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Tt is therefore suggested that in column 4 the words "and

distribution register number" be inserted.

All Tressure Trove items are entered serially
in the @eneral Register, whether acquired or not acquired,
and these are arranged in the records according to the
register number in this register. The correspondence on
the subject is carried on in the personal register and it
is an elaborate process at present to discovef from the
personal register the Treasure Trove Number in which the
correspondence hés been disposed of. It is therefore
desirable to'note in column 11 of the personal register
the Treasure Trove Humber in respect of which the corres—
pondence is carried on. As the General Register 1s more

important from the point of view of the Museum than the

personal register it is desirable to continue the system

of recording papers according to Treasure Trove Numbers.

There is an office list of periodicals main-
teined by the Head-clerk, but the clerks who actually
prepare the returns do 1ot maintain the periodical regiss

ters. The present system of watching despateh is for

the head-clerk to study the office list of periodicals from
time toO time end remind the clerk concerned. .The pre-
sent gystem is not satisfactory, and is apt to cause delay

in the submission of periodicals.,

PERSONAL REGISTERS.

The Distriet office Manual has not been supplied
to this office and the clerks are completely ignorent of
the principles underlying the personal register. A copy
of the Manual should be indented for. All the columns |

of the personal register are not now being filled end it

ig impossible te say whether papers were promptly attended

(c:g:nt?fi)
el

L /

To. The registers should be systematically maintained in !

future.'

~

The personal registers are being put up to the
Personal Assistant once & week, who writes his remarks
in column 11 of the personal register. This should not
be done. A separate running note file should be main-

tained along with each personal register in which remarks

should be written on one half of the page and the clerk's

replies to the remarks on the other half,

gimilar note files should be maintained for the

periodicals.Registers.

RECORD FILES.

-

Certain record files are being kept. ~An office
order should be passed prescribing the record files to be

meintained.

STOCK FILES.

No stock files are at present maintained. An
office order should be passed preSXribing stock files,

wherever necessary.

OFFICE ORDER BO K.

An office order book is mainteined.
DISPOSALS.

In the Museum the exhibits and the registers
according to the Departments in which they are recorded

are mobe important than the correspondence. ‘It is from

these Departmental registers that correspondence will
have, after some years, to be traced. For instance,

correspondence with regard to the Archealogical exhibits

required for reference 5@ years hence could only be traceq

ey
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from the Archeelogical Accesshons Register.  The records
at present are therefore kept separately for Archealogy.

gimilarly, Treasure Trove, Botony ete. Tor each one of

these Scientific Departments or Sections a register is
meintained in which the articleg are registered and the

correspondence relating to them is kept in the record

seperately for each Department or Section. Therefore

':the disposal in column 11 of the personal register can-

! not be with reference to the current number in the per-
sonal register, but with reference to the serial number

| in the Departmental cr Section register conc erned. Cor-

' pespondence not falling under any of the Departmental

| registers 1s entered in & general register and these papers
might profitably be digsposed of with reference to the sefial
number in this register. This would be nscessary because,

otherwise, the curéent numbers from the personal register

received in the records would not be in series, certain

intervening numbers having been taken away to Archealogi-

cal,Treasure Trove or other records.

- T am making the above suggestions off-band after

an inspection which is relatively supefficial. T venture

vernment might appoint 2 Special Officer

$o submit that GO

to go into the entire system of exhibit and records maiq- i |

tained in the Museum and to devise & system of recording fi
them which wouldbe more suitable to the institution than \

the procedure srescribed 1n the District Office Manual,

which applies to offices in which the correspondence 18

of relatively greater importance than stocks. or exhibits,
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contingent Reglster is maintained properly.

PERVANENT ADVANCE AGCOUNT REGISTER.

A permznent advance seccount register has been

mﬁinbtgms&'vm@vanly.
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A stock book is maintained for the publications of the

MESEUM PUBLICATIONS REGISTER.

Meseum in sections for each publication. The book has not been

maintained up-to-date. This should be brought up-to-date at an

early date. Separate registers are maintained showing the ‘pub-

k]

lications of other institutions. Value received by the sale of

publications is brought into & register of sales. This ‘register

is up-to-date.

From the accounts point of view, the register.cf sales
by itself or taken in conjunction with the stock bobk appears in-
adequate. Witwout verifying all the entries it is impossible
for an Inspecting officer to discover if the accounts are correct.

The Accountant-General may be asked to devise some simple system f

of double entry whereby it may be known at a glance that the deb-|

tor ahd creditor entries occasioned by sdles of exhibits and

frec gifts tally with the money entries in the account book.

REGISTERS MATNTAINED IN THE OTTICE.

A stock book and Compounding “Account Book is meintained
for Photographs and Picture Post Cards which are offered for
sale. In the stock book an additional column is necessar& to
show the balance of stOCE on hahd.. This book is now very old
and the paper is perishing. A new book should be opened. The
Account Book has not been written up-to-date. The credit to
the bank on 7-9-'46 has not been entered. The columns4in the

Account Book should invariably be filled in so that it may be

- possible easily to check credit into Bank with vouchens.

The items in the Account Book are not totalled for
any elesing period. There is & statement received from the
Accoéntant General showing credits into the Presideney Bank
ind & month. It is impossible to say without wading through
all the chalan counterfolls and sorting out those under a

DS\I‘ ti CU.:L&I‘ he] d or o ub""hea\l Y ‘he‘bhef ‘Lhe \f’ C‘D‘lﬂt \ul\t m‘\:\Q ne L‘C\ L“;E
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figure tallies with the figures in the Museum accounta. ‘he
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entire sygbem of maintaining accounts requires a thorough
overhaul. In the meanwhile, the figures in each book of
account should be totalled once a month and the grand

total of the several account books compared with the Accoun-

tant General's statement.

There are columns in the account book to record
the date of comparison of figures with the Stoc; Book and
initials of the Personal Assistant. These columns have
ndt been filled in and it is impossible to say whether the
Personal A;sistant has campared the two at least at the
time when & bank remittence in respect of several items is

made.

SURPLUS TREASURE TROVE COINS SALES REGISTER;

There have been no sales for the past five years

as there is no numismatic expert to deal with the subject.

Six sets of accounts are maintained in respect
of - R ent for the Meseum Theatre. The vearious items of
charges are mentioned in two of them and & third register
shows only the rents for performance allowed. The regis-
ters are unnecesgarily complex and useless from the point
of view of en Inspecting Officer. It is impossible to
discover without totalling the several entries horizontally

on the receipts and then on the expena&dﬁah.side and in some

cases golng back to previous pages to discover advances, %

i1f eny, and at least in one case heving to refer to records

to find out whether the advance previously made was in res-

pect of one or more than one item in the account end wheker
any particular item has been correctly and finally adjusted.
It is suffieient, in my opinion, to maintain one single

register with columns to show advences received and the demand

(Contd!

EGISTER OF RENTS FOR THE USE OF MUSEUM THEATRE. Cubelleln 12

|
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in each successive column in respect of the various ch&fges.
When the total collections in the register egual the demand,

the serial number in the register could be ringed off, One

more register would be necessary in whieh the care-taker of the

Museum would record perticulars of the allotments made ef-sh

for particular performances, overtime, if 'any, and other infor-

mation required by the clerk maintaining the Museum accounts.

An Electrician's attendance register is being maintained
and is necessary to determine the amount to be collected from
the lessees for payment in this respect, There is also an
attendance register maintained of policemen who attended for

bandobust at performances. The bill for this charge is

 recelved from the Police Department and could profitably be

entered in the Rent Account.

4nother register i's maintained and is necessery to
watel police charges adlouess, but unspent, and which are not
refunded to the party but are credited to the Government. In

this’ register the unspent balance column should be totalled once

& month and verified with the Accountant-General's figure. The

Rent Account too should have an abstract statement appended once

a month to show the actual amount credited to,the Government.

If the number of columns required in & rent account are too.many,
separate ledgers will have to be maintained under each one of
the heads. There -is also a Care-taker's attendance register
from which is caleculated the amount due to the ceretaker for

attendance at performances.

A register is mainteined showing the reat necoveries Trom

L."ﬁ T e 0¥ & P 3 A et TV

g LeSuaee 0 the [usewin Reabilvde.it . This account is properly

maintained,

AMOADRT_THRTDHOD 10 D r
STORE-KEEPER 'S REGISTERS.
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3ok book of printed forms €., 15 peoperly maintained,

=

ns and found correct,
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The stock book of the lfiscellancous stores is being Al i W :
: 2 i CHEMICAL PRESERVATION REGISTER:- : ¥ o

properly maintalned though in some previous years the balance : :E

column was not filled in; but so far as checked, the account  } A register of preservation work is maintained. From
1l 5 I~

R e this it is possible to say what records have been treated for

preservation and on what dates. But from the point ov view

The stoeck book of photograhhic articles is properly A, : ‘ - X s
Z : vad : ; ol & particular exhibit it would be impossible to say when and

ma i i ala Ty 1 tems is Nil, ; Atw £ s :
maintained, The balance under most of the items is Nil 87 | | ‘ifl it was last treated. It is therefore desirable to note

jesp Vs in the remarks column of the Accession Register the date on

REGISTERS MATNTATNED BY THE CURATORS.

_) / Ll which it was sent for treatment.

ARCHAEDLOGY. | :
| P ANTHROPOLIGY.
Register of Archaeological exhibits is maintained. : |

REGUSTER, OF PRE-HOSTORIC ANTIQUITIES.

One of the headings, column 5 is *locality’. This is being

filled in &s the locality in which the particular exhibit is i intai
This is maintained neatly in sections of the different

° ° . . - 3 ll o \
was found or from which 1t came. It 1s desirable to fi ) . e L

in this column in respect of each 1tem. Similarly column 2 / |
{ GENERAL ACCESSTON REGISTER, Vol. I and IT.

'reference to records' is not filled in in every case. It L
GiaN)ise ; ' T

would be an up-hill task now to £ill ih*tnformation in the J Th é 5
efe are neatly and properly maintained.

case of old exhibits excepting the cases of metal ware where | ;
’ REGISTER OF MUSICAL INSTRUMENTS . M

the case number in which it is kept ia mentioned in the re-

marks column. There is no information of the particular y
Neatly and properly maintained.

plece in which it is kept and the register does not provide ¢

sull informetion, but the exhibits are serially numbered and Z00LOGY,

ACCESSTION REGIS TER.

will bave to be traced with reference to this number.

MISCELLABEOUS ARCHAEOLOGICAL & ART METAL WART REGISTER. Neatly and properly maintained.

y i ) AN k N REGIS F SPEGIMENTS DESI D F DENTI FICATI(
E e e R N MR AE Bt s | | b REGISTER OF SPECIMENTS DESPATCHED FOR IDENTIFICATION.
7
» kS 3 - , - = ! ‘\
cases where the exhibits were received from Collectors of The register mey b i :
{ T e changed. A ser S sk g
' | g y o g A erial jnumber should be
digtricta, it would be desirable to fill in the column ' E given for each and this Woufﬁ\be ringed off when the exhibits
reference to records’. \ e e

MBETAL. IMAGE, REGISTER.

ACCESSION REGISTER.

This register is properly maintained,

"QOPRIR PLACT GRANTS RUGTSTER. Froperly maintained, -

S P — .

This register is properly meintained.
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The papers relating to esech individusal

apor
GEOLOGY.

ACCESSION REGISTER.

Properly maintained.
There is no Stamps Section.

REGISTER OF CONFIDENTIAL PAPTRS.

& register of confidential papers. is maintained,
The disposal column 11 is'either filed or no further action,
This does not help the maintanance of records. This might
~be a L or D. Disposal to facilitate destruction and the file

number would be the serial number in the register. Secret

and Confidential papers are dealt with by the Superintgndent

but he does not at present maintain any register, I have

suggested to the Superintendent the maintanance of a register

in the form prescribed for Collectors. A t present the Personal

Assistant has not got a separate receiptacle for his confi-
dential papers. He should be supplied with an alimirah with

a strong lock The Superintendent has got a safe for secret

and strictly confidential papers.

RERSONAL FILES.

The personal files of the Personal Assistant and

the Curator are kept by the Superintendent. The files rela-

ting to other staff are kept by the Personal Assistant.

AT At present, the files relating to separate indivi-

duals arg{kept separately, but_all papers are kept together in

caronologicalk ordep, Thi%;%f Little use when it becomes

necessary to Study the record of any particular individual,

should be kept separately

in a personal file relating to him end beer his name on the

outar cover. The remariks sre made On standard form printed

OF typed. « The remarks are sdequately comprehensive.  The

Teports previous to 1943 are not available. It ig undeﬁstébdea

Ae
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'in the clerks' room and current records in an Almirah,

-11--

.shat they were not being maintained by the Predecessor of the present

Superintendent. " Itis only when & reference came from the Government

that the Superintendent became aware that personal fileq had to be

me.intained. The personal files of the Personal Assistant and the

Curators which have been kept in the Personal custody of the Superin-

tendent are properly maintained from 1941 onwards.

SERVICE REGISTERS.

Service registers have been maintained. The entries

are brought up-towdate.

-

There is no record room and old Tecords are kept on racks
No record
The

issue register is maintained, as there is no Record Keeper.

clerks themselves look after the records relating to their seats. The
records are kept in bundles for each subject and each bundle consists
of separate similar bundles for each year. A paper is picked up from
the similar bundle with reference to the current number in the personal
register. T here are no dockets showing the subject of a file im
_order to trace back and forward papers. It is desirable to move the

records into the room where at present publicetions are being kept and to

appoint a whole-time record keeper to look after the records and maintain

the register. At present, there is no way of knowihg if records taken
out for use in a pending current file ever come back to records; nob
on

is 1t impossible for & person to walk away with the records lying
the racks, About a year ago an attempt has been started to list the
important records in an index and to nwaber such Pecords aceording to
year and date., This index may'be printed as the work for each year is
complete and the records neatly stored away in a record room according

to the serial numbers shown in the indel.X

BRONZE IMAGHES & COPPER PIAQES.

Fo@ items checked and found correct.

PG
LN
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' Few copper plates checked and found correct. - Al \l £ S, : <
=LA &3 are noted in the register with the value in stamps against each item.
Valuables from the Bhattiprolu relics alsozbeen checked. N E' ! I R R R LS E t aV T
| I /
. 1 otalled and the balance is struck. The daily stamp account in
FAIR COPY REGISTER. 9 y X
, ',\ the prescribed form had been mainteined up to 1945, Afterwards
There is no fair copy register in the prescribed | i | I it was not maintained. The daily stamp account is now shown in
form. All the drafts for typing are handed over by the ’ 3 the despatch register itself. ~ L1t is advisable thet the old practisve

Head Clerk to the typist who is elso the reglstering and is revived and the account is maintained in the prescribed form in

despatching clerk. When the clerk is otherwise engaged in | future. There is no despatch seal for the office.: X seal may
despatching urgent letters, typing work 1s got-done by other \ be got from the Govermment Press. The balance of thehservice
clerks who know typing. There is no full time typist. On s ¥ | stamps on 22-10-'46 was Rs. 29-6-0 from the account. This was
dn average 15 to 20 drafts will have to be typed and issued (4 verified and found correcﬁ.

/ - . \
daily apart from typing manus€ripts labels of scientific

s W Lty Two locel tappal delivery books are mainteined for deliver
sections and other descriptive notes of Scientific assistants y

S h the city ti re it i
now end then for their study in connection with their research of itapEtay B EolEnemE ks y through 2 cycle peons. 4s it is, a

2 IR ¥ ainted register is not maintained. A pri 3 3
work.  There is ne Fair Copy Superintendent. The fair copies i BEL & printed reglster'may be got

from the G overnment Press..
are examined by the Section clerks and then sent to the Super- | 2 5

o LI,

intendent through the Personal Assistant collectively in a box ; ‘ ACRUITTANCE REGISTER e

at regular intervals ordinarily thrice a day. The head clerk

; A cquittance Registers are maintained £ .
supervises the work of all clerks and sees thet no delay is caused q eg - re intained for the whole staff

; ; ; consistin T Assi s 3
in the issue of the fair copies. Tnvariebly all the fair copies are g of one Personal Assistant, 5 Cgrat01w, 6 qlerks, 2

“\~ LTS o A 3 X L :
sipgned by the Superintendent. Thouglh the malntenance of the ; } 3l‘ﬂ¥¥a§&&3£?15t5, 1 Photographer; 1 Printer and 7 attenders andiinferior
fair copy register is the prescribed form involves some emount ° staff condéisting of one duffadar and 37 peons in two registers.
of edditional work, it is desirable that one is maintained. Pay bills are prepared oa the due dates and acquittance rolls are

i i ! d ﬁalSO copied simultaneously. The actual amount due to each member
SR Ol . is copied on the last working day-after verifying whether there
| ; are no deductions, especially in the case of the inferior staff,
The stock of service stamps are in the custody of the .

either on account of loss of pay or fines for misbehavious during
b ~1 A ssistant and the despatchi clerk takes from him at . ] ST g 0 : _
Personal & p ng the interval of the preparation and submission of the pay bill and

intervals stamps worth about RS. 15/-, The total budget sanc- the close of the month, which is nobt less than a week.  Undisbursed

tioned for service stamps 18 Rs. 500/-.for the vear. The aetua amounts are adjusted by short drawal in the pay bill of the succeed-
I 2 ¥ The tual

; ; y iy [y / ing month, In the acquittance robl some of the mem s of %
expenditure is much lese for two reasons:- (1). During the lar e : € f the members of the

s » 3 e - . 3 = - - .8 S 3 3 O Y A ‘l 3 - Sa ’\.\ > \“ S . 'k R -‘~-r o
period the discontinuance of certeia publication which have since A inferior staff ave not put the dates while signing the acquittance.

been revidkd now: (2) Almost all letters are delivered through 2 This may be uniformly dome in future. A separate acquittance roll
G, ~ . -

ecycle peons throughout the city as a rule.

230 o

e R e R e T T

is maintained for the menial staff peid from contingencies The
L ‘
The despatch reglster in the prescribed fTorm is main-
tained . The number of packets, registered and insured letters

(Comtd
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staff consists of 11 watchmen, 5 gardeners, 5 sweepers. The

above proeedure in the preparation end submission of the pay

bill is followed here also. Short drawal is a feature in

this acquittance roll,

The letter of authorisation from Government
Servants who are on casual or on other leave are now filed

separately. This is nolt eerrect. The instructiors con

tained in the Tréasury Code, Rule 32, Sub rule 4 (a) para-

graph 2 are as follows:-

'A Covernment servant who is on casual leave or
other lesve may mafe a written request that any
moneys due to him be paild to a specified Covern-
ment servent belonging to the same office; pay-
ment shall then be made accordingly, prbvided
that the Govermment servant nominated produces
an acknowledgment signed by the absentee (and:
stamped when the amount exceeds Rs. 20/-) and
that the disbursing officer is satisfied that
the absentee's written request and acxknowledg-
ment of the payment may be accepted. The
Government servant who receives the moneys shall
sign on the back of the absentee's acknowledg-
ment in token of his having aekae received the
moneys on the absentee's hehalf, The acknow-

ledgment shall be attached to the office copy
of the bill or to the acquittance roll, as the
case may be, and the reiark 'separate receipt .
attached' shall be entered in the approximedse
place 1in the office copy of the bill or in the
receipt column of the roll".

The above procedure should be followed in future.

PERMANENT ADVANCE REGISTIR,

There is no permanent advance register. There

is only & rough register, A1l the vouchers relating to

iter

7]

§
e 0¢ contingent expenditure are tageed together and posted

in a contingent register direct, The permanent advance

amount sanctioned for the office is Rs. 180/~, Ttems of
expenditure supported by vouchers are entered in the co ntingent
beglster ae ang when payments areé mede, A8 the amount is

sufficlently spent, a bill is prepared and the mmount recouped,

q
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The bill just in preparation supported by vouchers has been
checked and is in order. The contingent bill is for -

RS 17523110, It was sent to the Accountant General's

0ffice for recoupment of the permanent advance. Out of the
balance of Rs. 4-12-1 éwo advances to the amount of Rg., 3-10-0
were made. The balance of Rs. 1-2-1 is the cash on hand and

this has been verified and found correct.

VERIFICATION OF VALUABLE COINS.

Verified and found correct the following number of

gold and silver coins.

T e s e e o e e e e e o G e e T M T - - o — —

gotla Silver Electrum.
Total number of coins entered
in the Stock Registers 7252 : 5054 - il
(10 brokxen and
83 bits) .
Total number of coins in the
Accession registers from 1932
excluding those transferred '
to stock register 1636 2492 28
Pre-1919 unclassified ang :
brought into stock book. 1

CRB/7-7-147.
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uollecto

Rs { : 155 \ /
] ’ ! Rl , {E?) '
s SATIN BRI Y, ‘ gestod by the Collactor the Accountant Ganerd}*ls belnﬁ
? : | Lt e Hressed to devise some 81mp1er

sale an additioual co umn

stock on hand has been opened.

system of double entry

With
hotogrephs and picture post

0 show tha bglance of
A new book.has been

The defects pownted'ont bv the
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- from geccounts pointsof

and found to be mest convenient foxm .
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view, though
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e Accountant

eneral has beer
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ln? a mors convenienu sysfem
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The balance under

vﬁbﬂbst of the items 1Q§§he stock book of photographic  article-

is nil because most
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»‘:f 0&'\‘»& ________________________________________ —t' 3 2n

A new re

yigter has been op

ened vidth serial

o) numbeas ahd as the exgltntsaxe recelved ‘back the partlculq

nnmber ‘will, Deirﬁnged off.
1?

-—-.&—o—-.— ——— i > o w -

Reglster GonxidentLal paper s.

i s
g

D i el

brkwwvw

o

(4 : " ; ""
bxxhyﬁnmw“
i bl

made by

the Collecto

The suggestwOn

are belng followed and steps have

been taken t0 supply OIf ice Assigtant with a separate
recepfacle for hls gﬁgfidentlal papera.

14,

il

er
opened in the prascribed form fov eacL perqon

Personal Files.

o o el e e e o o

- Separate pergonal files hasthbeer

- — - — . =t

Slnca the maintenanoe of ver sonal

registers from thig year, cur

by the respective clerks in ¢

rack with $lld1n% doors and 1

gince  provided for keep1na
Og.

vent :records ars all being kent
he locked almirahs, 0; 4
ocking arrangements hakf %@wy
Indexed Tecords .and Recorded

: A Hegister ig now mgintained « for i
All importgnt records gt which are indexed ar

QG\-‘an 'i e”Ql K t"‘" j
) doekeﬂbd

nunbered stltched and: pvopevly arzingad ¢congecutivaely

DU
vears v

of 1947 m?e kept wunder xﬂrn“

Permanent records from 1943 to 1948 have
No.s glvan gerially and bundled.

been ‘nﬁexad
ngoord tracelifor thes
The records since the be ginning
categories:-

G ‘been written,
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From To

g -
Sri A, Aiyappan, M.A.,Ph.D. The Agsistant Secretary to . ;
Superint endent, ) 1 j Government s i i
Government Museum, Madras. Education and Public Health T
Department, ae |
S : Fort St. George, Madras. |
: 8 »
| s 4 : ' X .
‘{ No.2234-3/47 dated 20th January 1948,
) sir, - , | |
- Siib: Government Museum - Ingpection notes |
%%;Tﬁﬁqg{vmw., i by the Collector of Madras 3\&tﬁﬁgﬂ, |
N TN : , |
o Y %\  Ref. Post copy of your Telephonic Messace
7 Y ) \ b o oL « v |
( EURTT: A B dated 9th Jamuary 1948 . |

1 ._ % - \‘) r
L Pumag At o

The system of Office procedure that was » |
being followed in this office till the inspection !
gflthe.Museum by the Collector of Madras is detailed |

elow: ‘

: Q% : Priot to 1922 all incoming letters (tappals) |
AR o were registered in thés office in a Gommon Register |
‘4 and a1l out-going letters were given despatch mumbers
and filed number-war in a file, In 1922 the nesd |
for improving the system was felt and the pro- !
: . cedure was slightly changed. All currents received |
e S i ‘ A ‘were divided into currenfs relating to General |
[ Lot Bt AR S i e S T \ 3 correspondence and currents relating to sectional |
~ T ¥ e = v : subjects like Anthropology, Archasology, Botany, .
b e, - e T il IR Zoology and Numigmabtics. All General currents
| LA e * were Tegistered in a genersl regishter while the ‘
bia currents relating to sectional subjects were register-|
y ed In the respective subject-war registers maintain- |
ed separately for the purposa. All the correspondence|
on general matters like Accounts, establishment etec.. |
BYRX were kept in running:- fileswhich were in charge
of the Head Clerk fxem for his ready reference. The
currents relating to each sectional subjecty were
clubbed in one file which was kept running. Whenever
%?‘hPEEZéggg gagc{siwere required for khz hdea%in%h
y ] o O .-..';n 1 ..e ‘,i ; y 1‘ i i ‘T' 19 L‘C 3
/Wcould e b 2 t0 a particul ar subject, they

}
el
e i Y

from the respective running file.
Frog 1945 onwards numbers w2¥e assigned to all cur-
renss recelved and entdred in a toppal register to 4
| safeguard against the lodsimg of currents. They 3
: _ vere acknowledged by the clerks conce¥ned and re- 2
gistered in their sectional register or general re- ‘

j gister as the case may be, During 1946 personal

regigterﬁs were opened for each clerk smd 2 _somewhat
regular system on the lines outlined in the Disttict |
Office Mamual was being followed so far as register- |
Aing of currents was conCerned. But the disposals |
were not in accordance with the ingtructions contain- |
ed in the District Office Manual. Almost all Records |
for the Xears from 1943 to 1947 have bpeen sorted and |
important records have been indexed. @lder papers

re being stitched and listed. From 1947 gTter the |
ollector's Insfrection registering™ of currents and :

> = o T T g

Y- Bl i ar0g i a accordine to ths rro- |

. their disposals are being dong accovdine g . nPho |
% cedure laid down in the District Office Manu@l with |

Py D K such deviations which are warranted by conditions !

; o obtaining in this office where corvespondence hag 3

Bl : legs importance than the preservation of the

(o7 specijmens,

4

i g I have the honour to he

: i x - > Sir T

\ Your most obedient sarvant ,

1 (&;\ (/DW@P&.\ \

o 5 ; : u et |

n- Superintendent .
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fb%
to the introduction of the "Tottenham system.

nished,i; another copy has not already been obtained from the
by the Department.

%?)/:;.Lfﬁ"

This copy will be fur
ibrary S

W

ASSISTANT CURATOR..

- "‘2'—5 =) oag g

To

Secretary,

Education and Public Health Department,
:1_{. "I"‘Qrf St. George, Madras,. %

The Assligtant
HEduc

BR.
R

.f - j "

il 2 %

f* |‘"“ 1:’%_ e : " Y - - ‘*".5, ot 5 "‘
- v = :; 14 |‘~F‘£“_"'L.-x_'l?‘j"_‘ffb . o S o ) .‘j Gl
A A g ) Fdn.% P.7, (C2). ?
A e S &
50% = | S
a5 N OrdemSMs TN oL SNl ngl. dated | © -3-48. %\ :
. “ '\‘ )
% & \'"\‘ M = Gow - NS
" Sub: - Sowsr—theagan - Hotcs of inspection by the Collector of
0 Madras - Ordcrs passcd.
yd.3. Ref:- From the Collector of Madras, D.Dis. No.5224/46 datcd :
e o 30-6-47. / |
L]
B! -
) ‘ i ’;3 v. 945—"3-'(1 d"f‘._ < (N From the. Supdt. Govt.Musecum, No a/av_9o ﬁg““cd
_____ {
|
i
: Recorded. ", : : - . , %
forol 3o AN 5. prsposals:-
1
P T df'?" In thoe-eiveumstances stated by the a 6|
) £ ;i
of-hisIottCT roag above, the Govt. asmec that a spoeial |
g officer necd not be appointed ak prcsent to devise a. systenm s
.& ‘ \ . L of @ecording for the Museun. The Collector of Madras is™ %
Vidoin M o 4!9!5 :/141,.,/2- LS -}
' rcqucstcd tTo¥ropertvin his next *NSﬁCC+10p1?eggnt how the - {
. systen now in vogue has worked during the year. ’
Rovie 36 o0 - %Ni3. 3. " Muscun publication roglster and Replster of rents

for the usc of Muscum Theatre. _ ! |

The . S.G

.M. 1s rcquested to report to the Govi. the

result of his corrcspondence with thc A.G. in thesc two

| L
matters.,

Do 3(@) snp - 2 NG

Ko deies
_U!thJ*DCd in the Of“icc - The Collgcetor

= Sl |

4. (1) Registers

X 1s requested to make a report about thesc in his next inspecc-

tion notes.

16»5”’" ) o~ - D3N

(2) Registors maintaincd by the Curators:- The S.G.M.

' PR L0 ‘ N ) . o
/ ?s{*' RIS NQP ' states—sthat column 2 "rcf‘cz aeemte—ﬂecords" 1n the- rerr:‘*s-"cr x
l meinbained—by tho L,ura‘g,or of Archacology will be Tillod—tm :

w,gwme——é:rr—ﬁutﬁfe—% Ya dne ormcd that columns (2)and [5)

| | 4n the reglsters should be filichPot anlv 1n future but slso |

{in regpect of all the past cascs. Hc should submit ko

!Lzovt ‘a rmport on tho ac*ion tal’cnw\ Kt/) ’Uuqlra_.— ’ g
i '{ : ’ o v IV Tnbe Mlﬂ;‘li

. \.n

S5. The GovVt. obser% me the Inspcctlon %otes of thg"‘“"

*follector that the state of affair

f
fArom satisfactoryy 2 the

he had heen in. gharece of the Myg

S in the Museum has been far

-f A 2 Lo Lol
| is called upon to explain whylaction’should not be taken agair o

Yo AR i
= (VL Emecs |

[ A (z? ey
}?; Vel Ve =6
N Py o~ e - Sy e - -~ e 3 .
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him for negligence of his duties.
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Museum.

Collr. of Madras

Govite
)

(paras 1-4 only
(with copy of
letter

S.G.M'S

at pp.25-29 c.fa
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' [‘ ; EDN.& P.H.(C2).
Host \/

- MUSEUM - Grans - Inspcatibn by the Gollector of Madras - Remarks

From the Collr. of Madras, D.Dis. No. 5204 /46 dated 30-8-47.
From the Supdt., Govt. Museum, No. 2b64/47-2 dated 6=11-47.

— qXﬂ
The non-technical work in the Govte. Museum}wéovt. Press
/ and Connemara Public Library was never inspected. In 194% the
Govﬁ. considered that such inspectlion was necessary in the
interests of effidienoy and accordingly directed in G.0. NO.

1870, Edn., dated 2-12-41 that the Collr. of Madras should

inspect the Museum and the other two institutions once a year.

should be inspected among otherss--

(a) correspondence and the arrangements for dealing

with the staff and- the valuables;

the valuables in the Museum, (; test check was also ordered to
be made to see how far the stofk of valuables was forthcominsj
land (c) verificatlon of the valuable coins in the Museum
that is)by counting their number wiﬁibut worrying about the
nunismatic detailse. |
As however the Collr. was busy with war work, he could not
undertake the 1nspecting and it was ordered in G.0. No. 812,
4 Edn., dated 15-6-43 that the inspection might be deferred for
the duration of the war. In 1946 the Govt. ordered that the
ijflﬁg- ‘inspection 5f the Museum should be taken up during the second
haif of the year, the inspection of the other two institution,
‘being deferred till 1947; the Collr. was also asked to submi ¢
W a report to Govte. on the results of the inspection with sugN

gestlons regarding the manner and scope of his inspectlon$

\

The Collr. of madras has agcordmngly inspected the Museum ang

! | has submitted the notes of his inspection. His notes are &t
Ppe«3=17 c.f. and the remarks of the S8.G.M. thereon are at
PP .25"29 Crel o

\ [
' W 376 2, It would appear from the inspection notes of the

\ Collr. that the state of affairs in the Museum has been far.

!

| | from satisfactory. Several registere have not been maintai,

A2

| | properly orlnot maintained at all and no SUpeyvlslon seems
\

\ : °

| have been exercised by the head of the offlice. It is stat o
\ a
\
{

H that the clerks are completely ignorant of the principles

N Nebe0s ~8n
, - Daliels “Say

Y

In regard to the Govt. Museum, they directed that the following

y

(b) the method of accounting for, checking and guarding

|
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T,underlving the personal register, It is only after the inspec v/4a %
5 V‘ i 1 Dt. Office s &%
/B tion that the S.G.M. has obtained a copy of the AL
| L K :

| Menual and he states that efforts are being made to make the
R

: éﬁq;gg espe=

‘]clerks conversant with the Manual. This state of

ok foerlilie & flaanmee  beopdlone o 2 vipens, “k?g € o
‘c1ally in a City Offlce seems very unsatisfactory and reflects /o#wﬁhyéfokw
| Gl et of the S.G.M. It is no excuse at all h?;,ﬁwil-étk
i ice Manual has not been supplie Za R
‘to say that a copy of the Dt. Office Man m&hv%d& !
: a copy of the e |
to his office. He could have easily arranged for py' - %

| W ould have ascertained
"Manual as in fact he has no done’or he
1 j —
‘f m other offices in the City the system followed by them.
A xro |
f personal registers
en the proper malintenance o
fIn any case ev I

" should not have been left to be pointed out by an inspecting
1 shou ;

¥

1
|

q Tn the circumstances stated by the §.G.M., Govt. /

officer.

O
%, The following remarks seem called for on the other

2 raised by the Collr. in his inspection notes:--
points

Collr's remarks on pp.5-6 and the S.G.M's
reply thereon at p.25 Gl

(a) DISPOSALS -

/

i i ed not be appointed at'present
. t a Spl. Officer ne

rding for the Museum. The result of

lto devise a system of reco ‘ |
| ‘
! 1llr. and which have been adopted |
gthe suggestions made by the Co

I G.M. may be wabched. The Collr. may be asked to r epor
.b:’)T bhe Se(Foliio L - |
| i system now in vogue has worked
I-n nis next inspection|how the sy

!

{ juring the year. | '

CGTSTER - (COLLR'S REMARKS ON
(b) MUSEUM PUBLICATION REGISTE ( J AR

P70 B AND °S.G.M!'S REPLY ON 15k rA5) (OfAIaS
J 2 OF MUSEUM THEATRE =
B TER OF RENTS FOR THE USE
?ggiiﬁfs REMARKS ON PP,.8=9. AND S.G.M!S REPLY ON
PLo7R0 i . |
The S.G.M. may be asked tO{Ceport to Govt. the result |

i atterse.
\f the correspondence with the f.G. in these two m

(c)

' al
REGISTERS MAINTAINED IN THE OFFICE - (Cgllr ; gemalks
on p.7 c.f. and the S.G.M's reply on p.27 c.

ol

’ ks
G 1 s TORS - (Collrfs. remarks
1 G RS MAINTAINED BY THE CURAT .
fe gi %ﬁ??o 11 c.f+ and the S.G.M!'s replv on Pe 27 ¢ =fe)
: £
The 5.G.M. states that column 2 "Reference to Records" b
/?’\/0(9\/ st nt L SR e % l)(u Bty % Q—\,C/LM

ble that
’Q be filled in every case in future., It seems desira

The Gollr. may be asked to make a report about this

‘the next inspection notes.

Ay

1led so th t
cagpect of the past cases also thl% column 1is fi

ey

(T

1/5 S |
—-3=
= N\ ol |
therefore be informed that columns (2) and (5) in the ﬂegiste
should be filled not only in future but alsao i
&ck~U7b&~ L geuuwuw%~4 Ne—rc 1 e L
the past cases/ He may also be asked to submit to Govt. a
',9\
report on this.

n respect of al
ke

ﬂ/

F

—E

]

C AW e Az W Ce
e ﬁﬁﬁ e fot wkmdva~¢;
i A2 ced. | ThHe S.G.M. may bw %V i
N ; ds can be easily tra L
*‘Bonnected recor Dot Q.l~;fiﬁr, A i1

5

(£) RECORDS - COLLR'S REMARKS ON el
ON PP. 27"29 C.Fo

The S.G.M

5.C.F. AND THE S.G.M'S REPLY .

)

o Seems ' to have bestirred himself only after

the inspection and paid attention to the mainténance of record

in his office. No system seems to have been followed at all
previously cords in

—_

and each clerkxwas left to maintain his re

any manner he liked. “Ehe S.G.}

may be asked to explain why the records in his office were not

maintained prope rly till 1947,

4 As already observed, the S.G.M. does not appear to have

exerclsed proper supervision over the work of his subordinates.,

He may perhaps be told that Govt. v1ew with dlqaleasur
e/ Collr. G

ethe%&t
Wm,several defects pointed out-gyyth

3 5 aals s e Lot pro e, Aefpnnoe
NATE Bl Eeorstes L e st A s Reagn e
}4{ ;9£‘ //g:/" iS5 :
Gl _.ﬁzi

7

1

L am const¥rained to 8o through the inspection report.

Lf the Luseum has not been pronerly maintained and proper:

steps have not been taken by the oupdt., Govt.

lle may'be asked to explain.
charges seem to be fairly grave.

luseum, it

1l don't know whether we !

is really very unhappy.

can frame charges against him for non-performance of duty.

'b 1f I remember rlgnt the present wupd t. ; who was

plomoted recently s, 10t fully qualified for
the matter may be ® examined wh

the post.

ether we can get a fully-
qualified wan for the post of supdt. ,
Jﬂf b5\

[ 4

aovt. lluseun,

‘ -

&*e
'3 Cp/“dr
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