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ommunications forwarding books with receipts for signature and return.

LPolitical,

ﬁetlir_'ns of casualties amongst political stipendiaries.
: ptp ications for permission to reside in Native States
setters forwarding copies of communications to Darbars of Native States

in pursuance of instructions from the Government of India.

NN S e

Ll e
No. 1338, Pusric, 8t OCTOBER 1897. s

Judicial.
Applications for all descriptions of powers under the Procedure Codes.
Educational.

Applications for temporary exemption from examination rules submitted
in the form prescribed in Circular No. 2304, Educational, dated 27th

September 1899.
Public Works Depariment.

Weekly returns of changes affecting the Engineer and

establishments.
Fortnightly returns of changes in the personnel of Engineer and Upper-

subordinate establishments.
Monthly variation statements showing changes in the return of scond-class
ficers and their families requiring passages to England.

warrant o
Quarterly distribution returns of officers and Upper subordinates
Hali-yearly returns of births, marriages and deaths in the families of
non-commissioned officers. ’
Lists of disallowances. '
Objectionable item statements.
Statements of unauthorized appropriations.

5) The arrangement of the papers should be as follows :—On the top of the
gle should be the docket sheet. Below it should be placed the enclosures, if any, to
the letter, arranged according to their dates, the carlier papers above and the ii’ter
below. At the bottom of all should come the letter. The paper should be eonnectéd
by a tag, a hole being bored for that purpose with a punch in the top left-hand corner.
The ends of the tag should be left open and should on no account be tied. Pins should
never be used.

(6) When a file is voluminous
Enclosures, which are of such a nature

sketches and plans), can be kept separate.
(7) Enclosures <hould be clearly numbered at the head of the first page,

«Enclosure Nos. 1 and 2, &e., to letter No. . Statements appended should be

similarly treated.
These do not require dockets.
8) All letters should be numbered and dated. The name of the town, village
or other place from which the letter is written should be added to the date.
d see that copies i~ ted to petitioners and other

(9) Heads of departments shoul
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(True Extract.)

for Chief Secretary.

of the Secretariat. (MM) 4
Collectors and Judges.

To departments ; 3
departments, including

,, all heads of

Fxd. Shaik Kareem.
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