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s octing that the Government of" Tndia be addressed on the subject of the suggestions made
thizzrgg%%n?;znt for the conduet of business in the Secretariats, und that a copy of the lettef

by
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that Government be communicated to all departments of the Secretariat.
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GOVERNMENT OF MADRAS,

PUBLIC DEPARTMENT.

Reap—the following paper :—

From A. H. L. FRASER, Esq., c¢.s.1., Officiating Secretary to the Government

of India, Home Department (Public), to the Chief Secrctary to the Govern-
ment of Madras, dated Simla, 17th July 1899, No. 1563, p. e Govern

I am directed by the Government of India to send you a copy of a memorandum
on the subject of Noting in the Departments of the Government which has been
written by His Excellency the Viceroy, and also a copy of the revised Seeretariut
Instructions which have been drawn up in ¢ 1

_ d : Vi onsequence by the Secretaries to the
Government of India, and which will in future be enforced in all the Depurtments of
Government at Caleutta and Simla. J

2. Tam to submit these papers for the consideration of the G
and to express a hope that Ilis Exeellency in Coune
cedure suggestions which may be of use in the
Local Government and which ma
Secretariats for the sake of which
of the Supreme Government,

3. It will be obvious that these reforms can only produce the desired effoct of
curta_lh_ng the volume of of‘ﬁe.lal writing, noting and prﬁltiﬂg in the (‘,ont—l}xcf of’Indian
Administration in general, if they are made of wider application than in the Depart-
ments of the Supreme Government alone. They should as far as is possible, or éz; is
ﬂmpahble with differing local conditiong, be made of universal applicatio tl’ - h

dia. Wor, after the w 5 xxdacég;»’t]ol(;mf% (t)ll:g

Defintitaiste of o Local hole or any portion of these rules have bee
g conomy of time and

Government, will ti i i
; 1e desired results >
labour, be secured, unless a resolute and unremitt i 58 i
superior
aily routine of

. ! ing attention be paid by the

ogcers ofksucl'Ix Go_vemment, to their consistent observance in tﬁgl(hb) o

offic k. ‘ .

:0 1?; ;::0,:0 Whartl. e::te;)t(;:fh(}}g;ig ¢ Government of India will be glad
proposes, after due examination,
overnment of India in their future

' overnor in Couneil
il may find in the enclosed pro-
: conduet of official business in the
y tend to bring about the same results in the Local

they are about to be introduced into the Departments

onsiderations, th

i’ roment of Madras
to ineorporate the reforms already accepted by the G
procedure.

Excrosure.
Memorandum on the System of Noting in the Departments
I desire in this Note to invite the attenti

¢ ] ‘ntion of my (olle: i
tafges off ][)epartments to the manner in which bus‘inezs(‘ {;“i;ggﬁi tanld' of htho Seere-
offices of the Government of India, to the exce e A ol o4 1n the varions
characteristics of that system, to the de $ writing which are the .

lays involy i
b T ; | \ ed i o :
munication, with its complicated chain of reference and anlrjm bty prtmental ooitis

t : tation, to the me in

proceedings is prmtmti alt)lld kept, and to th(; cff(.cg (wrl?;dntllxwt(}itc;g
onstrably exereisi 7 : |

: g y xercising upon the despateh of ;

t is in no academic spirit that I initi

and practical object of sug e

of the Government of India,

: this discussion, 1 : :
. esting alterati ot » Dut with the definite
Indian system more into DRty it £ e i rovement which shall bring the

7 ; barmony with the results of adm: : .

; :;)?ieﬁrre;’n eiimi 511;1‘19 tgxe c;xliencleg of Government in OIng(i}t:Il ?tls::lt;m;\?o:xp?nmwe e
influence, aff Hns ; :he existing system, who have been broy Vit i ool
ey 00h o deny the exaggeration by which some of ite ght up under’ its
defaced. of its best features have been

i M
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MW '4 h
> ished so masterful a hold over the
i werful, and has establishe L
e howeyea,mssotf:t all p;'evious attempts at reform ha.ve (faxleq or 111;:'& :de?;
faculties gf lt:,}hz;g the whole of the Civil Service of Ind}a,d tra1_xaal ;181; ;I;l?ght e
e lternative, and which is repeated, Wi i
which they ;:::; g:egli?ie?lti(:anor Px,-ovincial Government throughout the country, is
cations, 11

$ g |
1 gaged in stereotyping the worst anomalies of an anomalous system
thus en

i i itiei £ experience acquired in different
these reasons the stimulus of outside critiesm, and of exp o S o

i inde
be useful, as tending to apply an in 5

B"hqu i G?ventllfae:(;,vcr)%:z'es of the l,atter will at the same tuﬁxet b:hen:tx)xllzd’ It))g 0'; :.
sl Prad}lﬁih I am about to suggest, to enter any defence tha ¢ tei'xas yown i
R ‘thich has presumably not been .founded. on caprlce,d fz)lr whicﬁrit i eon:

r(;ggg::znscientiﬁcally, in response to deﬁmt;a l;iqlzlresmuelxéti,os:nat e chgrapses Sqmnd

by : ing urged, that woul ; g i
e P]ea;r?)iz t(}}i:nglt‘:igi :"211{11(81. %t. has been with the view of ascertaining

selves to a critic he dangers of a premature judgment, that I have

caping t d 3 _
so;n:_gighfessg ﬁ?ii?l%dt(]’:i: squgstﬁm until I have seen the machine at work for five
refrai

i 1 ould-be reformers, my
t wait any longer; lest like previous W ! ) 2
ggﬁggsl;ecgmga({illgg by the roﬁtine of every-day contact, and I end by being merely

iti in the machine itself.

e 1(1,03 1;1 to previous but abortive efforts at ref.orm. The lasslfj of ﬂtle:nzv?z

I.ha{;&_u%e ' Th% question was raised by ?.Note in the Home : eg:; ik
it 1804 and afer ing vt b e Vs (rd ) 5 0
s nIlmmdere(°1 pe%iflefélg){et::{)(;:g;lst&);m Xl Committee of Se_cretaléies fthen :nl;a(ti lt?)
hen er.nergtng common agreement upon the desirable points o Ige ormber e
?rder 12(29&?;:1’2; tililereupon. ﬁ‘hese orders were finally issued in Novem
ormuls

#
895. ings’ i ie-
e fally studied the whole of these proceedings; ang Wlﬂ:gg:rgn 1¥1 (11;0
et carleb u}xr's of the Committee, or to the opinions placed on I e g
1 e L s Copont (1) el s s e s
’ i £ the subject; "
ely touched the fringe o ¢ reforming the system ; (3) that
. . i more than tinker instead of reforming es-
at1ons ?grecd upor; (Egsnbzen made to carry out the most ‘mp"rtagﬁt()f thzl;‘sei::éxgmes
oy seerStl att%rg}? the orders that were o f‘f)r()tili]ielr I%th(;;cez to the character of
tions, or to 0 : to the number o ce INOLoS, &
strict reglalahm‘:(s) &ireelliiililﬁg;&sn from the final record in print of silipursiy zaiiie
préClsy and as

d are every day being compla-
t these orders have been, an ; T aiaho
refexien_ce?..nxée fg;tsg;ipened my anxiety to re-open a case which I shot y

L R AT nerits. i i :
et i T o B L, S P ' o o e
The procedure s. In this Note I propose to de a N B
G gy Cutess lst?lz fo}ll;):‘;a presented them_Selves to me frozltzh:h:iigﬁf)ﬁﬁicc(;tion or
BERLIE AT ?S dséo make certain setahi sugges@mnffg augurate that perambu-
past five mon(;“hs ’0: I;ropofse that this Note shouldlthet:; I:t:; . :1](13121 ygs i

a en : -

;:fr;:;all’-mc;ess (Zchrough g dipartitnh oi we};:fxeDepgrtment either independently, or

but that the Member anfl thglgebff;?f,f,,oshoﬂd favour me with their views upon the
, . \

- : to the experi-
if they prefer to it fﬁ iL: its general aspect, and with BP‘?O:,'IS rif:;‘flllwgit}?er subnlx)ﬁ; a
question at issue, bo tment. After collating these v:: ents to my Colleagues, or,
ence of their own DcParlationﬂ applicable to all the Da;l)a mwhose optaions have been
goheme of PP°P°S°"1 e ill convene 2 meeting of 911 oe a vlan of common reform.
2. 8w %‘ie%rz};leéanmdiscussa and, 1 hope, %izlief :P:Ederpapplication than in the
given, at whic inion that our plan 18 €2 ose to send it round to all the
o be of opin . uld then prop ; their
gf};'ﬁluelsdsthe Govem:}llltao:elq?lils?tﬁ fl?em to embody it, so far s practicable, In the
: ‘ ts wi
T.ocal Govermuen tal procedure. ious of one great
ial and departmentatP that T am conscious 0 gr
own %fﬁ;;:le a:dvancing further I shoull(lielﬂllzdtizn saZystem’ and the practice of those
© b

tween t : ich two of my Colleagues as

; ble difference betwe rking of which two o :

ah?iidslilx!:g lgfe’tgnfd"wenﬁ ‘al:?a':hgrgin the offices of Government are manngd
amiliar.

respec
Notes that precede
views expressed bar
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from top to botto

g . m by.c.lerks or Secretarie
;i;gﬁrtmeﬁfcréde%%%c%?;si exam)ination, \5%022 ?&X&?’ﬁcg?:’v@ip gze?i : t\&em e
traditions and a great deal of tho s and carry with thom through thoir careors the
i ek Thea of the unwritten knowledge of the f%‘ g ey i
~officials of a class and 4 lower grades of the departments are filed wi o gt
ranks in the Englisllal oﬂ? ttainments not comparable with those of rhl(:hc(l)] Aiagest
ministerial work of the dces. These clerks in India carry on with reatr;i‘fisp?ndmg
o) epartment, but without sharing, or ever ho xg L elity the
fow in number, and— lltll es. The responsible officers at the upper e%;bf :hShare, e
has a double ,Ooxxse uz at is far more serious—are constantly changin ;s Tle'scale i
officers a labour of V:’lhiclll,c?il In the first place, it throws upon ?heg.al s ate
e S ot vhion }?Zl cannot expeet to be relieved by their s I()mu}‘s”atwe
of the gazotted establi«hgent tO}E) artments. Secondly, owing to the {i it gt
Ty g S 8t uctuating nature
what may o iyl th amer bistory of e s or 1 i g g
Here it requires to be perPeturIx)lly ; rlrte i 1} e llghoritcd oli ri;ﬂ{l - derimen.
it diﬁo_ put info print for the use of ﬁo}vir‘Oq 10' e e,
e absm,(ir]eucee mseparable from our Ind; PGS
ated WithOG%Iirzgggglsttl'ation which ubn(lor't:(::li[()\‘:rtr;)nentajl’ remm"o‘-"a/s" ;Illll?‘t']})e"‘mr?e i
case of a Government 3):-9., the building and mmp?:'} S 2 ””““arﬁ:'m;fr i
references cannot be d; ganised like that in 1<311(r1'11"’§11101"t of railways, than it ;.";’50‘*"
are at present Pursuodsp ‘(i,QSed with here, :llth()ITO“h]i.t] .'UIO:QO s ik (:nl‘l:”t‘h‘e
a feature inseparable from ]tﬂ; Inn(:id iass 1”"'1"4‘“}'maud tll«lllimkvit mlil wrbreldi g ih(cly
an system, for which die -'111 ?VOP““}](‘SS i
H1e allowance must be made.

« I will notie
e onl :
to the ci 11y one more ;
e el onierence, which is not without i
who represerefponls)lbllity in the GOV(J?Y? SyStOm : /V'Z',?,_’ tho q')n()“t 'Ith! (}ﬁ‘e(\t in adding
nts a Departme rnment of Indij somewhat indefinit

a Department s partment, and the § 1dia between t) cfinite sub-

i peaks only wi ecretary of th he Membor of O :
who is ¢ y with o s 3 AR vl v ouneil
e Pal‘llamgnfary Chief, n?uw])m‘}.’ and that the vg)il(‘-lntmf(‘nt itself. In linghm(i
bdia the loyalty of th(? S the Secretary of State
nyii > service, and the tradi
he tradi-

tions of admini i
ministrat)
there are ration, have as g p
tWo voices— that of th ¢ prevented anything like gehi
] chism.  Duti
y 1in theory

of any disagree .

' gl ecretary ;

of affairs that has n bef“Weon YVhom the Vie - m}d _that s Membyse-t

the reverse, it is oneot}fdrzlllel i England) 01"{“} el iy ]” o (o

but rather to the rey .at does not tend tg ¢ hOthel‘_this position (IL:' x.de'(u g
gy 16 contraction of offjeig] S

1al noting upon cas
ases,

Of similar &

: . effect is g

in my judgment nother feature of {} .

Couneil o Busceptible of e 1¢ Indian gy

responsi,b%zrgfily AVINE i eonditgiﬁ)srm fhem’ viz., the g:;té‘tr?e , :

office of Wﬂiche%[?(?ntly do their bllsl'ne:s a?ffom!ﬂodation’ &o Of(zl)‘)r \\;I!mh Members of

£ are d write S it whic i

Note from the Sccx)'re!,ar th oy 1% their Minutes at o dli(sltl they are not

Yy and 4 s means in nine cac. ance from the
“ases oul of ten a

of time bein 8 Subse :
g consumed while tho ﬂ{lneut Note from the Member
Ty & certain am
the one to i
0 the other
gy

and while th i
. e
o 18 being ci)nveyed from
« An Fnglang
where a 8
ecretary of

otestzr_'e being written
18 stage is co i
nstantly dispensed with by a fe
W minutes

State is daily in hj
Y in his offie
conversation betwee 4
n the tw 1
ens(;bxl)artms. I should" 1ik i
@ practice in India i known, .40 8 furth
; urther

There is one
: 4 ) alleged diffe
only ot in passing. 8 o :gegg; between Indjan and English
18h standards whi
ich T

upon it, It is said ute t
: that pute the val
ésgs)mmgtcgzcxtarios in Indiicf;ggnes!t Deputy uge(greg::is mt%m‘i(ms Which are baged
ey vindi L 18t write in orde "8, Under ST Dage

the last resort to the Vlf ::fo?_@lr abilit: rder to prove their memge_c"t‘if::m;,l aﬁd
) & 0

the faculties the
or the higher positions whiol, tlifmam untrained, andn:}fegf z:VeXeroiso their faculties
ners would not qualify
il qualify

lausibility in th;
: : lea
irstly, official nolgnp 8. But I’ decli
i ting is desi ne to a : . :
decide, not as a drill groun(eis}gfed as a help tocfﬁgtaltthon_ more grounﬁm:ﬁ g
TAW recruits, Senqp dli ?l'::y finally callod :;o :na;
. tter

y unknown at Lome, and
)

S i b st

o ST g

RAARAAAAAAANANIN
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in due
depend upon t
upon the opniont
of the Department.
presently exp
eircumstances o
not the main or fi
there any reason w

likely to learn
performances of his seniors than by premature

which must not be forgotten in any a

of the one £
system as it has so far com

discarding several others. The history,
Department, has been as follows :—

ARRAAAAAAANARAANA NN AAAAAARAAAAATAAAN UV VANAASAAS TS
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ratio to their abilities and deserts, will not, in any properly organised system
the facility or even the acumen with which they may have written, bu%
formed and recorded of them by their official superior, the Secretary
Thirdly, the Secretary will, under the system which I shall
lain and recommend, give as full an opening as is required by the
Fourthly, writing is

# the case to the young lions of his department.
nal test by w g men in England ; nor is

hich we promote our youn,
hy it should be or have become so here. A young man is far more

the formation and the expression of sound judgments by studying the

ly experimentalising himself.

the English and Indian systems,

lusions from the experience

ination of the Indian

rences between

ttempt to deduce conc
I pass to an exam

With these remarks on the difte

or the advantage of the other,
e under my notice.

1.— Method of keeping and circulaling papers.
resent system after trying and

has only arrived at its p
he practice of the Foreign

The Government of India
as traced from t

(1) Originally all papers were kept in MS. and were folded in four, and docket-
od on the outside back. During this period there seems to have been
at there was appears to have been appended in

very little noting. 'Wh
separate covers or little books.
ted in the Foreign

T may mention that this system of folding is still adop
Office in London. The MS. despatch, invariably written upon a light
blue foolscap sheet, is upon arrival folded into four, docketed, noted
upon on the back of the sheet by a elerk or Under Secretary (unless a
note of unusual length requires fo be written—in which case minute paper
of corresponding shape and size is employed, and the Note is appended),
and is then submitted to the Secretary of State, who initials the Note if
he approves, or writes his own instructions if he does not. :
Fach paper or despatch {herefore carries upon its own back the orders passed
upon it. The despatch itself is subsequently printed on a single sheet,
as one of a series, and these are bound up yearly, or more often, into
volumes. None of the Notes or orders issued upon the despateh are ever

srinted. Should reference to them be necessary, to illustrate or to explain
the history of a case, the particular folded despatches are picked out from
the file, placed together in an elastic band, and submitted for perusal.
‘Whereas in India we preserve the humb}est eﬁ;ox:t of a clerk : the order
of a Secretary of State an Prime Minister in England are not

d even of a
recorded in print.

1 do not propose to advocate the
India, nor the introduction 0
noting ; the former, because paper

re-introduction of this system of folding in

f this system of quasi-marginal and unprinted
perishes more quickly in the Indian

climate, and a folded doeument soon beeomes frayed along the folds; the
mentioned, namely, that, owing to the

latter, for the reason already m
ated records are more necessary here

personnel_of our departments, pri '
than in England. 1 may, however, say that both for the expeditious
for ease of reference, it seems to me the best

discharge of business and
system that I have so far seen.
(2) The next stage in the evolution of our papers was_from
During this period they were for the first time printed,

in four.
(3) From 1870 to 1882 folding in two (the papers being fplded longitudinally
: down the centre) was the practice. During this period the Notes
©* {called, at least in the Foreign Department, K-W. or Keep-with) were
d ; and the sheets containing them were, as now, pre-
ter were bound together,

separately printe :

fixed to the Official Proceedings, when the lat ere .

During this simple and Saturnian age however (for it 18 only since then
5 :

1863 to 1369.
but still folded



6 No. 1200, PusLic, 238p Ocroner 1899.

AR AN AAA AN

that corruption on a large seale has set in), there were four particulars
in whieh the system differed materially from that which now prevails,
greatly to the discredit of the latter. (A) No one noted, or at least the
Note of no one was finally printed, excopt a Secretary of Department,
a Member of Couneil, or the Viceroy. The new criterion of Govern-
ment, according to which men can only qualify for promotion by writ-
jng, had not then been discovered. (B) These Notes were of the
briefest and most business-like dimensions. (C) What are now treated
as demi-official communications, and separately co}lected, were included
in the K-W., with the Office Notes. (D) Office numbers, figures,
hieroglyphies, préeis, paraphrases, dockets, were unknown. In one
gection of the print were the Proceedings duly numh'ered. In the other
or K-W. were the printed Notes with corresponding numbers, The
Notes had no conneeting link with the Proceedings, beyond the numbers.
This was slight, but sufficient.

(4) From 1882 onwards the Flat File system was adopted, under which the
papers were laid, unfolded, upon each other, both as originally received
in MS., and as ultimately bound up in print. This was'a salutary
change, and one which is not now likely to be departed from. Unfor-
tunately, at the same time or soon after, were sown the first seeds of
that fatal malady that has ever since increased and tightened its hold
upon its vietim,

The Flat File system is that adopted in the India Office and Colonial Office

(and I believe in the majority of the Offices) in London. But there

is this difference, The Notes upon each paper are in the London

Offices written in the first place, and subsequently either typed or

printed, upon sheets corresponding in size to the paper received, and

are affixed to it by a tag. Kach paper therefore carries its own Notes

or instructions, not actually upon its back, as in the case of the Foreign

Office papers, but attached to it. This I believe to be the best system

where an office is independent and self-sufficing. I understand that the

main drawback to its adoption here is that we send home from time to

time our Official Proceedings to the India Office, and that there is

convenience therefore in keeping them, both in MS. and in print, separate

from the Notes or K.-W. There is also perhaps some convenience in

our system, for the rapid tracing of the departmental history of any case

that has extended, as do most Indian cases, over a long period of time.

As regards the method of folding and preserving papers here, I do not recom-

mend any departure, in main principles, from the existing system. But I think

that it wtou}d be to the .couve-nience of the Departments, and certainly of Members

of Council, if in circulating the files attention were paid to the following points,
individually insignificant, but collectively providing a perceptible relief : —

(i) All files should have a board at the bottom (as generally supplied).

(i) The tapes attached to these boards should not be of the flimsy and break-

able type in use in most of the Departments, but the stouter sort, in use
in the Public Works Department, ’ e

iii) When a file attains any size or weight a strap should be employ

( bold it together for submission. 'l‘hgis strap aEOu\d be of b::g: }x?:(xlzkteo
less stiff and coarse, and with shorter and sharper prongs to the buckle,
than that in common use here. A sample, as employed in the India
Office, London, will be sent round to each Office,

(iv) A despatch sheet or card with the title of Depariment concerned printed
at the top, and the subject-matter written legibly across the sheet, must
be placed upon the top of every file, immediately inside the tape or strap,
so that the Viceroy may see at a glance, without undoing the tape or

strap, what are the Department and the subject concerned. Copies of
those in use in Foreign Department can be procured.

(v) Blank sheets for noting %{,the Viceroy should invariably be attached to
. the MS. Notes or K.-W. Cases are counstantly ocourring, in which

s K e
L S P

' which the Notes far exceeq

b
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h sheets are attached. The
owing to departmental carelessness, 110 suc

. ] . E I l ]
1

iles i i ions necessary) a
i . 'ked Files is (though 1n rare occasions
il syts)tems f'sItJ:n e and has been greatly abused. Ihalq const:}?;d;sr
lcxu:]inlzgo:norinous TLinked Files submitteddto ﬁle WhJ(;h,r g :(;rmugnt;inle boIt-)h
o i conve

i t points, have gradaually , until botl

o f':ﬁ;n s(;,geert;pé)rs, and discuss the same prol:}efgl. %{f;l; 1:

eon{lam inevitable, e.g., in & case where the Military !mh e havega,

Il))er a%?nents are ,engaged in discussing a case whic t m:fycases s

mglli)?;ry as well as a political aspec‘l; thB‘;‘ltl ;:a?;eoﬁ;lzr; 371 ey

1 ;1 ked presentation of the I16: foe
; :,e{)iifglf?;eat]lﬁélgnlﬁem?ght avoid. An mgelhgetmt sele(glglrlxei()f St‘ils n?;gg:
i gles by the Deputy Secretary; 8nG Lo=-

::i%gl:ii £?$£gzgry ;Totz, would probably save the Viceroy many @

quarter of an hour of valuable time.

ii) Simi ith re alv to Linked Files but to any file, there
(e Sl{nﬂarly, v;;tsliltrcfgrtzgiz:il: tt: the Viceroy, or I should 1magmi h1:0 ax;l):
‘ M nobnec £ Coyuneil prodigious files which start almost fromk efcoth
i (I)lt of time. Such a system would bring the wor oI : a:
I]E!‘lenc'elge Office in England to 2 standstill in 24 hours. fthm - ga
Uor(t;:lg Secretary there, 1 frequently had in the course o a.‘G Su:i%ff eren};
n erd from 50 to 100 despatches or papers _relatmg 0 ;
cehen '(l’frl?ese came round fo me in boxes, with the few prevml\:.s
gkt ired for the understanding of each, attach.ed to t.he!? : 37
pape;s,bre(g: Had each paper carried upon its back, like a 311131 b its
i fsf‘iltlzial' history and tenement, 2 regiment of pgrtersﬁiwou dgg
. ired to carry to and fro, between the Foreign Office an st
g:sqge(?;()ommons, the prepousttzl(‘louﬁ:c 'bm;)dfell)l\;rdghgeciﬁ(i)gize ;1}1]1; s
j . - . - lon :
intelhgence;’ Xi:elrﬁtlorl:l:sx:do;nt;e gi}e be left in the Department, anlﬁ
. apers alone be sent? “Of course_the Secretaxl'ly g{)ajl :
O e fble . and if he omitted essential papers, the lind
b responshim’or upon the particular subordinate to Whoﬁl a{
oo utpgnthe solection. But such a responsibility 18 aft{a)r a O];S);
g delegafen and every departmental system. 1 remﬁm er atc o
;feati‘;rzﬁicﬁ &ere was circulated to Members of Couneil, prior to
ere

being mentioned there, an Inland Steam Vessels Act. The papers
eing

fituted a file nearly @ foot high, with which chuprassis struggled
sonsti
;%I:)ut Calcutta for a week.

11.— Noting on cases in the Departments,

) § to the main abuse and scandal of the present gystem. I have
Here 1 come

H in vogue, under which every-

: rast between the practice now A s, notes, or recommends

dy pointed the cont o= hrases, initiais, notes, it
fody from . clerk to Mem;?:yogf e ni—and. the sousible system that preveliod 18

and 18 hamdes d?gf & l:f(; Lord Northbrook. The present system has the following
ayo

: oss to write. Secondly,

: lo write who have no business 1Y)

obyiAs dmrbzflk;;)r g;tlz;lngmes for weeks 1n 8 department (and d Sfortiory
a case is delaye

.

of inter departmental reference), while it 18 passing ‘through this
ases g 2

i er in © : : :rdly. in the wilderness of diverse opin-
:ltilgn iﬁnogr deal of irresponsible loquacllltt)’;r e?:t:;xt\i;lly Jost to view, until no vne is able

- i e
ions, its ﬁf‘tg;:ilhgrizgszt:g?satnw& stage it has arrived. 1 have myself had to pic
to say wha :

. i the superineumbent mass

~ CB8e been literally buried under t _ e

out “nsf)lved;nd vt’o;vlgwhunl;::: disturbed, have llaxtn m‘;m;:?izi in ;ggr ttllﬁ?ara]lm:l?e:e

of writing, ar ), dentally anearthed by a later gen Lot A g

: : ¢ tials of clerks, pre

tomb, until one o B departmental stages, and even inill st at

opinions, dlsqulsltloPS,.trxixl:tmlsw:‘ﬁ the volume of our official reelzrds }'io :n goi?ﬁ:t’
gorved as they are W B ’ the Official Proceedings 1 bulk and length

the long run require a library like that of the British Museum to contain them, I
in the long ruil,
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Will give, before. passi e

g Despa’tch fr(?mpatsk?;ngs:;; tan illustration of the prolixit
Government of India in m ary of State arrived ?n xity of the existing'system.
being somewhat gingerl tzupiedecesso,-’s time, It co‘?: i (f ; Ehe Departments of the
Becretary who Pamp%lrasyed itc ed by a few clerks, it wa: eta;zi pages of print.
print, and then added a N (with glosses and" readi en in hand by an Under
print. This brave exa?nplcof:al‘eeordlnlg his own OP;Sigoz :f_ his own) in 12 pages of
scalo ; and by the ti as eagerly followed by his cof
recorded Not%s amoffgfeﬁhfogg’m’y and Members o}f’ (}?f colleagues in an ascending
pages of small print, as :gllggaht:? noted upon it the

red with the 81

1 pages

of large print from th
P e Secretary of Sts ;
usion. I need hardly add thal;yno ﬁnaﬁléicizg:f}:v had provoked this lamentable
as

was one of many left i

BRI 365 o than Tult n dossn s pep T ol g e o ouss

B ion i Conncil a dozen more pages of print gf:l(} to dthink that we
» 1ollowed by an hour’s

I now turn to the remedie
8. They a
;i}::geirlfaenﬁ, ltllllzon the practice of the )I:ml:g(;t;]as%i 2
i 0(;1 :h e practice of every sensible Gove .
Seeretap : 1?‘. simple prineiple that the He
present;{i,oixn to ﬁigs;laélﬁie?e(ﬁalne? by sy
P ndia a Member of Counei i
e e Whli'g'hottht?te or other Minister, andlilllltzilxlxlldt l}ltlmately. s
e M, hise atter is required to decide Ia e})]' e Minist(lrs
o v Tt Uo(;vn discretion the industry or alr)l'lt Py bt
e Sy [r)x.fevx: Secretaries ; he may even d .ll 1ties of his own subor-
liBut s discretion, mi tl 1;]ymg h;s own assent by append(i.neggitig ﬁ:iﬁsponmbﬂity
S g ave obvious limitations, T i
o g givgc;la;e permitted to note, the‘ sellé};f;(ilnll)uis : b(:ia L o the
eing determined not

question under notice. § on'e, but by their apt;
. # . 3] - o
consist of a jumblo of hetergz‘gggfu the reference to the

upon to pick one for hi
our Indian practice is ;:n ;?)lli)w

(i) When the i
question of noti /
upon the questio Ing was discussed in

:{ﬁe?(‘ia should sil:;ls t%xc:ntr}'l eix?i(tlzlof the page upoisv?'g’icail glmai: T9AF S

ould sign their initi 1als, and as to erks or gazet
g al ) whethe 2 gaze ted
desire now to establish i: gﬁi:h‘“r names, The p;;nfz?le)lg l%ﬁe: Ioﬂicials
at 1 would

up to the admini , s thint frg
select which mimstmtlve ranks but on: 'gf the Oftice there should

let hi clerk he pleases to write i ote. Let the Super: come
m pass it on with his ini‘tial‘s" rite it. If b perintendent

4} additional pages of

aﬁlerln :E: old practice of the Tndian
s 8, and upon what I should
T };n the world. This pmctlil
=Gy Qﬂ‘l?epartment (here st 'lecg
y) 1s oflicially responsible for}the

s and discordant opini:;;:f;mate autho
-

4 : :
8 :lf manner in which I

ority must ng
out of which he is ealllc::;

would apply this principle to

Note by hi
y himself
before passing it I8, a8 & general rule not
select whichgveroiﬁ(ﬁhe Hon’}?le Member. Thgys)e should note np?): ‘::
Note, or the selecti s subordinates he pl eretary will d
selection will be made auto I?l:ases to write the prel?ul'mc“
‘ : iminary

labour in th .
¢ Department. I have said ¢ azm:lly by the sub-division of

that it should be of
th hould be of almost universal general rule’ .

Buﬁhp:szg);g;y In_exceptional cases tcfc: tance, but I wo e‘,i ;x‘m)(: 1 think
(i) Préci gency may very rarely ree Notes, thoughT+ ERetaite
" ) réeis and Pﬂl‘aphrases ahotl ¥y occur, 73 ope that

the letter or despatch un d only bo adopted on a very limited geal
¥ cale,

der 3 L et
portance that are certain examination is one of .

a C‘harQoter and im.‘

imately by o earen 10.require its perusal by tho higher offcials syt

' it will, in ni ‘
sary to préeis or pam);hms:ﬂilt’ I:tn;;)]e cases out of ten,

indicate the :
dschmane bésigléezzleclg?m?ter of its contents, Tlgnlm'b Ject-heading will
proposals or contents fgreat length or complexit Y in the event of the
g e 1;,imor tsakg of convenience, be ¥, may a préeis of itg
the' previots. Nistas te 0 time when a p réci,a e]_tl;lequred. Oceasions
Yy ol a case, may be ugéful’in Oxe(;' Oft(t)he facts or of

‘der 1o avoid much )

be unneces-

] e
;)

(1)

(iii) The rule should be of universal acceptance,

(iv) Cases are constantly oecurring in W
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e
reference to old files, and to create, . |
Gimilarly, with regard to paraphrases, 1o higher official requires a

araphrase, much less a sequence of paraphrases, by subordinates, of 8

Jetter which he is bound to read himself. Still less does he want to
know (though he is often now invited to read) what his subordinates
think was, or may have been, in the mind of the original writer. He
requires references to precedents, to former papers, and so on, and
suggestions for action. Another vice of the present system is the habit
of reproducing verbatim in the Notes entire extracts from the letter or
despateh under disoussion. This 18 entirely unnecessary and should be

discontinued.

so to speak, a fresh starting point.

that when at any stage an

official agrees with the preceding Note or recommendation, he should

append his initials (and date) and nothing more.

hich, even without superfluity or delay
in noting, a paper will take several days in passing through a department,
simply owing to a want of elasticity in the interpretation of the existing
system. An official who is seated in one room, will keep a file lying on
his desk one or two days, and then initial it, and pass it on by a
chuprassi to another official seated next door, who will treat it in similar
fashion. 1 was asked the other day by a Local Government whether I
would sanction the journey of a Native Prince to Kurope. The appli-
cation reached the Department on May 12th. The Chief proposed to
gnil on the 20th. The file, after a leisurely and uneventful procession
through the office chambers, reached me on the night of the 18th, too
late to make permission of value, or refusal possible. If the officials of
the departments would only remember that they live in the same build-

ing, and would in cases demanding early decision (and I may add in
many i ds of conversation with each other for

others) substitute 2 few wor
the pedestrian procession of the files, they would greatly expedite the

despatch of business.
III.-—Inter-Departmental refereuce.

The last remark applies with even greater force to the references that,
ander our complex system, are inevitable from one department to
another. In the event of any difference of opinion between the two,
each is disposed to act as if it were the inhabitant of a separate planet,
firing off its missive to another world ; whereas the offices, from which
this interchange of former compliments proceeds, are usually within a
few yards of each other, which might be traversed in a few moments by
the rival correspondents, Wao might in a few minutes settle a matter
: 1 will give an

. e, here was a question as to

that otherwise drags i :
‘illustration that has occurred in my fim

t deserving of promotion, and
ts of the Provincial Government upon

whether a Colonel W. was or was no

whether the unfavourable commen ) ]

his capacities should or should not be communicated to him. It entered
the Departments in December 1897. It came up to me for decision in
February 1899. In the interval the departmental Notes had amounted

to 53 pages of print. :
The same sort of official pedantry appears to prevent a settlement, by

meeting and conversation, of any question upon which an acute con-
has arisen between two Departments, or between their official
heads. 1 have more than once, in commenting upon these displays,
employed the cimile of Lawn Tennis or Badminton, and 1 repeat it here.

‘When once the Departments have, 50 to speak, got their flannels on and
the game has begun, they_ appear to Jose sight of all other considerations
f keeping up the ball or the shuttle cock (and as a rule, the

but that o )
net, while the faithful official

latter is the fairer parallel) over the ile 1] i
marker calls out the strokes and records them (in print) for the admir-
ad a case the other day, in which the Secretary

ation of later ages. 1h
3
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iar : mant abuse of the present system,.wluch
(iv) i) i > guptig?nléaglfyamfﬂ:{gk?:r, and equally eulpable 'abllief vzgi, t}k;:
o b hich official correspondence (I speak partllcu :Y Lo
exteqt o -tment) has become supplemeqbed, and ar.noi. in Th};
e Depa(ied by. private or demi-official communica 1;o:oss.rt L
e B SuPe;seriva’te chrespondence between oﬂicm_ls in tht}al epii, cain
2;1;'1(1)%%:638 (I))r persons outside is a v_alual\%q ﬁniialsr’lats’zmzzse :tsial %o i
i i i whie 2 !
ok lﬁ po?(fflssgfma()fc:sg:’ ?ﬁtl;iich it may be nnposmbllg,u 5011(;
due. c()mPre enSltr) include in the official letters or telegrartxis. .
various l‘easonS?h- h is capable of being, and has been, greatly 2 i
ik ey S Lthe question of how to deal with this sort of co

arisen’ e
e Iil::ii(iz((:n}sla;sn the records of a Department. It has been so y
mun

-W.s for demi-
ituti anch or sub-head of the K. ;
cc;}lilsf“ﬂ{\lt:;%r: S?F}i? t‘:))r:rfch requires again 3 s.eparati ;I;de;{l oi 1;0); c:lvt;::(i :
Fier s i d to me in studying a case, 1

1 happened to -
Accordm%ly,rl tP?(feedill)l%s, that in order to preservekthe ﬂuroglsé(;%; =
i (fmdiscussion and decision, I have had to e%p toydart =
fO ur differcnt piaces in the same volume, an
0

to the other, at what a cost of time and

of State had, in June 1897, invited the Government of India to express
an opinion as to a change in the marking of their confidential maps.
From that date until May 1899, the rally was heroically sustained, and
might, but for an acci¢ent, have gone on till the crack of doom. Can
we not in our Departments abandon this system? In England if the
Foreign Office disagrees with the Colonial Office, the Permanent
Under Secretary of the one puts on his hat and walks across the
quadrangle to discuss the matter with the corresponding official of the
other. If they fail to come to terms, the two Seccretaries of State meet
and talk it over. They do not pursue for months an exchange of
vocal amenities from the rival house-tops.

(ii) The rules that I have already suggested for the conduct of any one Depart-
ment, in respect of noting, will of course equally apply, but with
increased economy of time and space, in cases where more than one
Department is involved. I had a case before me concerning the supply
of winter great coats to the Khyber Rifles. After the usual depart-
mental formulas had been gone through, I referred it back for some
additional information to the three Departments who were affected
It was.rcturned to me w1.th fourteen separate and distinet opinions !

#There is a further abuse in the same connectic

. same n which is capable of
easy correction. Where a case is being bandied to and fro between
different departments, after the officials of the first have h

and the officials of the second have commented upon the op?x(lii(txl:; l:\fmtll}\,(;
first, the papers frequently go back to the latter, who then begin in the
same old order commenting again upon the comments of the second :
until presently the chain of argument and repetition reminds one of
the nursery rhyme about the “house that Jack built.” | suggest that

; in such cases the Secretary of the criginal De
ginal Department alone should note
: upon the papers after they have been returned to his office.

gequence
three or
w:rds and forwarddsl, from one
1 need hardly say. g : isputed
tem(ll) pd the Proposition therefore, W.hlch wmt’dt' i;g;:skél})l;’ dg:‘?‘ﬁ a'I;
bl 0“1:1 i-official, personal, or privafe, Ibtigh, - 11 tside the Depart-
that a t:“_‘n the faét that it is written by an officia 10}1 ] de the Depart-
grioR o lﬁ; n at a distance, instead of by an Ofﬁc}a .msll t ’ s 1
mant, and. e k. It must asa consequence be similarly reg t 2 th;
ment at his deste.d at all, be placed not in a category apartzt uh ul‘d 5
in the order of its arrival. The decision whethirrl sts v:i‘éh "
thi:dmand it so how much of it should 5}@19 %mn_tei%;ln:;ﬁ thg Secretary.
rinted, g to the decis !
biect of course . : :
officer conciﬁzfldi}?:ré will be in every printed eg{lect}o% Oonft e};gel;ia
| By e epartment, three sections obly, (a) Sable. o€ B0 S0yt
IV.— Arrangement and Prin ting of Proces dingt ol Noks: . g;fezences to former and latter cases, ( ) ;
(i) The papers of the Government of India

There must be 10 extras of any desc(;iptloni't is possible to avoid a good

: . (I believe in every Department) : tine both the Notes and Procee_mg% e it the same F7Pe

&‘onsxst of two sections ; the Official Proceedings, and the Office Notes. (5 0 gources of subsequent confusmliq_ g; anZther for Proceedings,

Mhsese are, under our system, kept distinet from each other, both in ma'ng]e game thing, i.c., One typs e }3 ijiin s, another for contents,

IS. and in print, I would not propose to interfere with this distine- o in in each class, one 4,05 v gé used promiseuously,

f)lt(ixn'rs Spme oﬁ‘;ces %)rgxt t]he llfotes first and the Proceedings aftorwards gus e At present all l:innd.s gﬁetgﬁtgg press at the moment.

ers vice versd. unk that a uniform system should be ad / : hat may be hancy ih i all numbers

and, unless any good reason can be shown to the e opted ; according to What the Notes and the Proceedings, :

t o ting both the : t such

prqpog: th?t the Notes should be printed first, sinceogll‘:;rryt;rel iv;o;x}ll:. S{nﬁlﬂé’cg 12321;, %nd\ purely departmfeﬂzar'}cg lesl}?og&lydg 1;.11(;% f:)ic?r)nitted.
majority of cases, a prelude to, rather tha : : P ial for subsequent, XEIOTLILE:

decisions recorde(i in the other s’ection. N oG Y °m°“1 e o

(ii) The Notes, when printed, are in man

:nted volume of our records is more of a puzzle than it
department 2 -
and are designated as K.-W. This y Cepartments called Keepwiths,

: : is part of the barbarous jar
has grown up par: passu with a barbarous system, 1 seg n%oxl'lea%
- why in the Government of India we should call ordinax

other than their ordinary names. ’ things by any

: I would therefore :
to designate K.-W. simply as Notes. In the Foreigrx,:o ose in future

have further found the Index or Table of Contents of : elts';enr:tﬁ

volumes of papers, when bound up, variously designated as ‘P%rif
Subject,” * List of Papers,” and ¢ Précis-Docket.” As I soo xfo
reason for calling it by any other than its proper name, I have ordered

this Index-page in future to be headed “ Table of Contents,”
(iii) As each fresh letter, despatch or telegram, comes into th is
: gdded to the MS. ,ﬁlg, the heafiing‘or doc’ket under whi:h(;ftﬁ(;:’e;ﬁrela
in the MS. Notes, prior to noting, is in the Foreign Department written
in red ink. T dare say this is done in other offices, not, I reco
mend it as a useful system of distinguishi 1 53

the vari ;
rase, a8 well as each stage in turn, from the %&. govt:sngpu:nnit:ges na

as may be e
Too often.z P ==
b Jothora of print, as. distinet irom
:n canse of the pleth ) :
(xd)' 1'now comie e them%;moﬁ records suffer in so marked a de_gree(.i bg:h;:
g m’:::éon in print of any and every Note, mark, sign, date,
is the prese .

* itial—in a word of the inevitable but worthless ministerial
even initial—

routine of the Depamn.ent. + be an immense amount of such
i ko D, 1 el t e e

surpiusage. 4 ribing. But its ma A

thepa,buses s Ihtilsa,v:h::e tl:e?':s g,lone,gas 1 conceive, of -‘;*111 gozeemi

tiating .feature i 1d. is it accorded the honour of print. f:?hq 0 gf?ﬂ

ments in the WO, o augmented to three or four times their need: i

our official volumes arhimns-—l have often seen entire pages—of initials
e e e T
an -

. officials of their subordinates
e Department, by the questions asked hy.oﬁicm v
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W
torily dealt with by the Committeo of Secrotq

recommended a strict enforcement of Rule XIVin
which ran as follows : —

“ References of no permanent
Papers, should be made on g
destroyed when done with.”

In the revised Secretariat instructions
this rule re-appeared as No. 5 (3) 1

importance, such as re
eparate slips, which

which were issued in Ay
n the following form :—

: , orders to print, &e., shall he wfi
separate slips and destroyed withou

t being filed.”
But it is obvious that this went neither far enough nor in
tion. For what is wanted is not merely the d
such as those alluded to, but orders o preve
ich must appear upon the files, byt which is not
: 1 ' : worth
printed. All that is wanteq 15 that in every Department sox);x
responsible to the Secretary, shall, before the MS. file
printer, run a blue or peq pencil thy :
reproduction in print.  In this

nt the printing

Proof of the Noteg
he process that am about to
duced from 1 printed pages to 4,

«—Other aids 1, despateh,
I should like to invite the

. aid of my (Jolleq ues g

of any suggestions that they may care {o makegunde et
to, or in corroboration of, the remarksg which
appears to me to be wanted ip order t
oceur, and the complete oblivion that ig apt to ove
abouts, or fate, or future of cases in the P
delays and this carelessness ocour—

(1) in the cases of answers t
concerning which I g
following terms :
despatch of such and

v

ing telegram .
I expect an

(2) in th £ such a dafe 9 HUSWer o my telegram or
n the case of questions that ar : : i
~ the departn:?ents; © pursuing theijr weary pllgnmage through
(3) in the case of questions that h

but have not returned therefy m

0
called upon pot

. o VR8s 8pirit throygh th
: 0 overnment of Indis f g e

length in April 1899 it came up to mentc;abeor Storsand
Now in all these cases, there oug

] ears, until at
i eXorcised and Jaj

. 0 be some practiog] an rely i

ohin - 1 kzowhtha_t n each Department 80me gort of statem’ent (iis 1‘;(;;;}1; e —
or perhaps at other wntervals, of the caseg in the Department f th o ha o
o Bt o ik S » OL the orders thyt have
- this check must »

stage of theip wander
! t present be what I call an ; andering,
cases like that which I ha o

: 8. But cleay]
( ( usory check i &
Ve Just mentioned, gpq w?ich 18 o’n!l;;'n g:; ;i%fgngaﬁ;ozﬁﬁf

M‘WM~‘ 4 ‘

ries in 1895, They
the Rules of Business,

quests for former
should not be filed, but

gust 1898,

papers,
tten on

the right direc.
estruction of routine slips
of matter,
of being
e officer,
e goes to the

an one half, 1
nt file, prepared
or K.-W,

introduce,

Lo

*
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; ly statements,

! 2 that these quarter i

i M 1mpre_s son l.s . - lasses for submissi
o under my own nolt{lct;:n d ar’é, T believe, d1v1def1 mtsC; :é:ally are either only
have 003}9 drawn up by cler Asssistant’ and Under Secretggt, initial being substituted
xh:ﬁg Secretary and Dflﬁggfy ignored by them, a convenelh % ‘bsiol ‘us this; but
¢ ire con
d at or ar

glance

. . S cretaries
a. bond fide scrutiny. 1 (ia.nn 1t; bgth;;l:sil, [ shall be grateful to the Se
B ted what I believe to be

dy.
: them as the reme
‘+ to me what their experience SuggeSt-s "cboraneh of the question. At
if they will submit to loted what T have to say upon this
1 have now comp

a 1 b}

iting inside the
' cer-writing inside t
ious in 1 than over-wr
d even more pernicious in 1ts results e
: A 5
in intensity an
equal 1n 10

S%cretarxats, upon w

: -writing
I have here been commenting—uoiz., over .
hich a
i -anch o
Notes but of reports, n every branc

: . DBut
f the Local and Impenalm(iroézl:gff;t&t =
re
i self to the Departments e g'%lt)e - but a long Note has
K s aooen conhf?lii:;fy connected. This 1sta }ﬁ;g . nor if one long Note from
i bere 0 h long standing ;
Fhom e oy ith an abuse qf sue SR
g r]eq%l;ggs; g:zltfnvé effect of saving many seores
a single

d hundreds of long xéoges f':;)}llx;
ill 1 h have been wasted.
bordinate officials in the future, will its lengt
d subordinate ¢
?:fr(?rzlzﬂfﬁat 1 have indicated, I can un

e
dertake to carry out—in fact xtno:; 1:)f t%?l?jl a;rI
Feog reign Department.
Sk L the'th;sﬁd be I:mt of my power to
1 S Successfutl) Operzkase it is obvious that 1
impose them by a ukase,
zﬁgg'vli?ep their enactment, still le

g I

of those Otﬁlfes. (I)ri];lvlint:yﬂ%:
f Council whose w £
. it hods ; nor merely
.operation, in the interests, n:: azzg\ lje,a i busmess-l};l;;al x:eéetter ’régime o onﬁe
ggmé)What lighteni% b);e{?':e g s belie;'e 1;1{3; :glief to them ; but for the sake
ps . f incalcu
the Departments the et

i to the
it wi : -2 in which from the Viceroy
n fairly started, it will Pr((;‘x:inistmtion in India, ;0 W hl;g-iOusly and detrimentally
E?ethe efficiency of Brltlsllll aengaged’ and which is being
are a
humblest clerk, we

'2 y ‘ ?
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size
; vitten upon paper of foolscap )
Note shall be nglblfyt;"e page. 1is fos
in, and only on one side © uests for previons Papers, & 9 %,
ter margit, 4 i tes,” such as req te slips to be destroy
o5 :2) Merely ¢ Rotutm?ngo&i : ghall be written on separa
ders Lo print, &L
fs or drafts, or
;i:ohout being filed- .
SECRETARIAT INSTRUCTIONS, j (3) In evertyrre
the Department re’e

1 remarks. If
: : g 1 : free from persona

St i)lipl?(:’::: nshall be temperately written and

11

1. It shall be the duty of the 8

have to
her Department
» in charge of anot teously ex-
: s ; in the Note of a Menll(b;l gl?at thegobser"atwns are courteously
Ho'i§ ot by ok ripess thh the subject . gpparent errors e

1 1€ 18 not, by the practice of the
aro complete.  gompetent himself to dispose of, in

ed as apart
. must be take inions he has express
Department, © ointed out, special cal:{’ to the eriticism of the opin

a complete form, ready for orders, to the Gov- bee;;ed, and do not exten

ernor-General or the Member in charge of the Department, ‘as the case may be. i

A ts.
~ from the fac
purposes of these Tnstructions the :

10. (1) Every

written in
d by one Department to another, the Notes
se referre

Daty of
Beoretary to

ecretary in the Department to w
seo that cases  belongs, to submit every case whicl

Ezplanation.—TFor the

it shall not contain more than one Note
ment to which the subje

: e odifying
: itted for orders, Section re-writing or m
expression ¢ the Depart- £ 137 Yehon 2 (980,30 S“ﬂ)txgllxdent of the Branch ?’E Le;\Ttl)te may be similarly treated
ct belongs,” has the same meaning as in the Rulos of T from the office, t}lesl;%)?:zzannot accept it. .t%‘e}ile (i)f 1(132 thinks fit. S
Business made under section S of the Indian Councils Act, 1861. (24 & 25 Viet.,  #l [the Note (’E t%f:cgre:o whom the case is subml ” e’d officers, not more than two S; tit,eon
c. 67.) : /| by the first 0 | d to the gazett it before passi
; : ‘ » has passe te upon : rorul
Power for 2. If a case is received in the Department to which the subject belongs, in an | 13. When the szf l)lashgll, as a general ;g:’;ﬁ; Ofpl)epartments Wuhm‘?s;czlg;
fo"ﬁf“fo’; incomplete form, the Secretary may call for the information necessary to complete it ) (including the SelcreMezlber. In the case, l'lv as; this limit cannot be e
further before submission to the Governor-General op the Member in charge, as the case ~ to the Honourable :oh a case must necessarily P h, Beatioh.
SeTatin, may be, i) " Branches through whic ale shall be recorded in eac
3 & » aru
Method o, 3. (1) All cases shall have a board at the bottom. & put only one Note, as ?
an 4
circulating - (2) The tapes attached to these boards shall be of the
vases,

i i ill be read
der consideration Wi oo
O by es shall be permittes
Aol a]ifxlllitnﬁg. Conseguently n(:e I?a;r}g)l}lx?:ly o g
. bythe officer to Xh?gcilst (1); stlllle content; of .?hz;n;gllli E&;p e e ](_)il‘éCIS giﬁh:ﬁ;g;—l
{ | in the Notes. th End complexity, an : nel;e Witk ke, g i
i 1eng' e o i v der consideration will be I\?ut n =
[ tents or history © rusal of the paper un s e :
1 ome cases pe ief suggestion e N i)
g 15t'hixnng Sis required bey 0“3 o? t‘:: lcase siglow_mg, more gcll:::tilgn, ey
. | and notl hould be a statemen O i cox_lt i i e
-- . s i denta bearing - i B4 letter or despatch under
g Impor;a?(;it’ vy andipiee(;%atim extracts from the le
Jeading W i s

10D MBI ided. endation, he
o ’I(ﬁiel;lz;.z&:;c t;*,lt(l)ould ordinarily be avol receding Note or recomm 4
conside

W an officer agrees ki $38 T inal N \otes to emphasize
6. When : : e more., Margina otes, or Note
16. d nothing

. $ an i 5
ghall aPPe“‘}( hllsn:;su}??::eever, he made. and especially in cases of emer
: ints )
: specxal POINLS,

: 2 of cases, fficers of the same
To facilitate the rapid passmgaf ];ommunicatlon between 0
17. To

(3) When a case a
pattern shall be employed.
4. When cases ar
pattern, with the title
subject-matter written v,

preseribed stout pattern,
a strap of the preseribed

14. Tt shall always be
ttains considera

ble size op weight,

¢ sent to the Viceroy, a despatch shee
of {)hg ﬂj)epartment concerned printed
ery briefly in large legible characters aeros th >
be placed on the top of every file between the tape and the ﬂa,p: :f tl?e Si?ltoe%o:.];:i]'l
and sufficient blank sheets for noting shall be attached to the N otes, -
5. The linking of ecases shall, as far ag possible, be avoided.
oceasionally be necessary.  Tjut cases should be consolidated whenever
1nto one bundle by an intelligent selection of pape ’

Practicable,
gement of Notes.
es, only such

revious papers shall 'd in the
t}}e question under discyssi Rep all be placed in the file ag

flice May put up any pap
her
ay to refer to ; but the Secre(u);vp slhal?
age before any file is e Viceroy or the Member of
really required gye re

t of the proseribed
at the top and the

his subordinate
o) of person hould encourage istration to
moved, - oy, full uso shall be Htl,:g; inP:ach D.epa'rt!nentc;)rs disposal. Formal I
: put up with a ease should be ehronological] 3 gfn,a?;-,tment. * The Secl’eq for advice, discussion
arranged, thoe latest being at the top and the earliost af the bottom of the file Ay 2,{§1cers to bring up cas¥

(2) Letiered or numbered slips ma :
the Notes, the letter or n i

1 nt
ficer to another within the same Department

n of cases from one ©

$10
18 referred to i ghow the transmis
than one slip shall he att

e may
a L at telegram, as the cas 1
- :on, notification or ideration an
81 1n peneil,  Pyg not m is unnecessary. toh. letter, resolution, if it appears that the cons
ached to the same colleetion op volume ; the reference t . 18. A draft.despatch, PR
partiriular part being ‘made by quoting the record number in, rence to ay
or volume,

Or page of, the collectioz
8. Above th |

e of itting it with a draft. nter-d
ay be prepared at ; %Z ;:iglitated by submitting 1 tment of origin shall state, Interdeput-
. £ the case woul ntal reference the Departm: ts in respect to Which - roforence.
i OI cases of int»er-dePa"?g‘lént:he specific point or poin
19, In ision as possi €

partm id - repetition
‘ ferred to-shall avoid unnecessary rep
with as much prect ST oo

t of origin.
: tes of the Departmen
‘ is made ; a1 - tated in the No ther Department,
l.'efg:: %«e)t;z I:f ﬁvn}"thmg sus cl:in:g;red to and l'ett‘“ n.:‘(iﬁ:;fxed!:n;ermnal discussion
mn se has bee Departments i

20. When a case He between the

e previous papers shall e
should be strung together in chro

- espondence, whie

: . onological order upwards, the latesxz letter l)’e?x;hl(;};
the top.  With this arrangement it will not he convenient to assign serial nympl, i,
the pages of the whole correspondence ; but a serja] number o
paper, as received, in

. will b
: pencil or chalk, and each paper will haye itse el on:eash
separately; also in pencil or chalk,

: ages numbere(
These numbers an
while the file is current, Above t 2 Serod. fos

placed the current cory

. no more “
ing ; and in any circumstances =
; f opimon further noting ; an :
reference on] d a difference & CH - ated for i1 either Departments., - is in Personsl
e e eurrent Correspondence ghal] be placedothz :ﬁaﬂ, if P‘;z?tb}}:; lﬁeo:: ;19,11 be recorded ;n extheil; the Department of which he 1s e
1 ; than one
9. The subject of the first current paper in a file shall be ente

: 7 the form used for the first sheet of the g,

: in ved ink oﬁ
Notes : the subject of
(receipt or issue) shall be entered in red i : any subse

quent, Paper
nk, not on a se arate sheet i
1 chronological order in the N otes, ’ ' 10, that form, bug

rences
i st obtain the consent 4 Mewmbers,
91, 1f a Member dﬁuesfg%ﬂﬁ;‘; for formal opinion, he shall |

charge, to another Member pe

the Governor-General before doing 80.
of
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bids vl 22. (1

) Notes written in one De riment and ge ;
e AT e pa sent to another shall be tr

referred to any officer outside the Secretariat ex
outside Secre. 1€ general or specific consent of the De e Secrota 3

s

23rp Ocropeg 1899,

A A A A AN A s e e P,

marked “ Confi
() affecting the excepted officer personally, o
18 under consideration -

3. 0F
(6) in which the emoluments or

(3) The officers, in regard to whom a general consen
by the Departments hereinafter indicated has be
(4) Uome Department.
(i) General Superintendent of Ope
Dakaiti ; and
(ii) Chief Inspector of Explosives.

t to the refere
gl

(B) Revenue and Agricultural Department.
(i) Inspector-General of Forests ;
(ii) Surveyor-General of India :
(1ii) Inspector-General, Civil Ve erinary Department ; and
(iv) Meteorological Re

(C) Foreign Department,
(i) General Superintendent of ()
Dakaiti ; and

(ii) Inspector-General, Imperial Service Troops.

(D) Department of Finance and Commerce.
(i) Comptroller-General ;
(i1) Comptroller, India Treasuries ;
(ili) Director-General of the Post Office :

(iv) Commissioner, Norther

n India Salt Reve
-(v) Director-General of 8

An nue ; and
tatistics.

(E) Military Department,
(i) Adjutant-General in India ;

(11) Quarter Master General in India ;
(iii) Principal Medical ( Mficer, Her Majesty’s Forces in India :
(iv) Director-General of Ordnance in India;
(v) Director-General of Military Works ;
(vi) Commissary-General-in-Chief ;
(vii) Director, Army Remount De

partment ; and
(viii) Director, Royal Indian Mari

ne.

7 (F) Public Works Department.
Director-General of Telegraphs.

(G) Any Department.
(1) Director-General, Indian Medical Service, and Sanitary Commissioner ;
(1i) Advocate-General, Bengal ;
(iii) Standing

Counsel to the Government of India ; and
(iv) Government Solicitor, Calcutta :

Provided that no Notes shall be referred to the Advocate-
- Counsel or the Government Solicitor e

xcept on the order of
... rank of Becretary, and that no Notes, other than those of
shall be so referred without the consent of the Department

General, the Standing

an officer not below the
the referring De

partmen
to which they belong. t’

’ been given to the reference of Nofles to
y such consent s
reference when the papers are

r in which his official éontll

allowances of an dordins
cepted officer are discussed. Y sudordinate of the e

_ nee of Noteg
ea given, are the followin

rations for the Suppression of Thagi gy

porter and Director-General of Indian Observatorjes,

perations for the Suppression of Thagi and
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i ¢ Coi 1all be
e s b * a ¢ Table of Contents” shall
' : ded in Proceedlﬂ'gﬂy ; : o not recorded
23. When PaPGI‘ST"}':; :Z;: }?owever, be omitted in (Eiseei lléz,igeaérzollection il
R thezt;'wg;d.if there are only one g; PWo ipapers. B8
in A. PPOC mgs, it d T namea— " "
inarily contain in the orde d later Proceedings ;
thus ordinarily con ; ferences to former an : boind
(a) & Tablet:sf Cm:}t;nzz,s;v 1svhit-llftfp];)endices; to the Notes should they be fo
on ! 3
) th?lelg:ssary in exceptional cases ; and :
RAE dings. in the margin
S Ommale?Z:ethe Zfﬁeial corresp?ndence sl;allabe 1‘en'cered in g
hq‘}i‘? iizogilplézi?e ge statement of the subject of each paper.
of the No ¢

{ v (Y : « te

ionally it will not be
e tes, thoagh oecasionally 1 it
' be one set of No focs contatning Notes
25:{1) Thete S}ll‘imtl;):bl\’otes juto one set, and ap%)?;g;?s?ﬁcial communications,
convenient to ruzi) s?liat'y Points may be necessary. -
ad1 u (8 -
information on 8

Pl ted therewith. : e et
treated as Notes argl ltnco;fzr; jmed hor after the disposal or during i
es
(2) When No

be omitted
ELH the routine progress U e’ g ma{md numbers
of a case, much matter ref:l?ll\l’]gt;: and initials of a routtnefolz'aet::za&agtefo Hunes,
as unworthy of print. and the like shall be st ack out be S A L
of unofficial referenee.s . » the Notes for permanent reeor%y 10;};1' standing than the
(3) Before px'l}ltllﬂg spointed by the Seeretary '10-ft I::rer thing not of permanent
edited by some officia e%i or Section, who will see tha Alyor spécial Soders.of - the
Superintend'i?td()f s'jlf{l}i? 1:.ﬁicial may also, ufmiﬁl(‘a t%%tgf n:;?>stituting; if mecessary, &
value is omitted. iderable portions o0 i a
‘é:tretary,l:ﬁtig: tshcc;)vls}isllldgeﬁlz cogrse of the case at that stage.
ghort exp

i Proceedings shall
i ts of a eollection of
inting of the different paris o8 2 =2 Loy sartment.
g (éxﬁngtPl?i?xg]s‘%fotvpe preMatieh. by <8 $ ‘“ﬁiﬁf ;ziceedingﬁa ik
be in the differ : T ttached to the collec ; Tl s
(2) In the pmnteld ﬁ:gget o‘:' Secretariat 40tﬁ.cel‘, aint htflec;';?faz Noi".e written
of the Governor- Geno;a 't of each Note written by h;m- afier. tho first letter of the
printed in full a6 the 0010 Y & Member, the tos shall be readily distinguish-
by the Gﬁvﬁrﬁg:nglosed in brackets, so that such No
i g ived for information or
tes. : inted, is require
able from minu hich has been printed, 1° O L o Ve
2, (1) Whoro 8 1orry IOL 18 ) Sl e b
reference, 8 Pn{)l T : : oot e i
contrary, be submi :ch has been printed, concer Rl s v
2 Whe:en:n})‘[i?: lgfvzg;es shall be sent b;(ll the Department, by
m?nt:a 3 st‘;ﬁigt}? of the other Departments concerned.
I A
= 28’ wvbry i AT o n‘mtitar: ::::he Secretary of State ; =
' Vi erso
(a) OE unans::vfz}lcgﬁl?m?ﬁ;?caﬁons sent to othe;' Departments, p
(b) of unanswe o .
Tocal Governments hich have not been returned. .
(¢) of uno{ﬁ(;;a‘l}:efer::;; : periodically for orders, to a gazetted officer, a
lists sha s : S
convgz‘:izlrlxt dates to be fixed by each Departme

ts reminders
ts and other Departmen s
f both Lecal Goyemmen use of delay and the prospec
99. In the case of DOLD J : as to thp cause y L1 within
shall tako the form of & A e returnod with the information requir
of the case; an ifed thereot, 4 : sible that no case, the
a time to be SP%V "o hD ent shall be respon oo WS O
ot S0 blongs o the Depastment, il bo bosgl e 8 ek
B(‘? ""-2§1°§i&‘3%°t having been previously seen by 5
oun

Record and
printing of
Proceedings
and Notes.

Additional
aids to
despatch.

Counocil cases.
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Provided that thi
diseretion of the 8 18 rule may be relaxed in :
inconvenience likel;’c:st;;% such discretion being eiiii?s;{ *pedial megency, of S
occasioned by any ill-considerod delgxl'tgr;h;e mg_: e
rom 1t.

(2) Where time permi
B fhe iy ani N tgelmxts and the case is of sufficient i :
Vi whli)eh gl isst :%I;n%cted therewith shall, p:}?):"tlf:l;?rmnce’ Dprinted copies
ernor-General and all the M bl‘ought, be distributed by t} ée meagiag of Dot
e and the copies so r'eceilfedez{g.tﬁry 3‘3 th(?l(;ml‘)"
hall ordinarily be

returned to the Secr
gaise hag boen made. etary by the Members as soun as the Order in C l
i Council on the

31, (1) Ever
'y telegram to tl ;
to matters of routine or matters ot} ?’a%i? [i?‘t’;a:z}, glfiftfsaate shall
2 [te

issue. A copy of ever §
to the Private Seeretarv,y telegram to the Secretary ¢

: (2) Every despatch
Governor-General a0 the Becretary of St
‘ or th " y ol State shall : .
¥ e g g m:yMs;nberlm charge of the ])ell’ﬂl-tbrsei;b;m‘tqq in draft to the
St bt e may bo, unless the Booretary is, by the prasrics ct i FIos
a0 1et. to order the issue of the arafé Y the practice of the 1) eparts
u : '

shall, except in cases ?)fl Zﬁ-égzemgnature of every despatch to th
O s miaily o v oy, Omnence, if possible, six days befors tac o ack g
connected therewith, Such va embe}- may have leisu;'e {0 Sty t:l efore the departure
i Papers, if the suliject is one ofl;my Itt: . o
: portance or interest

and has not been brouch
oht " .
the despatoh, ght beforve a meeting of Council, shall be circulated al
‘ulated along with

in, th ; patch to or fro
Gc,lvexe'ngsr(glgn Department shall bemcitx!cl:(:ﬂi:caetar
eneral for signature or perusal :8 Sf
’ 5

other than the Fore
: gn Depart :
Member in char ; partment shall be cireul .
ge, then to the other Members in ffl‘.f ?:gerfo:f :lgl;;(tium, ;irst;, to the
resaid, and, finally, to

o

, unless it relates onl
tfﬂ Sthe Governor-General beforz
I State shall be sent after issue

y :(ii State issuing from, or received
I::: : mptly as possible, first, to the
e may be, and, then, to all the

the Governor-General.

D

other than the Foreign 1
e Foreign Department shall be circulated as promptly as
possi

to the Member in charge
th
: ity Sl GOV@YnOl‘-General’ and, finally, to the ot;lst, .
er

Members in the order aforesaid.

82. Every d
: Gov,emn;lent;3’Iﬁs?:leétfolg}gess(%c{egzag; O‘frisgate ilss%ing under section 28 * of th
eovers, the inner i ct., e. 106), shall b . .4
s l;y i cover being marked “Secret” and ’addresseed igciﬁzegelc?egaﬁubl?
v 0

83. (1) The Secretary i
h Depart
ness of the encl J MG partment shall be ros 1
hid b i corrz:‘tl;z:stofevﬁry despatch to the Secretary o?g?:f lbl.e for the correct-
of all papers sent therefrom for publicati :n %;sléﬁxg(}therefrom,
€ Gazette,

* The section referred to is as follows | —

“28. Any despatches to G i
ireat Britai ich mi i
m“nn:ihfﬁen“% A Direnw,;' a.u:n n‘;hll);hm,:‘t I;t;, i‘f this éot had not been passad :
‘ . oot o o bl G g secret” by the wuthorities wen h.“vo been addressed to th
) 0 Uouneil, unless the Socretax:; :i? 'é(:“t‘s tilho o thiok 8 .m:;:
ate shall ko think fit and

Boction 20 of the East Tndia C
- 3 0
mittee vgfh g;m:;on&agg section 22 pt::)g:;ggdta:,ﬂ% oo b
. : © governments idencies i i
t}::i?&ntcimnoommg the government ofo rtr&r::lgi“tt'? o il b of SPisos
k gotintions or treaties with uny of the nativ rritories and acquisitions, or th vk e Joupmtaoe |
e;p: ooy i bl Al B ¢ princes or states in India u’hn]l hee 1ev)-ms of war or muh‘n" o Great
im mmc& R Mt iy e seld rgW‘lrsnu‘:ler:‘f;ﬁs or pn:aidenoieg ‘“P:!ctivoi t of a nataro to require the E.gvnce'g:
sa, an : "uc:cahdomml idt:;;’f and that immediate nto the said secret committee gf (fir:gg:: ‘of' ht?xir o7 o re"::itfing
Affuirs of india)” ver the sumo or copies thereof to the saj o tho wid st some
mittee of directo ¢ 8aid board " (i.e., the Board of Ct S e
A ffe ommisgioners for the

Bection 36 of the Governm, i
. of 8 Sioran fent of Indla_ Act, 1833 (3 & 4 Will. ¢ bsequen deapn
Board of (Zemmd t“o rmui or :beyf\ﬂum of India through the Dt;o:ets 2;’;13:';&%&“& tolg proviidv,d i dhe tcm
b mmanications on mutters w

+ Secret despatohes to the Seo
even in cuses where, if they had m!a‘ry of o are franamittod
b s g ¥ had not been secyet, they would have bef;:mtrt::"g%p:;ﬂ;“t t&:hioh the subject belongs
om Department of Finance

“

took i
Ok power for the appointment of A socret com-

e artmen
gle, fi b
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(2) The enclosures to every despatch to the Secretary of State shall be num-
: and either the enclosures themselves or

bored and a correct list of them prepared
the list shall be signed by the Secretary or, under the Secretary’s instructions, by an

officer not below the rank of Assistant Secretary.
(3) All papers sent for publication in the Gazette shall be signed by the

Secretary or, under the Secretary’s instructions, by an officer not below the rank of

Assistant Secretary.
34, A copy of every despatch to the Secretary of State respecting intended
he Governor-General shall, when issued by an Execu-

legislation in the Couneil of t -
tive Department, be forwarded to the Legislative Department for record.
r or Minister of Her Majesty or to a

to an Ambassado
he Secretary in the Department

85, Every letter addressed
t shall be signed by t

Foreign or Colonial Governmen
to which the subject belongs.
86. Where papers are communicated to Local Gover
matter indicating the existence of a difference of opinion in
unless the consent of the Governor-General to its retention 18

ernments or to the public, all
Council shall be removed,
first obtained.

37. (1) The Secretary in each Department ghall be responsible for the careful
observance therein of these Instructions.

o has been any departure from

nsiders that ther 2
or to the notice of the Governor-

2) Where a Secretary co _
these Itgstructions, he shall personally bring the matt
the expression *Secretary " ghall

General. .
38. Tor the purposes of these Instructions, :

be deemed to illC'].Il)lde a Joint Secretary, and any 0 the functions of a S.ecretj“'Y’ otl%er

d to in the proviso to Instruction 22 and in Instructions 35 and 37

or the Member in charge of the

than those reforre 1 of the G ernor-General
may, with the za,pprm:1 L ‘ : the case may be, be discharged by a Deputy Secrefary.

Depurtment concerned,
(Signed) A. H. L. FRASER,

The 10th July 1899. 0ffy. Secy. to the Govt. of India.

a————

Telegram from the Government of India (Ho

ber 1899, No. 2067.
Telegram from the Government of India
1899, No. 2318.

e——————

2—No. 1200, Public, dated 23rd October 1899.

Copies of
legislative
despatches to
be sent to
Legislative
Department.
Letters to
Ambassadors,
ete., to be
signed by
Secretary.
Differences of
opinion in
Couneil not to
be disclosed
without con-
sent: of Gov-
ernor-General
Secre
responsible
for observ-
an eof
these Instrue-
tions.

Joint and

b cen.

me Department), dated 14th Septem-

(Home Department), dated 11th October

of the letter to that

OrpE
. i1} be addressed and a copy O : .
Gove'fx}:s* egg‘;:ﬁ?gwfnggggte?w all departments of the Secretariat for information.
[Here enter letter No. 1201, Public, dated 93rd October 1899.]
(True Extraet.)

onts of the Secretariat (with copy of Jetter).

To all departm

5

Exd, A F. Eocleston.
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PUBLIC DEPARTMENT.

- Lurrer—from
< Tn ;
8 CHIEF SECRETARY T0 THE GOVERNMENT or
FORT ST. GEORGE,

Toe ) V
‘ SECRDTARY T0 THE GO TERNMENT or INDIA
: )
Home DEPARTMENT.

Str,

I am directed to reply to

you request to be informed as to how far thi

0 : th

in its future procedure the reforms a]read; aclcsep?e?e;m:}igt(gzgg:ﬁ tz i;“’grpomte
: ent of Ind

2. The Memorandum by His Exeellency the Vi
¢ : : ‘ ; .
o IR sl s e s oy e ok v et
thg Tire selilnfi;)cat (f adgas' Secretariat, in view to ascertain whethe}; A B
Tho wiicndie toeth‘calll tte introduced in the conduct of business by th any reforms on
s (ﬁ)re i is letter ﬁontz}ms m a convenient tabular form ayb 5 lfS Government,
in thé‘I‘nstructiOngas OII; §ucl points as have been alluded to in the 11&0 account of the
of India Secretaria',t is clear from t.hls that the systems foll Memorandum and
2 : s as regards noting and r ow.eSi n the Government
‘those in force in the Madras Secretariats, dlﬁ‘er considerably from

3. As regards noting and the gene

- ral i
by His Excellency the V?ceroy are %nne:esgggdll}ctﬁf business,
intended to remove do not exist. ¥ i Madras,

4, The Madras s .

number”’ system and 5;St§g;to(1)*f‘ rffaeord_- keepmg, which is know :

Macleane’s Manual of the Ad Y of which is contained in the f oo dikoet

found to be at the same time tl}llnm?tratmn of the Madras Pr. GSidS‘Ot‘nOte ol kil

of the establish . e simplest, the most ec : ney, Vol, I, has heen
e establishment required and the m onomical as regards the question

proceedings of Government. This sy 0st complete for the 2
the last thirteen years, This system, which has reeeivedlmrpose of recording the

: has b ' eci : M
time as the necessity for alteeeltl' o G w e impr?;e&ml §o Tl Sy
in greater expedition in the g{;élo(::silor fehanges has arisen, Its adolll)gpn e

service in the maintenance of recI:)rds of work and has also heen foﬁnziozth z'se:;sulte%
‘ : grea

ecord-keeping

the reforms pro
as the evils whichpth%oiig

I have the honour to be
Sir, :
Your most obed;
>dient ge
Forr Sr1. Gror, S
23rd October 1899, G. STOKES
; b

Chief Secretary.
2 &0 edeten, '

§ :
[Appendix..

your letter No. 15683, dated the 17th J uly last, in whicfl i

regard to the conduct of official business in its Seeretamyats ia in-
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{118 EXCELLENCY THE VICEROY'S MEMORANDUM ON THE SYSTEM OF
NOTING IN THE DEPARTMENTS OF THE GOVERNMENT OF 1NDIA

AND THE

SECRETARIAT INSTRUCTIONS ISSUED BY THE GOVERNMENT OF INDIA.

p—

His Excellency the Viceroy’s
Memorandum.

The practice in the Secretariats of the
Madras Government.

1.— Method of keeping and cireulating papers.

* A *

(4) From 1882 onwards the Flat File
gystem was adopted, under which the papers
were laid, unfolded, up];>{n each other, both as
“originally received in MS., and as ultimately
bound up in print. This was a salutary change,
and one which is not now likely to be departed
from. Unfortunately, at the same time or
soon after, were sown the first seeds of that
fatal malady that has ever since increased and

tightened ifs hold upon its victim.

The Flat File ‘system is that adopted in
the India Office and Colonial Office (and I
believe in the majority of the Offices) in
Tondon. DBut there ig this difference. The
Notes upon each paper are in the London
Offices written in the first place, and subse-
quently either typed or _printed, upon sheets
corresponding in £ize to the paper received,
and sre affixed to it by a tag. Each paper
therefore carrieg its own Notes or instructions,
not actually upon its back, as in the case of the
Foreign Oéce papers, but attached toit. This
T believe to be the best system where an office
is independent and solf-sufficing. I understand
that the main drawback to its adoption here 1s
that we send home from time to time our
Official Proceedings to the India Office, and
that there is convenience therefore in keeping
them, both'in M8, and in print, se]imste m
the Notes or K.-W. There is also perhaps
some convenience in our system, for the rapid
tracing of the departmen history of any case
that has extended, as do most Indian cases,

.

over a long period of time.

1 think that it would be to the

oo;iv;niénce of the Departments, and certainly

individually insignificant, but collectively

~ providing & perceptible relief :—

of Members of Council, if in circulating the
gles sttention were paid to the following points,

The TFlat File system was introduced
in Madras in 1896; and the records from
1895 are now kept flattened out.

In the Madras Secretariats notes or
orders are written either upon the dockets of
the papers or on a separate sheet attached
thereto. : : ‘

The Madras Government gends to Eng-
land and to the Government of India its
proceedings  volumes and the difficult
referred to in His Excellency the Viceroy’s
Memorandum has not been felt, here. In
Madras, notes are sometimes bu %‘ot always
printed. In the case of procé lings, the
notes of which are not printed, the notes are

stitehed with the originals of the proceedings,
and in the case of proceedings the notes of
which are printed, a certain number of copies
of the notes are stitched to a like number of
the proceedings—these are for office use

only.

> i




s

A e

AprpENDIX TO LETTER, No. 1201, PusLic, patep 23rD Oc'robmm 1899.

e i A W e -

s

. His Excellency the Viceroy's
Mgmomndnm.

The practice in the Secrctariats of the
Madras Government,

(i) All files should have a board at the
 bottom (as generally supplied).

(i) The tapes attached to these boards
Qhoﬂﬁnot'be of the flimsy and breakable type
in u most of the Departments, but the
gort, in use in the Public Works

ol
B 0 e R }
ps (1

- (i) Whena file attains any size or weight
- astrap should 'beeﬁ%loyed to hold it together

~{or submission. This strap should be of better
‘make, less stiff and coarse, and with shorter
and sharper prongs to the buckle, than that in
common use here. A sample, as employed in
‘the India Office, London, will be sent round
to each Office,

(iv) A despateh sheet or card with the
~ title of Department concerned printed at the
top, and the subject-matter written legibly
_across the sheet, must be placed upon the top
of every file, immediately inside the tape or
strap, so that the Viceroy may see at a glance,
without undoing the tape or strap, what are
the Department and the subject concerned.
Copies of those in use in Foreign Department
‘can be procured.

(v) Blank sheets for notin by the
Viceroy should invariably be attached to the
MS. Notes or K.-W. Cases are constantly
‘oceurring, in which owing to departmental
carelessness, no such sheets are attached. The
Department, after expanding itself over pages of
- M3, only leaves the Viceroy room to give dumb
witness by his initials to their lucubrations.

(vi) The system of Linked Filesis (though
in rare occasions necessary) a cumbrous system,
~and has been greatl abused. Iam constantly
having enormous Linked Files submitted to me
which, having perhaps started from different

oints, have gradually converged, until both

ntain the same papers, and discuss the same
problem. This is perhaps inevitable, e.g., in a
case where the Military and the Foreign Depart-
ments are 'eggt:ged in discussing a case which
may bave a military as well as a political aspect.
But in the majority of cases the separation and

Boards are used with tape§ attached to
them and the Department is printed in
bold letters both on the flaps as well as on
the back of the board. :

No difficulty is experienced as regards
tapes. Strong tape is used. Fresh tapes

can easily be inserted as often as desired, a8 i

the boards have loops.

Straps are not used and no nccessity has
ever been felt for their use. Under Secre-
taries, Secretaries and Honourable Members

are supplied with books of reference and the
files &)

it is & rule that each bulky file or a file on
an important subject should have a separate
box allotted to it,

The title of the Department is printed on
the boards (cases) and the subject-matter of
the file is written at the top of the first
sheet of the note or draft order in every file.
The Department and the subject-matter of
the file are thus seen at a glance without
undoing the tape. Further, the subject of
every file in a non-confidential circulation
box is specified on a card placed outside (in
an opening on the left sideg.

Notes and drafts are written on half-
margin and spare paper is, where necessary,
added for the entry of notes by Honoumlrs{o

Members and His Excellency the Governor.

Files are linked only on rare occasions,.

~ files do not generally attain such dimen-
sions as to necessitate the use of straps.
TFiles of all sizes are circulated in bosesand

i ™
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Tlis Excellency the Viceroy’s
Memorandum.

The practice in the Secretariats of the
Madras Government.

i ———

. ked presentation of the files are only a nul-
ls{:.ﬂ{ee \Shioh a little forethought might avoid.
An intelligent selection of the papers rcquired
from both files by the Deputy Secretary, and
their submission with an explanatory Note,
would probably save the Viceroy many a quar-
ger of an hour of valuable time.

(vii Similarly, with reference not only to
Linked Files but to any file, there is no neces-
ity to gubmit to the Viceroy, or I s}xquld
imagine to any Member of Council, prodigious
files which start almost from the commence=
smont. of time. + .« & VV.hy»-eannot the
vast mass of the file be left in the Depart-
ment, and the necessary papers alone hesent ?
Of course the Sceretary would be held respon-
gible ; and if he omitted essential papers, the
blame would fall upon him, or upon the
particular subordinate to whom bad been
delegated the seloction. But such a responsi-
bility is after all only a feature of any and
every departmental gystem. I remember 8
case here in whichlthere v:as_tcl{:aqlated to

mbers of Coungil, prior $o 1ts beld men=
goixed there, an Inla?\d Steam Vesse%s Act.
The papers conslituted a file nearly a foot
high, with which chuprassis stroggled about
utta for & week.

11.— Noting on cases in the Departments.

L L L
e e Head of tihe dDI?partmen:
led Secretary, in England Permanen
%lere s"’gecre )is g’fﬁcially responsible for the
resentation ms Chief (in India a.Member of
Eouncil and ultimately the Viceroy,n England
a Secretary of State or _other nister, and
ultimately the Prime Minister) of the case upon
which the latter is required to decide. In the
reparation of the case, he may employ ab his
own discretion the industry or abilities of his
own subordinates, be they clerks or Under
Secretaries ; he may even delegate his respon-
sibility to one or other of them, signifying his

own assent by appending his initials.

e e mustbealigteifdtotothe t:;utxﬂ;
£ subordinates who'are perm note,
E:lregtion being determined not by their grade
in the offici scale,u}):: by t;;;lhmr a md:i ot:

al with the particular que on under notice.
g:eondly,' the reference to the ultimate author-
ity must not consist of & jumble of heterogene-
ous and discordant opinions, out of which he is

~ called upon to pick one for himself. . .

Unnecessary papers are removed _before
files go in circulation and it is a well-under-
stood rule that irrelevant papers should not
be put up with a file,

Cireulation boxes are mnot as & rule
carried by peons, but are taken round in &
circulation cart, If a file requires it, it i§
separated into two or more portions,

y Theso principles are observed in the
Madras Secretariats,

e

R SO P e R

PSFEs Th RS ey e
fo Bt S g4 ke LA Bioe s A B 2




A A

R SRR o Lzrrer, No 1201, Pusric, DATED 23rp OcroBER 1899, 7

; . PENDIX ) ’ R S A 0 s e et e

6'. APPRND]X To LETTER7 NO. 1201) PUBLIC’ DATED 23]") OCTOBER 1899 AP _MWM“M
SO T o et
: iceroy” His Excellency the Viceroy's Madras Government.
His Excﬁllency tge Viceroy’s The practice in the Secretariats of the Memorandum.

. adras Government s i

' e There is no danger of any such delay

(). . . « The principle thatT would
desire now to establish is this; that from the
Office there should come up to the administra-
tive ranks but one Note. Let the Superinten-
‘dent select which clerk he pleases to write it.
If he approves of the note, let him pass it on
with his initials. If he disapproves, let him
have it revised or modified, or let him substi-
tute for it a Note by himself. When the
paper has passed to the gazetted officials, as a

eneral-rule not more than two of them (inclu-

ing the Secretary) should note upon it before

‘ w it on to the Hon’ble Member. The

retary will doubtless sclect whichever of his

subordinates he pleases to write the prelimi-

nary Note, or the selection will be made

. automatically by the sub-division of labour in
the Department. ;

(ii) Précis and paraphrases shonld only be
adopted on a very limited scale. If the letter
or despatch under examination is one of a
character and importance that are certain to
require its gemsal by the higher officials and
ultimately by the Viceroy, it will, in nine cases
out of ten, be unnecessary to précis or para-
phrase it at all. The subject-heading will
indicate the general character of its contents.
Only in the event of the document being one
of great length or complexity, may a précis of
its proposals or contents, for sake of convenignee,
be required. Occasions will also oceur from
time to time when a préeis, either of the facts
or of the previous history of a case, may be
useful in order to avoid much reference to
old files, and to create, so to speak, a fresh
starting point. Similarly, with regard to para-
phrases, no higher official requires a paraphrase,
much less a sequence of paraphrases, by subor-
dinates, of a letter which he is bound to read
himself, Still less does he want to know
(though he is often now invited to read) what
his subordinates think was, or may have been,

“in the mind of the original writer. e re-
quires references to precedents, to former
papers, and so on, and suggestions for action,
Another vice of the present system is the habit
of reproducing verbatim in the Notes entire
extracts from the letter or despatch under dis-
cassion. This is entirely unnceessary and
should be discontinued. ~

- (iii) The rule should be of universal ac-
ceptance, that when at an stage an official
ees with the precadin§u ote or recommend-
ation, he should append his initials (and date)
and nothing more.

¢ }\Io more than two notes are written
efore a file goes ui) to Honourable Members
o

:(fmf)oD?pi:rtExce] ney the Governor. In

there is only one note fo deal with,

Préeis and paraphrases are only adopted
on a very limited scale. It is only when
a paper s of great length and complexit
that a préeis of its proposals or contents is
made for the sake of convenienco. Hntire
extracts from a letter or despatch under
disoussion  are not reproduced verbatim in
notes, unless absolutely necessary.

e

This has been the Madras practice for a

long time.

ments the plan is even simpler ;

ing in which,

i ¢ are constantly occurringin W
e.vér(lwvziggs:t superfluity or (?ela,.gss 111; nt(i:,;x;ﬁé li;
will take several days P an% e

aper gl owing to aw !
a depnrtment, ::;rléu)a.rtion of the existing system.

i e is seated in onme room Wi
i omﬁ@l;’n}:ﬁ on his desk one or two d:.xys,'
el t? n initial it, and pass iton by a ehupr affﬁ
et 0:]0101' ollicial seated mnext door, whof \:}l1
- a;}x it in a similar fashion. A | ?
h{gﬂ' s of the departments would only md
. xctﬁl)cr that they live in the sume bx;l}(llng, a&l
:Jlguld in cases demanding early decm;m (:}:)rds
may add in many others) substitute a few

: ki e
of conversation with ench other for the pedes

-in the

trian procession of the files, they would greatly

expedito the despatch of business.

11L.—Inter-Departmen tal reference.

L4
* *

The same sort of official pedantry appears
to prevent a sottloment, by meeting an cortx-
ve£ation, of any question upon Whtmh'ase?:ﬁ-te

: i tween two -

troversy has ariscn bebw ;

;}r(::'ﬂas or hatween pheir official heads. e
3 Fneland if the Foreign Office dL&'.:zn.fDrreeiT :1

tllxle Colonial Office, ttse Pfiln%?;:x}xtl ; wl:;, lli:
of the one puts on his hat g '

E::;S:a trlz’e quadrangle toldlie&ss tl:;:l cma.ttg &'11;?

sponding official of the other. LI
22?1 ct(,)orr?:}r)no t([)lgtcrms, the two Secretaries of

Stato meet and talk it over. -«

-
» » o

nel inti Proceedings
— Arrangement and Printing of
s and Noles.

£ of

iy The papers of the Government
I dia(l)(I bclio?/oﬂn every Department) eo(rlxixgt
0’? two sections ; the official Proceedings, and tae

stem.

Notes. Thesw are, under our sysiem,

lc:);ﬁ :edistinct from each other, both in MS. a}:ﬁ
inp wint. I would not propose to 1_ut/e.rferc3\T mtc
thig distinction, Some othces print the Notes

first and the Procoedings afterwards, others

* pice porsd. I think that a uniform system should

. and, unless any good reason
ben aggp:{i%v’vn to the contrary, 1 vyould Ero.
oam that the Notes should be printed first,
since they are, in the majority offcaai:, : mpcm
lude to, rather than a sequel oﬁ,

 decisions recorded in the other section.

ine according to the system prevailing
occurrm%wadras S%cretaria’cs.. As soon as
papersiare received they are serutinized, such
as are urgent are so marked, a.nd’ the papers
are passed on for Registry. The Pa_pexz:
received for registry are further scrutinize
by the Assistants, who also mark any papers.
which are urgent and should be taken up,
first. The papers so marked have precedence.
over all others in the matter of registry,
reference and disposal.
* In all cases of real urgency personal con-:
sultation between Secretariat officers is the
usual practice. This procedure is also adopted
in cases in which personal conferences are
likely to expedite the disposal of any ques-

tion.

The delays involved in a formal reference
to other departments are now lessened by -
the unofficial reference system lately infro-
duced. Inmany important cascs Secretaries
and Members of Government decide ques-
tions after personal consultation with Heads

of Departments.

The rule in Madras is that the notes are
stitched with the proceedings, whether
manuseript or print, and that they are placed
botween the papers disposed of and the
orders disposing of those papers. When
notes are printed, only a limited number of
copies are printed and these are stitched
with a corresponding number of spare copies
of the proceedings, occupying, whenever

ossible, the position indicated above, and

oing placed in the spare copy bundle with
other spare copies of the proceedings without
notes.
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His Excellency the Viceroy’s
Memorandum,

The practice in the Seeretariats of the
Madras Government,

(ii) The Notes, when printed, are in man
departments called Keepwiths, and are dosig):

nated naff.- . is 18 part of the barbarous
i) on that has grown up pari passu with a
arbarous system. I see no reason why in

the Government of India we shonld call ordi-
uary things by any other than their ordinary
names. I would therefore propose in future
to design ~W. simply as Notes. In
the Foreign Department I have further found
the Index or Table of Contents of the separate
volumes of papers, when bound up, variously
P, “Brief Subject,”  List of

apers,  and “Précis-Docket.”” As I tee no
reason for calling it by any other than its
proper name, I have ordered this Index-page in
uture to be headed “ Table of Contents.”

(iii) As each fresh lettor, despatch or tele-
ﬁgm comes into the office, and is added to the
MS. file, the heading or docket under which it
is entered in the MS. Notes, prior to noting,
isin the Foreign Department written in rod
ink. I dare say this is done in (ther offices,
If not, I recommend it as a useful system of
distinguishing the various stages of a case, as

well as each stage in turn, from the MS. Notes
upon it.

(iv) I now come to a peculiarly malig-
nant abuse of the fresent system, which is itself
the outcome of a further, and equally culpable
abuse, viz., the extent to which official corre-
spondence (I speak particularly of the Foreign
Department) has become supplemented, and

St In many cases superseded, by private or
demi-official communications. The privilege of
%nvate correspondence between officials in the

epartment and officers or Persons outside is 5
valuable one, nasmuch as it places the former
in possession of information whigh may be
essential to the due comprehension of a case
but which it may be Impossi foms

I ble, for variou
reasons, to include in the officia] | t ‘ i
grams. But it is a privilege e

. hich is capah]

of being, and has been f 3 8
d greatly ah :

hence has arisen the qu:estion o¥ ho:}vse(t]o’ c?:a(}

with this sort of communicationg i

of a Department. It has been sglllv:a}cllebmcggﬁf
st:tutu;g a seémrqte branch or sub-head of the
K.-W.s for (Mdemi-official papers, Thig branch
requires again a separate index of its owﬁ
Accordingly, it has haf:pened tome in studying

. ume of our Proce
that in order to preserve the chrono]ogi(;i;ns::

.and decision, T hay h

m;;nmy ﬁ:;g;;n m1 three or four dif;ere(::
I 6 volume,

s forwarda, : ume, and to dart back-

] ! rom one to the ot
what 8 cost of time and temper I.needo g::ala,}t
say.

W

‘When notes are printed, it is customary to
print on the top of the first page the words
“Notes connected with G.0., No. 3
dated 7 The designati
of “Table of Contents” hLas been ignexil:a

ence in Madras for very many years past,

Letters and tele ams  ar,
particular manuseriﬁ’: file on?y agv%:(:x ?l)m;
relate to the same subject, and as the subject-
matter of the file is written on the first
sheet, it is not necessary that the subject of

each paper should be repeated ;
el repeated in the note

. Demi-offiials are not read in the -
ings of Government nor are the gggi‘:}l
If any officer writes a demi-oﬁicia{on which
an order has to be passed, he is told to write
officially. Except those relating to mere
routine matters, which are destroyed perio.
dically, demi-officials are generally stitched
:ralrtxlll (i‘,he ’ﬁxgmals of the proceedings con-
welleas. c xl::i e]}.I;)lemx-()ﬁicwl Register sorveg

mﬂM’V‘MMM
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oy : Ko
actice in the Secretariats of &
. Madras Government.

s R &
ition therefore, which
1 lay down the -ropz:g?‘zﬁat & niaBioinl

cann think, be disputed, :
rsoo;;ll, or1 private letter, differs only from an

i ot that it is written by an
Ofﬁe?;? (:)t\?tslia: ht?h: ﬂDo::purtment and often a:ha
Of'ﬁ:;nce instead of by an official inside ns:
o rtx;lent at his desk. It must asa cot -
b be similarly treated; i.e., 1t must, *
u_enoz at all, be placed not in a category aParg,
o the Notes in the order of its arnvad.
The (;:acision whether it should be p.rmtsd, n?:l\st
i how much of it should be printe b .
: E|'(.owith the officer concerned, subject ¢ cotlilrsd
l.‘E‘E;;he Jecision of the Secretary. By thisme .
1‘é(})xere will be in every printed collection

apers in every Department, three sections only,

(a) Table of Contents, with References to

$ Notes ; (¢) Pro-
d latter cases; (b) Notes;
f‘?:élifg:n There must be no estras of any

description.

(v) In printin both thq?:tc;ozgd ml;);]o}:
i it is possible to avold ,
gce)?glclégs,ofl su‘r}s)equentf cotxiﬁlslo:l ; btyl'] : n:;lw:‘ai 8
1 'pe for the sa s 10
usmgi': thee feos;ml%:geg, another for Proceeggngz,
omzl aygin in each class, one type fm;& ixea :Llegné
P thgr for contents, and so on. ; g:eoyd-
anotl ds of type are used promiscuous Y, 80 #
o E'hat may be handy in the printing
ing to t“thc moment. Similarly, 1 pnn}fmg
rz&& Notes and the Proceedings, all lxﬁefgai
Rlopha,betical i : :130hp\;c gawf‘ %;;a essential
i i xce y >
?;:rsfﬁa}’elal‘!::; f:fergncc, should also be omitted.

i f our records is
it I ten & printed v.oh.lme of ou
%x%geogfea pulee than it is of a guide.

*
*
*

What is wanted is net merely the

: i but orders
i ne sli : i)

destrucg;ntggro:it;ﬁng (I;fs ma_tter,. which n:txilst
il on. tﬁe files, but which is not wo thyi;
. p;a; . rinted. All that 18 wanted 18 'b!lle
ey lgepart.ment, some officer, rgsponmoee
pyeing 4 tary, shall, before the MS. file g
to the Secretary, eyt e

- T :
to the printer, run & blue or re reproduction 1n

t requi
s gt hall find that the bulk
i this way we shall it  the |
g??:r piiﬁlted Notes will speedily be diminished

by more than one half . . -

V. —Other aids to despatch.

to be
OhBOk ﬂ.ppe&u tf) me ;
mted in Ex?(li!:' {o prevent the ;lnteg::ﬁglz
Wuin s that now occuk, and t Dee Pems
peret that is apt to overtake anamme te
Obht?)%he whereabouts, or fate, or
a8

are never kept separately.. 1f notes
ariﬁ%ﬁed (and this is done only 1n 1mpo3'tt1;
ant cases). the printed notes are kept w’:he
the spare copies of the proceedings mf ol
bundle and a certain I}umber of (:opl?&1 0 ?
" notes stitehed with a like number‘of ] e_prol
ceedings (for office use only). The of_i,g‘wal
notes are always kept with the ocrigina
it (:f‘(gg ::yg;.e used for notes, proceedings, &cd,
is not generally of any partxcular* kl;.\i s
Notes are printed on yellow paper fo e
tinguish them frem the proceedings. 2
phabetical letters, references to flags, &c.,

are omitted in printing.

|
| anent importance,
References of no perm ‘ |

| sucheas requests for former papers, calls 1f:or
E proofs or drafts, orders to é):;;lt, aréa wr(ljtle?;
i 1 d are royed.

| on separate slips an et g
| ipstructions are given to t.he Te8 !

{! $§i;§cportiona should be printed and which
i

should not.

i
i
i
i

]
$
{
1
i
!
i
{
'1
i
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1
i
i
i
i
)
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His Excellency the Vieeroy’s
i randum.

- cases in the course of their‘departmental career,
~ These delays and this carelessness ocour— :

. (1) in the cases of answors to communi-
cations from the Secrotary of State—ennoeming
which T am continually receiving telegrams,
couched in the following terms : ¢ When may
I expect an answer to my telegram or despatch
~ of such and such a date 2’

"~ . (2) in the case of 1quastione; that are pur-
~ suing their - y pilgrimage through ~ the
Dspartmms;'”fy piigrimag: 8

__ (3) in the case of questions that have been
referred to a Local Government but have mnot
returned therefrom. R

- Nowin all these cases, there ought to be some
practical, and not wmerely illusory, check, I

ow that in each Department somo sort of
statement is drawn up quarterly, or perhaps at
other intervals, of the cases in the Department,
of the orders that have been jssned upon them,
and of the present stage of their wandering.
Bat oleﬁi{ this check must at present he what
I call an illusory check, since it doos not pre-
vent cases like that whieh I have just men-
tioned, and which is only one among many that
have come under my own notice, My impres-
sicn is that these quarterly statements, which
are drawn up by clerks and are, I believe,
divided into classes for submission {o the Secre-
tary and Deputy, Assistant, and Undor Secre-
tary severally are either only glanced at or are
completely ignored by them, a convenient
initial being substituted for g bond-fide serutiny,
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. . A
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the scrutiny of higher Sﬁ "17. submitted for ,

The arrears list show;e the

beon in the office for two Papers that have

k s
and which have not been d weeks op more

is d ' i
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include all papers pending in the Seercta-
riats and those awaiting replics due from
outside offices to refere

nces which do not isgue
in the form of a proceedings or of g letter,
and which do not therefore find a place in
the call book. The arrears lists are sub-
mitted once a weck to the Secretary and are
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overdue, the fact is at once apparent and
orders for the issue of g reminder are
entered in the arrears list itself,

In addition, lists of
and returns due in
maintained and watched, reminders heip
1ssued whenever such g report or return
18 overdue. A separate check-register of
telegrams to which replies are due, and 5
register of despatehes from the Secretary
of State whichirequire an answer are also

maintained and periodically brought under
review,

periodical reports
the Beoretariat are .«

. The maintenance of call books,
lists and of the lists
above and the serut

of arroar
and registers mentioned
iny exercised over them
ck to prevent delays
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£ the whole correspondence arebl e
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read like a book.
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ace for Honourable Members old B
;E:Eelletlc)' the Governor to wrl
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| interpreted to

U.0. system has been in
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be in continuation of the previol Hnwdte
g In many cases the initials g
gz?r:tary of the Department referred to

are all that is required, and very frequently

ies his vi The
1 tence embodies his views.
i sm({);fxeas::parnte sheet would therefpr:er‘k;o
U;Srzductive of great waste foffil st:,u;;:1 eee's:
Il'msi‘des increasing the bulk of files

sarily.

ol Aeind
s append their initials only
7 no?{t{:g;isei gggture when they agree with the

preceding note.
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to the | booksand Arrear lists ,p:oper}y‘workea, it is
tter for a Secretary to decide

ments and other artl s ren

take the form of a distinet nquir as

cause of dela and the ots the case;
1 be returned with the
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within a time to be

To do t

multiply

information required
specified thereon-
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Secretary-
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‘The circulation for signature of every ‘P
éyap::t?hv o the Secretary of State shall, -
oxcopt in €ases of urgency commence, if possi-
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ith regard to their
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It is an axiom that the Seoretary
responsiblo for all the work of his offi
vernment recognises no one but the Se
tary in such matters. ‘Ihe Secretary
left to make his own arran
- a8 he thinks best,
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Papers are mafk&i‘i‘[ér ﬂa’e
orders. No separate siguing is

&
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This priueiple is observed in Madra




	Image00001
	Image00002
	Image00003
	Image00004
	Image00005
	Image00006
	Image00007
	Image00008
	Image00009
	Image00010
	Image00011
	Image00012
	Image00013
	Image00014
	Image00015
	Image00016
	Image00017
	Image00018
	Image00019

