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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 :— :

Asstract.—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 Ganjam roport.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 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 eacn dufter ; D0 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.

o

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 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 loogse 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 _recoljd
eration, but in the event of any questions in
ey can observe the general principles here

(True Extract.)

(Signed)  R. SEWELL,

Acting Sub-Secretary.
(True Copy.)

(Signed)  § SRINIVASA RAGHAVAIYANGAR,
First Assistant.
To all Collectors.

Nore oN THE Drsposat-Nuyprr Svsram or RECORD AND Rererpwcs,
Village Accountants’ 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 onl

. _ ¥ 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
distinect series of correspondence, as for instance in the case of g Tahsildar dealine with superior
authorities, with Deputy Tahsildars, or with Revenue Inspectors; a set of date bundles is put
aside for each such series, thus forming g 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. Ty find a paper, the eye must be ruy through th
18 no other me[;hod of re_ference. On the gpstraction 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,

i the districts have in the main

L ) L ibed, miscellaneous improvements have grown up
with the increased size of offices, The addition of serial numbers to the dates is a comparatively

is i of much importance, for little or no use
It i noteworthy however as forming the germ of the latest

improvempnts devised, (4) Paste-books gy copy-books.—Another development is that of keeping
the more important papers togeth

er in books ; when received papers, by pasting them into books,
and when despatched papers, by co

iched Pying them into books. Thig 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 op t:;lvzp persons have to use the records, it is obviously unsuit-
able where the records have to be deg]t with simultaneously by many persons. (5) The subject
bundle system.—This system has been devised of late years in certain offices supervised by

Europeans. Tt consists of keeping the Papers separate and not formed into books, yet of group-
ing them together into subjects and g,

1 bjec tying them up. Registers carry the items from the
received or despatc}_led entries into the bundles where they are to be found. This
suitable as long as it can be certain that the papers will always be required in that particular
connection and in no other. With 4 shifting administration, the classification of to-day may be
unsuitable for thp requirements of to-morrow. The subject bundles {hen become an incumbrance
instead of an assistance, Thig method hag not had much currency, and cannot be said to have
been a success. (6) ?‘ﬁe alpﬁabetical 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. Ty g1l 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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oard of Revenue record system, immediately preceding the 'i)ztroductz'on of
gzsocggpgztfﬁmbgz)syzsw?:nf———Thejofﬁee of the Board of Revenue is the largest and most ' complex
ofﬁce of the'Presideney. It stands between the Secretariat offices: and t};e dJstnct.ofﬁces. - Tts
condition prior to the introduction of the latest record system may be considered typical, and ¢éan
thus be summarized. If a paper which reached the Board was composed of several parts, as a
letter and enclosures, these parts came up detachfbd from one another. As the practice was_to
fold each paper twice vertically, an arrangement suitable fco the cloth dufter, they ‘were necesga.nly
detached. Again when a bundle of papers was made up in the office for the‘despa.tch of ‘tgus}nes.s,
say for the consideration of a letter so received, the Gomponent.parts of the bund}: ‘Were simil -
detached, and for the same reason. It is needless to say that 1t 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 dlstrlbpted and put away in record, the received
papers (technically called * currents ") were puf’s’ away in one place, and‘ thtrar OIf‘ideé's hpassed on
concluding papers (technically called * disposals ”’) Were put away in another. t(;)' nd t er}cl afam
double referencing was necessary. In the arrangement of the records the prach lce was d9 eep
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 dutter, and if a paper was removed no voucher was taken, and the destination of the paper
could only be ascertained after considerable search. Th_e register of received papers was n}(l)t
systematically closed, and it afforded no guide therefore either to the tracing ofl papers, or to tf e
check of arrears accruing in the office. There 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 trifling or temporary, was marked}?y a separate
“disposal;” thus making an immense number of items 4n the total records, I'heré was no
arra.npgeme,nt for connecting the records of the past, present, and fluturelal %te‘(‘zhnically pall’?d
“chaining ”’). As to the arrangements for finding the Tecords (technically called  re erenmilg ¥
a mixed method prevailed ; the books and indeses bearing partly-on received number, part y on
di I‘;l “and partly on disposal number. The subject Hldexes. which were in force were not prepared
e aJtnl Pand}éould only be used some months after the d1sposa} of papers. (8) Record system of
(t};zlcrr g/tie;"r,&c-ret(zriat immediately preceding the introduction of the dzsposal-numbc.’r system.—The above
rémarké api)ly in great measure to the Chief Secretariat record system as it existed prior ti)dtl(lle
introduction of the disposal-number system. Papers were received from other offices twice fo (; 5
giuiowhen more than one loosely bundled together. 'fhe papsrswz:“;s;)nrgesg;l g}f vggﬁguzvzgt }?0(510
i i r ‘“references :
e 10;) Saewli)z,apierﬁs;‘eccﬁ'?“t')l;u(;at%?}ziﬁsugh not in dufters. No exact account was taken of
s pl& fromyrecord The index though exhaustive was so much in arrears as to be of no
s l%zrxflgl‘;irent referenoir'lg. In all other poarticulars, the remarks made above regarding the
Slf(l)';'gemay be repeated. (9) The disposal-number System.—The dlSPOS&_l'm}mb‘?; system, ?Vllncl}
was introduced to remedy these different deficiencies, consists of the apphcatlonhobt:yo 1pr_m((inp es ;
the first consecutive chronological arrangement of papers, and the second alp t& el 10?41 in tex1§11g
concentrated on a single series of numbers. The first process b_emg ma(clle' OtheaC hlllpf So the
hole forms a single system. It has already been introduced in the ef Secre-
SeCOI’ld, ftf}ll g “:che office of the Board of Revenue, and the head-quarter offices - of three Collec-
:ﬁthso %el’O) Its method of operation.—The first step in the disposal-number ‘sysften}b 1skto C%’l]llsle
the pai)ers to be presented in consecutive form, or 1111 the same W&yhas the Pafges f0 al ooﬁ. E is
is partly with a view to mere convenience, and partly ﬁ) prepare the ptap%‘s or Orlgllang: na yt;
disposal-unit, as will be hereafter described. To enat eb the 'Pap?id ((71 GTEI(;eseE]e . 1qt H]ux "
position, it is necessary to prescribe that they mus;f not be ngff 1(() eIt.' s oyf our?; VEI' (e;r :
ly once folded, or not folded at all ; again like the pages of a book. It is als 9 ery desir-
Oﬁlyt escribe’uniformity in size of paper, as in the case of a book ; otherwise t e papers under
f:h'e Oef?l:fod are apt to become dilapidated. ~Each bundle then begins with what is technically
) lllse:ln a« current?’ or an initial paper ; and gradually grows, one paper being attached to another,
ua’th the progress of business on that particular paper. This process is continued as long as it is
Botion pt ng orders are passed of a temporary nature, as when further information is called
gon}'emet:)t.her offices, the bundle or “file” isstill kept open, and the intermediate orders still
b(;g.rllc(;llzl initial or ¢ current ” number (at least this 13 ’f’lhe simplest course). When the }naniger
of the office considers it desirable he closes the * ﬁlle-_ lA 1}umb§rt1s. tlﬁln pu(‘; upon lt(i Wt }11011
ancels all previous numbers, and is thenceforth exclusively referred to in : 3 utl ﬁxes and i)' her
;})ooks of the office. As such a file may contain a Dumber of papers, it is evident that multiplicity
of records is very much diminished. The file becomes a unit for PHTPOSG% }(l)f 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 Tesponsible for its seeurltty. (11) 1[,58 advan-
tages.—The disposal-number system substitutes a single principle, prla’c most a principle divided
into two parts, for various mixed methods. Its advantages are main )1 Seen In great increase of
convenience ar.;d rapidity of work in dealing with paper, » and in security Iz‘rowded for ,Ehe publie
records. Subsidiary advantages are that it ena.bles previous papers t? b? I;efereuced or traced
in the office with greater ease, and that it provides a more methodical plan for book-keepmg and

that is to say the alphabetical index has operated first on one, and then on another part of the
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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. 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 necessary part of the record system above-mentioned, this
should be mentioned here ; as illustrating a similar principle of presen ting 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.O.,
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 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 cireulation be given to the Secretariat note read above
which is explanatory of the system,

(True Extract.)

W. WILSON,
for Chief Secretary.

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

Exd. J. Wright,

e
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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.
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