The former is torn off at
the perforation and handed over to the record-keeper, forming a serially numbered card index
slip which he puts away in alphabetical order in a small box of suitable size. If in addition
to the chief title, subsidiary fitles are considered necessary for purposes of reference, the record-
keeper prepares subsidiary cards and puts them in their proper alphabetical order in the
same box. A separate box is kept for each compilation, and f?we)m time to time, when the
number of cards becomes large, the record-keeper sorts out all disposed of cases and types or
prints a convenient index. e cards relating to those cases are then put away separately,
only undisposed of items being allowed to remain in the box.

As a check against the loss of cases, a periodical census of cards is taken, at least once in
three months, so as to make certain that no serial number is missing.

Mr. Anderson’s pamphlet does not, however, make clear whether there is any machihe!'y
for the purpose of checking the disappearance of papers between the opening of the tappal and @
the receipt of a .docket slip from the record-keeper. In the army offices the general receipt
register 1s supposed to serve this purpose.

14. I return now to the main body of the docket slip. This is retained by the compilation
clerk when the detachable title is given to the record-keeper, and accompanies the ease from
start to finish so long as it remains in the
office®. Underneath the title come a succession.
::kzntﬁe:l t i‘ndioating ;ory briefly the action

n and the e of progress reached.
thus furnishes a brief history of the case, including machinery foma ohe(s:ing of delay by tlf:
issue of reminders, and advantage of this concise record is taken to destroy routine papers at
once. When the mfn of final disposal is reached, the head of the branch verifies that the case
is correctly classified for &ermanant or temporary preservation and satisfies himself that nothing
remains unsettled, that the title does mot need correction (e.g., by reason of some change in
character during the evolution of the case), that all the papers are intact except originals due
for return to the parties, and that superfluous papers, e.g., reminders and duplicates, are removed.
‘When his initials are affixed in tokenof this check, the compilation clerk takes the case to the
record-keeper and both these officials initial the detachable title (or index card) as evidence that
the. case bas been given and received into the record room.

® Apparently it is retained in the office iif the papers in
original are sent out.

1 Usefal abbreviated symbols are employed.

~ repay detailed study, though the cult of abbreviations is

4

* purposes for which office copies are kept, if the matter is not woﬂ to

' ..<_ 3) Almost every important file w uld %
* which would add considerably to postage

k.
et 5 s
,‘ ~‘ ‘1‘
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15. There is much, I think, that is attractive in thaBo!:'hymg' 7
rhaps ;
from Mr. Hudson that Mr. Anderson was rather an enthasiast on the subj
natural, secing that apparently he is himself the creator of the system. But
wears sinoe its first introduction in one district (Surat) at least, and enough pr
should have been gained to show whether the system is as satisfactory as Mr.
and whether district offices generally can wark it properly.

. - . . >

l’roéoodingl of the Board of Revenue (Land Revenue), Mis. No. 177
dated 10th Octo 1916. 7 £ 5
The Hon’ble Mr. R. B. Crzee,

Commissioner of Land Revenue.

_ The Hon’ble Mr. N. 8. Brobis,
Commissioner of Salt, Abkéri and Separate Revenue.

The Hon’ble Mr. L. E. Buckizy, -5
Commissioner of Revenue Settlement, Burvey, Tnn_d Reoords and Agricnitnra.

The How'ble Mr. M. E. Covcruay,
" Commissioner of Land Revenue and Forests. .

In reply to the Memorandum of Government No. 992/D/16-1,
23rd May 1916, forwarding to the Board for remarks a copy of -
of a note on * the indexed slip system of condueting, registering,
official correspondence ” by Mr. F. G. H. Anderson, m.4., L.CS,, o
Presidency, the Board begs to submit the following report.

2. The main feature of Mr. Anderson’s proposal is that in *internal ’

ondence between officers of the same district, the unofficial style should
:E: papers being sent in original.” He observes that in these days there

'~ of communications being destroyed or distorted by officers or of their bein
in transit, and that his docket slip and index system will serve ;

1

memory.

3. None of 'the nine* Collectors to whom the proposa} was referred is
' : of its adoption.

o AL )
Vari, ura. &

’ gunm 4 Ramnid. be laid :

e o) B g offcial or_the uno

point out that in certain cirgnmstﬂnndees the disposal number systen
__papers being sent out in original, and to this extent possesses one
claimed for Mr. Anderson’s propo;al To the general ade  of the
however, in substitution for the system in force many o
and they may thus be summarized :(— = 4
ot Mew Pl

or

1) It would result in an increase

¥

2) There is the risk of files misc:

¥

(4) When several o icers hav
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(7) The time of officers and clerks would be wasted in deciphering the
original drafts and notes of other offices, with all their corrections and deformities ;
innumerable mistakes would result from bad writing and misunderstood orders.

{8) The maintenance of office copies is indispensable for reference in inter-
mediate, stages as, owing to the variety and complicated nature of the subjects that
come up for daily disposal, it would be impossible to reeall at once all the facts of a

case. i :
(9) The temptation to suppress files in the absence of duplicates would be

ter.
" (10) There is the possibility that if all expressions of courtesy and politeness
are dispensed with in official commnunications, friction between officers may more
easily arise.
Mr. R. B. Wood (Collector of Tanjore), who has had expericnce of the Bombay
system and whose opinion is therefore of great value, condemns it very strongly. A
copy of his report is submitted for the-perusal of Government.

4. The unofficial system of correspondence was first introduced in this Presi-
dency in 1898 at the instance of the Hon’ble Sir William Meyer. It wasadopted by
Secretaries to Government in references to Heads of Departments (see G.0. No. 878,
Public, dated 9th July 1x88), and since then it has gradually come into use in the
Board’s office. But it does not seem feasible to extend it generally to mufassal

offices.

The objections to the adoption of the system in the districts as between officers
in different stations are great, and even fatal. Kyven as between officers in the same
station, there are difficulties which do not arise in a Presidency town ; most import-
ant, perhaps, is the fact that offices and officers are constantly on the move and work
cannot proceed in so orderly a fashion as in the Presidency offices. Officers do not
know one another’s movements exactly ; consequently files sent out “«U.0.” would
be delayed, or else sent out into camp, and the conditions of safety which are essen-
tial to the system would be lost. The Board considers therefore that, while in the
mufassal generally there is but little scope for the employment of the system, it is
desirable that Collectors should consult unofficially the officers of other departments
stationed at the headquarters, whenever they find it convenient to do so. The Board
believes that this is already done to some extent, and would not recommend any

extension of the practice. ’
(True extract)
H. R. Pars,
Secretary.

To the Secretary to Government, Revenne Department,
with s copy of Jetter from the Collector of Tanjore.

ExcLosurRE

Letter—from R. B. Woop, ¥sq., 1.0.8., Collector of Tanjore.
To—the Secretary to the Commissioners of Land Revenue.
Dated—the 22nd July 1916,

No.—D. Dis. 3108/Rev.

With reference to Board’s Reference No. 1067-Gt./16-1, dated 2nd June 1916, T bave
the honour to state that it is not easy to criticise Mr. Anderson’s suggestions without knowi
his detailed system of dockets and index. He may have worked this out on lines which wo
make his suggestions under reference feasible ; but I venture to doubt very seriously whether
he has.

2. Dealing with his suggestions as they stand, T believe that so far as they are workable,
they are in common use everywhere. For the most part, however, they are not workable.
Petitions, complaints about matters which call for no enquiry, office matters arising batween
two departments, and similar subjects, are even now being dealt with every day by the method
« A.C., Please report on this : please see to this: A.C. for report. D.8.P., do you know what
this is about ? ete.”” and the endorsement is copied in the R.C. register or a slip docket ke
Some officers use this method more than others. It is exceedingly useful if employed with
diseretion, but bas to be dropped the moment the subject shows any signs of developing into
importance, otherwise the officers are Jaying up trouble for themselves. Most officers conld use
this method much more than they do {:xt it is better to err on the safe side, and use it too
little, rather than too much. : T

®@system. A 3

. d A
‘Order—No. 2964, Revenue, dated 20th September 1917.

" _desire that, as suggested ;ﬁo}‘ﬁw»' I B 'h
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3. Mr. Anderson apparently hualasninfto the method of ** passing the case along i
-original :—the Universal vernacular style.” I had 2} yem&lgpenenoe of it in the Bombay
'Preaidencg and 1 know of no better method of avoiding the difficulty of oomini to a decisio

File{ of 200 or 80) pages were Guite common iu these vernacular smowballs. anyone

the trouble to look through one, the same questions were found being asked time after time, in
a sort of cycle. Each answer suggested another question, and in a few months the first
questions and answers were forgotten and were started all over again; and finally orders were
usually passed with some of the important points out of view. Files which had been running
five or six years were quite common, and lost files were perhaps commoner still. I have no
words bad enough to express my opivion of the Bombay Vernacular style of business; and the

Bombay Collectors I meb were in dec‘pair about it. It was however nothing else than
Mr. Anderson’s working-dress. method followed, not with care and dissretion but as the niversal

4
3 v

4. Mr. Anderson says that the duplicating system seems to have risen owing to distrust,
and the necessity of an office copy to confound all efforts to destroy or distort communications.

in, I entirely diufree. The fair copies are necessary to make legible and clear drafts a the
officers receiving the fair copies ; and to enable both officers to have a record for rapid re 0,
Take auny subject which is being dealt with by a Collector, his Divisional Officers, and m
Divisional Officers’ Tahsildars; the Collector cannot send the whole file to all his Divisi 4
Officers in original, and must clearly keep office-copies ; similarly the Divisional Officers have
to keep office-copies in writing to their Tahsildars. Supposing that the Tahsildars no
office-copies of their replies to the Divisional Officers, and the Divisional Officers keep no offi
copies of their replies but send their whole file to the Collector, then every reference back 1«
Divisional Officer or to any of his Tahsildars must also include hewr file of papers: the Co
tor's file will be constantly broken as papers are taken off it to go to one Divisional Officer
_another, and he will be held up time after time because papers which he wants are not in
office. True, he may send and get them in four or five days, but if the Divisional Officer
Tahsildar is in the middle of further enquiries, his work will be badly delayed by this. '
work is a great dea) too heavy to waste time sending all over the district forﬂ{& W
often being worked on by the officers who have them. . « %

5. Again in axg papers which are being dealt with by, e.g., the Collector, the 1t
Engineer and the Divisional Officer, the difficulties nmdxlrg only one officer having the
will be endless ; and when the cade is finished, further difficalties may be exgaohd ing to
one out of the three or four officers knowing when the papers have been nallymad :
Bombay, the disputes as to where files had finally come to rest were endless,

6. We could indeed avoid the expense of one or two copying and typing olerks in n
offices by refusing to make fair copies and sending all papers out in original. e results wo
M_ v

(1) Tanumerable mistakes owing to bad writing and misanderstood orders.

(2) A great increase in long pending papers. ¢ .

(8) Constant loss of files. 2 '

(4) A greatly increased bill for postage stamps. :

() Extraordyinai'y difficulties in civil suits. This point I would qmnlly smph
The muddles in Collector’s offices in Bombay and Bengal, as revealed from time to time
Indian Law Reports series, are largely due to the original endorsement method
business. s by -

—

=

In the foregoing papers the "(iixéstion',is"‘diwdiad whether
: s+ g+ Syken of ne

- in force in

Miscellaneous

offices. The system consists in passing on fi
_covering letter from one officer or d.epf‘rigem‘

endorsement asking for or

dated 10th October 1916, the pointed out
tion of the system in the districts. While agreeing with
it is not feasible to extend this ‘generally to

 hesitate to employ this m
Aodoed %
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2. There are other directions in which it may be possible to introduce greater
elasticity into official correspondence. In mufassal offices correspondence between
officers is ordinarily carried on in the regular letter form, the endorsement form,
which frequently affords a-convenient and economical substitute, being but rarely
employed. It seems likely that freer resort to the endorsement form is to some
extent obstructed by the idea that an endorsement is a less polite form of address
than a letter and this notion has possibly been to some extent encouraged by the
orders passed from time to time prescribing the form of communication between
officers of different departments. Several of these will be found in clauses (iii), (v),
(vi), (vii), (ix) and (x) of paragraph 12 of B.8.0. No. 183, where certain classes of
officers are directed to adopt the ordinary letter form of correspondence when

- addressing certain other classes of officials. The principle underlying these various
orders was not, however, that the letter form 1s in itself any more courteous than an
endorsement or a communication in the third person such as is sometimes employed :
the intention was merely to make it clear that in the case of the officers referred to,
proceedings or similar mandatory forms implying subordination, should not be used,
but the form of communication should be that usually resorted to between officers of !
equal status. :

3. In order to prevent any erroneous impression to which the orders in question
may give rise, the Government consider that they should now be modified so as to
make their meaning clear as set out above, and the opportunity will be taken to
direct that the endorsement form should be used, in preference to the letter form,
between officers of whatever status whenever that can conveniently be done. The
Board of Revenue is requested to submit, for the approval of Government, conse-
quential amendments to its Standing Orders and other departmental codes issued
under its authority. Orders amending other departmental rules will issue in the
respective departments.

(True extract)

A. R. Knarp,
Acting Secretary to Government.

To the Roard of Revenue (Land Bevenus).
s»  Departments of the Secretariat.

Kt (B arferal ) Bge -
e

Forwarded to the
(By order) & Z wé—»’sﬁ”“" .
L0 equerar. 3/(’ {)

/
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Telephonic mmagewfﬁ)em the Assistant Secretary to the Board of Revenue (Land
venue).

To—the Superintendent, Revenue Department.

Dated—Madres, the 9th June 1916.

Please seo paragraph 94 of Mr. Anderson’s note referred to the Board of Revenue for
remarks with Memorandum No. 992-D/16-1, dated 28rd May 1916.

Wil you please send specimens of “ docket slip” and “index system ” referred to in that
paragraph.

For a correct understanding of the docket slip and index system in question a
perusal of the greater portion of the first 88 paragraphs of Mr. Anderson’s book
seems necessary. A specimen index slip is printed as Appendix IT at page 36 of the
book (vide paragraph 39 at page 11 ibid). Itis, therefore, submitted that at least one.
copy of the publication should be forwarded to the Board for reference. But it i
understood from tbe Financial Department that only one copy is available and that
this was obtained by the Chief Secretary from the author direct. (The book has
been printed at the Mission Press, Surat, and does not appear to be a Government
publication ; but the Bombay Government may perhaps be able to supply copies).
For present purposes the only available copy may, with Chief Secretary’s permission,
be sent to the Board for reference and return. :

8.J.A.—15-6-16.
V.P.—15-6-16.

This would seem most ¢ nvenient.

L S May this copy be sent to the Board for use
and return ?

A. H. A. Toop—15-6-16.

CHIEF SEORBTARIAT.
For orders.

L. B. Kersuaw-—16-6-16.

The one copy I procured may be wanted here—I expect I shall need it very
soon—and it is certainly not necessary to send it to the Board for the purposes refer-
red to by the Honourablé Member. A brief account of the docket slip and index system

is given in my note on the subject when
I was at Delhi and may be extracted.

That should supply the Board’s reason-
able requirements.

Put up please.
L.D.—17-6-16.

L. Davinsos—17-6-16.

A typed copy of the extraet from the (hief Secretary’s note in the ' 1
S subml‘t'.ted. The case may be returned to Revenue, who may b':mi[rleofxi‘izel;

that Financial has no cbjection to their sending to the Board a 'typed copy of
Appendix IT of Mr. Anderson’s pamphlet also, if they consider it necessary yand‘
they may be requested to return the pamphlet to Financial at a very early date.

T.R.N.N.—19-6-16.
A.8.—19-6-186. :

L.EK.—20-6-16,

.

REVENUE DEPARTMEST.

It is submitted that a copy of paragraphs 18-15 of the Chi retary’
may be communicated to the Board of Reyemfe. It does not mgzﬁ’ileeiggary to :eggt:
specimen copy of the docket slip  36-37 of the pamphlet) asit is fully explained
in the Chief Secretary’s note. Besides, the docket slip will not be intelligible unless
the large number of abbreviations which are used therein are explained.

Y Froceedings of the Board of Revenue (erd Rwenu),‘ﬂﬁ. No

o NRATATE

A draft official memomndnm is Sllbmlttod m Rppl'ouf The ez
be returned to Financial after approval of the oﬁgm“m emor lnﬁmm

8.J.A.—23-6-16. ‘ o By
® V.P.—28-6-16.

[Official Memorandum No. 992/D-16-2, dated 30th June 1916.]

dated 10th October 1916,

In Official Memorandum No. 992-D/16-1, dated 23rd May 1916, the Bo:
of Revenue (Full Board) was requested to offer remarks on the suggestion of Mi
Anderson, I.0.S., of the Bombay Presidency that in internal correspon
between officers of the district,and department the un-official stvle should
and the papers sent out in original. ; : S e R

2. The objections to a general adoption of the un-offieial style of correspond
in distriet offices are stated in paragraphs 3 and 4 of the Board’s Proceedings
Mr. Wood’s letter with special reference to the Bombay system. Of the ten objecti
to the system summarised in paragraph 3 of the Board’s Proceedings only two (o
tions 7 and 10) * may be regarded
of much weight; but the other objee
are more or less serious. The Board”
clusion is that the objections to the ado

* As to 10, I heard recently of a case of
trouble where a junior divisional officer resented
“returned” as an endorsement by an Assistant

S e
Superintendent of Pol::e}.I S Kon o the system T the. gt
R e ween officers in different stat
and even fatal and that even as between officers in the same station there are
which do not arise in a presidency town. It considers, therefore, tl
mufassal generally there is but little scope for the employment of the
desirable that Collectors should consult unofficially the officers of other de
stationed at the headquarters, whenever they find it convenient to do so. T
believes that this is already done to some extent, but would not reco
extension of the practice : SN Y
3. It seems that the an-official system of reference is not gui

distriets in the case of files which are either important or require severa
consulted but may, with safety and advantage, be adopted in routine ai
matters. How far this system is in vogue in the districts is not known.
believes that this is already done to some extent and d 2

of the practice. Mr. Wood states that so far as Mr. Anderson’s
they are in common use everywhere though some office:
others and that it is exceedingly useful if employed

dropped the moment the subject shows any si ' P
is for orders whether the Roard may heaied rin tl lice of 8
advantage of using the unofficial system of referenca more widely in
and routine subjeets not requiring sim ‘ .

4. Submitted that the file may be returned, with the
to the Financial Department, who asked (at page
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I agree with the Board of Revenue. I may add that I do not agree with this
office in regarding either the second or the last of the Board’s ten objections as
comparatively trifling. [ always found that the wording of endorsements to indepen-
dent or quasi-independent officers of one’s own distriet required especial care, so as to
avoid giving offence. Again, the risk of loss in transmission is a most serions
matter, when the file incluges a lot of opinions by a variety of officers, none of whom
have kept a record of what they have written. The registering of all communications
would prevent this, but this is hardly practical politics and would, I imagine, mean
mutiny in the Postal Department. ;

Mr. Wood is, I think, correct in his general line of argument, namely, that, so
far as the principles and practice of unofficial correspondence is concerned, Bombay

has nothing to teach us. I mysell stretched it as far as it would bear in Salem and @

Tanjore. Magisterial Calendar forms and Arms Act license applications are
examples. I dealt with these by endorsements in my own hand, mostly to the
subordinates submitting them, but when necessary to officers of other departments.
Half a dozen stray papers in the week (apart from those mentioned above) can be
dealt with similarly, but, the instant two or three officers are dragged in or ecompli-
cations arise, the endorsement form is instinetively dropped like a red-hot poker by
every officer of sense and experience. :

Of course diaries and other confidential communications can be dealt with (and
are dealt with) by endorsement, being intended to be of an intimate and more or less
unconventional character. Even here there are serious dangers. They led me into
two serious quarrels, one with an excellent Police officer, the other with an equally
excellent Forest officer. [In fact, I have been led to doubt whether this * diary 7
form of communication, except between undoubted superiors and subordinates, does
not do as much harm as good.

Some years back (I think in General Sinelair or General Sibthorpe’s time), I used
to get these snow-ball accretions in the Medical department. Twenty pages of corre-
spondence on the conduct of some local medical subordinate was pitched at my head :
I-added my quota to the file and sent it on to somebody else, after which I never saw
or heard of it again, though the matter was one which concerned me, as the head of the
district, as much as or more than anybody else. Tloubtless I could have made my
office take copies of everything on the record upto the point at which I saw it and
could then have pegged away at the Surgeon-General on my own account until I found
out what was done. In other words, by about five times the amount of worry and
trouble, I could under this * unofficial ** system have attained something approaching
the result which is obtaired naturally and without effort under the Madras system.

I epeak with due hesitancy, but my information is that Bombay isbetter at
devising paper systems than at embodying them in practice. This has, ] believe,
been the general experience in the departments of Survey, Maintenance and Record of
Rights : so the Survey Committee found. Survey manaals everywhers, giving quite a
contoured effect to the country : but, when they wanted to find a point on a ryot’s

field, they told the ryot to go and show it to them ! I doubt whether it is safe to
take Bombay administration at its book value.

J. P Brororn—15-12-186.

Fivanoian, DeparTMENT.

Submitted. The Board’s report in the current file has been called for with
reference to the Honourable Member’s note in .the mechanical filing system (vide
linked file), an extract of which is on page 1 ante. '

V.8.—21-12-16.
T.H.R.—12-12-16.

Financial 18 no lonéer concerned with this case. Revenue may be acked kindiy :
to submit it to the Honourable Member. ;

L. E. Krrsnaw—22-12-186.

i

'@ dockets or simple endorsements. If these simpler forms o

L Here again I submit that hard and fast rules are

| Nomss 10 G:0. No. 2064, Revanus,

Yes : the further disposal of the case is, I think,
I presume, the Honourable Member had revenue offices in vie »
the file to me personally before marking it for Financial however, an
him the impression that it might be regarded as a Financial case.
®ever, be impossible without an officer on special duty to examine
applicability of the system to all departments, and the most eon enien
no doubt be to serutinize the ease of revenue offices first.
On the general issue I admit the force of the Board’s o
Mr. Wood and Mr. Bedford have written, but 1 still think that the m y
reference admits of some extension in mufassal offices aud that formal
the honour to enquire, ” ete., might with advantage be more freel

f Wiﬂmmi@m"
officially recognized and commended, there would be no se pe for objection
hypersensitive. It would be a hopeless task from the Secretariat desk to
frame specific rules, and 1 do not contemplate anything more than a_general i
tion.. - .} 3k ;

When the war is over and it is possible to place a competent officer on
duty thoroughly to examine the applicability of the Bombay system with suf
leisure to make a good job of the matter, we may conceivably derive
further study of Mr. Anderson’s methods. There is this advantage in the delay
further trial will have exposed weaknesses. i S R

——

Submitted.
S EA<B-1=17.
V.P.—b-1-17.

On one point, I may have unintentionally misled the Chief
I'spoke of the restriction of a particular form of correspa enc
cations, calendars and so forth, the form of correspondence which I
what I may call for shortness the “snowball” form. The simple
B on a eommunication passing from A {through B) to C might al
rule as regards communications from Tahsildars to Collector: , in
Divisional officer has little or nothing to add. I think that
Tahsildar’s report is addressed to the Divisional officer
of the flying seal), but the Divisional officer merely endorses
mitted ” with whatever he may wish to -add. Again, when a
reference to the local head of another department (e.g., | ‘
Superintendent of Police), it is not unusual for him ° ge
report from a subordinate of the officer addressed and an en
“ with reference to his letter. ~. .47

which a Divisional officer should not deal with comm
- rate should not be authorized or encouraged to do
remonstrances against punishment or censur )
- by Divisional officers as a mere matter ,
Divisional officer considers a protest or n
-appropriate, it is but seemly for
~ really important subjeets. ~The

equation, and roles seem out, of
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use in staving off others. But, one way or the other, I bave found that miethods of

d fruitful causes of misunderstanding. :
o : ~u ' : 5 b S L) Bnmronn—-—ﬁ—l—ﬂ.

The reasons adduced by the Board against the Bombay method, or that advocated
by Mr. Anderson, are of weight and I agree that no general introduction of the
gystem is to be thought of. I concur also with the Chief Secretary’s remark that the
system of unofficial reference might be extended in the mufassal. I can’t trace in the
Board’s Standing Order No. 163 the references bearing on the question of reference
by endorsement or other informal or unofficial form. Please examine the existing
rules, and note whether some general remarks ou the advantages of this method in
suitable cases may be inserted in the Board’s Standing Order. ®

A. G. C[arpRwW |-—7-1-17.
Note and print up.
J. P. Beororo—8-1-17.

The un-official gystem of correspondence not having been so far preseribed for
adoption in district offices, there is no reference to 1t in the Board’s Standing C(rders.
Board’s Standing Order No. 168 (12) deals with the styles of address to be adopted
by revenue officers in the district. Sub-paragraph (ii) of the Board’s Standing Order
permits the form of endorsements being used in trifling cases of correspondence with
the Board of Revenue or the Government. Collectors avail themselves of this provi-
sion to a considerable extent and deal with routine cases such as petitions, a{)plicatione
for leave from deputy collectors, ete., by simple endorsements in original. Section
223 of the Forest Code [which is referred to in paragraph (iv) of Board’s Standing
Order No. 163 (12)] lays down as follows : —

¢ The District Forest Officer shall communicate freely with the Collector and
with the Conservator by office-note and shall not adopt the letter form except in
matters which are likely to go beyond the Collector and the Conservator.”

2. Having regard to the objections to the adoption of the system in respect of
correspondence between officers stationed at different places, the system may perhaps
be commended for adoption for the present between Collectors and officers whether of
the Revenue or of other departments stationed at the head-quarters of the distriet
subject to necessary limitgtions; but diseretion may also be allowed to Collectors to
employ this method of communication with subordinate Revenue officers not stationed
at headquarters, The following may perhaps be inserted as the opening sub-paragraph
in paragraph 12 of Board’s Standing Order No. 163 :—

% The ordinary mode of carrying on
correspondence is by means of formal
communications, copies of which are
invariably kept for purposes of refer-
ence by the officer issuing them. An
alternative system consists in passing
files unofficially in original with a note ¢
or a simple endorsement informally ask-

. ing for or furnishing information or
remarks and will be found to possess
several advantages if used with careand:
diseretion. 7This system may be
adopted by Collectors in routine and
unimportant matters when officers of
the Revenue and other departments
stationed at head-quarters have to be
consulted but should not be employed
when several officers have to be referred
to on the same file or when the subject
is of a complicated natare. Collectors
may at their diseretion employ this

- method of communication also in deal-
ing with officers of the Revenue Depart-
ment not stationed at the head-quarters -
of the district.” i s

o

* Boards by /etter -and under clause (ix) Assis

 Norss 10 G.0. No: 2964, Ravasvs, sPTRMD:
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The following may also be ndded to Board’s Standing Order No
“ The unofficial mode of eonsultation as explained in pa
Standing Order No. 163 may be resorted to'when convenient.”
VP—5-2-17. + W

1t confined fo Collectors, the system should not get ont of hs
A. H. A, Toop—8-2-17

I do not think the amendment to Board’s Standing Order proposed by th
is quite satisfactory. It confines the system to Collectors’ offices. Asa mat
fact, Divisional officers d» send out unofficial references in simple cases. |
opinion all that is required is a recommendation from Government that tk
references should be encouraged. That would prevent any sensitive officer
objecting. . i

| D. N. Srnum -8—8—

My comment on the draft amendment of Board’s Standing Order No. 1
up in the office note is that it is superfluous. It proposes to confine to Collectors
alternative system which it commends to notice. Even as the rules stand no
I think, would hesitate to send a file to an officer of his own or another
for his opinion if that course is likely to serve a useful purpose. Unless we car
more than this in disposing of the present subject, it seems hardly necessary to
any thing at all. : gt

2. But it would, I submit, be a pity to allow the idea of simplifying
spondence in mutassal offices to end in smoke. The Honourable Member in his
of the 7th Jannary 1917 rightly pointed out that Board’s Standing O
contained no allusion not only to the unofficial reference as establishe
Secretariat but also to the use of endorsements. Such endorsements are
frequently resorted to, at any rate as between a Collector and his subordin:
also sometimes in correspondence with such officers as the District S ‘
of Police and the District Medical and Sanitary Officer. But the
opinion net used nearly as freely as they might be. The first step,
opinion is to insert a paragraph in Board’s Standing Order No. 1
use of this system of correspondence in preference to the ordinary le
can be conveniently employed. An obstacle to the free use of tk .
exists in the idea which so commonly prevails particularly among
that an endorsement is a less polite form of address than a letter. TM:
1 believe, been engendered by the various orders passed from time
the mode of communication between officers of various departme
will be found in Board’s Standing Order No. 163. Under para
of that Board’s Standing Order Collectors are directed to
Boards and Chairmen of municipal councils and unior
letter. Under clause (iii) Taluk officers addressing officers of
English are to adopt the oxdina;{ official Zetter form and to by
letter by upper subordinates of the Public Work |

assistant inspectors of schools should address
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point T wish to make is that the rule that two officers should correspond by letter

should not be implied as meaning that there is anything discourteous or improper

in their corresponding by endorsement ; that the very common misunderstanding

on this point should be set right, and that in all cases where correspondence by

letter is now provided the endorsement form as an alternative should be specifi-

cally made permissible. The endorsement is the form which in the mufassal

i would naturally represent the ¢ unofficial reference’ system of the Secretariat.

| Once remove the bugbear of possible objections to the use of an endorsement on

| the ground of diseourtesy, and the principal obstacles to the extension of what is

' undoubtedly a convenient and economical system of correspondence will largely

| disappear. While I would certainly not interfere with the ¢ full dress’ system

- of correspondence on occasions when °¢full dress’ is appropriate we want, I thiok,
in correspondence between mufassal offices generally a simplified and more

economical form of working dress.

4 The action now proposed will only amount to an amendment of the Board’s

Standing Order. Butas it will affect officers other than those in the Revenue

Department, this note is sent to other departments likely to be concerned for favour

of their remarks.
A. R, Kxarp—20-3-17.

Houe (Juprerat) DEPARTMENT.

It is submitted that this department may agree with the view expressed at A in
paragraph 3 of the Revenue Department note ante and the case may be passed on
to Local and Municipal.

T.8.N.—27-3-17.

M.V.V..—-27-3-17.

N.K.—29-3-17. ~
C. RamMaNUJA AcHARIYAR—31-3-17.

I believe the ‘ n.0.’ method is much used in the Police. While quite agreeing
with the Revenue Secretary in his view on endorsements, I am not sure of his
statement : * The endorsement is the form which in the mufassal would naturally
represent the °u.o. reference’ system of the Secretariat.” Both methods might be
used in suitable eireumstances alongside of each other.

E. A. Harvey—2-4-17.

e

Locar anp MunicipAaL DEPARTMENY,

Submitted that the suggestion of the Revenue Seeretary at A ante may be
accepted in this department.
K V.V.—12-4-17.
V.8.—12-4-17.
N. CuerNear Rao—12-4-17.
V. T. Krisunama AcHARIYAR—18-4-17,

I can see no harm in the substitution of an endorsement for a formal letter in a
case in which original papers are to be sent from one office to another. I do not see

how it could be used in any other case. :
RQ A1 GBAHA.—].B—Q-].?.

PusrLic Works DEPARTMENT.

The present proposal relates to the use of the ‘endorsement’ form in

K | communications between presumsbly officers of similar status of two different
departments in the mufassal, in cases where correspondence by letter is now
prescribed as the proper method of communication. If the presumption at K is
correct, there would be no objection to the suggestion of the Revenue Seemtaryi but

the endorsement form can be used only in certain cases as pointed out by the Local

and Municipal Secretary.

2. Attention is invited to Cireular Memorandum No.
11911, in which certain instructions have been issued to
- officers as to the form of address which should be adopted by ir
~with officers of other departments. These instructions will have to
oJProposal above is approved. B i
The file may be returned to quenue"witb‘thege remarka.
K.G.—10-5-17. £ Hale i by

W. G. Movssworrs—1
8. B. MuRRAY—14-

e e

o

With reference to the Pubiic Works Department note above, it does not
from the Secretary’s note at A on page 8 that he intended to confine the
ment form of correspondence to officers of similar status in different dep
The Public Works Department agree to the adoption of the ‘‘endorseme:

- of correspondence on the understanding that it should be restricted to officers
same status, and remark with Local and Municipal Department, that such
spondence could be used only in a case in whieh original papers are to be sen
one office to another. ( therwise, all the departments of t etariat re
seem to be generally in agreement with the proposal of the Secretary.

P.C.—18-5-17, : ;

I don’t think there is any need at all to confine the endorsement form to
~of similar status. The only restriction needed is that it should be confined to ors.
intelligent enough to use it on the proper occasions, and that would include alme
everybody. Once it is understood that no disecourtesy is intended an :
-alternative to a letter form, and its use may be made almost universal. But, !
the Becretary would go further. The endorsement forms can only beu
cases. It cannot be used for originating a correo&ondenoe, and 1s w
it s desirable to keep an office copy in cases where the original paj
in some other office. i T st ;
In such cases the memorandum form, towt!ﬂoh T ahlilgla:Abboylﬁ ayudu ol
¢ in linked file * might
- of linked file) could well be made universal. Tt would not

dress form. The mere fact that it runs in the third person mak

for long and complicated drafts. But for expressing brief
It it is used, sensitive people will still worry about the actus
- 80 has the honour to request,” could corres z?wthé-‘vm al full
honour,” but I don’t know that the actual form need be laid down.
The only thing, I see against it, is that when all is said or
@ economise much in paper and time over the old letter forn
- extent that the endorsement b
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s

|Notes 1o G.O. No. 2964, Revesus, 20re Sepremser 1917

3. I do not think that much purpose would be served at present by attempting
to substitute the memorandum form for the letter in cases where the endorsement
cannot be used. The saving in writing would be small and the use of the third-
person has pitfalls which would often be embarrassing to the mufassal clerk.

4. I may add that the u.o. form proper is chiefly of use where there are notes
to be sent for perusal. This will seldom be the case in the mufassal ; hence my sug-
gestion that the endorsement form will practically take its place.

5. If the Honourable Member approves generally of the views now suggested,
a draft on the whole subject will be prepared. :

A. R. Knapp—29-5-17.

I agree with Mr. Knapp. The amendments should be so drafted as to dispose-
finally of the idea that the endorsement is to be regarded as an offensive method of .

communication,
A. G. C[arpEw]—1-6-17.
Draft please.
A RK—1-6-17.

A draft order is submitted for approval. It may be sent to Public Works:
Department with reference to their note at pages 8-9 supra.

U.K.—4-6-17.
V.P—13-6-17. °
No reference is made to the u.o. system, as it is not proposed to take any action

with regard to the extension of its use.
A. H. A. Topp—14-6-17.

The draft as now-revised may go to other departments for acceptance.
A.RK.—19-7-17.

PuBric DEPARTMENT.

The draft order may, it is submitted, be accepted, and the file passed on to the-
Financial Department. So far as this department is concerned, there are no depart-
mental rules requiring amendments with reference to the Revenue draft. Submitted
that this remark is applicable to Public (war) seetion also.

T.8.—25-7-17.
AH.—26-7-17.
C.P.X.—-21-7-11.
R. H. CourTENay—30-7-17.

. : Fixancran DEpARTMENT.
Submitted that the draft order may be accepted. ¢
T.H.R—2-8-17.
Chief Secretary will like to see.

L. E. Kersnaw—4-8-17.
- An excellent reform.

.+ L. Davipson—6-8-17.

YIS
i

—

Fui

fig :,; Locar :Aqi)m"i[uxxmn DEPARTMENT.
We may accept the draft.
Y. T. KrisuNaMa AcBARI—T-8-17..

Please see this department tment’s ot G pkad 8m£e ]
Revenue may be accepted in this dommmud the ell:hQ

Works Department. s

¢ SNP—9-g17. e
M.V.V:;9—8—17, B j (BB R (R

C.V.—9-8-17.

C.R.—10-8-17.

" Pusio Wosxs Dep
. Please see this department’s note on pages 8 and 9 mJ i e
in the Rovenue Dopartment from pages 9 et soq. The draft order e
and the file returned to the Revenue Department. B S 4

AM.—20-8-17. St
ASNB-Lo008ay. LB B il g

2. The draft order has been accepted | by all

qu orders whether it may nbv_r isma__l i by all :
VAM - S8.ain o et
NP—-80-8a07 i Bl

32

© As the proposed onder afleos all dopar
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