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7tH JUNE 188.6,, No. 491, FINANCIAL.

GOVERNMENT OF MADRAS. .

FINANCIAL DEPARTMENT.

\ in the following papers :— - _ .
6.0, dated 15th October 1882, No. 1466, Financial, | 5

S

", 23dJanuary 1883, Nos. 143, 144, Financial.
», 2ndMay No. 1021 s
) 2 ) 20thTaly.  » 1557 .
4 S L 26, e TR0 16
- ) ” L) » ” ” 1601 »
P aomBet. o 2001 4
» , 8lst March 1884, Nos. 718,719,
9lst June  » No. 1365 <

»  ? osih August , Nos 1960, 1961

» ”»

"

_datod 7th June 1886, No. 491, Financial.

In the proceedings read above, the quérnment passed orde :

ationery gnpphed to the several public offices in Madras. gu:nthtgzglélglﬁwy .

ty of size of the paper used was not considered. o3 4t

“Under the system of records recently introduced into the superi 8

.d that, without uni_fox'mit‘y of size, the papers cannot be przs?rgzl('imfl;'srﬁi (:le:t’n;tgls
€.

, Government accordingly direct that for the future all pa :
f@i-oﬂicial correspondence have width as follows :__P apers used for official and

4 Ordindry width, 83 inches; g e -
 less than ordinary width, 43 inches;

~more than ordinary Width,"any multiple of 43 inches. r

3. The rule will be applied throughout the administration as soon as convenjent
ent,

5:«%%;13;})185’11%»?%? ) ?lfexgit:ﬁonery will observe it in” framing his next indent fon i
| % (True Extract.) ;
E. F. ‘WEBSTER,
: Chief Secrotary,
St S
Heads of Departments. . 5
: : 4
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180z Decemser 1886, No. 2595, PusLic.
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GOVERNMENT OF MADRAS. ] \f\

PUBLIC DEPARTMENT.

2 4%,
: ecic 7 O . L G ,
T 2D Lo 3 A
a» anain the following papers :—
¢ Memorandum, dated 93rd March 1882, No. 184, Public. i
27t =180 5

o e # pesilaliae i -.
oG A .

) 3
No. 491, Financial.

24 )’ 7 ’h
6.0., dated 7th June 1880,

e —

p—dated 13th December 1886, No. 2595, Public.

| oo
following consolidated and amended rules are now published §
e ial papers should be submitted to Govemment_?_n_the subject

of the form in which offic
1) Communications should be made on paper, 18 inches in length (about)
) . .ordinary width, 84 inches ; less tha,ngordgnarly1 ‘:Vla('irzﬁ Eili‘e ifx(:(lzilo:: 3

Issued : i 4
r ing sizes in width :—o1 ]

i 3 } more than ordinary width, some multiple of 4} inches. Enclosures should b
Recd. i k similar quality and size of paper, except where there is special cause to the eonte o
i (e.g., 0 the case of a sketch, plan, or original enclosure). Exactness of widtlilar_y
filed papers from being torn. 18

o . | necessary to prevent _
‘@) Tt is specia.lly to be observed that forms which cannot be submitted on paper 83

inches wide should, under rule 1, be submitted on paper which will fold to 4}

inches.
(8) Papers should
enough to conta.
(4) Plans and maps, a
in tin tubes or cases.

be folded once lengthwise, and should be enclosed i
in them when thus folded. Gazettes should Obgé?oldl:d (;?::ﬁs {argo
nd articles liable to be damaged by folding, should be desf?artgiied :

G. ;
00, 7th June 1886, No. “l- 8. 8 :
S : With every manuscrip communication except in cases of a very trifli sy
—— BRI o (%) a docket on a.separate half _sheet of substantial paper, 13 inch ez' b;, 8?1%, g};ezgn%twn)
- v be supplied. The dogkgt is kept separate to facilitate the subsequent tra, » S 01_11(1
tonts in original to other offices. A space should be left blaﬁim;ﬁﬁn
e

Qx‘,-‘ £ ‘ of the con .
‘4 & head of the docket for the entry of marks in the receiving office.

.
kNO/{‘ﬁlA// 24 ird ¢ Flegdse &
20y Lot Ky i3 (6) The docket, the covering letter, and ’ghe en.closures or:appended statements (if ;
: / . 1 filed chronologically in a single file. Enclosures which beag-l a,a(‘in}t’ )
ate

% & : should be al :
: %, sior to that of the letter should come first in the file; then the letter itself : th
’ en

. o : 3 gn statements (appendices) prepared at the same time as the letter; at
3 ; of all, the docket. The infention is that the whole file shall read P : bthe back
. g '3 ' left to right, and ohronol_ogically as regards the date borne by each pa ook from

i 8 (7) When 2 file is voluminous 1t can be broken up into two or more portionrs) peﬁ
JUNE. : s & A which are of such a nature (.9, sketches and plans) that they will not nol?surgs
; - in book form, canbbe keptlsepara%a. s Dot readily lie
' Enclosures should be clearly numbere at the head of the first
+, 1 (&) BXo 1, 2, &, of lette;r 1;110.‘_1__];' » hrll‘;}llg same for statementsr:pp%z%%d“ Enclosure
e J 3 The abstract at foot’of the docket should state clearly the :

b s &‘“'/9 : %k ,/ . ' = ¥) not merely indicate its titlo subject. y the purport of the letter ang
e : 1 85 (10) Lotters should be numbered according to the order of their despatch
} & entered on them should be the date of their despatch. The name 'f The date
% village or other place from which the letter is written should be adde doto ttlllle EOWn,
e date.

4 ;"‘7
i a,g . . e
eads of departments should see that copies issued to petitioners and other parti
168 are

Lo = 6 A
37 j A ‘l%y L% N : H
f': / 2 E«. EE I e : 3 (L1 jssued on stationery which conforms to these rules.
. / e . o 45 . ' (True Extract.)
: H. E. STOKES,

Ag. Chief Secretary,

¥ g/
[y o t/%’t m-’”-‘%{./ : ‘ ]
» ! ‘ ‘:
. of the Secretariat.

‘;\
' t
the Departments artments, including Collectors and District Judges.

| Gy by MY
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‘ 1 " | %

&:vq& - oo _ L’/~ Q_é / TRl
o vy T Stationery i A- Bt
o e < /4 e %5 L { .
: 7d [Cc/ A . ‘ . & 5 A ‘ulu‘? :
R . nted fon ol oy of pager to bo 1% 4 e I B
n # : ! t

c‘:{ e {’: \)/6’ é . ‘
q: . : ,& y 1
; "’?%A«fﬂé e/ a
- " ! -




S

17 Juy 1888, No. 712, Pusuic.

Lo PUBLIC

A tathdd % .
e >3 % / f:,
(_}OVERNMENT OF MADRAS.

pe 3
//-‘L.Qsz/ld 777(; ‘» / |
. tEY ;
PU‘BLIC DEPARTMENT.

6_@ -
A for sokn.. o f!

L4 O-eg
g, ({]/‘ 3 (a/a < RmD—*the following paper :— e
R s s Major C. H. P. CHRISTIE, B.E., ixaminer, Public Works A
om : -
£ - Fr to thga Secretary to Government, Public Works Department, dated %}z‘éﬁi
96th June 1888, No. 1600-W. s,

: ] 9595, dated 13th December ;
With reference 0 G.0. (Public), No. 2999, ecember 1886 (P.
Nlo, 3369 W., dated 91st December 1886), I have the honor to inquire(WhZﬁ]gf
'; 1,2 and 3, relating to the size and folding of papers, are intended to be of

pplication, or apply

7 |
0.4
/ ; ¢.0
4/ g only to communications made directly to Government
. 9. In G O. (Financial), No. 491, 7th June 1886 (Iﬂ’WD G.0., No. 1660 W
Al 30th June 1886), Government p::escr;beq rules for the wid¢h of all pa )er‘é
sed for official correspondence ; })ut said nr)thmg_al?out the length. In the (1} O
g o above quoted the length also 18 prescrlbed,‘ but it is not clear that the rule applies
: official correspondence ; at the same time, 1t 18 difficult to say what o% e{
v not, have to be submitted to Government at some timglgr

IM

Recd
. Enel. ;
ondence may, Or Way :
c(t)}rll(;ispand it seems ;1 reasonable inference from Raule 11 (of. the first quoted G.0.) that
(()}ove,rnmeﬂt desire that all official papers shall be of the sizes mentioned. Y B
ng the question is that I constantly receive from officers of

R T : e 3 My reason for asking t : '
ments communications on papers of all sizes, which is inconvenient for the

G.0 95. Fopos
» 13th Dec. 1886, No. 25 oason given in paragrap 2 of GO ( Financisl), No. 491, dated 7th June 1886, namely
S— o g without aniformity of size papers cannot be presery’ed from damage,” a’nd befo)l'

tc the rules in their correspondence Witrg

G, - thi]l;'ng the officers in question to conform

ta}iisl office, 1 should like to be sure of the intention of the rules.

- —i .

No. 2499-C.
Transferred to the Public Department for consideration.
g[ 2 i3 ‘! (By order.)
i G i 7 _DECEMBER. : (Signed) W L. C. BADDELEY, Captain, R.E
ard July 1888. Under Secretary to Government, P.W.D

0
Ca—u.l, .2L : Ofg
v B 8 o
S% . S"‘Y\ d . ()RDEB’dated 17th July 1888, No. 712, Public.
Jes laid down in G.0., dated 13th December 1886, No. 2595, Publi
'(11‘?:13 Ir):imarily to apply to papers. submitted to Government. But, ’forlihtli; ;ere
" h 2 of the Examiner’s letter, it is desirable that they shouldotr)lg

Bes WK
. : “ kg‘odnmk - Fi . i | | “ - .
gtated 10 pa‘mg'rap

ADEY o . R served.
/(T Comoen 9/ generally observe (True Extract.) Xf/§7 v
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, " Tasuin Correspondence. | Tf’ theﬁthedr Depet fmonts -
. E w' . » ' 8 y
: . pa rules “regarding the form in | » all Kot including Collectors and Judges.
t. pers should be submitted t° Gov- ' Sa Raitt. g
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6.0, 17th July 1888, No. 713
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