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GOVERNMENT OF MADRAS.

PUBLIC WORKS DEPARTMENT.

General.
Establishment,

Reap—the following papers :—

From Lieutenant-Colonel H. M. VIBART, R.E., Superintending Engineer, ITI
Circle, to the Chief Engineer, Public Works Department, dated Bellary,
19th June 1885, No. 584.

In continuation of my letter, No. 569, dated 14th June 1885, I have the honor to
submit, for approval and orders, the following proposals regarding the future employ-
ment of office establishment of Kurnool division. This division at present has—

1 Clerk, III class, 3rd grade, on ... .«. Rs. 50 to 60
1 N 2nd © r i @00 40

2 COlerks IV ., = 3rd = wee 5 20 to 80 each
1 2nd-class draftsman s 5y 9010 60

1 3rd-class % sty 2010:30

2 Messengers at e <« 3 06 each

3 Lascars at ... L

2. It is proposed to transfer the first two clerks, the second-class draftsman, and
a messenger to the Canal division to form a part of the permanent establishment of that
division. One clerk is intended to be employed as a cashier, while the second will
have charge of the records of the new sub-division and will carry on the office work
connected with it. '

3. The remaining two clerks and the third-class draftsman will be posted to fill
vacancies in other divisions. The lascars, &c., will also be similarly absorbed as far
as possible. The services of those for whom no place can be found will of course be
dispensed with after due notice.

4. The office work in the Canal division is already heavy enough; and I am
satisfied that additional help should be given to enable that office to cope with the
extra work that will be thrown on it consequent on the proposed amalgamation.

5. Should experience show hereafter that the establishment is capable of
curtailment, the reduction could easily be effected at any time,

6. A statement showing the present and proposed scale of establishment is
enclosed.
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GOVERNMENT OF MADRAS.

PUBLICWEPARTM ENT.

Reap—again the following paper :—

G.0., dated 25th February 1886, Mis. No. 452, Public.

s

Reap—also the following papers:— .

Office Rules for the Disposal Number » gystem of record and reference in the
Chief Secretary’s office, dated 29th January 1887.

Memorandum from Dr. 0. D. MACLEANE, C.S., on special duty, dated 3rd
March 1887.

In resigning the duties assigned by G.O., dated 25th February 1886, Mis. No.
452, Public, the undersigned submits an account of what has been done.

9. The duties were conducted for seven weeks in March-April 1886, one week in
July 1886, four weeks in November-December 1886, and two weeks in January 1887,
31 months in all out of the twelvemonth, in the Fort, Madras. For the remainder of
the period they were conducted from Ootacamund, where the establishment of the
Manual of Administration was located (G-.O., dated 15th March 1886, Mis. No. 541,
Publie), weekly reports being received and instructions sent down.

3. The nature of the duties to be performed was explained. in the Notes of
Members recorded with G.0., dated 25th February 1886, Mis. No. 452, Public. The
records in the Government Office had been the subject of spoliation, important docu-
ments being abstracted or mutilated. There was difficulty in collecting papers on any
given subject. Valuable records were often found to be in a state of -decay. The
arrangements in the record-room were generally faulty. The present almirahs and cases
were unsuitable. It was considered that the establishment employed was probably
deficient in number and qualifications. The undersigned was directed to deal with
these questions. An additional duty was prescribed of commencing a new series of
printed « Extracts from the Records.” The duties were to be combined with the
preparation of the third volume of the ¢ Manual of the Administration,” and another
duty.

4. An account of the records in the possession of the Madras Government would

be an extensive operation, varying with the object in view. A general account of them
will be found in the Manual of the Administration, Volume I, pages 88—90. A
historical account of their contents will be found in foot-note [4 ] at page 91 of that
volume. Foot-note [1] at page 89 gives a list of the Record Departments, past and
present. The form of their contents has differed at different times. The records
begin practically after the occurrence which is mentioned at Volume I, page 162, of the
Manual, namely, the usurpation of the factory by Sir Fdward Winter. In fact, they
begin almost exactly at the Governorship (1678) of the ancestor of the Honorable
Member of Government who has initiated this inquiry. There are, however, a few
records going back to 1670. Until 1750, twelve months after the peace between the

French and English caused by the Treaty of Aix-la-Chapelle, they exist only in the form
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either destroyed by the French during the fo iy .
or sent to England. From 1750 to 1%57, theu;e}égfrtzlz ;x?ani;gh tge
ofhbundles of original papers on the one side and copy-boo}l,{s ta??l_ ;
other, though from different causes there are exceptions to th{)lng 1Wlth t.hgm on the
?Epfgz,?re ﬁzii?pl‘ig; z%ndtf'or slome years in certain departments Orlilii;]sUnlmporFant
SR ; _p the‘ ; rgi-()h; % r:; dpp'.led to the records, since when the r(?cords are missing.
i g t'a of unprinted papers, the originals of printed 58 Pire
(Iz)lassiﬁcatigxll %(ems_ ng fm greater or less numbers and called spare I?ap'e L% and' Ehe
s y Eelses of numbers is still more. fluctuating, Brogﬂ copies ). The
( )riII)] i lg’ de acb epartment divided its papers into consultatio g 0 L
1}7’3Ct1pé1 8%% ﬁu oz:d.ln.ate) and correspondence with England (t ns dor Proceedings
i sgpar(;te serifa Sef(l)\flhtary Departmen?, and succeeding it the Politi(c)aglui)efmvrtn e
The “Sundry Book C’(;rresponf]ence with Native powers called County G Bt
ry ooks” of various departments (kept up by the R Y Lorrespondence,
gowelzlzrtc?d l'S‘Jtlh) nzed S'CEu‘cely be mentioned. Al these Panrs ez‘:ce et th
tiI:)?l Al ;’; 'eil buphcate form of volume and bundle, The realp bas'e~ sufn dry books
divided i,nto :anl orfcaaxfgen’dthe Qestmatlon of Fhe document, and the con;bul(t) tfﬂasmﬁea-
T A ha\I:e o a}l unlr_nportant.' Since 1857, the classifications 4 1(()11.131 i
A el ndx eryhvarlpus, exhlb}tmg no stable basis or princi lm iﬂereqt
e aild roi)abl at ﬁ;’e V.Vlt this duty evidently took no comprehensivg e—'Of e
il Iélassiﬁc}a’tio ;3 flrlz;lrllgemen.ts Were never elaborated and mere] I-V el
biins illod ML, Hm 1?”1)er1od has beep into printed and un r}i,ntg dewhup. :
i S S cellaneous,” as the remains of the olq miscelll)ane(')e , the Ia.tter
sl .numbwgvir, even this has been traversed by several crous (i)}' Jinor
vt eféléc"’ 1}111troduced into the_ departments under the ("hi:fs-qlvmons'
St o I'efer}(,ancin gl ’or af?ngiesg Iﬁ;lggr ;ie:;\&ed frgntl the consideratilo-n Ofkencrf]:ttarg
. : : 8 s consists mer LR
(llxslztthllnzd!ftXhega:ﬁfi unllgggxed for each department (Rules Ege;};; fl%tit‘gff)_(f)oflﬁi mdlvmon
ks B 107dry . 7), and a series of demi-oiﬁcial Papers common to ﬁe Rules,
s classiﬁc'ltiou)‘ la'cterﬁ have tended in this direction for a considerable < 1 _(lltrpart-
s showzvs n resolves all the cross-divisions. The table appended t t?ll'u e
: I one view, as far as that is practicable, the cont s g
now in the possession of Government. 3 contents of the records
5. With regard to the custody of the records a distineti |
G ) B distine ;
G St o e s Deprmen, e Pl n v w3
( cords. Subsequ e : 3
and,_ though keepmg_ their general records in t];]e gg{fﬂlz},oitlisgg’qf)z:tcrxgteili}::;z;ehfe : O%
o1 wor

of the copy-books into which they were copied for reference. The op il
'nce. ginals were

to be noted.

most recent papers. Hence arose the distinction between
: s old

'Xfaileﬂxﬁ r1’[-]ecords 1an t!:le common room (under the control of :111]: Cmﬁ;gfné ek
et tn?enﬂatgefi e nil bulk, the Chief Secretary separated the current pa :1? retfax};y)
g 11;) o oallse £ 211111 tQ 1edresf;, and the latter were placed in the pl‘GSPII)]tp S';f i l?
B T piled ¢ eCh' Banqueting Hall. This was in 1826, Since thenl’zh mtpa
i Sk Ia e Chief Secretary has controlled a general record-room g
e records of all departments, in addition to the current record-room ofcollmlit: u;mg
wn

years, For the

first four weeks after undertaking these duties, the undersigned acted in close personal

communication and under the immedjate orders of the Chicf Secret.

the records lying in the general rooms i
: d ) and those 1 i
XS& ?n vnzw todpraitﬁcalc flonsiderations, the Woﬁ{e ognzc%eull‘ztihe “
ents under the Chief Secretary ; otherwise, the i
words ¢ :
::]1::;1 tfhmem(li all the records to whatever year belzmging. rIfs thi}: e:iord l(])ﬂ?:ce b
E , the undersigned must have confessed his inability to be of o afi el
vernment. The application of these remarks will be seen in Wﬁ;yfxmm oot
oWs.

partmental rooms,
er was confined to the

" R N T o b s

e e
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6. As stated in a note attached to G.O., dated 12th April 1886, Mis. No. 774,
Publie, the points to be attended to resolved themselves into —
() providing accommodation for the records, past and present, and those of the
immediate future ; :
(b) protecting from decay or damage the existing records ;
(¢) reducing the bulk of the existing records ;
(d) providing against loss or abstraction ;
(¢) providing for more ready reference ;
(f) replacing by copies from England the copies of old records which were
‘either missing or had been destroyed by age ;
() printing in extenso or in abstract certain old records.

7. Accommoda‘tion.—The records of the last few years (departments under the
Chief Secretary) are kept in rooms on the first floor adjoining the prineipal room in
which the clerks write. The almirahs have already filled the contiguous passage and
no further extension is possible ; in fact, it is already much overcrowded. If, as seems
probable, the number of papers in each year increases, it will be necessary to diminish
the number of years kept there. The records of an older date (for all departments)
are kept in a large building called the Old Banqueting Hall, and a set of chambers,
large and small, adjoining 1t. The Old Banqueting Hall stands on the ground and

* measures 116 feet by 50 feet. The entrance faces the sea, and the present Secretariat

Offices are built to the west of it and at rigcht angles with it. A digression may be
made by saying that the Old Banqueting Hall is an imitation of the Pantheon of
Athens reduced in size by exactly half. The Company at one time kept their
« general table” there for their servants. It was also used for entertainments by the
Governor, when Government House was in the building now occupied by the
Accountant-General. Afterwards the hall became a godown for goods, and was then
known as the Pillar Godown. It became a record-room, as above stated, in 1826.
The whole of the ground floor of this building is now occupied by cupboards or
almirahs containing records. At the margins round three sides, where there are

alleries 14 feet wide, these cupboards run up to the ceiling made by the galleries.
In the middle there are standing almirahs to about the same height. One part of one
of the galleries is used by the Referencers, the remainder of the galleries are filled
with records. The chambers behind or west of the Old Banqueting Hall are on the
first floor, above part of the printing offices. They are in reality only three rooms
(measuring 39 x 19 feet, 38 x 22 feet and 36 x 16 feet, respectively,) with some
intermediate and very badly lighted passages; but it is usual to say that there are
eight chambers. These also are completely filled with records to the roof. In the
whole of the space here mentioned, the Old Banqueting Hall and the western cham-
bers, there is not the least portion available for expansion; and already large
quantities of records are lying on the ground, owing to the impossibility of setting up
more shelves or almirahs.

8. The undersigned began his duties, and must now conclude them by saying
that until new quarters are provided, it is useless to attempt any radical amelioration
of the older records. Whatever is done in that direction implies increased space, and
at present there is not even room to take out the records in any quantities and deal
with them. Something must be allowed also for human infirmity on the part of those
concerned- in working in the climate of Madras in such very dark and confined
quarters. The later records alone can with any ease be dealt with.

9. As a temporary or partial measure, it was decided (G.O., 30th July 1886,
No. 1592) to enclose and raise-the roof of the existing verandahs lying north and
south of the Old Banqueting Hall, thus giving two new chambers, which will accom-
modate, at any rate, the records newly arsing. This work is still in the hands of the
Engireer Department. .

10. In connection with the question of accommodation, it has been proposed to
remove the Press (who occupy the whole basement of the Government Office, includ-
ing the two crab’s-claw ” buildings thrown out to enclose the Old Banqueting Hall,
and who are themselves very much crowded,) to some other locality. This would
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mean to remove them outside the Fort. The advantage of having the Press in the
same building with the principal Secretariat Offices is considemblet,3 and altogether it
seems likely that the question will be considered along with that of the remoc\,ral it it
at any time occurs, of the Secretariat Offices themselves. The undersigned will only
note here in connection with the present subject, that, as a general principle, records
should be kept on a first floor, and not on a ground floor. k

11. Protecting Records from Decay or Damage—Experiments were made on old
records already decayed with a chemical solution obtained from the Government
Museum, without apparent advantage, as the application of a liquid seemed to cause
more harm than do good. The correct remedy in this case is prevention, which may
be ensured— ’

(@) by employing a proper quality of stationery for the papers which have to
bear the principal wear and tear ;

(¢) by employing stationery of a uniform size, so that the edges may not be
frayed ; =

¢) by folding the papers in a suitable manner with the same object ;

d) by binding or re-binding book-form records ; ’

(2) by storing the reéords in commodious cases ;

(/) by placing the cases in proper quarters.

12. As to “a,” under the system of records hereafter to be mentioned, all records
form “files”” which are placed eventually in ‘ dockets,” and these dockets should be
of the most durable material which can be
procured. A committee having recently
sat * to report on qualities of stationery
suitable for Government purposes, and the whole question of the rival claims of Indian
and European stationery being now in course of practical experiment, the undersigned
has not thought it desirable to propose any general rules or action. In preparing
however, the various forms specified in Appendix C to the Rules for Records under
charge of the Chief Secretary before mentioned, he has provided practically that all
outer dockets shall be of the material shown in specimen A herewith, being the best
hand-made English material now available. The supply is already exhausted, and as
in the absence of a Government order there is much probability of the matter being
overlooked, this office instruction with the corresponding indents on the Stationer}
Office hereafter to be made should be watched. The undersigned is of opinion that no
measure will be so effectual as this for giving the Government a durable set of
records in the future. In a separate paper he has drawn attention to the desirability
of having a more intelligible form for indenting on the Stationery Office. Tt is
improbable that country-made stationery will within any reasonable date suffice for
the outer covers of records.

13. As to “3,” the undersigned has advised the measure represented by G.O
dated 13th December 1886, No. 25695, Publie, which will be found reprinted. i;
Record Rule 30. A very inferior paper (if forming an inside paper of a  file » ) will
stand wear and tear when the records are uniform in width; while even the
best paper will be damaged early when the records are of different widths,
where a small difference causes much effect is in the difference between
paper ”” sizes and the corresponding * writing paper” sizes, the former bein
(uncut) than the latter (cut). There are several objections to levellin
sizes, and the present measure has the effect of levelling up the wri
point has been under experiment for the last three or four years,

14. As to ““¢,” the same order and present Record Rules 20—2¢ provide for the
minimum of folding, which has a considerable effect on the durability of records
Some of the public offices in England, and the offices of the Government of India'
keep the papers unfolded, as they come from the stationer’s. :

15. As to “d,” numerous experiments have been made. When f
leisure in the binding department of the Press admit, the matter may };le pl;sggc:ﬁg
applied to the book-form records. Details will here be given as they are not elsewhere:
recorded. There are three ways of binding books ; first, to ¢ stab

% &.0., dated 1st September 1886, No. 880,

A point
printing
g larger
g down printing
ting sizes. This

”? the sheets near:
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number of hands, and: may lie in several rooms of
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. the e.dges: this' being the way in which almost all native books are bound (ware-

! ndly. to sew the sheets and attach them by long cloth slips pasted to
?:S;—Zggt)élssﬁ?covged boards, this being the way in which the gx_‘eater‘number of
books are bound fot sale in the European Jbook trade (case work); ‘ghn'dly, to sew the
sheets and secure them by fastenings to boards, then to draw a skin over the whole
or a part (whole-binding or half-binding). Many baok:-binders consider the dast
named only to be book-binding proper. On the Madras coast, the e_arhest bmdmg

or the purposes of Europeans was whole-binding in country sheep-skin. Next halt-
{intﬁng. with paper sides .was introduced. Next half-binding with cloth sides.

Except that the sewing might be improved upon, the old whole-bound books leave

" nothing to bé desired. «For purposes of durability, the country sheep-skin is equal to

i i : ~effe anent lodgment in it
thine made in Europe. Imsects and mould’ effect no permanen gment in it,
:ﬁg if tge surface is worn, it can witlibut much trouble be renovated. Paper sides are

- soon rubbed, and in particular become frayed at the edges. They have, however, the

Jl ; do not speeially harboursinsects, and can be rubbed clear of mould.
lélf:tllg lil;;sﬂ;g much useI:i by b};nders, as having at first a good appearance, but tht?y
‘are not suited to the coast climate. 'l"hey contain cc:tton, in Whm}} mould effects a
permanent lodgment. From the experiments now made, Fhree specimens- are shown.
Specinien B is a binding in the style gem_amlly emp}oyed for }aw-boo_ks.
back is English calf, the sides are English cloth of a superior quality. The cost to
Government for binding an 8 vo. book 1s Rs. 1-8-0. This is mot recon.mmend«_ed
except for its appearance. Specimen C is a half-binding with com}tr.y'_sheep-skm
back and paper sifles. The cost to .GovernmgnF for 8 vo. 18 Re. 1; .1t 1s not recom-
mended except where wear afnd tear are trifling. Speelrme.n D is whole-leather
binding in country sheep-skin,, r’vert.ing to the old style. This is recommended for
all old records. It warps or draws with the weather, on account of the leather not

. being well cured, but it is otherwise unobjéctionable and is very durable. The

cost to Government 8 vo. is Rs. 1-4-0.

 16. As to ‘“¢,” a new pattern é.lmjrah has been coﬁstructed‘and the new veran-
dahs ‘are to be furnished with almirahs to that pattern.

+ 17. Asto “f;” record-rooms should, as stated in “paragraph 10, be, if practicable,
on a first-floor, to aveid damp and the ravages of whiteants. The new verandahs are

“unfortunately on the ground floor. ‘

! cing the bulle of the records.—Mr. Talboys Wheeler, an officer specially

J defaﬂle%, I\fsfegg tcz)k the opf)];rtunity ‘to publish his }‘" Madras if®he Olden Time ”

(Higginbotham, 1861), being extracts from the Madras records, r.educed. the rec‘zo?ds

according to his discretion down to the year 1861. The undersigned is-of opinion

‘$hat nothing requires now to be done except what is confained in Rules 8 and 158 u:f

the pres;ent record rules. Various experiments were made beforq the last-named rule
was arrived at. It provides a current remedr instead of a periodical one.

oviding aqainst loss or abstraciign.—A material remedy for this in the final

stagelgf tfér rizcorg-rgom is no doubt to \i':n records under lock amd key, and this will
be done in the new almirahs. For the single lock and key of the present pattern
almirah should be substituted a series of locks all opening with ope.key. Howgve.r a
consideration of the work in a Sceretariat Office will show that this is not the principal
matter. A document between the date of its reception in the office as what is called

" a “current,” and that of its reachli‘ng the_treoyrd-room as what ust ﬁalledhm these fules
. d 7 m: any weeks on its journey, may pass through a very large

8 Seiaosl, - 0T il 2 ’e Go):rernment Office.. Moreover

a paper does not travel through the office once, but many times ; whenever its services

are required. It may be confidently stated that when abstraction of part or whole of

a record is made, this occurs seldom from the shelf, and almost always during one of

ints. s The “number system;” which the undersigned began to infroduce into
: gg;gain zublie offices in 1 8% I-82, need not here be explained in detail.  Its principles

S ~ aregset out in the Manual of the Administration, Vol. I, paragra;?h 91, and foot—ng:te

*

. 4 B s

»

The leather

s . the journeys just mentioned. For this the only*remedy is a sqientiﬁc ;eco:d-s.ystem, ,
P g]lg ‘j‘liﬁereit i!)arts of which re-act on one anothtr and betray irregulazity at different -
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[2], and its application to the records now in point i o4
record rales. 'p Its fundamental Nin(?iple is to }‘)el'y‘toils c?srtls(::mtvf igﬁi}rﬁph e g
on irregularity, a system well known in Railway offices. - The whole efrs is 2 e s
are a development of that initial principley as applied to the purpos ; ft ey i
who p_erform difterent functions in connection with records Il)‘hep' il B e
complicated, but that they share that characteristic with the rules r(})f mt{;ly st i
be seen by comparing them with the rules of the Accountant-Gene -Op e f%fﬁces i 4
will be found in this bundle. These rules are intelligible enough t 1tal 8 office, which
and they are ruled by a single principle. Tt is to bebobserved %it}? ‘zg‘se'dcmleerned, ’
record-system as a check on irregularity, that though it ma;r not Opl(*i-z;l; (fi?ettfli; =
> ; rectly 1n

that directioff every day, it does indirectly always; for clerks soon learn to know of ;
. W 0

its existence and to be afraid of it. .

20. Though the record rules bear date 29th J PR
ed that that is the date of the introduction of theazﬁ};zg}éiriizz(slt 1§1‘E0t 8 D umpor
system was introduced into the Board of Revenue in 1882 since.whe eft iorrespox}dmg
there without ‘chapge or interruption. The system was al,so introdugle(ll et 00ntmu.ed
: Becretary’s Office in the same ytar, but the undersigned was not able t into the Chief
and it was not contm.qe_d in its integrity. In commercial book-kee )in(:rsee i ‘ghrough
dm}ble-entry, the omission of a single debtor or creditor will falsii' th eslp 3013115: by
go in the present case. The system has now been made complete yS' ) f{[ g it
the details have been the subject of continued experiment. On the lsl’é1 36 . la'st
new boqks and a new set of forms (Appendix C) were introduced .ﬁxinc,a;]ﬁlary 084
The draft of rules submitted to the Chief Secretaty om 29th*J anuar 18%?7 v, e
draft confirming, with the “exception of a very few clauses .PI'EVi}:)us ; was a final
Owing to pressure of business on the part of the First Assista;nt of the offi range:nents.
was done by the undersigned mainly in communication with the Head 8?1’ 1;6 it
present incumbent of that office is at this moment the person best ual'tiflr st
on the details of the system. ' : CROUURG Uygary

91. In connechion with this subject the -undersigned i P :
proposals, if any, regarding estgblishmfguts and supervis?on. ‘i?g?feg:;i?i(nla tobsubmllt
to Progress Report on the Manual of the Administration for May 1886 (th}; : mai(e
in which on this “head would more appropriately have been kept: se arate)rem%ll"hs
undersxgna_‘d has given careful consideration to this matter, and has hgd the.b ﬁe’
of the advice of the First Assistant. He believes that officer agrees with him tlf'n te' 1
a small office like the Chief Secretary’s, where the duties conngcted with record mii
so much into eacl} qther anfi are so often interchangeable as regards the erso: Ry
charge of them, 1t 13 sufficient to make a numerical inerease in the'estgl;liths;\ 11:
leaving the assignment of duties to him. He would doubtless as an initial sté 0(_31'1
relief to the Head Clerk and the Current Recordkeeper. The questionof Ehe stp ﬂg
of the office has been so much illustrated lately in connection with the in u'rqng f
: t}}e Finance Committee of the Government of India that it 1is not necessarq ilnes :

give any figured statements. The best guide in these matters is.the opinioy; o?eth0
ofﬁcers_ of experience who are concerned, and it is the unanimous opinion of these tha?;
the Chief Secretary’s Office is under-manned in-the departments velating to routine;
the consequence being that work is in a constant condition of delay and arrears X 1}1:91 ’
the subordinate officers are over-worked and the superior officers are harassed 1:1 "vtll .
the present record rules nor any. others giving a complete 1'ecord-system can b o kle;
with the present staff. Being directed to submit proposals, the undersi Inede i
that rt:vo clerks be added to the permanent staff of the Chiof Secretaiy’s %fﬁceproposes
Rs. 99 and one on Rs. 40. He would also give his opinion that ’they rincipal O{I’;le i
in charge of records, whether they are called *‘ current” or 015 ” 15) 10. v
general measure always be Europeans or East Indians; these having less Stou gty
to irregularity in that connection. The question has been raised Wl:l themptatlon
should be .supervmed by a separate “‘Registrar.,” With present experi Pier s
slgqed thinks ;that pot‘hmg will be’ gained by altering Orﬂani‘ggtioence 1 undpr-
Assistant must retain control, and according to lnism% Wﬁl r{pplyn'it ;I(‘)he; P:.rSt
¢ » Toutine

questions.  To make a Registrarship would : :
Clerk a new name. - . p would therefore merely be to give the Head

.
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99. Providing for more ready reference.— This measure is the subject of the whole
of the present record rules, there being sgarcely one of the heads showll in Ifule 178
which does not bear on it. The main points are correot bpoks .(Rule W e ch:im-
ing 7’ system, (Rules 138—140),and a scientific system of indexing (Ru}e;a 173—177).
As to the books, till recently they were never really closed. '}‘he chaining l'las been
newly introduced. As to indexes :—the oldest system of all is. to give a ¢« Table of

sontents ” in order of the matter ; the next 18 to select certain A.ﬁxed main heads, and
place all matter under them sometimes alphabetically, sometimes not; the present
plan 1s to rely enfirely on alphabeticgl arrangement, assisted by cross-referencing.
The system of indexing by fixed main-heads breaks down under the stress of a large

hiects i : ioned that what
correspondence where the subjects }‘apldly change. It may be mentione |
is beﬁ%ved to be the largest index in the world, that of the British Museum Library,

is strictly alphabetical. |
h has considerable influence on ready referencing is that of

93. A measure Whic ' 1 1 ‘
the ¢ Press Exchange » for set-up printed matter, described in memorandum, dated
6th March 1882, No. 167, Pubhe, and Record Rule 122. The number of detached

papers which formerly existed was most eXCESSLVE, and correspondence 1S 1NOW to a

great extent shown consecutively.

24. Two indexerships for old records were added to the establishment scale by
G.0., dated 12th April 1886, Mis. No. 774, Public. The incumbents were cerefully
seleé’ted according to merit, see that order, and the undersighed submits that they

should rank in the general establishment accordi'ng to their pay, which seems a
recognised principle in the case of adding to establishment, and the First Assistant 18
& Some special arrangement could doubtless be

" of that opinion in the present case. e . :
made in the case of any individual specially aggrieved by supersession. Four years of
< >

old indexes are now passing through the Press.
95. Replacing sertain old records from England.—This was to have been taken
up with the next head, but has not beon taken up for the reasons there stated.

96, Editing printed extracts from the ?"ecords.‘———A printing estimate was framed,
but it was found impossible to proceed Wl.th.thls operation in the present state of
business in the Book Department of the Printing Press.

97. Comlusz'on_—-Nothing has been said about convenience of work. The
undersigned believes that every Secretary Who knows what work was a.few years
ago' Witrfl bundles of papers arranged }xluch as the_y Woulgl be in a wastepaper basket
and the papers themselves rolled up like manuseripts, will understgmd that matters of
convenience have been consulted 1 these arrangements equ.ally.wfch other consider-
ations. . The work of the present day couldsnot be done with the me:chmery of four

years back. _ . :
98. For shortcomings in connection with what was contemplated about the old

: it i bmitted, be held. responsible. The

the question of space must it is subm > : esp e new
:‘egg?)ﬁills,c ar‘iﬁ()lem are not gven now, ready. For shortcomings in other respects, the
undersigned must plead his other duties, Which he has found engrossing. He
believes that all the points which have been taken up have been dealt with thoroughly.
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