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_ 4. Briefly, the file has been substituted for the dufter, or consecutive chrono-
logical arrangement for loose arrangement in bundles, in a number of particulars
conpected W%th papers ; and in putting away papers in record and makin thexﬁ
available again through indexes, the disposal-number system has been substitu%ed for
seve_ral mixed me_thods. These changes have had the effect of producing convenience
of disposal, security of the public records, and quickness and certainty in referencin
in the Board’s office. Collectors should not make any change in their own recorg(i
systems except after very careful consideration, but in the event of any questions in
connection with that subject arising, they can observe the general principles here

indicated for their information.

’ (True Extract.)

. (Signed)  R. SEWELL,

Acting Sub-Seeretary.

(True Copy.)

S. SRINIVASA RAGHAVAIYANGAR,
First Assistant.

(Signed)

To all Collectors.

—

. Note o~ taHE Disposar-Numser SysTEM oF RECoRD AnD REeFerENCE

Village Accountants’ Records.—The oldest indigenous method of record-keenine :
the village accountant.” He ties the records togethegr with little or no arr:;gel;ﬁggén%] 1: {)hat of
made of cotton cloth. For the classification he trusts to his memory. This bundle is 2 lan(%)le
the English a * duiter,” though the original Hindostany word has not that meaning 2 I; 8
of native cutcherries.—In larger native offices the cloth bundle is still the basis oof- the a gt
ments. Papers are however arranged by dates, either of receipt or despatch. The rl'l‘at_xge-
papers are invariably placed in one bundle, and the despatched papers in anothey Wheee:ilved
two appertain to each other, the idea of actually connecting them has at this :;ta e ofu e
keeping not occurred. A connection is established only by means of annotated enmg(;s ﬁyor(]l-
laneous papers, which are numerous and sometimes important, are not treated on s d ;?C‘:‘ 3
principle. In some cases they are made into separate bundles by themselves: by tythe nite
uently neglected, and are the source of much trouble and confusion. When th’ere are ey ar<le
distinet series of correspondence, as for instance in the case of a Tahsildar dealing with Bseveya
au.thorities, with Depu}:y Tahsildars, or with Revenue Inspectors; a set of da&; bu dleuPe sl
aside for each such series, thus forming g rough classification. - Where the office is large : I:S Pultlz
to require a reference system, this is obtained by ledgers corresponding to the date-bungdles -ough
paper being posted in the ledgers. To find a paper, the eye must be run through the ledger .’tiac
is no other method of reference. On the abstraction of records there is no check otherg:ch;; t}?re
of the ledgers just mentioned. There is no system of voucher for records taken out fol;- ~t
(3) Introduction of serial nymbers.—’[‘hough the English offices in the districts have in the -
m'erely ta.ken over tl.le native system just deseribed, miscellaneous improvements have rowmmn
with the increased size of offices. The addition of serial numbers to the dates is a oomgmtizlll
recent amngment: As applied in the districts this is not of much importance, for little op no v
is made of the se_nal number. It is noteworthy however as forming the germ of the latuz:
improvements devised. (4) Paste-books and copy-books.—Another development is that of kee iz
1 vhe Tl epens by syt o i ks T e ke
and w a ers, copyi em into books is met; i E
< of swugty, iilt)zg reversi forpgmg hod, if an_ advance for
suitable to an office where only one or two persons have to use the records, it is obvi :
able where the records have to be dealt witl;:u.ﬂ simultaneously by many persons, ‘2150)11811%8?;‘2“.“;
bundle system.—Thlp system has been devised of late years in certain offices supervised "{,c
:.Eumtﬁeﬂn& It consists of keeping the papers separate and not formed into books, yet of grou 4
ing them together into subjects and so tying them up. Registers carry the items frogli;o tlrx)-
received or despatched entries into the bundles where they are to be found. "I'his method i onle
suitable as long as it can be certain that the papers will always be required in that particul 4
connectionl and in no other. With a shifting administration, the classification of to-day m@ f,:
unsuitable for the requirements of to-morrow. ~ The subject bundles then become an incumbrzu
instead of an assistance. This method has not had much currency, and cannot be said to hafs

- been asuccess. (6) The alphabetical index, —This is a European invention. It was introduced some

years ago, and combined with the system of serial numbers has developed into the syst :
forms the subject of the present note. In all sta%'es but the last however the alpha{gtforzl:l ?nh(;gk
has been only partially applied. Again the serial number question has been loft quite undefinog -

g of perusing the papers.  For though it may be -
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that is to say the alphabetical index has operated first on one, and then on another part of the
record system. (7) Zhe Board of Revenue record system, immediately preceding the introduction of
the disposal-number system.-—The office of the Board of Revenue is the largest and most complex
office of the Presidency. It stands between the Secretariat offices and the district offices. Its
condition prior to the introduction of the latest record system may be considered typical, and can
thus be summarized. If a paper which reached the Board was composed of several parts, as a
letter and enclosures, these parts came up detached from one another. As the practice was to
fold each paper twice vertically, an arrangement suitable to the eloth dufter, they were necessarily’
detached. Again when a bundle of papers was made up in the office for the despatch of business,
say for the consideration of a letter so received, the component parts of the bundle were similarly
detached, and for the same reason. It is needless to say that it was difficult to keep papers duly
arranged, or to obtain a connected view of them, under this system. It was the cause of great
delay. When the papers after being utilized were distributed and put away in record, the received
papers (technically called  currents”) were put away in one place, and the orders passed on
concluding papers (technically called  disposals ”’) were put away in another. - To find them again
double referencing was necessary. 1In the arrangement of the records the practice was to keep
them in dufters, that is to say packages, each containing the papers of one month and one distriet.
The papers lay loose and unclassified in each dufter.  No check was exercised on the contents
of a dufter, and if a paper was removed no voucher was taken, and the destination of the paper
could only be ascertained after considerable search. The register of received papers was not
systematically closed, and it afforded no guide therefore either to the tracing of papers, or to the
check of arrears accruing in the office. There was no method for checking the length of time for
which a paper was kept by any person or branch of the office. It may be added that each step
in the transaction of the Board’s business, however trifling or temporary, was marked by a separate
“ disposal ;” thus making an immense number of items in the total records. I'here was no
arrangement for connecting the records of the past, present, and future (technically called
“chaining ).  As to the arrangements for finding the records (techmically called * referencing”’),
a mixed method prevailed ; the books and indeses bearing partly on received number, partly on
date, and partly on disposal number. The subject indexes which were in force were not prepared
currently, and could cnly be used some months after the disposal of papers. (8) Record system.of
the Chief Secretariat immediately preceding the introduction of the disposal-number system.—The above
remarks apply in great meagure to the Chief Secretariat record system as it existed prior to the
introduction of the disposal-number system. Papers Were received from other offices twice folded, .
and when more than one loosely bundled together. - The papers arising in the office were also
dealt with as loose papers. Previous papers or ¢references” were presented without method.
Papers were put away in record by date, though not in dufters. No exact account was taken of
papers removed from record. The index though exbaustive was so much in arrears as to be of no
service for current referencing. In all other particulars, the remarks made above regarding the
Board may be repeated. (9) The disposal-number system.—The disposal-number system,: which
was introduced.to remedy these different deficiencies, consists of the application of W:QFI}HOIPIPS;
the first consecutive chronological arrangement of papers, and the second alphabetical indexing
concentrated on a single series of numbers. The first process being made to lead up to the
second, the whole forms a single system. It hassalready been introduced in the Chief Secre-
tary’s office, the office of the Board of Revenue, and the head-quarter offices of three Collec-
torates. (10) Its method of operation.—The first step in the disposal-number system is to cause
the papers to be presented in consecutive form, or in the same way as the pages of a book. This
is partly with a view to mere convenience, and partly to prepare the papers for forming finally a
disposal-unit, as will be hereafter described. To enable the papers to be Eresented . juxta
position, it is necessary to prescribe that they must not be twice folded. They must either be
only once folded, or not folded at all ; again like the pages of a book. It is also found very desir-
able to preseribe uniformity in size of paper, as in the case of a book ; otherwise the papers under
this method are apt to become dilapidated. = Bach bundle then begins with what is technically
called a * current ” or an initial paper ; and gradually grows, one paper being attached to another,
with the progress of business on that particular paper- his process is continued as long as it is
convenient. 1f orders are passed of a temporary nature, as when further information is called
for from other offices, the bundle or * file”” is still Qlept open, and the intermediate orders still
bear the initial or “ current > number sat least this is the simplest course). When the manager

of the office considers it desirable he closes the “file.”” A numberis then put upon it, which

cancels all previous numbers, and is thenceforth exclusively referred to in the indexes and other

books of the office. As such a file may contain a number of papers, it is evident that multiplicity
of records is very much diminished. The file becomes a unit for purposes of record, and the
number is called the ¢ disposal-number *’ whence the name of the system. The file once so made
is never again broken up, and the record-keeper is responsible forits security. (11) Its advan-
tages.—The disposal-number system substitutes a single principle, or at most: a..prmmp_le divided
into two parts, for various mixed methods. Its advantages are mainly seen in great increase of
convenience and rapidity of work in dealing with papers, and in security I:‘rovlded for ’1,;};9 public
records. Subsidiary advantages are that it ena.bles'prevmus papers to be “ referenced . or tt;wed
in the office with greater ease, and that it provides a more methodical plan for book-keeping and
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check of arrears or the progress of husiness, The superior convenience of g, file,” which approxi-
mates in character to a book, over a loose bundle of papers, requires no comment, It saves g
great portion of the time of superior officers in dealing Wlt_h papers, and enables routine opera-
tions to be transferred to subordinate agency. 'The seourity of the r

ecords is attained by provid- ; t§
ing that every paper shall form part of some file, that files shall be paged, and that every file ‘ :
shall sooner or later bear a disposal number, A record cannot then be Jogt

) 06 Jost or abstracted, any ¢ &
more than a page can be torn from g book, without detection. The simplicity of the numbering :
- system expedites the tracing of papers. ,As every paper must proceed to ‘g dis

posal-number the
methods of book-keeping to check Progress are made more easy. (12) Ezchange of printed matter
between departments.—Though not a Decessary part of the record system above-mentioned, this

should be mentioned here ; as ilustrating g gimilar principle of presentin consecutive as opposed :
to detached matter. The steps taken in that direction are specified in G.O., dated 19¢h March / ‘.
1881, No. 377, Public; Memorandum dated 8th March 1882, No. 1867, Public; and GO : :

dated 16thgMarch 1882, No. 903, Revenue. (13) Improvements in routine.~TIn offices where the o Lol
disposal-number record system has heen introduced, opportumty‘ has been taken to make ; : B :
improvements in various routine matters, though not aotqally belongmg to it ; the changes being Q}, K
mostly with the object of relieving superior officers of details which can equally well be attended to ' N
by subordinates. : : '
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OrpER—dated 19th September 1885, No. 2196, Public. :

The Government concur in the remarks made by the Board of Revenue in their : ' L B .
proceedings, and desire thatg circulation be given to the Secretariat note read above -
which is explanatory of the system,

(True Extract.) ; . ' it \ | : . o B
/1/' y LL [ y £As g : :

for Chivf Secretary. : : " i S

o the departments of the Secretariat.

» the Board of Revenue.
7 »» all heads of departments.

- Bxd. J. Wright.
/
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Proscribing a form in which Nil Statements
should be submltted in future.
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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

TN
Reap—File of Returns from Covenanted Civil Servants, Military Officers in civil
. employ, &c., of lands, &ec., held by them in British India and Native
States.

Orper—dated 14th October 1885, No. 2437, Public,

Recorded. In future Ni/ Statements should be furnished in the following
form :— ! :

Return of lands and shares in Registered Companies held by .
A T T '
: Nil.
(Signed)
[ Official Designation.]

2. It is not reported whether the Articles of Association of the Tulliar Valley
Company have actually been altered, so as to obviate the oll)jc(zlctions tz}ken ll)y the

0 nt oft India i ir letter
G.0., 23rd September 1884, No. 2085, Public. g(;felrgé’é? e lOtl? 3“111;_‘“]1"\‘814?‘;1{
whether the Articles of the Aneimudi Company have been amended in the manner
considered necessary by G.0., 16th February 1885, No. 409.

3. Of the gentlemen required by G.O., No. 409, dated 16th February 1885, to
divest themselves of land held in their own right, Messrs. Garstin and Turner have
transferred their interest therein to *trustees for the benefit of their wives and
families, Mr. H. J. Stokes has altogether divested himself of his, ‘while Mr. G.
Stokes has yet to report what action he has taken. '

4. Colonels Sherman and Campbell Walker will report,—the latter through the
Board of Revenue,—under what provision of the orders of the Secretary of State and
the Governments of India and Madras, they consider themselves entitled to hold
the lands entered against their names in the above statement.

(True Extract.)

- for OIz'z'ef Secretary.

To the Board of Revenue,

»» the Military Department.

»» the Public Works Department.

»» Military Officers in Civil Employ.

»» the Inspector-General of Registration.
s the Chief Presidency Magistrate.

[}

- the Members of the Covenanfed .(ﬁ/vi,Servi(;e.

Exd, F. R. Bantleman. _ e

MENT,
TARTMENI,
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GOVERNMENT OF MADRAS.

PUBLIC DERARTMENT.

IR L e ¥ =SSR

Reap—the following papers : —
Proceedings of the Board of Revenue, dated 20th June 1882, No. 1586.

Read—again the following Proceedings of the Board of Revenue, dated 6th September
g 1873, No. 1767 :—

Asstract.—Issuing certain instructions to Collector of Ganjam in regard to preservation
and arrancement of records, and forwarding & list SllOW1}]g departments 1nto Wh}ch records,
&o., should be divided ; and requesting Collector to submit any remarks he may wish to make

on the subject.

pr——

__agai following Proceedings of the Board of Revenue, dated 30th September
Read—again the following 187%, N a1y - )

Asnstracr.—Communicating to Collector of Ganjam report of Collector of Nellore as to the
manner in which records are arranged in that district.

———

Resolution—dated 20th June 1882, No. 1586.

The Board of Revenue place on reco_rd a change recently made in the method of
arranging and referencing from papers in their office. The general principles are
appligable to all Revenue offices, and Collectors can, as opportunity arises, keep them
in view in dealing with their own records. . :

2. Formerly papers reached the Board, and while under disposal were dealt
with by the Board, with little attempt at serial or consecutive arrangement. _The
result was frequent displacement and occasional loss, and a great want of convenience
in perusal. In putting away papers into record, the method was to keep the received
letter in one place, and the proceedings disposing of it in another. In the arrange-
ment of papers put away in record, the practice was to keep them in packages or dufters,
each containing the papers of one month and one district. The papers lay loose and
for the most part unclassified in each dufter ; no check was exercised on the contents
of a dufter, and if a paper was removed no voucher was taken, and the destination of
the paper could only be ascertained after considerable search. ~For referencing from
the papers so arranged a mixed method prevailed, being based partly on received
number, partly on date, and partly on disposal numbers. Subject-indexes were in
force, but not being current they could not be used till some months after the dlsposal

ers.

- Pag The arrangements which have been substitufced are as follows :—Papers,
whether before they are sent in to the Board, or during disposal, are filed together
on a prescribed system based on chronologlcal. order. The file of papers thus arising
is kept open till final disposal by a proceedings, when the whole is put away as a
single unit for record and reference. 'The disposed-of ﬁles_ are arranged in record

der three numbered series, printed indexed, manuscript indexed and unindexed,
und(f fourth unnumbered series for unimportant papers. —Referencing is conducted
pes -dl by the disposal numbers just mentioned. The subjgct-mdexes are written up
:\ﬁ%l‘? f);org the previous day’s disposals, and bear on these disposal numbers.
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4. Briefly, the file has been substituted for the dufter, or consecutive chrono-

logical arrangement for loose arrangement in bundles, in a number of particulars-

connected with papers; and in putting away papers in record and making them
available again through indexes, the disposal-number system has been substituted for
several mixed methods. These changes have had the effect of producing convenience
of disposal, security of the public records, and quickness and certainty' in referencing,
in the Board’s office. Collectors should not make any change in their own record
systems except after very careful consideration, but in the event of any questions in
connection with that subject arising, they can observe the general principles here
indicated for their information.

(True Extract.)

(Bigned) R. SEWELL,
Acting Sub-Secretary.
(True Copy.) !

(Signed) 8. SRINIVASA RAGHAVAIVANGAR,

First Assistant.
To all Collectors. ssustan

N

Note o~ THE DisposaL-Nuuser SYSTEM oF REcorRD AnD RerErENCE

Village Accountants’ Records,—The oldest indigenous method of record-keeping is that of
the village accountant. He ties the records together with little or no arrangement in a hy di)
made of cotton cloth. For the classification he trusts to his memory. This bundle is calledn be
the English a  dufter,” though the original Hindostany word has not that meaning. (2) Records
of native cutcherries.—In larger native offices the cl(_)th bundle is still the basis ot ‘the i s
ments. Papers are however arranged by dates, either of receipt or despatch, The I‘eceiiii
papers are invariably placed in one bundle, and the despatched papers in another. When theée
two appertain to each other, the }dea.' of actually connecting them has at this stage of record-
keeping not occurred. A connection is estabﬁshqd only by means of annotateq entrics.  Missal.
laneous papers, which are numerous and sometimes important, are not treated op any deﬁnite
principle. In some cases they are made into separate bundles by themselves F i s o
trequently neglected, and are the source of much trouble and confusion. When there are sezer 1
distinet series of correspondence, as for instance in the case of a Tahsilday dealing with supe s
authorities, with Deputy Tahsildars, or with Revenue Inspectors; a set of date biadlie Ii)S,umt-
aside for each such series, thus forming a rough classification. Where the offiee iR puh
to require a reference system, this is obtained by ledgers corresponding to the VNS o Sl elig‘h
paper being posted in the ledgers. Tofind 5 paper, the eye must be run through the ledger s e
1s no other method of reference. On the ahstraction of records there is no check, other tha’n t]enz
of the ledgers just mentioned. There is ng system of voucher for records ta’ken out for 12
(8) Introduction of serial numbers.—Though the English offices in the districts have in the mus.e-
merely taken over the native system just deseribed, miscellaneous Improvements haye TOWI ain
with the increased size of offices. The addition of serial numbers to the dates is g comI{);arati \lr e‘{P
recent arrangement. As applied in the districts this is not of much importance, for little op = y
is made of the serial number. It is noteworthy however as forming the e o 1. lutusi
improvements devised. (4) Paste-books and copy-books.—Another development is that of kee ies
the more important papers together in books ; when received papers, by pasting them into boollgl
and when despatched papers, by copying them into books. This method, if an advance f(fr’
purposes of security, is the reverse for purposes of perusing the papers. Kop though it may 1
suitable to an office where only one or two persons have to use the records, it is obviously Ungi 1ite
able where the records have to be dealt with simultaneously by many persons.  (5) The subjoct
bundle system.—This system has been devised of late years in certain offices supervis.ed Jl«)b
Buropeans. It consists of kéeping the papers separate and not formed into books, yet of g‘rou y:
ing them together into subjects and so tying them up. Registers carry the items from t}I;e
received or despatched entries into the bundles where they are to be found’ This method is on]
suitable as long as it can be certain that the papers will always be required in that p &I'ticula{'
connection and in no other. With a shifting administration, the classification of to-day may be
unsuitable for the requirements of to-morrow. The subject bundles then become an incumbrincz
instead of an assistance. This method has not had much currency, and cannot be gajq to have
been asuccess. (6) The alphabetical index, —Thisis a European invention, It was introduced some
years ago, and combined with the system of serial numbers has developed into the system which
forms the subject of the present note. In all staﬁes but the last however the alphabetical index
has been only partially applied. Again the serial number question has been left quite undefined ;

- o ey e . e
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that is to say the alphabetical index has operated first on one, and then on another part of the
record system. (7) The Board of Revenue record system, immediately Dpreceding the introduction of
the disposal-number system.-—The office of the Board of Revenue is'the largest and most complex
office of the Presidency. It stands between the Secretariat offices and the district offices. ' Its
condition prior to the introduction of the latest record system may be considered typical, and can
thus be summarized. If a paper which reached the Board was composed of several parts, as a
letter and enclosures, these parts came up detached from one anotllller. As the practice was to
fold each paper twice vertically, an arrangement suitable to the cloth dufter, they were necessaril y
detached. Again when a bundle of papers was made up in the office for the despatch of business,
say for the consideration of a letter so received, the component parts of the bundle were similarly
detached, and for the same reason. It is needless to say that it was difficult to keep papers duly
arranged, or to obtain a connected view of them, under this system. It was the cause of great
delay. When the papers after being utilized were distributed and put away in record, the received
papers (technically called “ currents ”’) were put away in one place, and the orders passed on
concluding papers (technically called  disposals ) were put away in another. To find them again
double referencing was necessary. In the arrangement of the records the practice was to kee
them in dufters, that is to say packages, each eontamm%the papers of one month and one district.
The papers lay loose and unclassified in each dufter. No check was exercised on the contents
of a dufter, and if a paper was removed no voucher was taken, and the destination of the paper
could only be ascertained after considerable search. The register of received papers was not
systematically closed, and it afforded no guide therefore either to the tracing of papers, or to the
check of arrears accruing in the office. There was no method for checking the length of time for
which a paper was kept by any person or branch of the office. It may be added that each step
in the transaction of the Board’s business, however trifling or temporary, was marked by a separate
“disposal ; ” thus making an immense number of items in the total records. ‘There was no
arrangement for connecting the records of the past, present, and future (technically .call;?d
“chaining ””). As to the arrangements for finding the records (technically called “ referencing”),
a mixed method prevailed ; the books and indexes Ige&nng pa.r!;l{ on received number, partly on
date, and partly on disposal number. The subject mdexes. which were in force were not prepared
currently, and could only be used some months after the disposal of papers. (8) Record system of
the Chief Becretariat immediately preceding the introduction of the disposal-number system.—The above
remarks apply in great measure to the Chief Secretariat record system as it existed prior to the
introduction of the disposal-number system. Papers were received from other offices twice folded,
and when more than one loosely bundled together. The papers arising in the office were also
dealt with as loose papers. Previous papers or “references” were presented without method.
Papers were put away in record by date, though not in dufters. No exact account was taken of
papers removed from record. The index though exhaustive was so much in arrears as to be of no
service for current referencing. In all other paﬂlgwﬂs the remarks made above regarding the
Board may be repeated. (9) Zhe disposal-number £ .—The disposal-number system, which
was introduced to remedy these different deficienc ,¢onsists of the application of two principles;
the first consecutive chronological arrangement of pagsl‘s, and the second alphabetical indexing
concentrated on a single series of numbers. The first process being made to lead up to the
second, the whole forms a single system. It has already been introduced in the Chief Secre-
tary’s office, the office of the Board of Revenue, and the head-quarter offices of three Collec-
torates. (10) Jts method. of operation.—The first step in the disposal-number system is to cause
the papers to be presented in consecutive form, or in the same way as the pages of a book. This
is partly with a view to mere convenience, and partly t0 prepare the papers for formmg finally a
disposal-unit, as will be hereafter described. To enable the papers to be presented in juxta-
position, it is necessary to prescribe that they must not be twice folded. They must either be
only once folded, or not folded at all ; again like the pages of a book. It is al_so found very desir~
able to preseribe uniformity in size of paper, as in the case of a book ; otherwise the papers under
this method are apt to become dilapidated. Each bundle then begins with what is technically
called a “ current” or an initial paper ; and gradually grows, one paper being attached to another,
with the progress-of business on that particular paper. process is continued as long as it is
convenient. ~If orders are passed of a temporary nature, as when further information is called
for from other offices, the bundle or ““file”” is still kept open, and the intermediate orders still
bear the initial or “ current ”” number (at least this is ’t’;he simplest course) en the manager
of the office considers it desirable he closes the “file.”” A number is then put upon it, which

. cancels all previous numbers, and is thenceforth exclusively referred to in the indexes and other

books of the office. As such a file may contain a number of papers, it is e ident that multiplicity
of records is very much diminished. e file becomes a unit for purposes of record, and the
number is called the  disposal-number >’ whence the name of the system. he file once so made-
is never again broken up, and the record-keeper is Tes nsl.blq for its security. {11_) Its advan-
tages.—The disposal-number system substitutes a single principle, or at most a principle divided
into two parts, for various mixed methods. Its advantages are mainly seen in great increase of
convenience and rapidity of work in dealing with papers, and in security provided for ’1,;he publie
records. Subsidiary advantages are that it ena:bles previous papers to be « refeljepeed or traced
in the office with greater ease, and that it provides a more methodical plan for book-keeping and
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check of arrears or the progressof business, The superior convenience of a “ file,” which approxi-

mates in character to a book, over a loose bundle of papers, requires no comment. It saves a ‘
great portion of the time of superior officers in dealing with papers, and enables routine opera-
tions to be transferred to subordinate agency. The security of the records is attained by provid-
ing that every paper shall form part of some file, that files shall be paged, and that every file
shall sooner or later bear a disposal number. A record cannot then be lost or abstracted, any
more than a page can be torn from a book, without detection. The simplicity of the numbering
system expedites the tracing of papers. As every paper must proceed to a disposal-number the
methods of book-keeping to check Progress are made more easy. (12) Exchange of printed matter
between departments.—Though not a necessary part of the record system above-mentioned, this
should be mentioned here ; as i]lustrating a similar principle of presenting consecutive as opposed '
to detached matter. The steps taken in that direction are specified in é.O., dated 19th March ?
1881, No. 377, Public; Memorandum dated 8th March 1882, No. 1867, Public; and G.O., ’
dated 16th March 1882, No. 903, Revenue. (18) Improvements in routine.—In offices where the
disposal-number record system has been introduced, opportunity has been taken to make
improvements in various routine matters, though not actually belonging to it ; the changes bein

mostly with the object of relieving superior officers of details which can equally well be attended to
by subordinates.

e ——

OxrpErR—dated 19th September 1885, No. 2196, Public.

The Government concur in the remarks made by the Board of Revenue in their

proceedings, and desire that circulation be given to the Secretariat note read above
which is explanatory of the system,

(True Extract.)

'W. WILSON, :
for Chior Secretary.

To the departments of the Secretariat.
»» the Board of Revenue. '
» -all heads of departments.

Exd. J. Wright.
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Circulating to all heads of departments a
Secretariat note regarding the introduction of the
disposal-number principle into large officez
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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

Reap—the following papers :—
Proceedings of the Board of Revenue, dated 20th June 1882, No. 1586.

Read—again the following Proceedings of the Poard of Revenue, dated 6th September
1873, No. 1767 :—

AnsTrAcT.—Issuing certain instructions to Collector of Ganjam in regard to preservation
and arrangement of records, and forwarding a list showing departments into which records,
&e., should be divided ; and requesting Collector to submit any remarks he may wish to make

on the subject.

—

Read—again the following Proceedings of the Board of Revenue, dated 30th September
- .%.1874, No. 2819 : —

AleTRAcr.—Communicating to Collector of Ganjam report of Collector of Nellore as to the
manner in which records are arranged in that district.

s

Resolution—dated 20th June 1882, No. 1586.

The Board of Revenue place on record a change recently made in the method of
arranging and referencing from papers in their office. The general principles are
applicable to all Revenue offices, and Collectors can, as opportunity arises, keep them
in view in dealing with their own records.

9. Formerly papers reached the Board, and while under disposal were dealt
with by the Board, with little attempt at serial or consecutive arrangement. The
result was frequent displacement and occasional loss, and a great want of convenience
in perusal. In putting away papers into regol‘d,_the method was to keep the received
letter in one place, and the proceedings disposing of it in another. In the arrange-
ment of papers put away in record, the practice Was to keep them in packages or dufters,
each containing the papers of one month and one district. The papers lay loose and
for the most part unclassified in each dufter ; 10 check was exercised on the contents
of a dufter, and if a paper was removed no voucher was taken, and the destination of
the paper could only be ascertained after considerable search. For referencing from
the papers so arranged a mixed method prevailed, being based partly on received
number, partly on date, and partly on disposal numbers. Subject-indexes were in
force, but not being current they could not be used till some months after the disposal

of papers.
3. The arrangements which have been substituted are as follows :—Papers,

whether before they are sent in to the Board, or during disposal, are filed together -
on a preseribed system based on chronological order. The file of papers thus arising
is kept open till final disposal by a proceedings, when the whole is put away as a
single unit for record and reference. The disposed-of files are arranged in record
under three numbered series, printed indexed, manuscript indexed and unindexed,
and a fourth unnumbered series for unmmportant papers. Rei_?erencmg is8 copducted
entirely by the disposal numbers just mentioned. The subject-indexes are written up
daily from the previous day’s disposals, and bear on these disposal numbers.



A A A A A A A A A A A A N A A NN P B P SIS P8 8 AN NI PN A A PP

2 19t SeprEMBER 1885, No. 2196, Pusric.

4. Briefly, the file has been substituted for the dufter, or consecutive chrono-
logical arrangement for loose arrangement in bundles, in a number of particulars
connected with papers; and in putting away papers in record and making them
available again through indexes, the disposal-number system has been substituted for
several mixed methods. These changes have had the effect of producing convenience
of disposal, security of the public records, and quickness and certainty in referencing,
in the Board’s office. Collectors should not make any change'in their own record
systems except after very careful consideration, but in the event of any questions in
connection with that subject arising, they can observe the general principles here
indicated for their information.

(True Extract.)

(Signed) R. SEWELL,
Acting Sub-Secretary.

(True Copy-)
(Signed) S. SRINIVASA RAGHAVAIYANGAR,
First Assistant.
To all Collectors.

Nore ox THE DisPosaL-NUMBER SYSTEM OF RECORD AND REFERENCE.

Village Accountants’ Records.—The oldest indigenous method of record-keeping is that of
the village accountant. He ties the records together with little or no arrangement in a bundle
. made of cotton cloth. For the classification he trusts to his memory. This bundle is called by
the English a * dufter,” though the original Hindostany word has not that meaning. (2) Records
of native cutcherries.—In larger native offices the cloth bundle is still the basis of the arrange-
ments. Papers are however arranged by dates, either of receipt or despatch. The received
papers are invariably placed in one bundle, and the despatched papers in another. When these
two appertain to each other, the idea of actually connecting them has at this stage of record-
keeping not occurred. A connection is established on}y by means of annotated entries. Miscel-
laneous papers, which are numerous and sometimes important, are not treated on any definite
principle. In some cases they are made into separate bundles by themselves ; but they are
frequently neglected, and are the source of much trouble and confusion. When there are several
distinet series of correspondence, as for instance in the case of a Tahsildar dealinge with
authorities, with Deputy Tahsildars, or with Revenue Inspectors; a set of date bundles is put
aside for each such series, thus forming a rough classification. ‘Where the office is large enm} h
to require a reference system, this is obtained by ledgers corresponding to the date-bundles : ea%h
paper being posted in the ledgers. To find a paper, the eye must be run through the ledger o
is no other method of reference. On the abstraction of records there is no check, other than tha?;
of the ledgers just mentioned. There is no system of voucher for records taken out for us
(3) Introduction of serial numbers.—Though the English offices in the districts have in the m -
merely taken over the native system just described, miscellaneous improvements have grown ﬂlill
with the increased size of offices. The addition of serial numbers to the dates is a comga:trativelp
recent arrangement. As applied in the districts this is not of much importance, for little or no uéz
is made of the serial number. It is noteworthy however as forming the germ of the latest
improvements devised. (4) Paste-books and eopy-books.—Another development is that of kee if]
the more important papers together in books ; when received papers, by pasting them into b(?okﬂg
and when despatched papers, by copying them into books. This method, if an advance for
purposes of security, is the reverse for purposes of perusing the papers. For though it may be
suitable to an office where only one or two persons have to use the records, it is obviously ur . it
able where the records have to be dealt with simultaneously by many persons (5) T% L 17“.‘ ;
bundle system.—This system has been devised of late years in certain offices s“Pel'VisZﬁ U{)c,
Europeans. It °°n5_15t3 of ke.sepmg the papers separate and not formed into hooks yeb of grou ):
ing them together into subjects and so tying them up. Registers carry the Hahs frf tE
received or despatched entries into the bundles where they are to be found. "This ierde im( 1e
suitable as long as it can be certain that the papers will always be required in that mrt? ’1; o
connection and in no other. With a shifting administration, the classification of to-da,l = cu ﬁr
unsuitable for the requirements of to-morrow. The subject bundles then become an incimba_y o
instead of an assistance. This method has not had much currency, and cannot be said to lﬁf?\%e
been a success. (6) The alphabetical index. —Thisis a European invention. It was introduced s(;llxg
years ago, and combined with the system of serial numbers has developed into the system which
forms the subject qf the present note. In all stages but the last however the alphabetical ind::\:
has been only partially applied. Again the serial number question has been left quite undefined :

superior
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that is to say the alphabetical index has operated first on one, and then on another part of the
record system. (7) The Board of Revenue record system, immediately preceding the introduction of
the disposal-number system.-—The office of the Board of Revenue is the largest amd most complex
office of the Presidency. It stands between the Secretariat offices and the district offices. Its
condition prior to the introduction of the latest record system may be considered typical, and can
thus be summarized. If a paper which reached the Board was composed of several parts, as a
letter and enclosures, these parts came up detached from one another. As the practice was to
fold each paper twice vertically, an arrangement suitable to the cloth dufter, they were necessarily

detached. Again when a bundle of papers was made up in the office for the despatch of business,
say for the consideration of a letter so received, the component parts of the bundle were similarly -

detached, and for the same reason. It is needless to say that it' was difficult to keep papers duly
arranged, or to obtain a connected view of them, under this system. It wasthe cause of great
delay. When the papers after being utilized were distributed and put away in record, the received
papers (technically called ¢ currents ») were put away in one place, and the orders passed on
concluding papers (technically called * disposals ") were put away in another. To find them again
double referencing was necessary. In the arrangement of the records the practice was to keep
them in dufters, that is to say packages, each contalning the papers of one month and one district.
The papers lay loose and unclassified in each dufter. No check was exercised on the contents
of a dufter, and if a paper was removed no voucher was taken, and the destination of the paper
could only be ascertained after considerable search. The register of received papers was not
systematically closed, and it afforded no uide therefore either to the tracing of papers, or to the
check of arrears accruing in the office. There was no method for checking the length of time.for
which a paper was kept by any person or branch of the office. It may be added that each step
in the transaction of trl)le Board’s business, however trifling or temporary, was marked by a separate
« disposal ;7 thus making an immense number of items in the total records. ‘There was no
arrangement for connecting the records of the past, present, and future (technically ca.]l,?d
« chaining ”). As to the arrangements for finding the records (technically called “ referencing”),
a mixed method prevailed ; the books and inde;.zes I?eanng pa.rf,ly on repelved number, partly on
date, and partly on disposal number. The subject indexes which were in force were not prepared
currently, and could only be used some months after t_he disposal of papers. (8) Record system of
the Chief Secretariat immediately preceding the introduction of the disposal-number syqtem.—-']_.‘he above
remarks apply in great measure to the Chief Secretariat record system as it existed prior to the
introduction of the disposal-number system. Papers were received from other offices twice folded,
and when more than one loosely bundled together. The papers arising in the office were also
dealt with as loose papers. Previous papers or “ references ” were presented without method.
Papers were put away in record by date, though not in dufters. No exact account was taken of

papers removed from record. The index though exhaustive was so much in arrears as to be of no

service for current referencing. In all other particulars, the remarks made above regarding the

be repeated. (9) The disposal-number system.—The disposal-number system, which
E:smigtﬁ)?:wed tg) remedy g;h)ese diﬁerlfant deficiencies, consists of the application of two principles ;
the first consecutive chronological arrangement of papers, and the second alphabetical indexing
concentrated on a single series of numbers. The t process being made to lead up to the
second, the whole forms a single system. Tt has already been introduced in the Chief Secre-
’s office, the office of the Board of Revenue, and the head-quarter offices of tlu:ee Collec-
torates. (10) Its method of operation.—The first step 1t the disposal-number system is to cause
the papers to be presented in consecutive form, or in the same way as the pages of a book. This
is partly with a view to mere convenience, and partly ti’ I}_’repare the papers for forming finally a
disposal-unit, as will be hereafter described. To enab. eb he papers to be Eresented in juxta-
position, it is necessary to prescribe that they must not be twice folded. They must either .be
only once folded, or not folded at all ; again like the pages of a book. It is also found very desir-
able to preseribe uniformity in size of paper, as in the %59 of a book ; otherwise the papers under
this method are apt to become dilapidated. Each pundle then begins with what is_technically
called a “.current” or an initial paper ; and gradually grows, one paper being attached to another,

i i t particular paper- process is continued as long as it is
with the progress of business o8 Hh It emporazy. nature, a5 whon futher information is calle
s ¥ i1l kept open, and the intermediate orders still

ther offices, the bundle or ““file” is still ! €

{)%grt(i:? i(;it(iazloor g currint ” number (at least this 18 ’fhe simplest course). ‘When the manager
of the office considers it desirable he closes the file.. number is then put upon it, which
h exclusively referred to in the indexes and other

i is thencefort. L oth
canaall revious numbers and s theneeorh s USLEN L 2 0 Ly
of records is very much diminished. o file becomes a unit for purposes of record, and the

i « disposal-number ”’ whence the name of the system. The file once so made
?su::a}vx; fgacgﬁ:llzl:n up, and the record-keeper is 'resPonSI_blq for its security. (11) Ifs advan-
tages.—The disposal-number system substitutes a single principle, or at most a principle divided
into two parts, for various mixed methods. Its advantages are mainly seen in great increase of

ience and rapidity of work in dealing with papers, and in security provided for the public
oy 8 os are that it enables previous papers to be “ referenced ”’ or traced

;zogll;gs(;ﬁi (iu:sildm'yth greaﬁ:zzzea;g“ d that it provides a more methodical plan for book-keeping and
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check of arrears or the progress of business, The superior convenience of a “ file,” which approxi-
mates in character to a book, over a loose hundle of papers, requires no comment. Tt saves a
great portion of the time of superior officers in dealin

: ) g with papers, and enables routine opera-
tions to be transfegred to subordinate agency. The security of the records is attained by provid-
ing that every paper sha.ll.fm_-m part of some file, that files shall be paged, and that every file

shall sooner or later bear a disposal number. A record cannot then be lost or abstracted, any
more than a page can be torn from g book, without detection. The simplicity of the numbering
system expedites the tracing of papers. As every paper must proceed to a disposal-number the

methods of book-keeping to check Progress are made more easy. (12) Ezxchange of printed matter
between departments.—Though not a na i

_ cessary part of the record system above-mentioned, this
should be mentioned here ; as illustrating a similar principle of presentin consecutive as opposed
to detached matter. The steps taken in that direction are specified in G.0., dated 19th March
1881, No. 377, Public; Memorandum dated 8th March 1882, No. 1867, Public; and G.0.,
dated 16th March 1882, No. 903, Revenue. (13) Improvements in routine.—In offices where the
disposal-number record system hag been introduced, opportunity has been taken to make
improvements in various routine matters, though not actually belonging to it ; the changes being

mostly with the object of relieving superior officers of details which can equally well be attended to
by subordinates, ‘

OrpEr—dated 19th September 1885, No. 2196, Public.

The Government concur in the remarks made b
proceedings, and - desire that cireulation be given to
which is explanatory of the system,

(True Extract.)

y the Board of Revenue in their
the Secretariat note read above

W. WILSON,
for Chiof Secretary.

To the departments of the Secretariat.
» the Board of Revenue.
»» all heads of departments.

Exd. J. Wright.
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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

Reap—the following papers :—
Proceedings of the Board of Revenue, dated 20th June 1882, No. 1586.

Read—again the following Proceedings of the Board of Revenue, dated 6th September
1873, No. 1767 :—
ApsTrACT.—Issuing certain instructions to Collector of Granjam in regard to preservation

and arrangement of records, and forwarding a list showipg departments into which records,
&c., should be divided ; and requesting Collector to submit any remarks he may wish to make

on the subject.
Read—again the following Proceedings of the Board of Revenue, dated 30th September
1874, No. 2819 :—
Anstract.—Communicating to Collector of Ganjam report of Collector of Nellore as to the
manner in which records are arranged in that district.

- |
L =

Resolution—dated 20th June 1882, No, 1586

The Board of Revenue place on record 2 change recently made in the method of
arranging and referencing from papers in their office. The ggneral. principles are
applicable to all Revenue offices, and Collectors can, as opportunity arises, keep them
in view in dealing with their own records.

9. Formerly papers reached the Board, and while under disposal were dealt
with by the Board, with little attempt at serial or consecutive arrangement. The
result was frequent displacement and occasional loss, and a great want of convenience
in perusal. In putting away papers into regOl'd,.the method was to keep the received
letter in one place, and the proceedings disposing of it in another. In the arrange-
ment of papers put away in record, the practice Was to keep them in packages or dufters,
each containing the papers of one month and one district. The papers lay loose and
for the most part unclassified in each dufter ; 1° check was exercised on the contents
of a dufter, and if a paper was removed no voucher was taken, and the destination of
the paper could only be ascertained after considerable search. For referencing from
the papers so arranged a mixed method preValled, being based partly on received
number, partly on date, and partly on disposal numbers. Subject-indexes were in
force, but not being current they could not be used till some months after the disposal

of papers. £

3. The arrangements which have been substituted are as follows :—Papers,
whether before they are sent in to the Board, or during disposal, are filed together
on a prescribed system based on chronological order. ~ The file of papers thus arising
is kept open till final disposal by a proceedings, when the whole is put away as a
single unit for record and reference. The disposed-of files are arranged in record
under three numbered series, printed indexed, manuscript indexed and unindexed,
and a fourth unnumbered series for unimportant papers. Referencing is conducted
entirely by the disposal numbers just mentioned. The suquct-mdexes are written up
daily from the previous day’s disposals, and bear on these disposal numbers.
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4. Briefly, the file has been substituted for the dufter, or consecutive chrono-
logical arrangement for loose arrangement in bundles, in a number of particulars
connected with papers; and in putting away papers in record and making them
available again through indexes, the disposal-number system has been substituted for
several mixed methods. These changes have had the effect of producing convenience
of disposal, security of the public records, and quickness and certainty in referencing,
in the Board’s office. Collectors should not make any change in their own record
systems except after very careful consideration, but in the event of any questions in
connection with that subject arising, they can observe the general principles here
indicated for their information.

(True Extract.)

(Signed) R. SEWELL,
Acting Sub-Secretary.

(True Copy.)

(Signed) S. SRINIVASA RAGHAVAIYANGAR,

First Assistant.
To all Collectors.

et

Note oN THE DisPOSAL-NymMBER SYSTEM OF RECORD AND REFERENCE.

Village Accountants’ Records.—The oldest indigenous method of record-keeping is that of
the village accountant. He ties the records together with little or no arrangement in a bundle
made of cotton cloth. For the classification he trusts to his memory. This bundle is called by
the English a * dufter,” though the original Hindostany word has not that meaning. (2) Records
of native cutcherries.—In larger native offices the cloth bundle is still the basis of the arrange-
ments. Papers are however arranged by dates, either of receipt or despatch. The received
papers are invariably placed in one bundle, and the despat_ched papers in another. When these
two appertain to each other, the idea of actually connecting them has at this stage of record-
keeping not occurred. A connection is established only by means of annotated entries. Miscel-
laneous papers, which are numerous and sometimes important, are not treated on any definite
principle. In some cases they are made into separate bundles by themselves; but they are
frequently neglected, and are the source of much trouble and confusion. When there are several
distinet series of correspondence, as for instance in the case of a Tahsildar dealing with superior
authorities, with Deputy Tahsildars, or with Revenue Inspectors; a set of date bundles is put
aside for each such series, thus forming a rough classification. Where the office is large enough
to require a reference system, this is obtained by ledgers corresponding to the date-bundles ; each
paper being posted in the ledgers. To find a paper, the eye must be run through the ledger ; there
is no other method of reference. On the abstraction of records there is no check, other than that
of the ledgers just mentioned. There is no system of voucher for records taken out for use.
(8) Introduction of serial numbe;'s.—ThOugh the English offices in the districts have in the main
merely taken over the native system just described, miscellaneous improvements have grown up
with the increased size of offices. The addition of serial numbers to the dates is a comparatively
recent arrangement. As applied in the districts this is not of much importance, for little or no use
is made of the serial number. It is poteworthy however as forming the germ of the latest
improvements devised. (4) Paste-books and copy-boak.?.——Another development 1s that of keeping
the more important papers together in books ; when received papers, by pasting them into books,
and when despatched papers, by copying them into books. This method, if an advance for
purposes of security, is the reverse for purposes of perusing the papers. For though it may be
suitable to an office where only one or two persons have to use the records, it is obviously unsuit-
able where the records have to be dealt with simultaneously by many persons. (5) Zhe subject
bundle system—This system has been devised of late years in certain offices supervised by
Europeans. It consists of keeping the papers separate and not formed into books, yet of group-
ing them together into subjects and so tying them up. Registers carry the items from the
received or despatched entries into the bundles where they are to be found. This method is only
suitable as long as it can be certain that the papers will always be required in that particular
connection and in no other. With a shifting administration, the classification of to-day may be
unsuitable for the requirements of to-morrow. The subject bundles then become an incumbrance
instead of an assistance. This method has not had much currency, and cannot be said to have
been asuccess. (6) The alphabetical index, —Thisis a European invention. It was introduced some
years ago, and combined with the system of serial numbers has developed into the system which
forms the subject of the present note. In all stages but the last however the alphabetical index
has been only partially applied. Again the seria number question has been left quite undefined ;
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that is to say the alphabetical index has operated first on one, and then on anoth_er part qf the
record system. (7) The Board of Revenue record system, immediately preceding the introduction of
the disposal-number system.-—The office of the Board of Revenue is the largesf and most complex
office of the Presidency. It stands between the Secretariat offices and the district offices. Its
condition prior to the introduction of the latest record system may be considered typical, and can
thus be summarized. If a paper which reached the Board was composed of several parts, as a
letter and enclosures, these parts came up detached from one another. As the practice was to
fold each paper twice vertically, an arrangement suitable to the cloth dufter, they were necessarily
detached.  Again when a bundle of papers was made up in the office for the despatch of business,
sav for the consideration of a letter so received, the component parts of the bundle were similarly
detached, and for the same reason. It is needless to say that it was difficult to keep papers duly
arranged, or to obtain a connected view of them, under this system. It was the cause of great
delay. When the papers after being utilized were distributed and put away in record, the received
papers (technically called “ currents’’) were pu"i, away in one place, and the orders passed on
concluding papers (technically called * disposals ’) were put away in another. To find them again
double referencing was necessary. In the arrangenment of the records the practice was to keep
them in dufters, that is to say packages, each containing the papers of one month and one district.
The papers lay loose and unclassified in each dufter. No check was exercised on the contents
of a dufter, and if a paper was removed 00 voucher was taken, and the destination of the paper
could only be ascertained after considerable search. Th9 register of rgoelved papers was not
systematically closed, and it afforded no guide therefore either to the tracing of papers, or to the
check of arrears accruing in the office. There was 1o method for checking the length of time for
which a paper was kept by any person or branch of the office. It may be added that  each step
in the transaction of the Board’s business, however trifling or temporary, was marked'l?y a separate
« disposal ; ” thus making an immense number of items in the total records. There was no
arrangement for connecting the records of the past, present, and future (te((‘zhmca.lly pa.]l,e’ad
« chaining ). As to the arrangements for finding the records (technically called “ referencing”),
a mixed method prevailed ; the books and indexes bearing partly on received number, parﬂm
date, and partly on disposal number. The subject indexes which were in force were not prep

eurr:mtly, and could only be used some months after the disposal of papers. (8) Record syste{)no of
the Chief Secretariat immediately preceding the introduction of the disposal-number system.—The above

i to the Chief Secretariat record system as it existed prior to the
ﬁmﬁ&ﬁl{ffhgﬁﬁ:ﬁﬁgﬁr system. Papers were received from other offices twice folded,

olv bundled together. The papers arising in the office were also

fizg]tw b?& I::: ﬁotsltlaa;a%l;:s.loosf’rgvious paperf or reﬁerenges » were presented without method.
Papers were put away in record by date, though not in dufters. No exact account was takelfl of
papers removed from record. 'The index though exhaustive was so much in arrears as to be o xﬁo
service for current referencing. In all other particulars, the remarks made above regarding hilz }(:
Board may be repeated. (9) The dz’sposal—number_Sy‘ftem._-—The dlsposa.l-nqmber system, whic :
was introduced to remedy these different deficiencies, consists of the application of two pr.1nc1p1.es .
the first consecutive chronological arrangement of papers, and the second alphabetical indexing
: The first process being made to lead up to the

ingle series of numbers. ) 4 0
:g(l;)csgtlia}f: dw(is)lae‘) sfg;%xz :e sfngle system. It has already been introduced in the Chief Secre-
tary’s ;)fﬁce, the office of the Board of Revenu® and the head-quarter offices of three Collec-

4 ] tep in the disposal-number system is to cause

" (10) Its method of operation.—The first step 1n the dispo N .
tg?:)e:pers( to )be ;)resented in {:oonsecutive form, or in the same way as the pages of a book. This
i y to prepare the papers for forming finally a

. . 1

is partly with a view to mere convenience and part ming fin
:fisI;)Bgsa.'ly-;:it, as will be hereafter described. '1% enable the papers to be resented in Jm};e
position, it is necessary to prescribe that they must not be twice folded. They must either

r not folded at all ; again like the pages of a book. It is also found very desir-
Z‘E%Z t%n;ieﬁgg,tgniformity in size of aga.per, as in the case of a book ; otherwise the papers under
this method are apt to become dilapidated. Fach bundle then begins with what is_technically
called a * current” or an initial paper ; and graduﬁuy grows, one paper being attached to anot!}ce;,
with the progress of business on that particular paper- This process is continued as long as 111 613
convenient. If orders are passed of a temporary. nature, as when further information 1s cagti]l
for from other offices, the bundle or file” is stll.l kept open, and the intermediate orders
bear the initial or * current ”” number (at least tbfs 18 ,t’he simplest course). 'When the gnan;ge;
of the office considers it desirable he closes the “file.” A number is then put upon if, W }110
cancels all previous numbers, and is thenceforth exclusively referred to in the mndexes and other
books of the office. ~As such a file may contain 8 number of papers, it is evident that multiplicity
of records is very much diminished. The file becomes a unit for purposes of record, and the
number is called the * disposal-number ”’ whence the name of the system. The file once so made
is never again broken up, and the record-keeper 18 responsible for its security. (11) Its advan-
tages.—The disposal-number system substitutes a single principle, or at most a principle dmde%
into two parts, for various mixed methods. Its advantages are mainly seen in great increase o
4 k in dealing with papers, and in security provided for the public
are that it enables previous papers to be “ referenced " or traced
d that it provides a more met odical plan for book-keeping and

convenience and rapidity of wor
records. Subsidiary advantages
in the office with greater ease, an
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check of arrears or the progress of business, The superior convenience of g file,” which approxi-
mates in character to a book, over a loose bundle of papers, requires no comment, It saves a
great portion of the time of superior officers in dealing with papers, and enables routine opera-
tions to be transferred to subordinate agency. The security of the records js attained by provid-
ing that every paper shall form part of some file, that files shall be paged, and that every file
shall sooner or later bear a disposal number. A record cannot then be lost or abstracted, any
more than a page can be torn from a book, without detection. The simplicity of the numberin
system expedites the tracing of papers. A every paper must proceed to a disposal-number the
methods of book-keeping to check Progress are made more easy. (12) Ezchange of printed matte,
between departments.—Though not a necessary part of the record system above-mentioned, this
should be mentioned here ; as illustrating g similar principle of presen ting consecutive as opposed
to detached matter. The steps taken in that direction are specified in G.0., dated 19th March
1881, No. 377, Public; Memorandum dated 8th March 1882, No. 1867, Public; and G.0.,
dated 16th March 1882, No. 903, Revenue. (13) Improvements in routine.—In offices where the
i l-number record system has been introduced, opportunity has been taken to make
improvements in various routine matters, though not actually belonging to it ; the changes being

mostly with the object of relieving superior officers of details which can equally well be attended to
by subordinates.

OrpER—dated 19th September 1885, No. 2196, Public.

The Government concur in the remarks made by the Board of Revenue in their

proceedings, and desire that circulation be given to the Secretariat note read above
which is explanatory of the system,

(True Extract.)

W. WILSON,
for Chief Seeretary.

To the departments of the Secretariat.
» the Board of Revenue,
»» all heads of departments,

Exd. J. Wright,
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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

N

Reap—the following papers :—
Proceedings of the Board of Revenue, dated’20th June 1882, No. 1586.

Read—again the following Proceedings of the Board of Revenue, dated 6th September
1873, No. 1767 :— )
Amstracr.—Issuing certain instructions to Collector of (tanjam in regard to preservation

and arrangement of records, and forwarding a list showing departments into which records,
&e., should be divided ; and requesting Collector to submit any remarks he may wish to make

on the subject.
Read—again the following Proceedings of the Board of Revenue, dated 30th September
1874, No. 2819 :— *

Asstracr.—Communicating to Collector of Ga_-nj&m report.of Collector of Nellore as to the
manner in which records are arranged in that district. :

Resolution—dated 20th June 1882, No. 1586.

The Board of Revenue place on record a change recently made in the method of
arranging and referencing from papers in their office. The general principles are
applicable to all Revenue offices, and Collectors ¢an, as opportunity arises, keep them
in view in dealing with their own records. R

2. Formerly papers reached the Board, and while under disposal were dealt

‘with by the Board, with little attempt at serial or consecutive arrangement. The

result was frequent displacement and occasional loss, and a great want of convenience
in perusal.  In putting away papers into record, the method was to keep the received
letter in one place, and the proceedings disposing of it in another. In the m.ge-
ment of papers put away in record, the practice Was to keep them in packages or dufters,
each containing the papers of one month and one district. The papers lay loose and
for the most part unclassified in eacn dufter ; n0 check was exercised on the contents
of a dufter, and if a paper was removed no voucher was taken, and the destination of
.o paper could only be ascertained after considerable search. For referencing from
the papers so arranged a mixed method prevailed, being based partly on received
number, partly on date, and partly on disposal numbers. Subject-indexes were in
force, but not being current they could not be used till some months after the disposal

of papers.

3. The arrangements which have been substituted are as follows:—Papers,
whether before they are sent in to the Board, or during disposal, are filed together
on a prescribed system based on chronological order. The file of papers thus arising
is kept open till final disposal by a proceedings, when the whole is put away asa
single unit for record and reference. The disposed-of files are arranged in record

under three numbered series, printed indexed, manuscript indexed and unindexed,

and a fourth unnumbered series for unimporef?ll? ﬁpem, _ Referencing is conducted
entirely by the disposal numbers just mentioned. e subject-indexes are written up
daily from the previous day’s disposals, and bear on these disposal numbers.

-
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_ 4. Briefly, the file has been substituted for the dufter, or consecutive chrono-
logical arrangement for loose arrangement in bundles, in a number of particulars
connected w1_th papers; and in putting away papers in record and making them

_available again through indexes, the disposal-number system has been substituted for

" several mixed methods. These changes have had the effect of producing convenience
of disposal, security of the public records, and quickness and certainty in referencing
in the Board’s office. Collectors should not make any change in their own record
systems. except after very careful consideration, but in the event of any questions in
connection with that subject arising, they can observe the gemeral principles here
indicated for their information.

(True Extract.)

(Signed) R. SEWELL,
Acting Sub-Secretary.
(True Copy.)

(Signed) 8. SRINIVASA RAGHAVATYANGAR,

First Assistant.
To all Collectors. o ssistan

p——

Nore oN THE DisposaL-Numprr SYSTEM OF RECORD AND REFERENCE.

Village Accountants’ Records.—The oldest indigenous method of record-keeping is that of
the village accountant. He ties the records together with little or no arrangement in a bundle
made of cotton cloth. For the classification he trusts to his memory. This bundle is called b
the English a  dufter,” though the original Hindostany word has not that meaning. (2) ]fpcor(‘[yg
of native cutcherries.—In larger native offices the cloth bundle is still the basis of the arrénge'-
ments. Papers are however arranged by dates, either of receipt or despatch. The received
papers are invariably placed in one bundle, and the despatched papers in another. When these
two appertain to each other, the idea of actually connecting them has at this stage of record-
keeping not occurred. A connection is established only by means of annotated entries. Miscel-
laneous papers, which are numerous and sometimes important, are not treated on any definite
principle. In some cases they are made into separate bundles by themselves; but they are
frequently neglected, and are the source of much trouble and confusion. When there are several
distinet series of correspondence, as for instance in the case of a Tahsildar dealing with superior
authorities, with Deputy Tahsildars, or with Revenue Inspectors; a set of date bundles is put
aside for each such series, thus forming a rough classification. 'Where the office is large enough
" to require a reference system, this is obtained by ledgers corresponding to the date-bundles; each
paper being posted in the ledgers. To find a paper, the eye must be run through the ledger ; there
is no other method of reference. On the ghstraction of records there is no check, other than that
of the ledgers just mentioned. There is no system of voucher for records taken out for use.
(3) Introduction of serial numbers.—'[’hc)ugh the English offices in the districts have in the main
merely taken over the native system just described, miscellaneous improvements have grown up
with the increased size of offices. The addition of serial numbers to the dates is a comparatively
recent arrangement. As applied in the districts this is not of much importance, for little or no use
is made of the serial number. It is poteworthy however as forming the germ of the latest
improvements devised. (4) Paste-books and copy-books.—Another development is that of keeping
the more important papers together in hooks ; when received papers, by pasting them into books,
and when despatched papers, by copying them into books. This method, if an advance for
purposes of security, is the reverse for purposes of perusing the papers. For though it may be
suitable to an office where only one or two persons have to use the records, it is obviously unsuit-
able where the records have to be dealt with simultaneously by many persons. (5) The subject
bundle system.—This system has been devised of late years in certain offices supervised by
Europeans. It consists of keeping the papers separate and not formed into books, yet of group-
ing them together into subjects and so tying them up. Registers carry the items from the
received or despatched entries into the bundles Where they are to be found. This method is only
suitable as long as it can be certain that the papers will always be required in that particular
connection and in no other. With a shifting administration, the classification of to-day may be
unsuitable for the requirements of to-morrow. The subject bundles then become an incumbrance
instead of an assistance. This method has not had much currency, and cannot be said to have
been a success. (6) The alphabetical indez, —Thisis a European invention. It was introduced some
years ago, and combined with the system of serial numbers has developed into the system which
forms the subject of the present note. In all stages but the last however the alphabetical index
has been only partially applied. Again the serial number question has been left quite undefined ;
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that is to say the alphabetical index has operated first on one, and then on another part of the
record system. (7) The Board of Revenue record system, zmmedia'teby preceding the ‘introduction of
the disposal-number system.-—The office of the Board of Revenue is the largest and most complex
office of the Presidency. It stands between the Secretariat offices and the district offices. - Its
condition prior to the introduction of the latest record system may be considered typical, and can
thus be summarized. If a paper which reached the Board was composed of several parts, as a:
Jetter and enclosures, these parts came up detached from ome another. As the practice was to
fold each paper twice vertically, an arrangement suitable to the cloth dufter, they were n ily
detached. Egain when a bundle of papers was made up in the office for the despatch of business,
say for the consideration of a letter so received, the component parts of the bundle were simi :
detached, and for the same reason. It is needless to say that it was difficult to keep papers. duly
arranged, or to obtain a connected view of them, under this system. It was the cause of great
delay. When the papers after being utilized were distributed and put away in record, the received
papers (technically called “ currents’’) were put’ away in one place, and ‘the orders passed on
concluding papers (technically called disposals ") were put away in another. To find them again
double referencing was necessary. In the arrangement of the records the practice was to keep
them in dufters, that is to say packages, each containing the papers of ‘one n.xonth and one district.
The papers lay loose and unclassified in each dufter. No check was exercised on the contents
of a duiter, and if a paper was removed no voucher was taken, and the destination of the paper
could only be ascertained after considerable search. The register of received papers was not
systematically closed, and it afforded no 'ﬂﬁde therefore either to the trgwmg of papers, or to the
check of arrears accruing in the office. ore was 10 method for checking the length of time for
which a paper was kept by any person or branch of the office. It may be added that each step
in the transaction of the Board’s business, however tnﬂl'ng or temporary, was marked by a separate
« disposal ; ” thus making an immense number of items 4n the total records. ‘Theré was no
arrangement { Bt ¢ @ callo
« chaining ). As to the arrangements for finding the records (technically called “ referencing™),
a mixed method prevailed ; the books and indeses bearing pa.ryly’on rqcewed number, partly on
date, and partly on disposal number. The subject indexes which were in force were not prep
currently, and could only be used some months after the disposal of papers. (8) Record system of
the Chief Secretariat immediately preceding the introduction of the disposal-number sys.tem.—’l.‘he above
remarks apply in great measure to the Chief Secretariat record system as_it existed prior to the
introduction of the disposal-number system. Papers were received from other offices twice folded,
and when more than one loosely bundled togethe ] The papers arising in the office were also
dealt with as loose papers. Px('fvi)ious pa;é%rs 011; Ozeiflfrgzgfg w&re pres:nted w;t?v(;gt tr;xizllllogi
i ate, though rs. No exact accoun
Pepe e P AR . T ’ thollléh exhaustive was so much in arrears as to be of no

d fr ecord. The index e 0
E::Pv?c: Ez?z;;entogf;gnzing. In all other particulars, the remarks made above regarding the

ted. (9) The disposal-number. system.—The disposal-number system, ?vhich
E:smigtg?li:;lr:f izn?edy g:hlse different deficiencies, consists of the application of two principles;
t of papers, and the second alphabetical indexing

tive chronological arrangemen .
glggcf‘i:l‘ls:r:g:;e ::11 ;. seingle nserigsl of numbers. The first process being made to lead up to the
second, the whole forms a single system, It has already been introduced in the Chief Secre-

tary’s office, the office of the Board of Revenu® and the head-quarter offices -of three Collec-

torates. (10) Its method of operation.
the papers to be present

—The first step_in the disposal-number system is to cause

i with a view to mere convenience, and artly to prepare the papers for forming finally a
:isisg)agst;iunit, as will be hereafter described. Lo enable the papers to be presented in juxta-
position, it is necessary to prescribe that they must not be twice folded. They must either be
only once folded, or not folded at all ; again hke'thehpages of a book. It is also found very desir-
able to preseribe uniformity in size of paper, as 1D the case of a book ; »Oth.erwme the papers under
this method are apt to become dilapidated. Each bundle then begins with what is technically
called a “ current”” or an initial paper ; and gradually grows, one paper being attached to another,
with the progress of business on that particular paper- This process is continued as long as it is
convenient. If orders are passed of a temporary, nature, as when further information is called
for from other offices, the bundle or file” isstill kept open, and the intermediate orders still
bear the initial or  current ” number gat least tlgﬂ 18 ’t’he simplest course). When the manager
of the office considers it desirable he closes the file.” A number is then put upon it, which
cancels all previous numbers, and is thenceforth exclusively referred to in the indexes and other
books of the office. As such a file ma contain a number of papers, it is evident that multiplicity
of records is very much diminished. o file becomes a unit for purposes of record, and the

number is called the and the record-keeper 18 responsible for its security. (11) Its advan-

is never again broken up, c S i seourity. (1) Jts adoan-
i - substitutes a single principle, or at most a principle divi
?a%gs.t;r:rh :rtd:;f)g:a xlrﬁgﬁfﬁe?&thod& Its ndvan??es are mamly seen 1n gregt increase Qf
2 niex.?oe and rapidity of work in dealing with papers, and in security provided for the publie
w'nvtiis " Subsidiary advantages are that it enables previous pa![l)erg to be “ referenced ” or traced
;ﬁ’he office with greater ease, and that it provides a more methodical plan for book-keeping and

or connecting the records of the past, present, and future (technically called

i e i i o e

od in consecutive form, or 1 the same way as the pages of a book. This -

disposal-number whence the name of the system. The file once so made .
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check of arrears or the progressof business. The superior convenience of a “ file,” which approxi-
mates in character to a book, over a loose bundle of papers, requires no comment. It saves a
great portion of the time of superior officers jn dealing with papers, and enables routine opera-
tions to. be transferred to subordinate agency. The security of the records is attained by provid-
ing that every ﬁper shall form part of some file, that files shall be paged, and that every file
shall sooner or later bear a disposal number. A record cannot then be lost or abstracted, any
more than a page can be torn from g book, without detection. The simplicity of the numbering
y expedites the tracing of papers. As every paper must proceed to a disposal-number the
methods of book-keeping to check Progress are made more easy. (12) Ezchange of printed matter
between departments.—Though not a necessary part of the record system aboyve-mentioned, this
should be mentioned here ; as illustrating a similar principle of presenting consecutive as opposed
to detached matter. The steps taken in that direction are specified in G.O., dated 19th March
1881, No. 377, Public; Memorandum dated 8th March 1882, No. 1867, Public; and G.0.,
dated 16th March 1882, No. 903, Revenue, (13) Improvements in routine—In offices where the
disposal-number record system has been introduced, opportunity has been taken to make
improvements in various routine matters, though not actually belonging to it ; the changes bein

mostly with the object of relieving superior officers of details which can equally well be attended to
by subordinates.

OrpEr—dated 19th September 1885, No. 2196, Public.

The Government concur in the remarks made by the Board of Revenue in their

proceedings, and desire that cirgulation be given to the Secretariat note read above
which is explanatory of the system,

(True Extract.)

W. WILSON,
for Chicf Secretary.

B .
To the departni s of the Secretariat.
» the Board of Revenue.
2s» all heads of iments.
. i
Exd.J. Wright. e 4
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Record System.

Circulating to all . heads of departments a
Secretariat note regarding the introduction of the
disposal-number principle into large offices.

191u SerreMser 1885, No. 2196, PusLic.

GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

Reap—the following papers :—
Proceedings of the Board of Revenue, dated 20th June 1882, No. 1586.

Read—again the following Proceedings of the Board of Revenue, dated 6&1 Septembér
' 1873, No. 1767 :— :

Asstracr.—Issuing certain instructions to Collector of Ganjam in regard to preservation
and arrangement of records, and forwarding a list showing departments into which records,
&e., should be divided ; and requesting Collector to submit any remarks he may wish to make
on the subject.

e

Read—again the following Proceedings of the Board of Revenue, dated 30th September
1874, No. 2819 :—

AsstracT.—Communicating to Collector of Ga:nj am report of Collector of Nellore as to the
manner in which records are arranged in that district.

Resolution—dated 20th June 1882, No. 1586.

The Board of Revenue place on record a change recently made in the method of
arranging and referencing from papers in their office. The general principles are
applicable to all Revenue offices, and Collectors can, as opportunity arises, keep them
in view in dealing with their own records.

2. Formerly papers reached the Board, and while under isposal were dealt
with by the Board, with little attempt at serial or consecutive arrangement. The
result was frequent displacement and occasional loss, and a great want of convenience
in perusal. In putting away papers into record, the method was to keep the received
letter in one place, and the proceedings disposing of it in another. In the arrange-
ment of papers put away in record, the practice was to keep them in packages or dufters,
each containing the papers of one month and one district. The papers lay loo and
for the most part unclassified in each dufter ; n0 check was exercised on the con ents
of a dufter, and if a paper was removed no voucher was taken, and the destina on. of
the paper could only be ascertained after conSId'erabIe search.  For referencing from
the papers so arranged a mixed method prevailed, being based partly on received
number, partly on date, and partly on disposal numbers.  Subject-indexes were in
force, but not being current they could not be used till some months after the disposal
of papers. AL :

3. The arrangements which have been substituf.ed are as follows :—Papers,
whether before they are sent in to the Board; or during disposal, are filed together
on a prescribed system based on chronological order. The file of papers thus arising
is kept open till final disposal by a proceedings, when the whole is put away as a
single unit for record and reference. The disposed-of ﬁles. are arranged in record
under three numbered series, printed indexed, manuscript mdexed_and‘ unindexed,
and a fourth unnumbered series for unimportant papers. { Beferepemg is oopducted
entirely by the disposal numbers just mentioned. The subject-indexes are written up
daily from the previous day’s disposals, and bear on these disposal numbers.
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4. Briefly, the file has been substituted for the dufter, or consecutive chrono-
logical arrangement for loose arrangement in bundles, in a number of particulars
connected with papers; and in putting away papers in record and making them
available again through indexes, the disposal-number system has been substituted for
several mixed methods. These changes have had the effect of producing convenience
of disposal, security of the public records, and quickness and certainty in referencing,
in the Board’s office. Collectors should not make any change in their own record
systems except after very careful consideration, but in the event of any questions in
connection with that subject arising, they can observe the general principles here
indicated for their information.

(True Extract.)

(Signed) R. SEWELL,
Acting Sub-Secretary.

: nr ' (True Copy.)
e © (Signed) 8. SRINIVASA RAGHAVAIYANGAR,
First Assistant.

To all Collectoss.

A et

Nore o~ THE DisposaL-Numsrr SYSTEM oF RECORD AND REFERENCE.

Village Accountants’ Records.—The oldest indigenous method of record-keeping is that of
the village accountant. He ties the records together with little or no arrangement in a bundle
made of cotton cloth. For the classification he trusts to his memory. This bundle is called by
the English a * dufter,” though the criginal Hindostany word has not that meaning. (2) Records
of native cutcherries.—In larger native offices the cloth bundle is still the basis of the arrange-
ments. Papers are however arranged by dates, either of receipt or despatch. The received
papers are invariably placed in one bundle, and the despatg:hed papers in another. When these
two appertain to each other, the idea of actually connecting them has at this stage of record-
keeping not occurred. A connection is established only by means of annotated entries. Miscel-
laneous papers, which are numerous and sometimes important, are not treated on any definite
principle. In some cases they are made into separate bundles by themselves ; but they are
frequently neglected, and are the source of much trouble and confusion. When there are soveral
distinet series of eorrespondence, as for instance in the case of a Tahsildar dealing with superior
authorities, with Deputy Tahsildars, or with Revenue Inspectors; a set of date bundles is put
aside for each such series, thus forming a rough classification. Where the office is large enough
to require a reference system, this is obtained by ledgers corresponding to the date-bundles ; each
paper being poste‘?m ledgers. To find a paper, the eye must be run through the ledger ; there
is no other method of reference. On the abstraction of records there is no check, other than that
of the ledgers just mentioned. There is no system of voucher for records taken out for use.
(3) Introduction of serial aumbera.—Though the Enghgh offices in the districts have in the main
merely taken over the ngfive system just described, miscellaneous improvements have grown up
with the increased size of offices. The addition of se_ria.l numbers to the dates is a comparatively
recent ar ent. Asappliedin the districts this is not of much importance, for little or no use
ismade of the serial num It is noteworthy however as forming the germ of the latest
improvements devised. (4) Paste-books and oopy-books.—'Another development is that of keeping
the more important papers together in books ; when received papers, by pasting them into books,
and when despatched papers, by copying them into books. This method, if an advance for
purposes of security, is the reverse for purposes of perusing the papers. For though it may be
suitable to an office where only one or two ms have to use the records, it is obviously unsuit-
able where the records have to be dealt Wit;: simultaneously by many persons. (8) Zhe subject
bundle system.—This system has been devised of late years in certamn offices ‘supervised by
E ans. It consists of keeping the papers separate and not formed into books, yet of group-
ing them together into subjects and so tying them up. Registers carry thekitems-from the
received or despatched entries into the bundles where they are to be found. This method is only
suitable as long as it can be certain that the papers will always be required in that particular
connection and in no other. With a shifting administration, the classification of to-day may be
unsuitable for the requirements of to-morrow. The subject bundles then become an incumbrance
instead of an assistance. This method has not had much currency, and cannot be said to have
been asuccess. (6) The alphabetical index, —This is a European invention. It was introduced some
years ago, and combined with the system of serial numbers has developed into the system which
forms the subject of the present note. In all staqes but the last‘ however the alpha tical index
has been only partially applied. Again the serial number question has been left quite undefined ;

E
§
]
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i habetical index has operated first on one, and then on another part of the
tl;z'grls :;si(gnfhe(%PThe Board of Revenueprecord system, immediately preceding the introduction of
gke disposal-number system.-—The office of the Board of Revenue is the largest and most ~complex
fhice of the Presidency. It stands between the Secretariat offices and the dJstnct.oﬂ‘ioes. Its
2ondition prior to the introduction of the latest record system may be considered typical, and can
thus be summarized. If a paper which reached the Board was composed of several parts, as a
letter and enclosures, these parts came up detacht_)d from one another. As the practice was to
fold each paper twice vertically, an arrangement suitable to the cloth dufter, they were necessarily
detached. Xgain when a bundle of papers was made up in the office for the degatch of business,
sav for the consideration of a letter so received, the component parts of the bundle were similarly
detached, and for the same reason. It is needless to say that it was difficult to keep papers duly
arranged, or to obtain a connected view of them, under this system. It was the cause of great
delay. When the papers after being utilized were distributed and put away.in record, the received
papers (technically called currents ”’) were put 8Way in one place, and the orders passed on
concluding papers (technically called * disposals ) were put away in another. To find them again
double referencing was necessary. In the arrangement of the records the practice was, to keep
them in dufters, that is to say packages, each oontamn%the papers of one n.mnth and:”dmtnot.
The papers lay loose and unclassified in each dufter. No check was exercised on the contents

f a dufter, and if a paper was removed no voucher was taken, and the destination of the pape
gould only ’be ascertained after considerable search. The register of received papers was n
systematically closed, and it afforded no uide therefore either to the tracing of , or to the

{ k of arrears accruing in the office. here was no method for checking the length of time for
(;vl;.icch a paper was kept by any person or branch of the office. It may be added that each step
in the transaction of the Board’s business, however trifling or temporary, was marked by a separate
}?dise sal:” thus making an immense number of items in the total records. ‘There was no

xf) Oeme;nt for connecting the records of ﬂ.’.le past, present, and future (technically @gd
fi‘rrlt:'a.igr;nin »). As to the arrangements for finding the records (technically called “ referencing”),
ch: - gx hod prevailed ; the books and indeses bearing Pm':l{ on received number, partly on
3 1'1:11x nd partly on disposal number. The subject mdexes_ which were in force were not prepared

s a‘tl pand could only be used some months after the disposal of papers. (8) Record system of
cmglllf y’Secretariat immediately preceding the introduction of the disposal-number sy.gtem.—f[.‘he above
the Chief i ¢ measure to the Chief Secretariat record system as it existed prior to the
remarks app yfl,lclhgrg; osal-number system. Papers Were received from other offices twice folded,
mtEOdII:ctm;(?re than 0?19 loosely bundled together. The papers arising in the office were
doalt 'etllll loose papers. Previous papers or “references ” were presented without method. .
dpea]t i erzs ut a.wI;y in record by date, though not in dufters. No exact account was taken of

e vI;d from record. The index though exhaustive was so much in arrears as to be of no
o ?mzurre nt referencing. . In all other particulars, the remarks made above regarding the
“Trﬁe e be repeated. (9) The disposal-number. system.—The disposal-number system, which
Boar t?:ly ood top(:-emedy these different deficiencies, consists of the application of two principles;
e tive chronological arrangement of papers, and the second alphabetical indexing
Lo e The first process being made to lead up to the

concentrated on a single series of numbers. alr, i sed in the Chief S
: tem. It has already been introducedin the Chief Secre-
seoo?;l :)Itililcz wt}lllzleofgl(;gmo? t'ill:g]l??o:z; oli'lRevenue; and the head-quarter offices of three Collec-

tary ; frst step in the dis os&l-nunr syste' stem is to cause
hod ration.—The - P : -
:i)lrati& m(tg)bf; r:s“;it edoifnogg Lsecutive form, or i the same way as the p»?es of a book. This
i eag-tfe with a view to mere convenience, and artly li);i) prepare the m or forming finally a
(lisisp sa{- it. as will be hereafter described. To enavie the papers ibeTEa resented in jukte
I')gion it is necessary to prescribe that they must 0ot be twice folded. Th Yf must either be
Efﬂm once folded, or not folded at all; again hke‘th:hpages of a boc)kk J{t ﬁs also :l?nﬂ 2 3
blgto rescribe uniformity in size of paper, as 1 0 068 ol & SHSEPN PR S PO
ahi etl;)hod o ant to become dilapidated. Each bundle then begins with what is technically
;.11B (Iin 8L current?’ or an initial paper ; and gr“d'm‘ny grows, one paper being attached to another,
e > 1? tho srogross of business on that partioular Paper: process is continued as long as it is
with the p ngf rders are passed of a temporary nature, as when further information is called
convenient. 0 = bﬂn dle or “filo” isstill kept open, and the intermediate orders still
for fr&lm other ogo‘?sy ent  number (at least this is ’1’:he simplest course). ‘When the manager
bear the initial . denowif de - rable he closes the “file” A number is then put upon it, which
of the office cons bers, and is thenceforth exclusively referred to in the indexes and other
cancels all P’m nﬁ h a file may contain a number of papers, it is evident that multiplicity
1e K e ik {‘he file becomes a unit for purposes of record, and the
of records is vgth ey _number ” whence the name of the system. The file once so made
number is c?nbrok:n udmpp anosald the record-keeper is Tesponsible for its security. (11) Its advan-
is never ! _number system substitutes & single principle, or at most a principle divided
gagesi:— marious mived methods. 1Its advantages are mainly seen in great increase of
into two p d rapidity of work in dealing with papers, and in security provided for the public
convenience anc rap ad’\'m ntazes are that it enables previous papers to be “ referenced ”” or traced
Feo:;gséﬂi :u:?tm s ea.s:gan d that it provides a more methodical plan for book-keeping and
n 3
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check of arrears or the progress of business. The superior convenience of a “ file,” which approxi-
mates in character to a book, over a loose bundle of papers, requires no comment. It saves a
great portion of the time of superior officers in dealing with papers, and enables routine opera-

tions to be transferred to subordinate agency. The security of the records is attained by provid-

ing that every paper shall form part of some file, that files shall be paged, and that every file
shall sooner or later bear a disposal number, A record cannot then be lost or abstracted, any
more than a page can be torn from a book, without detection. The simplicity of the numbering
system expedites the tracing of papers. Ag every paper must proceed to a disposal-number the
methods of book-keeping to check progress are made more easy. (12) Ezchange of printed matter
between departments.—Though not a necessary part of the record system above-mentioned, this
should be mentioned here ; as illustrating a similar principle of presenting consecutive as o posed
to detached matter. The steps taken in that direction are specified in G.0., dated 19th March
1881, No. 377, Public; Memorandum dated 8th March 1882, No. 1867, Public; and G.O.,
dated 16th March 1882, No. 903, Revenuye, (13) Improvements in routine.—1In offices where the
disposal-number record system has been introduced, opﬁ)ortunity has been taken to make
improvements in various routine matters, though not actually belonging to it ; the changes being

mostly with the object of relieving superior officers of details which can equally well be attended to
by subordinates.

Orper—dated 19th September 1885, No. 2196, Public.

The Government concur in the remarks made by the Board of Revenue in their

proceedings, and desire that circulation be given to the Secretariat note read above
which is explanatory of the system,

(True Extract.)

W. WILSON,
for Chief Secretary.

; .

To the departments of the Secretariat.
» the Board of Revenue.
» all heads of departments.

b
=

Exd. J. Wright. A
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G.0., 19th September 1885, No. 2196.

SEPTEMBER.

Record System.

Circulating to all heads of departments a
Secretariat note regarding the introduction of the
disposal-number principle into large offices.

A

o ——

- kistna Mudaliar, of this office had filed his sched
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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

Reap—the following papers :—

From J. H. TAYLOR, Esq., Lieut., R.N.R., Master Attendant, to the Chief
Secretary to Government, dated Madras, 23rd September 1885, No. 7933.

Administrative department.

In my letter, No. 5663, dated Tth J uly 1885, I reported that a clerk, P. Rama-
ule in the Insolvent Court, propos-
ing to make a monthly payment towards his debts. T have now the honor to forward
the accompanying papers, and to inform you that he has passed the court under the
above arrangement, so that he is not freed from hjs liabilities, but has to pay towards
them through the court. . The Government were pleased, in G.0., Mis. No. 1718, dated
21st July 1885, to permit his doing duty drawing only one-fourth salary, the allowance
payable during suspension. He is an old and experienced hand and renders good

service. I solicit that the Government will be pleased to sanction his. reinstatement
with arrears of pay.

From J. H. TAYLOR, Esq., Lieut., R.N.R., Master Attendant, to the Chief
Secretary to Government, dated Madras, 9th October 1885, No. 8379.
Administrative department.

In returning Marine reference, No. 1742, dated 3rd October 1885, I have the
honor to state that since the G.0., of 9th October 1880, No. 508, the position of
insolvents appeared to have been modified in cases where they were not relieved from
their pecuniary liability, but had to liquidate the same by monthly payments from
their salaries as ordered hy the court, all the relief obtained being protection from

further molestation by ereditors—uide
€.0.;-No. ig};’;%h'nsl:etlsm' Government orders as per margin. In

2 270, 20th ay 1882, Public. the present instance the applicant himself

tendered a monthly payment towards his.
debts, and this was passed by the court. Under the circumstances, and as in the
court’s order it is stated that it is the fourth petition of the applicant, I thought it

was only necessary to submit the ‘papers to Government with the recommendation
made.

2. In an office like this, burthened with a large amount of work, and having a
limited establishment, the value of old and experienced hands, whose special knowledge
of certain duties enable them to render very good service, is much felt, and as such
special knowledge is not to be acquired without long and special training, it induced
me to recommend that the individual in question be allowed to continue tq perform his
duties while under suspension. On the same grounds, it is desirable that he be

retained in the service. As he has all this time drawn one-fourth pay, the remaining
portion remains undrawn.

o e SR
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Orper—dated 27th October 1885, No. 2500, Public.

The pay and allowances recommended will be paid on this occasion, but P. Rama-
kistna Mudaliar will be warned that if he should again have recourse to the
Insolvent Court his services under Government will be dispensed with.

2. His schedule discloses reckless borrowing and dealing, and unthrift.

(True Extract.)

Acting Chuef Secretary.

To the Master Attendant, Madras, with enclosures.
,» Accountant-General.

» Heads of departments.

Vil A ar

Exd. T. O’Connor.
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GOVERNMENT OF MADRAS.

s e REVENUE DEPARTMENT.

Reap—the following Proceedings of the Board of Revenue, dated 23rd September 1885
Mis. No. 8763 :— -

Read—the following letter from M. R. WELD, Esq., Acting Collector of Kistna Dis-
trict, to the Secretary to the Board of Revenue, dated Masulipatam, 1st
September 1885, No. 2867 :—

4

it 540 e .

: /- . ”
g 30 W (){; yaEgy A / G ‘ , I have the honor to submit the compensation progress reports for July 1885.
# 4 | e, » . : «: %
¢ BT . SR ' = 3 2. The following statement shows the transactions for the four divisions of the
» > & 1 district :— ‘
5§
Issued i LAND SHOWN IN
/ i a8 CoLumns 10 AND
f . ¥ 3= - 11 FOR WHICH
g : C ‘ ‘ 7 3 Pﬁz:’:gxﬁg :?P‘ REecEIvED T Disposep op | BALANCE AT THE | CoMPENSATION
L& é"’ ' ; Recd., Enel. i 8 Yoy DURING JULY. e DURING JULY. | END oF JULY. | HAS oy
X v TLED AND BrLys,
s/ : 3 Names of Divi- &c., HAVE BEEN
R PER ‘ g o] 8 < & 54 8 g 5 s g -
3 2 g 2 2 2 2 - 2 - a2 a
5 9 * E g gl R 1% g g g 3
G.0., 27th October 1885, No. 2500. _ L ki 2l 5 |8 ; 5 5 E % 5 %
1 2 3 4 5 6 7 8 9 10 11 12 13
Sub-Collector..[107| 94 16 | 28| 157 68 |135| 251 B84 | 65| 4 86|130| 246 98 |100| 97 41
Head Assistant| 52| 220 13| 1|. 156 32| 53| 235 83} | 1 2 61| 52| 233 82} | 52| 232 82}
Collector.
\ ’ ; GeneralDeputy| 3| .. 98 |191| 40 25194 41 23 | 3| .. 98|191| 40 25 [191| 40 25
> Collector.
I\ OCTOBER. i Temporary De-{145| 837 37 | ..| .. .. {145| s37 37 | 4| .. 26 |1 837 11 [138] 737 9
3 puty Collec- :
. . — f tor.
> /O 2 : [1-% 2 {‘ Total ..[307| 1,152 52} |220| 213 25 |527|1,365 774 |13 |° 8 61 |614| 1,357 16} |479|1,107 67}
1
.

¥ The decrease of Acres 36 in the opening balance in the Sub-Collector’s statement
' is explamed at its foot.

o - - - . The figures in the above table are as given by the Divisional oﬁicers

3
: 4. Of the 514 cases in column 10, statements have from this office been submitted
to the Board for 25 cases and bills to Engineers for 222—total 247, distributed as
below :—
) Sub-Collector : ae 3o 400
‘ B q Head Assistant Collector oS [
. % ( 2 . 11/) ; General Deputy Collector ... . 146
_ om? e ?'?, . 7‘)/0 § Temporary Deputy Collector 3 woe 1180
Insolvents. : 2 —
, Total ... 247

Sanctioning the reinstatement, with arrears of

pay, of P. Ramakistna Mudalmr, a clerk in the
\(l/{ y ﬁ \/ Marine office, but with a warning that his service
# o ot will be despensed with if he should again have
recourse to the Insolvent Court.
— orn O/ ( )/l G’ﬁl f (& [ ¥
W

(Q;(( ‘ﬂ"} (‘(‘(‘./f/ / P ;;’/:,
g //d/é ﬁ// ( { s ./J
Nk /Lﬁ‘ " // /; '({ ) S A '
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9 23rp Ocroper 1885, NO,NM_,,,',MW--M,J F e GO R , i Resolution—dated 23rd September 1885, Mis. No. 8763.
5 9 R ST 2N ' __ The total number of cases for disposal was 527, of which 13 were disposed of
The 222 cases for which bills have been sent range as ' \ within the month. ~Out of the remaining 514 cases, compensation has been settled and - j.
Public Works Department ... 62| Local Fund Lngineers... ... 160 : statements submitted to the Board in 25 and bills to Engineers in 222 cases. One :
S el _—11 3 j hun(idirsd ancfi ?{aventy-sm cases are pending payment, and the remaining 91 cases are I
Within 1 month in arrear w921 o pending as follows :— 4
More,than, 1 month bn werear oo, 2 il o1 G ket 4 30 with the Sub-Collector.
= 2 months in arrear... 4 e r , 3 »». General Charge Deputy Collector.
© 3 2 9! e ki e 6 »»  Temporary Deputy Collector.
% 4 PR e te Rl aant T, R . : 25 are under reference to the Superintending Engineer.
» g ”» G Lt s g 27 . do. do.  to the Local Fund Engineer.
! esacnn iy ) » . . .
o i Fr !I ...... > , : 9. The number of cases .dlsposed of in this month is very small. The Collector
% e & 5] RS R : . is requested to see that a considerable reduction is forthwith made in the number of
R :: st 4o fey e #5204 (, cases pending payment.
gt 7 ' Total ... 160 | 3. The extent of land entered in note 2 to statement No. IT from the Sub-Collector

as occupied without reference to the Revenue Department is incorrectly entered as

— |

Atres 149-13 instead of Acres 139-13. Of this extent 75 cents appear to have been

These are contained in the following bills :— oceupied by the Lucai Fund Department and the rest by the Public Works Department.

|
'( d l ; . i
Public Works Department. ¢ Local Fung Date. ; (A true COpy and EXtraCt°)
No. Date. g .. 19th Feb. 1885, : (Signed)  F. A, NICHOLSON,
8(\ e P 2‘11(1 Aprll 1893- 5- .& : = l(_)th 29 » ! . Acting SecretarY.
*21 and 22 ... - 26th iunc_a }8;3 8 T 17th ,, »» ‘ To the Secretary to Government, Revenue Departinent,
3 e 23“(11 AP‘:‘ lS‘S __)' e ... 16th March ,, { : with letter and enclosures, in original to be
.. 43, 44 and 45 ‘znd 3 Uio' 188'.4. 1 e ESS &t 1 TR ”» : returned, and statements for June.
9’; 7’:}1 M“ J 1885 | 23 3 voo 14th Aug., ,, 1 ,» the Collector of Kistna.
Mar. 5.1 23 s 19¢h " , L g e
® QL | 24 iee see AR »
58 2% JAt:]r:) llﬁgé L e M }iﬂi » » ' OrpEr—dated 23rd Qctober 1885, No. 1184, Revenue. ‘
“sw e o . 9 S ee “es e ” » . . . e
147 wesissent 144 Oct, ]8}5%. | 21 _ The progress made in July in the
10 ... 30th April 1885. | & :
13 » . 15th May 1885. | ! Mikoollsancik: disposal of claims for compensation 1s not
9035 and 87 ... 27th July 1885. | satisfactory, only 13 cases having been
88, 69 _ i ‘ : " settled out of a total of 527.
4,75 oo e 30U Jumo 1854, | 2. The 24 old cases relating to the Devarakét Zemindari and shown in previous »
78,88, 89 ... " ..) ; reports against the Collector have apparently been transferred to the Sub-Collector. 1
o . : stailed below :— “ 3. Adverting to paragraph 4 of the Collector’s letter, it is ob d that bills E:
maini disposed of is 267 as detaile : g to paragraph 4 of the Collector’s letter, it is observed tha "
The number of cases re P R el Nos. 6 and 43 to 45 are dated August 1885. They should not have been shown
Under scratiny in divisional offices including cases pen mg py 215% ; ; therefore against the Public Works De- %
ment & S i il 95 i Paaa%roiph lgspf G.0., No. 1140, dated 9th partment in the present report which
Kinder “I’;?ence - Pk Igi?d 'Eggine%:.n S SR SR R i t AP b - refers to July. So also bills Nos. 80 and 3 :
; = . ' . : : . f 1883 which are with the Collector. . 3
SF e Y : ‘ Vide Superintending Engineer’s lefter om- o ~ 3
: Total .. t bodied in G.O., Fublic Works Department, For Nos. 94, 68, 69, 74, 75, 78, 88 and :

r

. : * ( No. 2315 W., dated 6th October 1885. 89 revised bills appear to have been sub-
e since been settled. ~The remain- f fituted, and the numbers of the latter

: b PLoe vl b hie last poport; 4 b2 etzlin to the Devarakét Zemindari. ¢ i sh uld ilaan b . Illlmtlcled?m 4

ing 24 cases included in the 267 shown above apper I¥ sho ve been quo

Regarding the rate of compensation to be granted to the Zémindar, I am in communi- 4. The irregular occupation of land referred to in paragraph 3 of the Board’s

on. Wi intendine Engincer. His reply is awaited. ! Proceedings will be noticed in the Financial and Public Works Departments.
omin yibl. SN SRS SRR ment No. I from the General Deputy | | g AR P
i

6. Of the Acres 11738 in column 6 of state ro 7 p
Collector, Acres 77-13 being Government waste not requiring compcn;&ttloz‘l, tlxl]i 1 (True Extract.)
remaindc;r, viz., Acres 4025, only are shown in the corret"lpimdmtg%1 C(')[l‘g:xu)loga r;' 5}) e(:;)‘:ity i : (Signed)  J. F. PRICE,
No. II. Acres19-4 in the same column of state“;(e)?tei(; mdrﬁiﬂ ,st,a,:emell’cI No. IL ' g ; ; ' Ag. Secretary to Government.
1 ernmen are Tnm
Oullgatax bosgt yit 0 — ey g ¥ ; To the Fmancial Department.
Cases for . ,» the Public Works Department. ' ;
e iy, RO ok ‘ » the Board of Revenue, witlfive enclosures returned. : »
payment, &o. g:uctically er:iot —d
« Sub-Collector . 48 % o 1 Exd. A. F. Aaron.’
Assistant Collactor - 3 45 : .
g:denl Deputy Collector S Lokes iy ‘7.', ?; 78 ) | 80 Copies, ‘
Tompanry%eputy Collector . . - Sl A e ]
76 39 219 g -

Total .. 1

—
—_—

1
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G.0., 23rd October 1885, No. 1184,

OCTOBER.

Land Compensation Claims.

_ Report of progress made in the disposal of ==
in the Kistna district for July 1885, reviewed.,
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paragraph 11 D, chapter XI, of Public Works Department Code, which prescribes
that municipal taxes on all public buildings other than Military or State Railway
buildings shall be borne by the Civil Department.

Where municipal taxes are payable by this department on public buildings,
provision for such taxes should be made in the annuai repair estimates.

The Governments of Madras, Bombay, Bengal, the North-Western Provinces and
Oudh, and the Punjab, in the Public Works Department.

The Chief Commissioners, Central Provinces, British Burma, Assam, and Coore.

The Resident at Hyderabad. ; : g 3 Order.—Ordered

The Agents to the Governor-General for Central India, Rajputana, and Biluchistan. that the foregoi

The Superintendent of Port Blair and Chief Commissionir, Andaman and Nicobar SIS be

Islands. communicated to the
The Director-General of Telegraphs. 3
The Inspector-General of Military Works. local 5k GOV'eI‘llmeDtb,
The Superintendent of Works, Simla Imperial Circle, Admlmstratlons and
T ip tant-G 1, Publi \Vkll) tment
The Accountant-General, Public Works Department. s
The Director-General of Railways. OﬂiOOT‘S noted. in the
The ?irector.i}x-cmuf, TI rid<)-l'lu;0pcun Telegraph, margin for informa-
The Director, Persian Telegraph, : .

The Director, Persian Gulf Telegraph. tion and guldauce.

The Consulting Engineers to the Government of India for Guaranteed Railways,
Calcutéa, Lahore, and Lucknow.

(By Order.)

(Signed) W. 8. TREVOR, Col,, R.E.,
Secretary to the Government of India.

Orper—dated 15th September 1885, No, 2147 W., Public Works.

Communicated to officers of the Public Works
information and guidance,

2. The Secretary to the Code Committee will be requested to submit a draft
standing order making the necessary alteration in the orders already in force on the
subject.

Department concerned for

(True Extract.)

(Signed) J. SHAW-STEWART, Colonel, R.E,
_ Secretary to Govt., P,W.D.

To Superintending Engineers.
To the Consulting Architect.
»  BExaminer, Public Works A ccounts,

,»  Financial Department.

Exd. A. Aubert.
Spare Copies
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GOVERNMENT OF MADRAS.

PUBLIC WORKS DEPARTMENT.

General.
Account.

Reap—the following papers :—

Proceedings of the Government of India, Public Works Dopartmi‘nt .(Accvoux{t
—QGeneral), to the Secretary to the Government of (1\1;1(11’;‘15, Public Works
Department, dated Simla, 12th August 1885, No. 219 A.G.

evised procedure regarding the payment of municipal taxes on Government buildings other
than Military or State Railway buildings.
Read the following paper :—
Resolution by the Government of India, Dﬁpartmn'nt n(t Ql‘mzmco and Commerce, dated
Simla. 16th July 1885, No. 1980.

Read again the following resolutions in this department :—

(1) No. 2333, dated the 28th July 1883, laying down 2 procedure regarding the payment
; ic Works buildings other than Military,

and adjustment of municipal taxes on Publ
; and on State Railway buildings. ir s ] B ST 154
(2) No. 3086, dated the 12th September 1883, deciding that the procedure regarding
municipal taxes shall apply to cantonment taxes also.
Read also— : : :
The endorsement of this department, No. 607, dated the 30th April 1.884‘, on th letter in
the Public Works Department, No. 63 A, dqtm.l the 9th April lﬁ‘ﬂ, §tutmg t-hutl
municipal and cantonment taxes on irrigation buildings should })ea paid i.nr'nnd adjustec
like those on all Government buildings other than Military or State Railway.

——

Resolution.—The Governor-General in Council is Dow pleased to revise the pr(‘wedurﬂ
laid down in the resolution of 28th July 1883, and to rulq that rnuqunpal taxes on a Govern-
ment building shall be paid by the dep:irtmeut occupying it ﬂ.I‘ld debxt‘ed to that department ;
but that in any case in which a lump sum is at present paid for all Government .bu.xlt.hngs, or
for a number of Government buildings in a municipality, it shall, provided th"»“b‘%ll‘h“gs are 10
the occupation of more than one department of Government, be paid in the Civil Department
and debited to Miscellaneous. : . el

The responsibility for the acceptance of the assessment rests with the Executive Engineer
in charge of the building.

2. This order is not intended to supersede the orders of 30th Septemh_or 1884, N""- 36
which preseribed the procedure for the payment of municipal taxes on the offices of the Govern-
ment of India in Simla.

3. It having been brought to the notice of the Governor-Gene_ml in Council that no tax
is levied on Government buildings in cantonments in British India, the resolution of 12th
September 1883 is hereby cancelled.

92,

——

Order.—Ordered that the foregoing resolution be (‘f‘»mlmm{i‘—"“t",‘} to the Public Works
Department, the Home Department, the Comptroller and Auditor General, and the several
Accountants-General and Comptrollers.

Resolution.—The procedure laid down in the foregoing resolution will be incor-
porated in the revised edition of the Public Works Department Code now under
preparation ; in the meanwhile, the Government of India is pleased to direct that
the revised procedure be brought into operation in supersession of that portien of
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