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of Revenue, dated 93rd September 1885

Reap—the following Proceedings of the Board 33 : —
is. No. 87¢ i '
Mis. No. 514 Esq., Acting Collector of Kistna Dis-

Read—the following letter from M. R. WELD] of Revenue, dated Masulipatam, 1st

trict, to the Secretary to the Boar

14 5 D 67 :— !
-~ September 1852, o el jon progress reports for July 1885.
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paragraph 1] D, chapter X1, of Public Works Department Code, which Prescribes
hat Municipal ‘tayeg on all publie buildings othep than Military oy State Railway
buildings shall be borpe by the Civi] Department,

here municipal taxeg are payable by thig department .on publije buildiugs,
Provision for gy, taxes shoylq be made in the annug] repair estimates,

—————

The Governmentg of Madms, Bombav, Benga), the Norch-VVestom Provinces and
Oudh, anq the Punj:ib, in the Publie Works Department.
The CIliL_‘f Commissioncrs, Centra] Provinces. British Burma, Assam, ang Coorg. 0)‘(]6)'.~OI‘(101‘€(I
Dad, .
The Agents to the Govemur-General for Centra] India, Rajputana, and Biluchi;l_tan that the foregomg be
v Supcrintcndent of Port Blajy and Chijef Commissioncr, Andaman _jq Nicobar commuuicated to the

slandg,
The Director-Genery] of Telegraphs, ocal Governments,

The Inspe(ttor-(x'vneral of Militury Works,

The Superintendent of Works, Simlg Imperia] Circle, AdmlDlStl‘ZItIODS- and
The Accountant-GencruI, Public Works Department, Ollicers noted 1n the
The Director-(x'eneml of Ruilwnys. : y p
The I)irector-in-Chit,»f, Indo-Europcan T(:lc-gmph. H.)al'glll fOI" 1nf0rmd-
The Director, Persian Telegraph, tion and gUIdaUCO-

The Dire«-tox:, Persian Gulf Tt.-leg'raph.

e Consultmg Engincers t, the Government of India for Guaranteeq Railways,

(By Order.)

(Signed) W. 8. TREVOR, Col., RE.
Secrctary to the Government of India,

ORDER—gateq 15th September 1885, No, 2147 W., Public Works,

Communicated to officers of the Public Works Dcpal'tment Concerned f,,

2. The Secretary the Code Committee wi]] be requesteq to submit 4 draft
standing ordep making the Précessary alteration in the orders already ip force on the

(True Extract.)

(Signed) J. SHAW-STEWART, Colonel, R.E,
Secretary t, Govt,, P.W.p.

To the Consulting Architect,

5 Xaminer, Pybl;e Works Accounts,
» inancia] Department.

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

PUBLIC WORKS DEPARTMENT.

General.
Account.

Reap—the following papers i~

Proceedings of the Government of India, Public Works Department (Account
—General), to the Secretary to the Government of Madras, Public Works

Department, dated Simla, 19¢h August 1885, No. 219 A.G.
ng the payment of municir\l taxes on Government buildings other

Revised procedure regardi
than Military or State Railway buildings.

Read the following paper :—

Resolution by the Government of India, Department of Finance 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 & procedure regarding the payment
and adjustment of munioipnl taxes on Publiec Works buildings other than Miiitary'
and on State Railway buildings.
(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 1884, on the letter in
the Public Works Department, No. 63 A, dated the 9th April 1884, stating that
municipal and cantonment taxes on irrigation buildin should be paid for sndl:fju,wd
like those on all Government buildings other than Military or State Railway.

Resolution.—The Governor-General in Council is now pleased to revise the procedure
laid down in the resolution of 28th July 1883, and to rule that municipal taxes on a Govern-
ment building shall be paid by the department occupying it and debited to that department ;

but that in any case in which & lump sum is at preseut paid for all Government buildings, or
for & number of i )

Government buildings in & munieipality, 1t shall, provided tke buildings are in
the ocoupation of more than one department of Government, be paid in the Civil Department

and debited to Miscellaneous.
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 September 1884, No. 3692
which prescribed 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 potice of the Governor-General in Council that no tax

is levied on Government buildings in cantonments in British India, the resolution of 12th
September 1883 is hereby cancelled.

—

Order—Ordered that the foregoing resolution be communicated 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
prepamtion; in the meanwhile, the Government of India is pleased to direct that
the revised procedure be brought into operation in supersession of that poftic.n of

SNy A B T

ey

fla-1h - &

e ————
N i o o

R —— T

D
ated Septem ber, 15¢4

Reed,

G.O; ,\1% Bt 1
oth Sept, 1885, N, 2147 W |

Goy.
tlng reyjy dm‘emment of Ind










T ——

G Sy .
. ﬁ"ﬁ“‘" e o
\




b ¥

b . g .

R - \s\.&r : ;‘l‘\

PR o ¢ " g .

=
rrel) P : .‘"J});}\lw F ) E o ‘ . ; ! :
A .

2=
s S
i T A




b~

A T TP T I o e R B B e i O o S A A A AT SIS M BRI I I

- . A e S o S i s y .
- 19mn Seerevser 1885, No. 2196, Pustic. '
e s 4. Briefly, the file has been substituted for the dufter, or consecutive chrono-
Baiktl, A ,’ logical umnge’ment for loose arrangement in bundles, in & number of caniculars 19mu Sepremser 1885, No. 21 96, PusLic. 3
T | connected with papers; and in putting away pt:!:en in rze:rd and making them > T ittt a
b MBS L gyailable again through indexes, the disposal-num system has been substituted for X that is to say the alphabetieal index has
| . A : ! by y the alp ical index has o ted first on one, and then on another of the
e g several mixed methods. These changes have had the effect of producing convenience ¥ record system. (7) Zhe Board of anucpre:c:rd system, immediately preceding Uhe inlrg;ﬂuction of
S| sty o el 2 ke hinge 1 sl own: oo DR i g i ol e ol of e Bsed of By 31 ST e
s 4 ¥ Lm e 8 0O 4 & > %Y o o 4 ol - 4 . » .
e 4l \ systems exoept after very careful consideration, but in the event of any questions in ; | ‘ condition prior to the mtroduohpn of. the latest record system may be considered typical, and can
aAAs o : connection with that subject arising, they can observe the general principles here i - | ; thus be summarized. If a paper which reached the Board ‘was com of several parts, as &
’ | dicated for their information ‘ letter and enclosures, these came up detached from one another. As the practice was to
/) | indica » By '_ fold each paper twice vertically, an arrangement suitable to the cloth dufter, they were y'
Ct, . . (True Extract.) : : = detached. in when a bundle of papers was made up in the office for the daﬁwxh of business,
/ ' (Signed) R SEWELL. - ! say for the consideration of a letter so received, the component parts of the bundle were similarly
- . A MR TN Bhes ' detached, and for the same reason. It is needless to say that it was difficult to keep papers duly
2 Acting Sub-Secretary. / L3 4 arranged, or to obtain a connected view of them, under this system. It was the cause of great
(True Copy.) g / delay. (Wgep t}ﬁe pa era after being utilized were distributed and put away i:h record, the received
y . SR i papers (technically « currents ”’) were put away in one place, and the orders passed on
(Signed) 8. SRINIVASA RAGHAVAIYANGAR, | concluding papers (technically called “)disposapis ») were put away in another. «+ To find them again
; First Assistant. el double referencing was necessary. In the arrangement of the records the practice was to keep
1 To all Collectors. : g ' \ them in dufters, that is to say packages, each conmin.i.n%the papers of one month and one district.
f ] ) The papers lay loose and unclassified in each dufter.  No check was exercised on the contents
P - \ ‘ of a dufter, and if a paper was removed no voucher was taken, and the destination of the paper
} l E‘ " could only be ascertained after considerable search. The register of received papers was not
~ Nors o~ THE DIsPOSAL-NUMBER Systex or Recorp axp Rereresce. i , s{;stematimlly closed, and it afforded no guide therefore either to the tracing of papers, or to the
- ! POk &g , check of arrears accruing in the office. There was no method for checking the length of time for
Village Accountants’ Records.—The oldest indigenous method of record-keeping is that of A ® which a paper was kept by any ' or branch of the office. It may be added that each step
the village accountant.” He ties the records together with little or no arrangement in a bundle ¥ in the transaction of the Board’s business, however trifling or temporary, was marked by a separate
made of cotton cloth. For the classification he trusts to his memory. This bundle is called by ¢ B « disposal ;7 thus making an immense number of items in the total records. 'l‘zem Wwas no
the English a * dufter,” though the original Hlmium'd has not that meaning. (2) Records . Ej arrangement for connecting the records of the past, present, and future (technically called
of natire ;:lttlm‘ria. -;oln larger llltlg‘:i(’ﬁeﬂd::: 0;0::“ :fdkmo:p:hgr t('i‘:q:nl: of 'IE:O lmx_lg:l- ; < « chaining ”’). ~ As to the arrangements for finding the records (technically ﬂled # afemcing"),
ments.  Papers are however arran A - e Tecelv ; a mixed method prevailed ; the books and indexes bearing partly on received number, partly on
papers are invariably placed in one MKL and the despatched papers in another. When these date, and partly gedisposal number. The subject indexg whiei were in force were not
two appertain to each other, the idea of actually m“";‘ms a wor: A has at this stage of record- i kK ! currently, and could cnly be used some months after the disposal of papers. (8) Record system.of
keeping not ey ‘: :"“""’“"“ b m h{, w{:;:“:m ;::";“‘“‘ m;:w :{.ﬁn:etl A the Chief Secretariat immediately preceding the introduction of the disposal-number system.—The t.me
laneous papers, W MENEOWS - . reated on any ite ' 1 L remarks in great meagure to the Chief Secretariat record system as it existed prior e
iple. In some casés ““{o‘" made into "P‘{g“:‘i"’m“ by themselves ; but they are f ‘@ introdud;‘igg zf the disposal-number .e Papers were received from other offices twice folded,
tly .nogleohd, and are the source of much trow fw"i'lmh.il . 'When there are several 1 ‘ and when more than one loosely bundled together. - The papers arising in the office were also
istinct series of correspondence, as for instance ' the case of a Tahsildar ‘dealing with superior ; dealt with as loose papers. Previous papers or * references " were presented without method.
authorities, with Deputy Tahsildars, or with Revenue W“‘ of date bundles is put Papers were put away in record by date, though not in dufters. No exact account was taken of
aside for each such series, thus %‘h olasmification. ere the office is large enough ¢ papers removed from record. The index though ethsﬁvomnomunhinmutoboofno
s i s i et A T e e BTl ol e Ut el o Y
P‘l’: ot . Outhe sbetraction of i noreiieks Sihar Wik Sl ] Board may be repeated. (9) The disposal-number system.—The disposal-number system, W

is . : - | , was introduced.to remedy these different deficiencies, consists of the application of two inciples ;
of the ledgers just mentioned. There is no e v o st e e . | the fist consecutive chronological arrangement of and the seond alphabetical indexing
(3) Int "/"""'!"""“‘WWM ; in the districts have in the main 4 3 concentrated on a single series of numbers. The process being made to lead up to the
morely taken over the native eystom just descrber o e o -t et dlrtese s : O e ‘whele forme a. single system. ..t hasrelzeady been introdused o the Chief Secre-
with the increased size of offices. The addition mner-mm:'n uohi is a comparatively ! tary’s office, the office of the Board of Revenue, and the head-quarter offices of three Collec-
ot - A"ﬁ““"““:w‘ il Subtapttimmety i hh <0 b , e e (10) Tia. method.of operation—The fisst step: in the dispossl-sumbar sySier is to cause

serial . is noteworthy however as forming the germ of the latest ' g r ; 3
ts devised. (4)MMudwprb~h-—W@vdomtuth‘tof keeping } the pay mbepmmedmoonseouhveform.wmthonmewaynthe of a book. This

: books ; when recei & : * is with & view to mere convenience, and to the papers or forming finally a
ey £ B k- oopringfhow | oo vy, Sy e . 1 disposal-unit, as will be hereafter described. To ennble the papers fo be presented in juxta-
and o by copying dm" - 88 - l‘?dvlf‘nlénnoe!or ; posiﬁon.itisnewunrywpreearibethattheymwnotbebwmefolded. ey must either be
i - .,m.."’ o s : u,s ;np:;ﬁ.,? Sy | only once folded, or not folded at all ; again like the pages of & book. It is also found very desir-
s m'm oy e two.{ mnh;.mlm 30 shviousty ariit- : able to prescribe unifurmity in size of paper, as in the case of a book ; otherwise the papers under
e e vten. e due- b e N taiarolioe iperviasd by t fhis mekhod. ars apt to become dilapidated. ' Each bundle then bogins MiCh %, 2 techniclly

'-_m'm keeping the papers ormed into books called a “ current” or an initial paper ; and - ws, one paper being ached to another,
E Ermdgsa e : “P‘;“‘ - Mn !‘- : et , yet of group- with the progress of business on fmwpuucumpcy 8}}’“' process is continued as long as it is
g t‘fﬂm S e mmg ltn:t:r N Sound the jtems from the | Sonvenient. ~If orders are passed of a temporary nature, as when further information is called
received or despatebed eeftCes TLLC ot e e o convenioul, X fose; the bundlo-ar - flo . inetill kept open, and the intermediste order still

suitable as long as it can be certain that the papers always be required in that particular bear the initial or * current ” number (at least this is the simplest course). When the manager
of the office considers it desirable he the * file.” A number is.then put upn it, which
caicels all previous numbers, and is thenceforth exclusively referred to in the indexes and o

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. o 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 nsible for its security. (11) Its advan-
tages.—The disposal-number system substitutes a single principle, or at most & 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 the public
records. Subsidiary advantages are that it enables previous papers to be referenced ” or traced
ip the office with greater ease, and that it provides a more methodical plan for book-keeping and

instead of an assistance. This method has not had much eurrency, and cannot be said to have

. been a success. (6) The alphabetical index. —This is a European invention. It was iutroduced some
ears ago, and combined with the system of serial numbers has developed into the system which
¥oﬂm:§: subject of the present note. In all stages but the last however the alphabetical index
has been only partially applied. Again the seria number questicn has been left quite undefined ;
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check of arrears or the progress of business. The superi rmvcnimofs“mo,"whinhm
muuinohmdmtotboo},omnlx bnndé:‘inspmw roqlmu!:io (:ommenbl t. It saves g
t portion time of superior officers in ing with papers, and ena es_routine opera-
mtobotnnduredtombordimmoy. Thonmﬁtynf&omrd-hmdmdbypmﬁd-
ing that every ledemoﬂo.MﬂluMhEMmdem.
:hllmnﬂmbwldhmnmba. A record cannot then be lost or abstracted, any
more than a can be torn a book, without detection. 'l'honmplioity_ofth. numbering
system the tracing of papers. .uwmww‘ disposal-number the
methods of book-k to check progress are more easy. (12) Ezchange of printed matter
heticeen doparlﬂmh%h not a necessary part of tbo record system above-mentioned, this
shouldbomﬁonodhm;niﬂum&ng-mﬂgrpgmpbofmgmgmnmﬁnu
to detached matter. The steps taken in that direction are in 1.0, dated lmom
1881, lIgo. 871, P;::g;';Nlmszgndm M(f;h Inlmh 1 &_Nuwl. IPnblie; and G.O.,
dated 16thgMarch 0. Revenue. in routine.—~In offices where the
Sl et i inion ok et faledaiet; ty has been taken to make
improvements in various routine matters, though not actually b toit; the changes being
:;ntl wit}n thooh'n*dnﬁaﬁngmpﬁaoﬁmofdmhwhwhmeqmlly'ellbom.nd.dw
su

S

Oxprr—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.) ‘
/\/ : L(_/ {—, [/ &N
for Chicf Secretary.
. . f
To the departments of the Secretariat.
,»» the Board of Revenue.
» 8ll heads of departments.

s
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