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resorted to, and eliminate therefrom, as described in the succeeding paragraphs, such
as are unnecessary for future reference in order to make room for the growing annual.
additions from the several Secretariat departments. I would concurrently with the
above proposal submit that some plan should be devised by which the current reference
department of each Secretariat should itself undertake the work of clearing out the
. useless records so that on their transfer to.the General Record Department at the end:
7 of the seventh year they could be stowed, away without further disturbance. By this.

. # arrangement the present delegation of officers for special duty in the Record Depart-

. ment from time to time will be . obviated.

4. The records from about 1857 to 1885 at present ledged in the General Record:

Department have been transferred by, and appertain to, the Departments and Secre-
tariats specified below :—

Publie. )
Judicial.

Financial.
Political.

- Marine. » Chief Secretariat.
Eduecational.
Ecclesiastical.
Legislative.

Local and Municipal. |
Revenue. 3

Pension. § Revenue Secretariat.

Famine.

Military. —Military Secretariat,
Public Works includ-
ing Irrigati il- :
- fy ;nﬁggﬁ;);’ERf é}_ Public Works Secretariat.
neer’s Departments.

The records lodged are of various descriptions and may be brought under one of
the following classes :— :

(1; Printed volumes. (4) Bundles of Proceedings.

2) Manuscript volumes, 5 £ of ;
§3) File books. ®) 5 of other papers

Under Class (1) may be shown the monthly and "quarter] 1 1 Proseeat
of the several departments including the Fores 4 b B s

! t Proceedings volumes, indexes, tables of
contents, volumes of the Proceedings of the Board of Revenue, volumes of the Abstract

Proceedings of the Legislative Council, volumes of Despatches t the Secretary of State.
Press Lists of Ancient Records, &o. e opaicies 1o the Sooretary o ’

Under Class (2) may be shown the receipt, despatch and circulation re‘giste,lt‘b
including diary rogisters and key books of the Public Works Department, the regis-

ters of Parliamentary papers and Blue books with indexes, gemeral registers of
records, &c. . i ;

Under Class (3) will come the files of despatches from the Secretary of State,
of telegrams, of memoranda, of demi-officials, of office orders and of pay abstracts and
acquittance rolls, &c. ) . , (i3

Under Class (4) may be mentioned the bundles of printed orders, their originals,
originals of those not printed in the ordinary and routine series, of petition records,
of Famine Proceedings, Proceedings of the Irrigation, Railway, and Chief Engineer’s
Departments, &e. : ; 2 3

Under Class (5) will come the bundles of Leglslatxve ‘Bil_ls, oI despatches, of lp&'ged

currents, of official memoranda, of offie-notes, of Government of India Proceedings
and of Board’s Proceedings, &c. e Crs R ik b s e T

~ whether the procedure in the Chief Secretariat cannot be followed also by them, where-

registers consists in their utility in facilitating the trace of Government Ord

‘reasons be preserved as they form.

retary of State’s desp

3
4. . .
- test for the preservation of a record is its den.aanrl for future refere 1ce,
d ai}:o'fgieng‘;’ethe less the I(:hanees of a record being required for future reference
:Illl cater the element of safety in its elimination. It 1s, therefore, submitted that
thg g:opriety of any proposal on the subject should be judged with reference to the

above fact.

Of the five classes of records referred to in the foregoing paragraph, the first
includes some of the most standing records required for permanent use, such as the
Government Proceedings volumes. : Theqe are now consulted .for easy refere_nce and :
when neither the original nor a copy is available, but may be required for centuries, and, ! s
as a reprint of them will always cost much, I submit that, exclusive of one complete , 5, Lyt
set for reference, four other sets may with advantage be preserved, the remamder,1 ;f;
any. being destroyed. As the Chief Secretary decided that three copies of Blue books
which are strictly records of the Home Government should. be-preserved, [ trust that
the above proposal to retain five copies of the Proceedings volumes forx'mng.the perma-
nent records of this Government will not be considered. too liberal. The indexes and
tables of contents come next in the order of importance, the fomer being more useful.
They have constantly to be referred to in tracing proceedings and are therefore likely
to become mutilated after a few years. Of the indexes, one set for use and four for { ,
stock, and of the tables one for use-and three for stock, may be preserved. As regards ko
the vZ)Iumes of Board’s Proceedings, two copies are at present lodged in the Record :
Department—one received from the Publie -I?egertment and the other from the Revenue.
It is submitted that both sets may be: rétdined, especially under recent orders of
the Chief Secretary all the spare copies of the Board’s Proceedings have either been
destroyed or transferred tothe Board of Revenue. Of the volumes of Abstract Pro-
ceedings of Legislative Council, hardly more ‘than six sets need be preserved in.the
Record Department as they are all notified in the Gazette and published in book i
form. As regards the volumes of Despatches to England, waintenance of them. "7+ £
separately has been discontinued in the Chief Secretariat since 1877, they being since-
embodied in the Proceedings volumes in th%}l!_ Pmrqr ;plg;:e.; 'i_;'.[‘hopgh the othgr Sec_res
tariats have continued to maintain them. separately, it is a question for consideration

tp
o

om can be saved. So far as the volumes exist, one set may be preserved.
})05; s::;:tzonw when any individual spare copies are- not mﬁab’i.o;w As to thBPreas oo
Lists of Ancient Records that are under preparation, perhaps six copies 'naywd‘;‘fff@?ﬂ Dt
Pérmanent deposit here, but consideration of this may be deferred till the wo& G-
1s finished. i : gl : : ; v

In Class (2) there are some records which are vei;y lusef.-nl',- such as receipt book& ‘
while others such as circulation registers may be got rid of. The value of the receipt

currents or letters received when the latter (ﬂgﬂmtwkf‘wm
officers, are referred  to. .;They“:are _therefore worthy of :
Works Department maintain two registers for noting the r
ing disposals thereon, while other departments maintain.
however, the currents are classified under ce tain heads,
deration whether the utility of this overweighs th
maintaining one register whereby some s “mtgi ' sp
circulation and despatch registers as maintained in these d
after the purposes for which they are kept have been served
destroyed. ~The registers of Parliamentary papers and Blue boe
t in manuseript and I think they may be printed, sup
:fxg:eize Ic;vefry two eafs. _ The different kinds of records of ¢
in detail in a general register which thus -
useful records, but some of them are decay
to be brought up for some years. I thin
completing the entries up to date.
112! i sopords goinprided il s (8) i ol
eir : CﬁOﬂ’ﬂl v O ‘be a maﬁte T ; 0
their destru espatch files. There are these files re,
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them up will involve a lot of timé
ve to be enclosed in the originals of the Pro-
gl L , Ol Se reasons, I think the d. Files
r . \of telegrams pertaining to the Public Department are lod)é:fia {ztb;g;:esz:vgere up to
#43 se files received from th 'h
were of ephemeral use and may now be destroyed. In s ‘32’32” gfe i’ﬁ?‘é‘éﬁfﬁu m'tmeo):
randa, demi-official and office order filds, it is possible, that some important papers
may be found among them which brought on record, as also )apers
which may be closely connected with any G brd, I

The records included in (lass (4) form the disposals of Government on ¢ currents ”?
or letters received which are therefore the records proper; they are constantly required
for reference. Where Proceedings are printed there is record of them at pre;lem, in
two or rather threce forms. There are spare copl : :

ere . es which are commonly 1aken out for
reference. Then there are originals in manuscripts which are consulted in view to
examine the remarks, if any, made by the Members of Government or for any state-

ments or appendices which might not have been printed or for" the purpose of tracing
the former and further papers which are invariably noted on the back ard on the face
of the covering sheets. There are besides the volumes of printed Proceedings adverted

to in Class (1). As regards spare copies of Government Orders, as a rule six of them

_/will do in the Record Office provided that, when they contain any yules or notifications,

” “on account of which they are likely to be required more often for reference, a dozen

‘may be retained and the surplus copies may be destroyed. As regards originals, where

they are wholly printed and when they do not contain any important minutes by the

A Members of Government or notes by the Secretaries, they may well be destroyed. This

- will effect a good deal of saving of accommodation in the Record Office. Sometimes in
an original there are bulky enclosures which are

and are referred to or are abstracted in the printed Government Order or there ma
;be cumbersome statements and reports

: ‘ which are all in print. All these could be
L well destroyed.. But }mowmg as I do how useful the conventional “back ” and
¢ further ” entries are in those originals in finding out the connected correspondence

which it is sometimes very difficult to ‘trace in the indexes, I would strongly recom-
mend that when an original is destroyed a eopy should be substituted with all those
entries. An elimination of the useless papers on the lines suggested ubove will, no
doubt, materially reduce the size of the present bundles. I would also suggest ;;hat
,instead of having two sets «f bundles—one of the press originals and another of
' manuscript originals—they may be clubbed together so as to form only one set.

This can easily be done. A material reduction can also i iscel-
laneous set. Prior to the introduction of Dr. e g v

. . Macleane’s rul iect i
Chief Secre*-fanzxt there was no distinetion between the mich?l:;‘e(t)}tlx: sn:) ]43:: ;E :lk;:
ordinary series and those in the routineseries. Both were shown in one sel;igs While
the quged papers were also included in them. These « lodged ” papers ca;l well be
got rid of as also papers of a routive nature The present routine series papers are
not indexed and indicate records not required for future reference. The ab(?vé) remark
i apphcabl(_» to the records of all the departments, though in tixe other Necretariats
7, the distinetion 'be'tween the miseellaneous Fapers in the ordinary series and those in
»¥| the routine series 1s not observed. ) his, however SCETE, 10 d::g ve consideration in
' all the Secretariat Departments, as such g P If AR SARmdeIN

e ] o e i classification will facilitate work at the time

o

Class (b) includes all the miseellaneous

some of which are now and then required forpapers not covered by the praceding class

ref B, o
. . Bills and the Despatches from and to t erence. 1In the case of the Legislutiv

- he Sec o e
e bt +7 gix copies of each of them being reserve retary  of State, I would re(.omﬁme#ﬁ

- of course, are very €
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p st sreserved being as far. as possible attache : :
rest being destroyed, and the Pamh of hereafter transfern&lg ;ies:rrgi%iiegz o
to the connected °’dm“%’.m]ge-' rtment seems to be doubtfu}dancofﬁd be doneaway, [~ *
transitory use to the R?cord e’ptamel'!‘?s Wkwmeh e i seems to deserve =
in the several Secretariat DEP'L rred to the Record Departmeed not be preserved.
with without h’ﬁigg;;ongers,laﬁi has ﬂmxgﬁﬁe?:ggzi?%egzral accumulations of
consideration. 8 ' s Proceedings,

es of Board’s

. g Chief Secretary, have all been e
As regards spare 10)0911‘ which, under the or;lz?::fh:: O lamtsiof the Proceatings fl
them some time bac : ‘or destroy easily procured fromi that office " Finally, = = v, »

either retransferred to the Bmd always D f India Proceedings, of ©'" o,

for reference hete and ¢ co;;}s disposal oW Goverm;l(?;lt ortn?ents. These col;ies

there remains the question o ta ,ceived from the severa gﬁle when destroyed. I

Ry s hespslgdogg:e:ud will mot be ?:&1 {;cg)l:):i?lg to date and depa‘rtxpents

:ﬁe nfow amli) ﬂilte :hg three copie&‘?l eaft ﬁay"il)oe stated generally that spare copies of
erefore subm \ It

PCle bt 2 3 d as they can always bp
be preserved and the rest destl‘ql%\ inead not be preserve ofywhich o 12

officeri B s o irculars
Broceodings of the subOILBE g s GEITER CONT: ©
obtain rom th epartment. - ; e dny
maintained in the Reference D"Pa fotogoiDg PAragrap to point outTv;;l;astureO;)sl‘tisulél

deavoured 12 t.l}ﬂ, “with advantage be destroyed. fghave s ;
e o o B 0 i, it B

e Gener €] 0
mlr ana ‘7

: ' di ful
i % sed weeding & ﬁnz;l and success
own special rules. . To make, how :%_;sg’ ; fit must_be 1 ll{ig wn as a

_ ¢ ecessary. ot t. as_is too often done ndw,f
attempt_two_things. are MW P, Reoord Departihers &0 ho must seo that
& nubtuet - abutil bl?eﬁ'l::ﬁ‘ H.Dé less thxqusb;” < o s R D ords hereafter to be

30 R ,’, ;

; th = gards the record: jer
and nothing should be sent leposit, ¢ o ?fm;‘iigfgr therefrom the useless portion X
What is sent is for p ce, the b -theqéigﬁeﬁt reference éﬂi’%ﬂm‘?“rﬁsn?fmsgzxz £
. ‘ ‘ en‘ ‘.,5’:” f14’; st nsibleo,%rs,’foyw . ; E,,g‘ ",
ehould every yoaf b, Ly bo Jid 402 ML Tl und Munisipl Depactient 1 ¢
subject to such L e8 F0 iready been ML, ¢ described in, the st NS SRR
rules on thesub]t‘“ ; Wﬁg »% ,'? 'EBQ 2’ NO.GS 5 G’ recol’d@d nG.u, ; 0 X ¢

ol o oorks d@ *”th@workeasx ot o ko
%x&mmer, I;u]bsl?)ozwl; :%56{; Vo m?'y the maintenance of a gpecmlestabhahmﬂ .{
2oth Augus ) sals will involve: ¢ they, while at ogcer.‘gegnd}g_g;towa_.:dg\

7. The above pl‘OPO:“ 1o belie ved that, theys W nd the provision of greater
for some time longer, bub 1% S s and work mmwﬂt "ia the long run in economy,
Simisation.of aiwtt‘})fe ‘x:cemms‘ yzgeta time will once for all be obviated & :
accommodation for: the BT Lp g from time 10 B2 T oo e taking action in the
s tho ncoessity for A opiimit o I L e lratstiot Mgl
matter without mu: ent is full 0O € Seed] it - to the
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