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ten others are in more or less advanced stages of preparation. These represent matter
contained in 1,004 manuscript volumes of Board’s Proceedings, while the Proceedings
of £9 years, which have yet to be indexed, are contained in 2,380 volumes. Even here,
the estimate of three years for the whole work is not likely to be greatly exceeded,
although Mr. Doutre, when submitting
* Paragraph 11 of report at page 6 of @.0.,, hig preliminary report, * dated 5th Octo-
soten Bodk Seeebon 1850, No. 1104, ber 1893, expected that the indexers would
have to be retained some time longer than the rest of the establishment.

3. The Board supports Mr. Doutre’s suggestion in paragraph 6 of his present
report, and requests sanction for the entertainment of two temporary hands, viz., a
clerk on Rs. 26 and a copyist on Rs. 15 to assist in the destruction of records, This
work was not originally contemplated when the Special Record Establishment was
entertained and what has been done in this direction has been effected by deputing
an occasional hand for the purpose. The Board, however, considers that the work
of destroying useless papers should proceed pari passu with that of indexing those of
permanent interest, and a special establishment such as that proposed by Mr. Doutre
appears to be therefore necessary.

4. In the last paragraph of his report Mr. Doutre suggests a slight redistri-
bution of salaries on his temporary establishment, to be given effect to as vacancies
arise, the object of which is to facilitate promotion and to encourage the men to stay
on the establishment. The Board recommends the change, which will not involye any
extra cost to the State. .

(True Extract.)

(Signed) R. C. C. CARR,
Acting Secretary.
To the Secretary to Government, Revenue Department,
with Mr. Doutre’s report and statement.

Orper—dated 5th July 1895, No. 427, Revenue.

Recorded.

2. The Government approves and
sanctions the entertainment of the
additional clerk and the additional copyist recommended in paragraph 3 of the Board’s
Proceedings and the redistribution of salaries recommended in paragraph 4,

(True Extract.)

(Signed)  E. GIBSON,
Secretary to Government.

Miscellaneous.

the Board of Revenue (Land Revenue). -
o thee Accountant-General, through the Financial Department.

»

Exd. Shaik Karim.
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the amount of work done by the Special Record Establishment in the year
ding 28th February 1895 and that remaining to be done.

en
N\m;ber Number | Number
) . £ £
Description of ‘Work done during the g o 0
Wosk dobe Work undertaken. recgrds. year. . years | years |volumes
done. com yet to dealt
pleted. |be done.| with,
tems ing. | Board’s Proceedings, | From 1795 to 1849, com- b5 18 2.078
Vl: g 16 otl! i o volumes. “t pleted ; & part of 1794 also i
e8 b and : completed.
P‘gf G.0 Do. .. |Customs’ Proceedings,| From 1832 to 1849 (except 17 31 45
s 2'9{;.); Ttems 1 volumes. 1837), completed.
datedls% and 2. Do. .. | Board's Proceedings, | From 1836 to 1849, com- 14 82
e 1104 originals, pleted. In 1834 and 1835
< : about two and five months,
it respectively, completed.
4. Separating  Custorg’ veee From 1817 to 1853 i 87 11
Proceedings from the
Board’s Reocords pro-
5. Bg;lt;'rating Northern esve From 1849 to 1856 o 8 Nil.
Clirear’s Commis-
gioner’'s  Proceedings
from the Board’s Re-
cords proper.
* 6. Moyenzabitah volu- aene
8. (!)?;inals put under | Board's Proceedings, | From 1826 to 1849, com- 24 72
e dommy covering | originals. pleted.
d stitched.
9 S?ri?xt:gms;d arrang- Do. + | From 1817 to 1849, com- 33 63
S 25 leted.
10 ;:g 12. Repairing torn Do. F‘Eom 1841 to 1849, com- 9 87
9 papers and volumes pleted.
o h?s.‘?? oy Volumes ., .. |About 66 volumes of different, oy o 66
%X years.
11. Originals put between | Do, .o +« | About 1827 to 1849 volumes 23 73
boards, labelled and of different years.
varnished, 7 3
13. Volumes labelled and | Board’s Proceedings, | About 1858 to 1893 volumes 36 Nil. 1,171
b varnished. volumes. of different years.
Do. do. Manuscripts Board’s | About 1845 to 1849 volumes b 68 273
Proceedings, volu- | of different years.
mes.
Do do. District Gazettes .. | About 1860 to 1893 volumes 34 Nil. 592
; of different years. 4
wdexd lu- | Board’s Proceedings. | About 1832 fo 1849, except 17 9 1,004
i i g.;exmg v 8 50837, In 1837, 1841, :
L 1830 and 1829—11, 9,
7 and one months, respec-
tively, completed.
Do. do. Customs’ Proceed- | From 1832 to 1849 (except 17 31 45
ings. 1837).

o * Vide explanation in my report.
N.B.—Items 3, 7, 15 and 16 have yet to be undertaken. One year of item 7, however, having been completed.
(Signed)  R. C. C. CARR,
Acting Secretary.

Resolution—dated 28th May 1895, Mis. No. 2687.

Mr. Doutre’s report on the working of the Special Record Establishment of the
Board’s office for the year 1894-95 will be submitted to Government, for information
with reference to paragraph 2 of G.O., No. 1104, dated 29th December 1893.

9. Tt will be seen from the statement ‘appended to the report that satisfact(;g
rogress has been made in every department of record arrangement as well as in
P dexing, and that the quantity of work to be done is not more than can be aecomghshed
S within the period of three years estimated
+ Printed in G.0., dated 29th December 1893, in paragraph 11 of Mr. Doutre’s report, +

B, 104 dated 5th October 1893. As regards

indexing, seven volumes of indexes to Board’s Proceedings have been printed, while
)
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[GOVERNMENT OF MADRAS.

REVENUE DEPARTMENT.

Reap—the following Proceedings of the Board of Revenue (Land Revenue), dated
28th May 1895, Mis. No. 2687 :—

Read—Annual Report of the working of the Special Record Establishment for the
year 1894-95.

————

MEMORANDUM.

As required by paragraph 2 of G.O., dated 29th December 1893, No. 1104,
Revenue, I beg to submit the following report of the work done by the Special Record
establishment in respect of the re-arrangement of the records of the Board of Rev-
enue for the year ended 28th February last.

2. The establishment was entertained on the 1st March 1894, but owing to want
of the necessary furniture for clerks and of matting for the floor on which papers are
laid out for sorting, work was to some extent impeded at the outset. In the inferim
the attenders were employed on the work of sorting original papers and printed copies,
of which there was a large accumulation in the current record rooms, with which the
staff of permanent attenders wus unable to cope, and the clerks and indexers in
examining copies made by the late temporary establishment of the partially destroyed
portions of the Board’s Proceedings volumes. .

3. I regret that I did not, in reporting on the records in October 1893, recom-
mend the abolition of that establishment which was afterwards employed in copying
work at my suggestion. Without effective supervision I now find that that establish-
ment has, in some instances, been unnecessarily copying portions of volumes in fairly
good condition and in the process of copying has seriously damaged some of them.

4. The work to be done by my establishment will be found summarised in

'paragraph 8 of my report embodied in G.O., dated 29th December 1893, No. 1104,

Revenue. It embraces some sixteen items. Of these, my establishment during the
past year has been employed on the following :—

(1) Back numbering the papers in the volumes.

(2) Back numbering the original papers as well as what are known as the
“ consultation ” or “ Minute sheets.”

(4) Separating the Customs Proceedings from the Board’s records proper.

(5) Separating the Northern Circar’'s Commissioner’s Proceedings from the
Board’s records proper.

(7) Arranging in chronological order the districtwar papers from 1856 to 1881,

(8) Stitching dummy sheets to original papers and entering thereon date of the
order and back numbers.

(9) Arranging papers in the order obtaining in the volumes,

(10) Repairing torn original papers with tissue paper.

(11) Labelling and putting away records between wooden boards.

(12) Repairing torn pages of volumes with tissue paper. :

(13) Labelling manuscript and printed velumes, almanacs and the India, F

& S s fort

St. George and District Gazettes and varnishing the labels,

(14) Preparing indexes. :
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5. I deemed it expedient, having regard to the requi
Reference Department, to begin indexging gand back num%zgzgenéz oﬁv'ttl};e hcurrent
1849 going backwards, because from that year to 1859 there are fairl 3 " 0:1 € year
script indexes for reference ; but now that we have got sufficientl faryb.g k g
indexes, I intend working forwards up to the year 1861. 4 e dlia

Ttems 1 and 2— Back numbering.—This work has made ve ;
The papers in 2,075 Board’s Proéqeedings volumes embraci;}écgnsﬁfggblg gfogress.
from 1797 to 1849 and in about 45 Customs Proceedings volumes fgom 18(.’)3:) 3 years
and some 49,180 original papers extending over a period of thirteen = .1; to 1849,
back numbered. Special rubber stamps are used for this purpose ; ng , sts ave been
papers copied in the vo.lm;les and rectangular stamps for the :)ri inal“mrps for the
numbers being entered within the stamped impression in the case of %h ll)dpers, the
the date of consultation and numbers in the case of original papers (;: volumes and
to be exercised to see that the numbers on the original papers ¢ - Ureat care has
of the copies in the volumes. orrespond with those

Ztems 4 and 5.—The separation of the Customs Pr i

- - ‘ oceed
Procee(.imgs,proper has been _done for a period of 37 years fro 111%; 1?{:1;11;}513 Board’s
separation of the Northern Circar’s Commissioner’s Proceedings has been comiJi::gdt 3

Item 6—Moyenzabitah volumes.—I proposed that
numb_er, from the year 1813 to 1818 shI())ulI()i be broke;;hlfpsea:glghlges; s 29 in
therein filed with the consultations with which they are connected Snp Sre opntained
into the matter, howevel.‘, I think that the volumes had better‘be leftg R e
The statements are contained in large and fairly bound volumes and an ast:hey fth
break them up and refold the papers for putting away in the consultatyioa gmpt to
will tend, I now think, to destroy them. I therefore propose that th, At
be not interfered with. ese volumes

Ttem T— Arranging the districtwar papers from 1856 to 7 7
—This work is very tedious requirin}é Pthe employment losfg:u:;e;éggzgg’g;‘:é:gden
The papers have to be arranged aceording to the consultation system from 185?: ,
1858 and qccordmg to the disposal number system from 1859 to 1881. I put t 3
men to this work, beginning with the year 1859, but as they took ill one Sfter :ﬁo
other and I had no sufficiently experienced men to continue the work, I was obli 93
to discontinue it after the completion of the year 1859. As soon as théz back nnmbger-
ing work is completed, I shall have experienced men for this duty.

Ttem 8—Atlacking dummy covering sheets to original papers, & e.—The number of
original papers looped with cords amounts to about 88,550 extending from the year

1846 to 1849.
Ttem 9—Arranging papers in the order obtaining in the wolumes.—The procedure

followed in arranging the records may be briefly described as follows : —There were -

formerly, as a rule, two weekly meetings of the Board and all papers disposed of at those
meetings were entered in abstract with abstracts of the orders—in what are called
« (lonsultation”” or ¢ Minute sheets ’—the papers referred to in them being kept
together in these sheets forming small bundles. The first thing to be dome is to
arrange the papers with their enclosures in the order in which they are entered in the
volumes. The papers with their disposals are looped together with a cord with printed
covering docket sheets of thick bally paper. When this is done the papers, as well
as the docket sheets, are stamped and back numbered, the numbers given correspond-
ing to those given to the papers in the volumes. Several bundles of such papers are
then put between boards which are labelled and varnished. This work is of great
importance as, upon the aceuracy with which it is done, depends the rapidity with
which papers can be collected. It is, however, involving more time and labour than I
anticipated. I will just instance some of the difficulties experienced.

(a) The papers are not kept in the bundles in the order in which they are
entered in the minute sheets. It is necessary, therefore, to arrange them
in this order, which would not be a matter of much difficulty, if only a
few papers had to be dealt with; but when there are some 50 papers
with enclosures in each bundle the labour involved is much increased.

= : o
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ced and are found in consultation bundles
; long. If these papers are complete (i.e.), if the
hich they dot}?gfrbgigpgsals, the proI;)eI:' consultation buxfdle?s could
he dates of the disposals; buftr if the currents
i he disposals have to be traced from the receipt
alone are fg.rﬂ;g)g;;%’g tfrom tlge general reports, and much time is thgs
registers a:ttiflg the papers in their proper places.
spent in P pers were submitted in original by the Board to Gov.
(¢) In certain cases Begs The Government returned them with its remarks
1 fordo I‘the "Board then passed the necessary final orders. Now
or orders a!(ll of the Board and the Government, which are usually
all.these o hers urrents themselves, bear different dates, and the practice
el 3 f g these papers with the minute sheet bearing the date of
has been t’o p agedig osal. This practice must lead to much inconvenience
the.Board e esp are made, they will ordinarily be to the Board’s final
as, if any referencers will consequently be looked for in the consultation
order and tho Ic)ialt)e of such order with the result that they will not be
pundle of the atherefore given orders for such papers to be transferred
fom]l]d. ({oﬁgt‘;ﬁ;ation bun(’lles and dummy sheets inserted in the consult-
to those £ the first order showing the proper bundle in
ation bundle of the date 0

which the paper has been placed. ) e
" n original papers and volumes with tissue paper.—

X Ttems 10 and 12 Tﬁ?’fgffgl:g be e‘grefully and patiently gone through in view
This is laborious wor f(tlhe paper 1o be handled and much time is consequently
of the brittle condition © or volumes are found to require immediate repair, they
5 i As soon as I can get some of the other

taken up. Whenever papeé ossible.
are attended to at Ollfi‘f a? iii;,a;sre men on this work, as the number of torn papers
work completed, I shall emp that ean now be spared for the work is unable

is very considerable and the only man
to keep pa{;; szhbltl-l i e tting away recorcgs between boards.—This work has been
Item 11— Labelit 1849.
: ‘ from 1827 to
done for a period of 23 )'earswcn.}’t s bl Voohi manase; Tty Port: S
an fed Proceedings, volumes from 1858 to 1893,

Ttem 13— Labelling m it
George and District Gazette .i]—;‘a;ieu beery labelled. General printed numbers have been

and the District Gazettesno ¢ to the Distriet Gazettes, as they are incomplete ; num-

given to the volumes, but

1 ¥ regfter.
bers I\:;ll l{i gl;ezgz:;e;;—'fhis work, which is one of the greatest importance
m 14&—Ln i

made considerable progress. Seventeen indexes
for the purposes 03f3rgeffre1nsc£g(’e§221’ﬁ"g that for 1837), have been completed. Thé
Viz., those from 1 ans those for | 929, 1830 and 1'831 are being prgpa.red and are
index for 1837 as We The Sea Customs Proceedings are also being indexed as
in a very forward_staten I expected t0 have been able to report the completion of 21
appendices to the indexes. this result could not be attained. Most of the

. : ‘ uses
indexes, but [owing to variou® =

(b) Papers are gsometimes mispla

apers are with
gepeasily ascertained from t

1 ¢ : k and to the system in which the old records are
indexers being new to {)};?g.ew:tarting indexing work to instruet them in the way the
kept, it was nel‘)’esﬁly; pumbered and to employ them. for sometime in the work of
papers should be '} it anid subsequent changes in the personnel of the establishment
back numbering. tent ; still, I submit, that the work turned out is not

s e ex 5
threw this work back to s§$ever, to be able in my next report to record the comple-

unfavourable. I hope, b
: i for the year. '
tion (())ff2}1 years;lilégzxiisdexes finished, seven have been printed and twenty copies of
h : 1‘(3 seﬁv? of these seven, four have been bound and distributed. I must here
oioll Buruck OF is not allowed to linterfere with the usual outturn of

e s roofs 18
::g‘;r%yt?;: &1:1121;‘1‘;’% 111)ich is fixed at 1,000 papers a month each.

: ; though not included i h

. Records.—This work, thoug in my scheme for the
re-ang.n gﬁiﬁ?ﬁﬂ :g; rds, has been undertaken by me from May last at the request
of the Secretary. The minute sheets are examined by the head clerk and myself and
unimportant papers noted for destruction. A clerk then makes lists of these papers
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which are submitted monthly to the Secretary for orders. Papers from 1849 down to
June 1846 have been so listed for destruction. As no provision for the work has been
made in my scheme, and as it occupies a large part of the time of two of my clerks
and of an attender, one of the clerks in preparing the lists and the other clerk and the
attender in attending to the further duties specified below, I beg to submit for consider-
ation whether one clerk on Rs. 25 and a copyist on Rs. 15 may not now be entertained
for this special duty which involves, besides the copying work, the removal from the
bundles of papers to be destroyed, the substitution in their places of slips with their
dates and back numbers ; the stamping of such slips as well as of the correspondence
copied in the Proceedings volumes with the words “ original destroyed,” and finally
the destruction of the papers themselves, all which important duties, I submit, it is not
desirable to entrust to ordinary attenders on Rs. 8 and Rs. 10 a month. By this
small increase to my establishment, the work of destruction which includes the reading,
selecting and listing of an enormous mass of papers from 1786 to 1881 will proceed
more expeditiously than at present, and will also set free the men now employed on
this work for the other duties connected with the re-arrangement of the records for
which they were engaged.

7. Establishment.—In conclusion, I beg to submit for approval the following
proposals in reference to my establishment involving no additional cost. From the
experience I have had for the past twelve months of the work in the Board’s office, I am
of opinion that to make the establishment more efficient and to secure a better outturn
of work, it is desirable that the salaries of both indexers and clerks should be on a
graduated scale. The salaries of the seven indexers being now fixed at Rs. 50 each
and of the clerks at Rs. 15 each, the men have nothing to look forward to on the
occurrence of vacancies and the result is that they are constantly on the look out for
appointments elsewhere and leave just as they are beginning to understand their work
and to prove useful. I further beg to propose that the designation “clerk” in the
case of men on Rs. 15 per mensem be changed to that of *copyist,” as experience
has shown that passed men cannot be relied on to stay for a length of time on this
salary. Of the six men originally entertained, only three now remain, the others
having left, and even of their successors several have resigned. So that with regard
to three clerkships, I have had during the short space of one year some nine men
holding them at different times. The consequence is that work is much retarded, as
it takes some time for a man to become acquainted with the work to be done. If the
designation be changed, I shall be able to employ competent, though unpassed, men
who will not leave their appointments as the passed men are doing. I submit there-
fore that if the salaries of the indexers and clerks be fixed according to the following
scale, both classes of employés will be benefited and will endeavour to qualify them-
selves by greater diligence in their duties to secure the higher-paid posts on vacancies
occurring. Of course no reduction is intended to be made in the salaries of existing
incumbents, but the proposals will be given effect to from time to time as vacancies

occur.

Indexers.
RS

1 Indexer on Rs. 60 3 . 66
110

2 Indexers on ,, 55 each v ki Tese
1 Indexer on ,, 50 ... : v 50
2 Indexers on ,, 45 each . e e
1 Indexer on ,, 40 o 40

350

 Gm——

Copyists on Rs. 20 each ., g?)

2
‘2“) » on ,, 15 | il e -:o wes 20

» on » I uee wee
—_—

Total ... 90

e———

An abstract statement showing work done during the past year and that remaining
to be done is ann =
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