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GOVERNMENT OF MADRAS,

PUBLIC DEPARTMENT.

Reap—the following paper :—

From A. H. L. FRASER, Esq., ¢.s.1.,, Officiatine 8
of India, Home .l)epa;“rm.en% (Publ’ie), to the hc’hiiefrgt;z{t;g t};e Government
ment of Madras, dated Simla, 17th July 1899, No. 1565 7 1 the Govern.

I am directed by the Government of India to send vo
on the subject of Noting in the Departments of the ngvirg?]?g 1(;) ta memorandyy,
written by His Kxcellency the Viceroy, and also a copy of h it which has been
Tnstructions which have been drawn up in consequenco b the Igwsed Sedtetariag
Government of India, and which will in future be enforeed 1);1 lle eeretaries to the
Government at Calcutta and Simla. all the DGP“I'tments of

-

2. I am to submit these papers for the considerat; ] Ay
and to express a hope that His Excellency in Couneif I:n;f gquovornor 1 Couneil
cedure suggestions which may be of use in the conductyof ﬂiln_ the enclosed pyo-
Local Government and which may tend to bring about the sano. ‘Qlal bu§me y
Secretariats for the sake of which they are about to be intrody, A:f}owlts et
of the Supreme Government, eed 1nto the Dep
3. It will be obvious that these reforms can on]

artments

curtailing the volume of official writing, noting and priylruli);?ydp ce the desired effect of
fol

Administration in general, if they are made of wider appliealtliloilh:l conduct of Indian
ments of the Supreme Government alone. They should as far as j it i dhe Depart-
compatible with differing local conditions, be made of universal‘a lsl'pos‘?'ble, or as jg
India. Wor, after the whole or any portion of these rules have p? lcation throughoys,
Departments of a Local Government, will the desired results, in )ﬁen accepted 1 the
labour, be secured, unless a resolute and unremitting attenti‘(;n bgcon'omy of time and
officers of such Government, to their consistent observance in t{mld b,y the superior
office work. In view of these considerations, the Government Of‘eI daily routine of
to hear to what extent the Government of Madras proposes, aft ndia will be glad
to incorporate the reforms already accepted by the Govemme;lt fei. d'ue. examinati,,

procedure. ot India in thei, future

e

Encrosuze.
Memorandum on the System of Noting in the Departments of the Qo
wer

I desire in this Note to invite the attentio

taries of Departments to the manner in gﬁitgnbzziﬁz Colleagues ¥
offices of _the Government of India, to the excessive noﬁ
chargcte}':stics_ of that system, to the delays involve
munication, with its complicated chain of reference i

which the record of our proceedings is printed and l?(;)dt,a;?g tfot 1;)111, to the methoq in
features of the Indian practice are demonstrably exercisip oy et which these
business and the efficiency of Government. S Upon the ¢ espately ;)f

It is in 1o academic spirit that T initiate this disenec:
and practical object of suggesting alterations and imlln.i‘:,zsr’;oer:;t buﬁ' with the e
Indian system more into barmony with the results of administ “;' teh shall briy
where, and with the exigencies of Government in India itselil;a 1Ve experie
confirmed adherents of the existing system, who have been }, ot even the most;
influence, affect to deny the exaggeration by which some of itg bel;?;ght Up under jig
e

Rnent of Indyy.
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Tt is, however, so powerful, and has established so masterful a hold over the
faculties of its victims that all previous attempts at reform have failed or have been
ahandoned : while the whole of the Civil Service of India, trained up in a method to
which they know of no alternative, and which is repeated, with very slight modifi-
cations, in every Presidential or Provincial Government throughout the country, is
thus engaged in stereotyping the worst anomalies of an anomalous system. If for
these reasons the stimulus of outside criticism, and of experience acquired in different
schools of Government, may be useful, as tending to apply an independent test to the
Indian practice, the advocates of the latter will at the same time be enabled, by the
procedure which I am about to suggest, to enter any defence that there may be of a
procedure which has presumably not been founded on caprice, but has grown up,
however unscientifically, in response to definite requirements, and for which it is con-
ceivable that pleas are capable of being urged, that would not at once suggest them-
selves to a eritic from the outside world. It has been with the view of ascertaining
some of these pleas and of escaping the dangers of a premature judgment, that I have
refrained from raising this question until I have seen the machine at work for five
months. I dare not wait any longer; lest like previous would-be reformers, my
senses become dulled by the routine of every-day contact, and I end by being merely
an additional cog in the machine itself.

I have alluded to previous but atortive efforts at reform. The last of these was
made in 1894-95. The question was raised by a Note in the Home Department in
August 1894, and after being referred by the Viceroy (Lord Elgin) to the Depart-
ments, meandered peacefully through them in the normal fashion for several months,
eventually emerging in September 1895. A Committee of Secretaries then met in
order to arrive at a common agreement upon the desirable points of reform and to
formulate orders thereupon. These orders were finally issued in November and
December 1895.

I have carefully studied the whole of these proceedings; and without any dis-
respect to the labours of the Committee, or to the opinions placed on record in the
Notes that preceded it, I have formed the conclusions (1) that the enquiries made and
views expressed barely touched the fringe of the subject; (2) that the recommend-
ations agreed upon did no more than tinker instead of reforming the system ; (3) that
no serious attempt has been made to carry out the most important of these sugges-
tions, or to obey the orders that were framed for their enforcement. For instance,
strict regulations were issued as to the number of Office Notes, as to the character of
préeis, and as_ to the elimination from the final record in print of all purely routine
references. The fact that these orders have been, and are every day being compla-
cently infringed, has sharpened my anxiety to re-open a case which I should anyhow
have taken up on its own merits.

The procedure which I now have in view, and in which I solicit the co-operation
of my Colleagues is as follows. ‘In this Note I propose to detail the anomalies of the
existing system, as they have presented themselves to me from the experience of the
past five months ; and to make certain tentative suggestions as to their modification or
removal. I do not propose that this Note should then itself inaugurate that perambu-
latory process through the departments of whose length and delays Iam complaining;
but that the Member and the Seeretary of each Department either independently, or
if they prefer to do so in collaborationy should favour me with their views upon the
question at issue, both in its general aspect, and with special reference to the experi-
ence of their own Department. After collating these views, I will either submit a
scheme of proposed regulations applicable to all the Departments to my Colleagues, or,
if it seems preferable, will convene a meeting of all those whose opinions have been
given, at which we can discuss, and, I hope, decide upon a plan of common reform.
Should we be of opinion that our plan is capable of a wider application than in the
offices of the Government of India, I would then propose to send it round to all the
Local Governments with a request to them to embody it, so far as practicable, in their
own official and departmental procedure.

Before advancing further I should like to say that I am conscious of one great
and ineradicable difference between the Indian system, and the praectice of those
English or foreign departments with the working of whieh two of my Colleagues as
well as myself are familiar, In Great Dritain the offices of Government are manned
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from top to bottom by clerks or Secretaries all
often a special competitive examination, wixose (l)ff:s};il\rflicga:filllmﬁsed ot 0 and
.;iri%aix:}ment, and who acquire early and carry with them through e; devoted to the
traditions and a great deal of the unwritten knowledge of the f% hefr careers the
is W}dely different. The lower grades of the departments g ﬁI? . Here the Case
oﬁielalsg of a elass.and attainments not comparable with tr: g
ranks in the English offices. These clerks in India carr
Io[?%mtlemal work of t]};lﬁ department, but without sharin .
118 larger responsibilities. The responsible officers "
{lew 1n number, and—what is far moré) serious—are eo:stt:llifl; I(lei:l :n d of the'scale are
; %sce::s dmllbble cox;sequ'enee. In the first place, it throws uponn?i:]e ; 1Tb1§ System
o sam: atou: of which they cannot expeet to be relieved by theip sa‘;)mu}'s“ative
e extent as in English departments, Secondly, owing to the f Whordinates o
e gazetted estabhsh{nent, there is much greater need f%r Seenting Dature
what may be styled the inner history of cases than there is in %pel‘manent record of
a record is to a large extent preserved in the inherited memo; £ There such
Here it requires to be perpetually put into print for the use of no}\,'io .1 partment,
There is also another difference inseparable from our Indj it stage.
ment (though as I think absurdly exaggerated in Practice) w} .a’lll system of govern-
:1111160(;;18 I ?llude to the necessity for inter-departmental ref'erencleleg "ust be borae jn
e of an administration which undertakes many functions p 0 much greater n
ated with Government, e.g., the building and management of yaj] o Ordma‘_‘”y a8800i-
case of a Government organised like that in England. Thege }Vays, than it s in the
;i(faere:ees eat;not be dispensed with here, although T think it c?n(\ﬁcncﬁs and counter,
¢ fea}: present pursued with needless prolixity and delays, N € shown that they
ure 1nseparable from the Indian system, for which due .allow?a:;g.;heless they are
must be myde.

I will notice only one more differe ‘hich i i :

tq fch'e circumloeu.tig?: of the existingnz;;t:;;]'c 1;,-3'178 nto}i; .“'lthout 1ts effect jn 1

division of responsibility in the Government of I,ndi;,bnt; o the oy indefing
who represents a Department, and the Secretary of the De e(:? iy i

a Depar_tment speaks only Wi.th one voice, and that the V(?l'((]}(’ mfenlt e

gix;s 1:1’1;?1 Bax:lltztmtqntal'y Chief. In India the loyalty of t];g Sgl.l‘ipsecret 3

- ministration, have as a rule prevented anything like gch; % and the trag;.
fere are two voices— that of the Secretary and “that of the Mnsm. But in theory

gf :EZi;lslstﬁfei?ent betwel(lanl V_vhoﬂm the Viceroy is called upon 108(19 id I the case

the reverse, it isa:ugot]f:: il oo hglind). Whether this position b ¥ ‘e (8 condition

! oes not tend to the contraction of offiin . Cally right
but rather to the reverse. L %, 0feial Noting uPOn%as ¥
es,

Of similar effect is another feature 1
: L of the Indian g
in my judgment, susceptible of reform here viz. { i
: ; e Z.y ; . Ome
Council, largely owing to conditions of acc’omm(’)da]toiolz:;agécef(z;y “ih"ﬁl Memb,e:sn g%
2 which the

responsible, frequently do their business and write their

. i 4 - a
office of which they are the responsible heads. This mealnl?lillt]ei ata distanee ?POI;;) ?ﬁ;

Note from the Secretary an ine case

of time boing consumedy whﬁeatlfgb?ﬁgu?:% I; ;)lt: efrom the Memb SC8 ou, of teop a
and while the two Notes are being written. In Fngl

State is daily in his office, this stage is constantly di ‘ngland whe
conversation between the two parties, T raxhou,ldyl'kls
development of this most sensible practice in India.1 ;

There is one alleged difference betwee i
only note in pgssing, in order to dispute tlleliliil[lrlll(il?)g ?]?d i
upon it. It is said that Secretaries, Deputy Se ;
Aszls.tant Secrﬁtaries in India must write in or
80 duing can they vindicate their abilitie
the last resort to the Viceroy ; and tln?tc?ft(ig(};e Secretary ey
the faculties themselves would remain untraine)(’l
for the higher positions which they may hop ,
plausibility in this plea. But I decline to acce
Firstly, official noting is designed as a help to t}
decide, not as a drill ground for raw recruits, Secondly
- L b

ystem, unknownp at h

e 8 Sopr
pensed with by ’;fSeL '

» 88 18 known, 't g,

glish gt i
Pl‘etensionsa;:dards Which |

. ‘hich .
cretaries, Undop Bshpe are bageq

. epartm i
did not thug exereise theirerf];c?llll‘?' :
les

and theiy owners woyq
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in due ratio to their abilities and deserts, will not, in any properly organised system,
depend upon the facility or even the acumen with which they may have written, but
upon the opinion formed and recorded of them by their official su perior, the Secretary
of the Department. Thirdly, the Secretary will, under the system which I shail
presently explain and recommend, give as full an opening as is required by the
circumstances of the case to the young lions of his department. Fourthly, writing is
not the main or final test by which we promote our young men in England ; nor is
there any reason why it should be or have become so here. A young man is far more
likely to learn the formation and the expression of sound judgments by studying the
performances of his seniors than by prematurely experimentalising himself.

With these remarks on the differences between the English and Indian systems,
which must not be forgotten in any attempt to deduce conclusions from the experience
of the one for the advantage of the other, I pass to an examination of the Indian
system as it has so far come under my notice.

I.—Method of keeping and eirculating papers.

The Government of India has only arrived at its present system after trying and
discarding several others. The history, as traced from the practice of the Foreign
Department, has been as follows :—

(1) Originally all papers were kept in MS. and were folded in four, and docket-
ed on the outside back. During this period there seems to have been
very little noting. "'What there was appears to have been appended in
separate covers or little books,

I may mention that this system of folding is still adopted in the Foreign
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 clerk or Under Secretary (unless a
note of unusual length requires to 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.

Each paper or despatch therefore 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
printed. Should reference to them be necessary, toillustrate 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 humblest effort of a clerk : the order
of a Secretary of State and even of a Prime Minister in England are not
recorded in print.

I do not propose to advocate the re-introduction of this system of folding in
India, nor the introduction of this system of quasi-marginal and unprinted
noting ; the former, because paper perishes more quickly in the Indian
climate, and a folded document soon becomes frayed along the folds; the
latter, for the reason already mentioned, namely, that, owing to the
personnel of our departments, printed records are more necessary here
than in England. I may, however, say that both for the expeditious
discharge of business and for ease of reference, it seems to me the best
system that I have so far seen.

(2) The next stage in the evolution of our papers was from 1863 to 1369.
During this period they were for the first time printed, but still folded
in four.

(3) From 1870 to 1882 folding in two (the papers being folded 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
separately printed ; and the sheets containing them were, as now, pre-
fixed to the Official Proceedings, when the latter were bound together.
During this simple and Saturnian age however (for it is only since then
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As regards the method of folding and preservin
mend any departure, in main prineiples, from the existi
that it would be to the convenience of the Departments
of Council, if in eirculating the files attention were il
individually insignificant, but colleetively providing a

%
that corruption on a large scale has set in
in which the system differed materially fz"or:"h:g:t?}ll‘?egour Particulars
§reatly to the discredit of the latter. (A) No one noted ;Owt Prevails,
ote of no one was finally printed, except a Secretary o s Da least the
a Member of Couneil, or the Viceroy. The new cri)treri cpartment,
ment, aceording to which men can only qualify for proy on of Govex.?l-
ing, had not then been discovered. (B) These Igot ARn o it
briefest and most busmqss-like dimensions, ((}) Whates were of the
as demi-official communications, and separately COUectedaP‘f now treated
in the K-W., with the Office Notes, (Dj Office. ny were includeqd
hieroglyphies, préeis, paraphrases, dockets, £

3 , : were
section of the print were the Proceedings duly unknown,

numbered, In the othep

or K-W. were the printed Notes with corr i

x A ; 'es o
}\‘T otes had no connecting link with the I’rocee;-dh?:sil %](:l 4 Izlumbers_ The
This was slight, but sufficient, &% beyond the numhepg

(4) From 1882 onwards the Flat File svst
: ystem was ad 3
pap%rs were laid, unfolded, upon each other, bo(t)lll)t:g :):;n;i[(: !‘uwhmh' the

m M8, and as ult}ma!;ely bound up in print.  This g Lally received
change, and one which 1s not now likely to be depar tedv;ds a salutary
:E::?tflty,lat tlhg satglet time or soon after, were sown the Pf(i)Ini; Uclllfor'

atal malady that has ever since i : 'SU seeds of

upon 168 vietim. ceé Jncreased and tightened jtg ho{)d

The Flat File system is that ado i i
: y ) pted in the India O .
( and .I b@heve n the majority of the Offices) fifxcel..%rxlil Colonia] Office
is this difference. The Notes upon each paper are on- But there
Of'ﬁ(t);e?i written in the first place, and subsequently elﬂhthe L
printed, upon sheets corresponding in size to the pape er typed or
are aflixed to it by a tag. Kach paper therefore carrigs IftPGCewed, and
or instructions, not actually upon its back, as in the LN
Office papers, but attached to it, This [ believe tg 01‘;186 of the Forej
where an office is independent and self-sufficing, 1y edthe best sys
main drawback to its adoption here is that we send hn Ly that the
time our Official Prqceedlngs to the India Office ;139 from time to

convenience therefore in keeping them, both in & ; that there g

from the N oftes or K.:W. _There is also Pel‘hap;; e élcPI‘lnt, Separate

our system, for the rapid tracing of the departmental hist olvenience iy

that has extended, as do most Indian cases, over g 10n£ I(J);};o(:it aFy case

10d of tiy

8 papers here, I do pot reo:y:

g s, 'y

S, and certainly of .
paid to the full):)w";thmbem

: perceptible reliof._ & Points
(1) All files should have a board at the bottom (as gfnera?lre:d i :
(i1) The tapes attached to these boards should not be of thy ﬂ‘fpphed),
able ty};e 1 use in most of the Departments, but ¢, ¢ Hnsy and bregk..
in the Public Works Department. ' ® stouter sort, iy use
(i) When a file attains any size or weicht
?Old itéOgether for submission. 'lglllois st";aStmp =i
ess stiff and coarse, and with shorter and sh .
than that in common use here. A sample,a:spe;srfngs to the buckle,
Office, London, will be sent round to each Office Ployed in the India

(iv) A despatch sheet or card with the title ¢
at the top, and the subject-matter Writtti?fgg;ment T
be placed upon the top of every file, immediately jpg; © Sheet. mygf
so that the Viceroy may see at a glance, with
strap,_what are the Department and the ,sub'.
those in use in Foreign Department can be pro

(v) Blank sheets for noting by the Viceroy should invan:
the MS. Notes or K.-W. C(ases ar}c; eo;sbanla;ar;gé’ly be

ondon

attacheq ¢
u!‘nug, iu Wbicg
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owing to departmental carglesgsness, no such sheets are attached. The
Department, after expanding itself over pages of MS., only leaves the
Viceroy room to give dumb witness by his initials to their lucubrations.

(vi) The system of Linked Files is (though in rare occasions necessary) a
cumbrous system, and has been greatly abused. I am constantly
having enormous Linked Files submitted to me which, having perhaps
started from different points, have gradually converged, until both
contain the same papers, and discuss the same problem. This is
perhaps inevitable, e.g., in a case where the Military and the Foreign
Departments are engaged in discussing a case which may have a
military as well as a political aspect. But in the majority of cases the
separation and linked presentation of the filesare only a nuisance which
a little forethonght might avoid. An intelligent selection of the papers
required from both files by the Deputy Secretary, and their submission
with an explanatory Note, would probably save the Viceroy many a
quarter of an hour of valuable time.

(vii) Similarly, with reference not only to Linked Files but to any file, there
is no necessity to submit to the Viceroy, or I should imagine to any
Member of Council, prodigious files which start almost from the com-
mencement of time. Such a system would bring the work of the
Foreign Office in England to a standstill in 24 hours. 'When I was
Under Secretary there, I frequently had in the course of a single day
to read from 50 to 100 despatches or papers relating to different
subjects. These came round to me in boxes, with the few previous
papers, required for the understanding of each, attached to them by
elastic bands. Had each paper carried upon its back, like a snail, its
entire official history and tenement, a regiment of porters would have
been required to carry to and fro, between the Foreign Office and the
House of Commons, the preposterous burden. Why cannot a similar
intelligence, in selection and in reduction of burden, be exhibited here ?
Why cannot the vast mass of the file be left in the Department, and
the necessary papers alone be sent? Of course the Secretary would
be held responsible; and if he omitted essential papers, the blame
would fall upon him, or upon the particular subordinate to whom had
been delegated the selection. Dut such a responsibility is after all only
a feature of any and every departmental system. 1 remember a case
here in which there was circulated to Members of Couneil, prior to its
being mentioned there, an Inland Steam Vessels Act. The papers
constituted a file nearly a foot high, with which chuprassis struggled
abount Calcuntta for a week.

II.— Noling on cases in the Departments.

Here I come to the main abuse and scandal of the present system. I have
already pointed the contrast between the practice now in vogue, under which every-
body from a elerk to a Member of Council paraphrases, initials, notes, or recommends,
and is handed down. to posterity in print—and the sensible system that prevailed in
the days of Lord Mayo and Lord Northbrook. The present system has the following
obvious drawbacks. Firstly, people write who bave no business to write. Secondly,
a case is delayed for days and sometimes for weeks in a department (and d fortiors
still longer in cases of inter-departmental reference), while it is passing through this
dismal ordeal of irresponsible loquacity. Thirdly, in the wilderness of diverse opin-
ions, its original proportions and point are eventually lost to view, until no vne is able
to say what is the issue, or at what stage it has arrived. I have myself had to pick
out unsolved cases, which have been literally buried under the superincumbent mass
of writing, and would, unless disturbed, have lain mummified in the departmental
tomb, until one day accidentally unearthed by a later generation. Fourthly, all these
opinions, disquisitions, trivial departmental stages, and even initials of clerks, pre-
served as they are in print, swell the volume of our official recordsto a point at
which the Notes far exceed the Official Proceedings in bulk and length ; and must,
in the long run, require a library like that of the British Museum to contain them, I
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will give, before passing on, an illustration of the prolixity of the existing' system.
A Despatch from the Secretary of State arrived j

. 1 one of the Departments of the
Government of India in my predecessor’s time,

. It covered 31 pages of print.  After
being somewhat gingerly touched by a few clerks, it was taken in hand by an Under
Secretary who paraphrased it (with glosses and readings of his own) in 1% pages of

print, and then added a Note recording his own opinions in 43} additional pages of
print. This brave example was eagerly followed by his colleagues in an ascending
scale ; and by the time the Viceroy and Members of Council had noted upon it the

small print, as compared with the 3% puges
State which had provoked this lamentable
nal decision was arrived at; and that the case
or settlement, T am glad to think that we
dozen more pages of print, followed by an hour’s

was one of many leff over tq me f
settled it with less than half a
discussion in Couneil,

I now turn to the remedies. They are based upon the old practice of the Indian
_G‘oveynment, upon the_praetlce of the London Departments, and upon what I should
lmagine to be the practice of every sensible Government in the world. This practice

rests upon the simple principle that the Head of the Department (here styled

f Under Secretary) is officially responsible for the
Presentation to his Chief (in India a Member of Co

uneil and ultimately the Viceroy,
in England a Secretary of State or o

ther Minister, and ultimately the Prime Minister)
of the case upon which the latter is required to decide, In the

preparation of the
case, he may ewploy at his own diseretion the industry or abilit i
dinates, be they clerks or Under Secretaries ;
to one or other of them, signifying his own a

But this discretion must have obvious limitations,
number of subordinates who are permitted
by their grade in the official scale,
question under notice. Secondly,

consist, of a jumble of heterogeneous and discordant opinions, out of which he is called
upon to pick one for himself. The manner in which [

would apply this pripe:
our Indian practice is as follows — b e

(1) When the question of notin

¢ deal turneq
upon the question as to the side of the page upon which clerks
officers should sign their initials, 650 e

h N 1
should sign their initials or theiy gner officials

names. The principle th ;
desire now to establish is this; that from t 3 3 ot ol

ost he Office there shoulq
up to the administrative ranks but one Note, Let the Superintexf&);i:

select which clerk he pleases to write it, If he approves of {
let him pass it on with his initials. Tf he disappror, mhﬁarv:.zt?é
revised or modified, or let him substitute for it 5 Note TR

There must be a Jimit to the
to note, the selection bein

but by their aptitude to deal with

the reference to the ultimate authority myst pot

more than two of them including the Secretar .
before passing it on to the(Hon’ble i[embe Xy nonld note ¥t
select whichever of his subordinates he 5
Note, or the selection will be made matically by the g b-d
labour in the Department, '

that it should be of almost uni

Al but I #;
the possibility in exceptional cases of three l‘sotes, t&zﬁg ?Oﬁ exflllde
such a contingency may very rarely oceur, ope that

portance that are certain to require its perysal by tha character and im-
ultimately by the Viceroy, it will, in nine cases out, of t, &

sary to préeis or paraphrase it gt all,  The subject.-1, ed}‘nnece.s-
indicate the general character of its contents, Only iy the Cading wi]]
document being one of great length or complexity may e"f?t. of the
proposals or contents, for sake of convenience, b r’equired Prees of 1ts
will also occur from time to time when a préeig r o wathsicns

: : y eith
the previous history of a case, may be usefy] iy o3 of the facts or of

I order to avoid muych
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create, so to speak, a fresh starting point,
re}ferﬁm]:ey t(zv(i):ﬁ %Lé:épgn(:otoparaphr’ases, nop higher official _requires a
o g )"' wch less a sequence of paraphrases, by subordinates, of a
pantphmsg,}nh‘ is hound to read himself. Still less does he want to
T 11 bhl is often now invited to read) what his subordinates
kn.ow (tl‘l?ug l m; 7 have been, in the mind of the original writer. He
T fo‘r ence)s to precedents, to former papers, and so on, and
i Lo (fr action. Another vice of the present system is the habit
il vl verbatim in the Notes entire extracts from the letter or
gf rilt);gdﬁfnl:i]e%' discussion, This is entirely unnecessary and should be
espate
discontinued. : joud L I uoeath
1 acceptance, that when at any stag

W e l'GL'I'I-OI Z.]:?llcla}a(i E):itgftlllle? l;?::'(s:iding 1@01:9 o;‘ recommendation, he should
Oﬁmad hci’s initials (and date) and nothing more. 2 o ugz

i vl gl stantly occurring in which, even without superfluity or de ty

i e it e a e)r will take several days in passing through a department,
bty U I(’" %)ova want of elasticity in the interpretation of the existing
s 4 0W}&noofﬁe.ia.l who is seated ‘in one room, will keep a file lying on
S}:Stelnj.k :)n[:: or two days, and then initial it, and pass it on_by_r1 a
e @ to another official seated next door, who will treat it in stlﬁm a.f
dﬂ'[lpfuw I ‘(vas asked the other day by a Local Government W}ile erl’
f‘?b liolu's-motinn the journey of a Native Prince to Europe. = The a?§ tl(;
oo & ~f1od the j)epartment on May 12th. The Chief pro'pom, :
easion l(]M(J 20th. The file, after a leisurely and qneven.tful procession
fl‘;iloﬁ]«iht lteh(-_ofﬁ(;e chambers, reached me i)n the’bllnghtI(f?tt }?éeof}iiit:fst%;
: o : ‘ rermission of value, or refusal possi le. oy
{llnteo (ti(é[j:tl;z:\elnts would only remember that thpyﬁ‘hve in dthf lsl]a’?e ;)(il&l(iin
s athats) subsitnio ae wolaiobieuirieatio itk b gihim fo

e ' a few wor ONve )

ltl}]:éngeiizg?:{qzx)nsupliffézzsfou of the files, they would greatly expedite the
despatch of business.

111.—1Inter- Departmental reference.

ies wi reater force to the references that,
i remfll‘kn;'l Plgiess%tl;glln,ev:i ginivitablc from one department to
ulsord 0111‘1 cothg event of any difference of opinion between the1 th,
anoltl}lpr.d_s Itl)sed to act as if it were the inhabitant of a sepa:!rate P a},?iec b
z;fu léi)ff lit[s) missive to another wqud; whereas t‘he offiees,u lLlron‘:y i:;;in ;
I '*g'uterchau”e of former compliments proceeds, are usually e
;l i 1ards of each other, which might be traversed in a fe\:vt tllnoglematte}r
tlbx‘; Bival‘ correspondents, who might in a fgw‘ Immtxlges sci w(:ll e
that otherwise drags its weary course along for juohtis, e DR o
illustration that has occurred in my time. ‘lhere \wmf q sty
hether a Colonel W. was or was not deserving of pro i
:’hzthg: the unfavourable comments of the Provincial th;vernx;:];nteged
his capacities should or should 1n8os§7be (i()tm:alrl::c:;e;lot'; ) ';:).r Fhatias
gﬁw{)ﬁgy?gggf : lilrlntifae?:ﬂgival the departmental Notes had amounted
; s of print.

Thetosiflep?sgoit of I‘oﬁieia] pedantry appears to px‘even}f;i ‘31 ?;ﬂ:gletrét,colz
trovores has arige DUy CUB AT P o T SR
;‘reoaw:ﬁ;rsy Ihalfa:: s;x:)l};etgg:lu o:ce, inpcommd(;l?fix;g upog It}::;zaglistpllziz,

’ imile o ennis or Badminton, anc :
emlll)loyed tht%:%ﬂ;a?‘ftnll‘:rx: Irxlz‘lve, so tospeak, got their ﬂannqhs on and
ey Oucﬁas begun, they appear to lose sight of all other consi eliatlolllls
;)het g&?t? of kee;ino" up the ball or the shuttle cock (an(; %:h? xl'uo(;zﬁ (Ei;i
lal:,ter is the fuirer parallel) over the net, while t.h(z) fa(;; . 11119 i
mavker ecalls out the strokes and recordts]:l thegn (in ufl;rlll @b Soncty
ation of later ages. I had a case the other day, -

P ——
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(11) The rules '_chat I have alread

(i) The papers of the Government of India

(i) As each fresh letter, des

of State had, in June 1897, invited the Government of India to express
an opinion as to a change in the

. marking of their confidentia] maps.
From that date until May 1899, the rally

' M was heroically sustained, and
might, but for an accident, have gone on {ill the erack of doom. Can
we not in our Departments abandon thi

Foreign Office disagrees with the (o]

he two Seeretaries of Stat 36
and talk it over. T ’ iy
vocal amenities from the rival house-tops.

y suggested for the ¢
ment, in respect of noting, wi

) equally apply i
increased economy of time and space, i ‘q g lzg:nwolfl};
erning the supply

of winter great coats to the Khyber Rifles, After the usua] depart-

mental formulas had been gone through, T referred it back for some
additional information to the three Departments whe were affected
It was returned to me with fourteen Separate and distinet opinjong !
There is a further abuse in the same connection which ; b ons |
easy correction. Where a case is being bandied t

different departments, after the officials of the first

and the officials of the second haye commented upon the gpin:
first, the papers frequentl.y g0 back to the latter,Pwho theor%n‘tl)léo?: frf EII:Z
same old order commenting again upon the comments of th% second ;
until presently the chain of argument and repetition reminds one of
the nursery rhyme about the ¢« house that Jack built.” I gnoo t thot
in such cases the Secretary of th Sy

e original Department ] 3
upon the papers after they have beeﬁ returned to hig oﬁ(i)cn(: siiould nots

IV.—Arrangement and Printing of Proceedings and Notes,

consist of two sections ; the Official p
These are, under our s
MS. and in print. T would no
tion.  Some offices print the Notes firs
others vice versd. I think that g uniform gyg -
and, unless any good reason can be fotig 1 be adopted ;
propose that the Notes should he printed first, since the i
majority of cases, a prelude to, rather than g sequel ofy ;
decisions recorded in the other section. :

Office Notes.

(ii) The Notes, when printed, are

in many de artment
and are designated as K.-W. hi i ‘p :

has grown up par passu with a barbarous system alious Jargon that
why in the Government of Indj

other than their ordinary names,

to designate K.-W, simply as Notes, 1In
have further found the Index or Table of

volumes of papers, when bound up, variously desionate -

Subject,” ¢ List of Papers,” and  « Précls-%ociéﬁ}}dtﬁs b s
reason for ealling it by any other than j Proper name, T haye
this Index-page in future to be headed ¢ Table of Cont:auts ”

patch or telegram comes into t
added to the MS. file, the heading o? doc’ket under ?vhlil: -

b e, and is
in the MS. Notes, prior to noting, is in the Foreign Depal‘tlllfellli :;]t-‘a; ed
in red k. T dare say this is done in other offices. T¢ not, rrl en
mend it as a useful system of distinguishing the varioys s’taoeecofm.
rase, as well as each stage in turn, from the MS. Notes upon it s of g

Contents o

y
|
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i hich

i iarly malignant abuse of the present system, w
m 1 s it c(ﬁn shteo z'ult)gszll;agfya fur?her, and equally culpable _abuse, viz., ’:ﬁe
:asxtfa?t to which official correspondence (I speak particularly of the

: ome supplemented, and almost in many
Eoreign D(?Pa;g;lerll)t))f h;:ivgiz or de}r)npi-ofﬁcial ,communications. The
i supefl se" ft’te correspondence between ofﬁcia.ls in the DeRartment
prwxlege : Puvérsous outside is a valuable one, inasmuch as it places
a0 g onns i po‘;session of information which may be qssentw:l to the
i former*llrlegsion of a case, but which it may be impossible, fqr
duq compxelns to include in the official letters or telegrams. But 11.:
et ,I:(faso w)hich is capable of being, and has begn, gr'eatly abused ;
b s Gﬁ'es arisen the question of how to deal with this sort of com-
s ¥le]::?elsain the records of a Department. It has bee’n solved by
Godelfh 1(')10 a separate branch or sub-head of the K.-W.s for demi-
cOns'tl?ltmzrjrs This branch requires again a separate index of its _own(i
Omcm.dPaIie it has happened to me in studying a case, in a prm_te1
s m% yl,u' Proceedings, that in order to preserve the chronologica
Z:};tll;nlfcg o(f) disoussion and decision, I have hsi.d to I:;%p gydfgg%?ci?

: » di iaces in the same volume, :
21;;?55Ogngo?érgrﬁ?gnfio?naone to the other, at what a cost of time and
temper I need hardly say.

I lay down the proposition therefore, which cannot, I think, be disputed,

i i differs only from an
i-official, personal, or private letter, ¢ : -
tlf]f“ilte a;xo(izni]rll zhec fact gc)hat it is written by an official outside tlltlle Bep:rl"it;-
;)nelit and often at a distance, instead of by an gﬂie}al_ 11;1:11)(,1(2 :eaet ed(?pi ;
is desk. It must as a consequence be simi HEZ S
ﬁler?xflsic }ilflsprfr?ted at all, be placed not u:i a .cz}tegor}yl igaititb:]foétlxdﬂé:
’ i 1V ision whethe
in the order of its arrival. The decisi ’
this dma;(ieif so how much of it should be printed, must rest Wlﬂ}[ the
pg. lli ;oncerned, subject of course to the decision of thefSecre raérly;
(l)ﬁ;c’fhis method there will be in every1 pn(nt)edT c;il)ec&o% 0(;1 teI:gewith
rer t, three sections only, (a) Ta s »
gé%gelgzsagmfe;t;er and latter cases; (4) Notes; () Proceedings.
There must be no extras of any description.

(v) In printing both the Notes and Proceedings, it is possible to avoid a good
v n ds o

sion by always using the same type
for' 1 sourcestﬁifn Su}zj'.se(.aqlgflgt t(;r(;)lflil’zlr Not{es,- angther for Proceedings,
poi i ‘eacﬁ’ clas,ts one type for headings, another for’contenlts,
ereion g At reseni,: all Kinds of type are used promiscuous );,
o & Olt whatpmay be handy in the printing press at the mOIIll)ell :
agco.rdullg '(1)1 rinting both the Notes and the 1_)roceed1ngs, all num ersg
rn ’g', 1I lI;tters and purely departmental hieroglyghics, except.:;md
Sptee ll)ca ssentia,l for subsequent reference, should also be1 oxtnhl e_E
%‘soom;?t’enea;rinted volume of our records is more of a puzzle than i
is of a guide,.

(vi) I now come to the main cause of the plethora of print, as distinet from
¥i

i This
iti i ords suffer in so marked a degree.
'Wntmg, ﬁor[:a?i’glllc?n (;)lgn:egf any and every Note, mark, sign, d_atte;, .(;3-
g Exl;i:;l in a word of the inevitable but worthless ministeri
even —
routine of the Department.

In the conduct of all business there must be an immense amount of such

e int b
Indian system, 1t 18 swol_len at every point by
smpl\;sag:- whg:g? '};ll:fVe been dZscribing- But 1ts_mamfanﬁ déﬁeren-
The ¥ uifeature is this, that here alone, as I conceive, o ?1 N":emi
tiating fe the world, is it accorded the honour of print. The No esfo
ments in i i e;re augmented to three or four_ times their I}egd_ ul
our ot‘fipla Vl')o long columns—TI have often seen entire pages—of initials
dxme;s;gnsb ythe record of the passage of the case from .Departmgnt to
a&d a :’n t,yby the questions asked by officials of their subordinates
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(which ought to

be sent round on g slip of paper instead of officially
recorded upon the N otes) and by banalitss i

The reduction of this abuse wag one of the
torily dealt with y the Committee

of many and varioys types.

bapers, should be made on separate slips
destroyed when done with.”

In the revised Secretariat instructions %
this rule reé-appeared as No, 5 (3) in the following form :—

; be written on
Separate slips and destroyed without being filed,”

ers to prevent the printing of matter,
ich is not worthy of being

reproduction in print, In this way we shall find that the bulk of ¢ur
Printed Notes will Speedily. be dimini

circulate for inspection an ordinar
under the existing systom ; and a revised proof of the Noteg op K.-w.
of the same a5 amended under the Process that [ amy about to introdyce,
The length ig thereby reduced froy 1

Vo—0ther aidgs 1, despateh.

to, or in corroboration of, the remarks which I am about to submit, ~Some check
appears to me to be wanteq in order to Prevent the Interminahle delays that now
occur, and the complete oblivion that ig apt to overtake Departments as to the where.
abouts, or fate, or future of cases in the coupse of their departments) Career, Thege
delays and this carelessnesg occar— AT

(1) in the cases of a]f‘wlirf to communications from, the Secretary of State—_
concerning which T g continually recejyip telegramg, ¢ hed j
following “terms : ‘ When ot ‘my tel ool the

ma expect an angwe 4
despatch of such ang such g datyc’a ?? g Gty telegram or
(2) in the case of questio
the departments;
(3) in the case of questions that haye been
but have not returned therefrom, Le

een referred to the Government of India i
then been sent to the Local ¢

without reminder, or rebuke, for 31 ears, Aftep returning fp i,
long holiday, it had then wandorsd like an uneagy gt g frau ttliln;
Departments of the Government of India for gy '3 vears lﬁltil o
length in April 1899 it came up to me to he exorcised gnq lai(,l

Now in all these cases, there ought to be Some practieal, anq ot merely ;
check. I know that in each Department som m,ent is drawzle ;‘31)}’ ﬁ&i‘l”]‘ )
or perhaps at other intervals, of the cages in t q Ys

he Department of the orq
been issued upon them, and of the present stage of their \;vanderingr_ elisslffaglee
this check must at present he what I call an lusory check, since it :

. 4 - d
cases like that which I have just mentioned, and which ig ouly ope am%?gnzfagge‘t’ﬁ::

T . o ] P—
v
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i i lon is that these quarterl statemeqts,
ksl A (l))wncl:al:l?sc:nd I:L/[r);, ]inlr));ﬁsesve, divided into c(llasses fo{- submission
it v lzipD yut Assistant, and Under Secretary, severally are elthe; only
e e el}etgi, iénnred by them, a convenient Initial being sub.st{tuted
glanced at or are f_omp 1 z annot dogmatise upon such a question as this; but
o o e s(cim iln{ I believe to be the evil, I shall be grateful to the Secretaries
pfa:ﬁg;? v:‘?l(}lgﬁﬁnitw;;odme what their experience suggests to them as the remedy.

i ' ,

upon this branch of the question. At

s colrlnp]egfn%twﬁggt}lle}:'aﬁetrgoslzl}zrldlfm to my Colleagues upon an _3})1129,
2 lafel_' d_ate : _sha sueven more pernicious in its resull':s than_over-wrltmg insi et ;
equal in intensity an'hich I have here been commenting—uiz over-wrltl‘n%, noB 31;
Setrewicin, e 5 t: in every branch of the Local and ImEerlal Go(:rernmen it R
? Otejs br::)r(x,lilz(gplmc':o;lﬁne myself to the ])epartme_nts olf the i}(l)lt);enfu tj;)vl?);nmﬁ g
hich iall ed.  This is a long ; but 2
D s he11°e loeictlﬂlgl :ﬁﬁgj (;tfc 2uch long standing ; nor if one llong I\«zte ggﬁ:
Poen il ;]e: the effect of saving many seores and hundreds of ong 1Zodes g
P Vlcerogr dainate officials in the future, will its length have been “asf (:h. o
ey sIu h(')'l;'e indicated, I can undertake to carry out—in fact ?OSt to V;hjle :
it hssful operation—in my own, 7.e., the Foreign Depar m;n 3 fret
s i s‘u(;?]em by a ukase, it is obvious that it would be out o my tlgowother
el l'mpO(l%' Znactglent still less to ensure their ready acceptance, mb : ];3 o
Thopivens tml; the Government of India, without tbe cordial co-np‘eratwnI )0 4 thii
]_?epartments Od oli:'e the present and future Secretaries ofﬁthose' Offices. -iiwl : e
googgzégéin?uin the iuterests, not merily of l(l\lI%mb'ers ;)f] iigu;tgtlhz'él:.senvggl me?el};r "

; i and business- ; IO
SomeWhat,llghttzni;l]e})n{oﬁgge trif(?lsl(‘::}.lla Ilebelieve that when a bette.r régufne lg}al: 2:1?2
ltaléfn]?zfilfluvtglt?:‘ted it \\L'ill pr:)ve to be of inea]leuéablg reh}?.fe;o ftxl;(;;nt’hglgicg;oy bae
: i f Briti ini ion in India, in which fr _

e eﬂiﬁlelicey w?g ]i::l;llll ae(ixrg:g:(tifa:ifél i:hich is: being seriously and detrimentally
:}:ilflg:lt):{fb; :.rcéntinuance of the existing indefensible system.

May 24ih, 1899 CURZON OF KEDLESTON,
LIay <S4R, ,

3
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SECRETARIAT INSTRUCTIONS.

L. Tt shall be the duty of the Secretary in the Department to which the subject

he is not, by the practice of the Department,
competent himself to dispose of, in a complete form, ready for orders, to the Goy-

ernor-Geeneral or the Member in charge of the Department, as the case may be.

Ezplanation.—For the purposes of these Tnstructions the expression “ the Depart-

ment to which the subject belongs,” has the same meaning as in the Rules of
Business made under section 8 of {he Indian Couneils Act, 1861. (24 & 25 Viet.,
c. 67.)

2. If a case is receiv
incomplete form, the Secr
before submission to the
may be.

3. (1) All cases shall have a board at the bottom.

(2) The tapes attached to these hoards shall be of the preseribed stout pattern.
(3) When a case attains considerable size or weight, a strap of the preseribed
patiern shall be employed.

4. When cases are sent to the Viceroy, a despatch sheet of the prescribed
pattern, with the title of th

e Department concerned printed at the top and the
subject-matter written very b

riefly in large legible characters across the sheet, shall
be placed on the top of every file between the tape and the flaps of the file board -
and sufficient blank sheets for :

noting shall be attached to the N otes.
5. The linking of cases

shall, as far as possible, b
occasionally be necessary. Dut cases should be conso
into one bundle by an intell

ed in the Department to which the subject belongs, in an
ctary may call for the information necessary to complete it
Governor-General or the Member in charge, as the case

e avoided. Linked: cases ma

: s lidated, whenever practicable,
1gent selection of papers and arrangement of Notes,
6. Tn submitting cases, only such previous papers shall be placed in the fi]e as
are relevant to the question under discussion. The office may put up any papers
which they think it likely that officers may wish to refer to ; but the Secretary shall
arrange that at some stage Dhefore any file is sent to {he Vieeroy or the Mefuber of
Council or to another Department, all bapers not really required ave removed,
7. (1) The previous papers put up with a ecase should be chronoloe;
arranged, the latest being at the top and the earliest at the bottom of the ﬁlé).lnglca]ly
(2) Lettered or numbered gl P3s may be pinned on previous pa
the Notes, the letter or number bei : ; 5

than one slip shall be attached to the same collection or

particular part being made by quoting the record numbe
or volume.

pre Apers referred to in
81 10 pencil. " But not more
volume : the reference to an

T 1n, or page of, the collection

: ' order upwards, the late
the top. With this arrangement it will not 5 L e

y st letter bei
be convenient, to assi i Heing ab
the pages of the whole correspondence ; but a seria]

paper, as received, in pencil or chalk, and eael paper will haye A ;Sﬁzged onbeuo}‘;
separately, also in pencil or chalk, These numbers are required fop l?ef num erei
while ‘the file is current. Above the current correspondence ghq) erence only
Notes.

L be placed the
9. The subject of the first current g erin a ﬁl . ;
the form nsed for the fivst sheet of the II)\IP © Shall be entoreq n red ink on

" ; . otes: the subject of any g b
(receipt or issue) shall be entered in red ink not o y Subsequent paper
in chronological order in the Notes. g " % Separate shect in that form, but

.
e e
A I P

. A
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s
L
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10. (1) Every Note shall be legibly written upon paper of foolscap size, with
e 4 lv on one side of the page. .
g quarter margﬂ;, aﬁdl’(:)l;tyine Notes,” such as requests for previous papers, calls fo(li'
f (Z)drl;lfi;e g,rdersh to print, &ec., shall be written on separate slips to be destroye
proofs or drafts, : -
wikhont bolug et one Department to another, the Notes. written in
he D (3)t Inn‘zv:;t};rﬁ? tlffs?;fldbzyon sepafate sheets from the Notes written in the
the Departme
SR L S d free from personal remarks. If
\ tely written and free P j
11. All Notes S}h ?lll\'léieti?%erﬂlsgber in charge of ancther Department have to
aPPa"‘?nt - S gl “‘:l care must be taken that the ol_)sgrvatlons are courte((i)usly ex;
e Poglteddo:]fé, xigzc:exte;xd to the criticism of the opinions he has expressed as apar
ressed, an
:From gl is submitted for orders, it shall not contain more than one Note
12. W}.l iy alcasseuliei;lngndent of the Dranch or Section re-writing or Ii:lO(zlfy ;ng
from Tthe O‘!ht(i]e’ EI:_k ifl he canuot accept it. The office Note mély be similarly treate
{)hetl;é)tigrgt‘ of‘r‘fcer to whom the case is submitted, if he thinks fit.
%

tted officers, not more than two of t.hem
case has passed to the gaze ) _
S ks Wlienst&i'etary) shgll, as a general rule, note upon it befm;e paistsﬁﬂsge:rt; :-);[
(including the ble Member. In the case, however, of Departments g i
5 thehnozll;):c:: zh w‘hich a case must necessari_ly pass, this lﬂmt cannot be enforced ;
lI)BL:: l::ﬂf'sone N c?te, as a rule, shall be recorded in each Branch.

: ; der consideration will be read
be assumed that the paper un e &
ey Shta“willll(:g}i: is submitted. Consequently no PamPh"aS{*S Sﬁl"u gﬁg‘;’:ﬁ;geﬁ
p}’ ttlllle Tr::fiitcg OA préeis of the contents of a single k?aper énseh:llll(())ls Zpreé crins : o Snons
B lexity, and neither such a précis, ~
is Otf g""’ﬁi Slfc”]lfo’;]:) fagdﬁlifns]{; aﬁlh m{j,inaril y be prepared without the orders of an officer.
ents or

der consideration will be suﬂiqient,
me cases perusal of the paper unc ¢ g
li'h'Ino Sign:‘sqﬁired Il;e5 ond a brief suggestion fm: aCtl{)Il. ixxggﬂaachcgr?l A
am} e 1d be a statement of the case showing, more or less ] - "rcumstanees
quired, 1t should b d st:tf’e of the case, the question for consideration, (t)' ei e
the importance al:he r‘u’i‘es and precedents bearing upon it, and sugges (;on g iy
- upltoc;it(’)n in a Note of verbatim extracts from the letter or desp
The I‘CPI'O(U . g 'f .ded-
: i 1d ordinarily be avoided. : ;
conSIderatl?ﬂ o officer agrees with the preceding N?te or re\go:nmss(lez:]nol?&ihzg
h lll?pX(il;‘;ils Zil}:'uature and nothing more. Marginal Notes, or Notes P
shall ap =}

i r be made. ;
e ¢ however,. i cases, and especially in cases of emer-
i faeillmltlebt)h ;zﬁglgf I;)Zsrssl:l:salmzo?ﬁmuuic’ation beptween officers of lfhedi_;amt:
gency, full use slha 8 gl‘etary in each Department should encourage his gut oi. olxllmto
Department. ~The ‘?aseg for advice, discussion or disposal. _Formal reg]1)s ra ltment
O}flﬁcerfhteot}':;z&:sgo; of cases from one officer to another within the same Depar
show
Wl i despateh, letter, resolution, notification or telegram, as 1(111e ctéal_s:nl::zg
s ?dpaat t:ny sta:re of a case if it_ appears t.hat the feonsu eral
b?, i 1;et£r001:;2 would be facﬁimted by submitting it with a draft. o i3
dlspoizl 0In e:ses of inter-departmental reference the Igep:rtxgie:tts (;fl Orrel?;:c:l;o v:haic %
it “ e P - nt o hi
i m_uch pre(-}lSlUI(; ?ﬁepgfggi:;nzg: rzl;z(xz'ﬁfl E)o:shall av%id unnecessary ;epe_tlti;:;m
R mfade\"tglng sufficiently stated in the Notes of the Department of orig t
g i has been referred to and returned_from another Departmep .
20. i (fmse iniaon between the Departments is disclosed, personal dlscuss:)(;I;
g 'dlﬁergltl)fe %e zﬁbstituted for further noting ; and in any eircumstances no m
:gau’ollflg, (f)zilth:;' Note shall be recorded in either Department.
an

m i t of which he is in
sires to refer a case in the Departmen :

21.t Iir?otl\hfgr ;)Ifm(ll):lr;ersonally, for formal opinion, he shall obtain the consent

charge, to -

of the Governor-General before doing so.
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Notes sent to 22. (1) N SR T e G ey
e el - (1) Notes written in one Department and g
3 ent to anot g
g.zgzgfz not :ltl)gﬁgde(:;:atrl;l] 21['1(2 sha}}il not be referred to any officer outside t}?: élee:roi};:]i;tlj gxté'g a:egi?z
gutsida Scre pecilic consent of the Department to whiel they belong y

it (2) Where a general consent

: ; has been gi
St : given to the ref
cer outside the Secretariat, such consent shall not be constﬁ:g([lw(t)ooiolgg:e:ut:hag

reference when the.papers are marked ¢ Confidential,” or in cages—
() affecting the excepted o hi

_ ficer pers i ich hi i
B el pevsonally, or in which his official conduct
(8) in which the emoluments

or allowances of any li
cepted officer are discuss e g e

ed.
(3) The officers, in regard t
B, M he;- 1 regard to whom a general consent to the reference of Notes
einafter indicated has beeq given, are the following : —

(4) Uome Department.

(i) General Super; :
Dekaiti %i'&ntendent of Operations for the Suppression of Thagi and

(ii) Chief Inspector of Explosives,

. (B) Revenue and A gricultural Department.
(1) Inspector-General of Forests ;

((n% ?urveyor—('ieneral of India ;
) nspector-General, Civil Veferinar

I j ; ¥ Department ; and

(iv) Meteorological Reporter and ]Jirector-é)cnerul of Indian Observatories.

il (C) Foreign Department.
1) General Superintenq
Dakaiti; ana G

; perations for the Suppression of Thagi and
(ii) Inspector-

General, Imperial Service Troops.

- (D) Department of Finance and Commenrce.
(i) Comptroller-G eneral ;

(i1) Comptroller, Tndiy

e S Treas wog e
ﬁit‘)’ Ouector-General of the Post Offco :
bmmissioner, North : H
-~ (v) Director-Genera] of Semniigﬁg;" Salt Revenue; and

(E) Mititar
: j Y Department.
((111)) gdlutant'(}enem[ LR partment
u :
. arter Master General i T i

(1) I’I'illcipal Medieal
: 1 O :
U7 Dinatoronsis o flicer, Her Ma]es_ty’s Forces in India ;

2 Ordn :
(v) Director-Genera] £ Mil: ance in India ;
(V’l) Commissary—Gene(;aliMi:ll_lg];gaf orks ;

(v1:1) ])irector, Army

rae 4 m #
(viii) Director, Royal Tndjay x 3?111): rmeats, gid
(F) Public Wopjg D
i & Uepartment,
Director-General of Telegraphs,

(@) Any Departy ‘
s L.
(i) Dlrector-General, Indian Medli) al ¥ i

(1i) Advocate-General, Bengal ; IOEHE S ikt C

(1ii) Standing Counge]
; to th
(iv) Government Solicitor, (‘?aﬁzzfal’l.lment of India ; and

Provided that no Notes shal) be r

Counsel or the G

o Secrefary?vzz?in;}izz Eghl?ggr 82060t o theeoﬁ](gog?t:n(}e;geral, the Standing

shall be o referred without the con:esr’ltof)}fleti: Favso of the rgfe::i;gn %G};i?tz‘e?:
t

rartment to whieh they belong,

~
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23. When papers are recorded in Proceedings, a'‘ Table of ‘Contents” shall be
added to the record. This may, however, be omitted in cases which are not recorded
in A. Proceedings, if there are only one or two papers. Each recorded collection will
thus ordinarily contain in the order named— |

() a Table of Contents, with references to former and later Proceedings ;

(b) the Notes on the case, with appendices to the Notes should they be found
‘necessary in exceptional cases; and

(¢) the official Proceedings.

The record numbers of the official correspondence shall be eutered in the margin
of the Notes opposite the statement of the subject of each paper.

91. Précis and Notes shall not be entered in the official Proceedings of the Gov-
ernment of India, save by the express direction of the gt ot mits

95. (1) There shall only be one set of Notes, though oecasionally it will not be
convenient to run all the Notes iuto one set, and append;ces containing I\f‘ote.s or
information on subsidiary points may be necessary. ]leml—oﬁicml communications,
when not ordered to be brought on the official record, shall, if preserved at all, be
treated as Notes and incorporated therewith. .

(2) When Notes are printed either after the disposal or during the currency
of a case, much matter referring to the routine progress of the case may be omitted
as unworthy of print. All Notes and initials of a routine nature, dates and numbers.
of unofficial references and the like shall be strack out hefore sending to Press.

(3) Before printing the Notes for permanent record, they shall be carefully
edited by some official appointed by the Secretary of mot lower standing than the
Superintendent of a Branch or Section, who will see that everythingmot of permanent
value is omitted. This official may' also, under the general or specxa.l'orders of the
Secretary, cut out considerable portions of the Notes, substituting, if necessary, a
short explanation showing the course of the case ab that stage.

26. (1) The printing of the different parts of a collection of Proceedings shall
be in the different kinds of type prescribed by the Financial Department.

(2) In the printed Notes attached to the collections of Proceedings, the name
of the Governor-General, Member or Secretariat officer, as the case may li)e, shall be
printed in full at the foot of each Note written by him. 1In the case of:a Note written
by the Governor-General or by a Member, the letters afier thefirst letter of the
surname shall be enclosed in brackets, so that such Notes shall be readily distinguish-
able from minutes. . ; ;

27. (1) Where a paper, which has been printed, is required for information or
reference, a printed copy, and not the original, shall, in the absence of orders to the
contrary, be submitted.

(2) Where a paper, which has been printed, concerns more than one Depart-
ment, a sufficient number of copies shall be sent by the Department, by which it was
printed, to each of the other Departments concerned.

28. Every Department shall maintain lists—
(@) of unanswered communications from the Secretary of State ;
(b) of unanswered communications sent to other Departments, persons or
Local Governments ; and
(¢) of unofficial references which have not been returned.
Such lists shall be submitted periodically for orders, to a gazetted officer, at
convenient dates to be fixed by each Department.

99. In the ease of both Local Governments and other Departments reminders
shall take the form of a distinct inquiry as to the cause of delay and the prospects
of the case; and the reminder shall be returned with the information required within
a time to be specified thereon.

50. (1) The Secretary in each Department shall be responsible that no case, the
subject of which belongs to the Department, shall be brought before a meeting of
Council without having been previously seen by all the Members :

)

Record and
printing of
Proceedings
and Notes.

Additional
aids to
despatch,

Council cases.
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P

Provided that this rul i
islotion b8 the St ¢ may be relaxed in cases of special urgency at the

with due regard to the

(2) Where time permits and the case i parture from it.
se 18 of sufficient j . .
T T et ol e 5 e
0 De brought, be distri : of Uouneci
ernor-General and all the Memberg,g ) ‘1 li;s:(r)ll;g:esd by the Secretarybto ther Ghive
returned to the Secretary by the Pies 80 received shall :

case has been made.
Telegrams 31
B 3L. (1) Every telegram to tlie S -
despatches to matters of routine orcmatters of faeifrlf:a ;szgttiflatteo :ﬂ:ll’ a1t relates P

to and from, : . -
the Seoretary 155UC. A copy of every telegram to the Bborotay’ of Bk ;3 ;hvaeirl*ngr-aenerul before
e

of State, to the Private Secretary. sent after issue

(2) Every despatch to the Secretary of State shall he sub

Governor-General or the Member in charge of th mitted in dratt to the

belongs, as the case may be, unless the S b
] s , coret; ik i
ment, competent himself to order the issuebofrfhzrgr;?t.by the practice of the Dep gz.rt-

(8) The circulation for signature of every despatch to the Secp

shall, except in cases of urgeney, comimence, if possible, six days b etary of State

efore the departure

connected therewith. Such papers, if tl biect i \dy it and the Papers
‘ S Hik 53t bban bt b B b y 11 the subject is one of Importance or interes
Yio desnatll St betore a meeting of Council, shall be eirculated along w?a:

: (4) Every despatch to or from the Secretar
1(;1, the Forglgn ])lepartment shall be circulated as
overnor-General for signature or perusal, as the
Membeg )mEthe most convenient order with regar:i tc: ?:(leu:li]xfl {)1;22% Et)nfdl"etslilg(?l,l i
very despatch to the Seeretary of State issui P
2 ¢ 18suing fr Jep
g}gﬁ:‘b;ﬁ] i t}:le Foiil% Department shall “he circulated forO sf;:tf:fy {]i)e s
In charge, then to the other Mem]ers in the order aforesa; v i
the Governor-General. o e eaid, end, finally, to

" (6) Every despatch from the Secpatar

.1 other than the Foreign Department shaei(l}rsz,al

‘ . to the Member in charge, then to the G
Members in the order aforesaid.

y of State issuing from, or receiv
: selved
promptly as poss1ble,,ﬁrst, to the

y of State received in any Department

circulated as prom i
: Ptly as possible, f
overnor-General, and, ﬁually,pto thee, olgxsctx,'

Secret 32. Every despatch to the Secretary of St

l despatches t: 1 1
[ Seorotary of  Government of India Act, 1858 (21 & 92 Viotate T 8, under seotion 2g # of the
|

‘ State. . : - €. 106), shall b X
\ covers, the inner cover being marked ¢ Qu.oi ) shal be enclosed
| SHkta DY Hart 8 ed “Secret ” ang addressed to the Se]cl;o;]ai'ubi%
: fangl«:;m;“ 83. (1) The Secretary in each Department shall 1, | y
(t:; S::tx:t:;g ness of the enclosures to every despatch to the Secrctare I‘efsgonmb].e fqr the correct-
s and for the correctness of all papers sent therefro Tabling . iseuing therefrom
b)

publications,

m for publication iy the Gazette

l * The section referred to is as follows : —

“ 3 .
f socret coruniti of the Conet of Dyvempate/m Which might,
despatches shall not be commnnioateg tgr:}; AP Sy i by the wuthorities ger Tl e, addressed

e 19 ¢ members of the Counci] o ritice ‘sending the- sume ; grq e
du-ecbt‘:. tion 20 of the East India C N ekt g e”&lme; i 8t wnd
} . Section 20 of the East Tndia Company Aot : W 80 think &
’ mittee of directors, and section 22 p»o&'idgd t.hu'lc293 (33Geo. 3, o. 52), took power for the appoi e

i “_When any of the governments or presidencies in Tudia .o Ppointment of 4 secret com-
Britain concerning the government of the said territories ands M1 be of opini
Lleg:tmuo:m' :rhtll‘?a}?m; with any of the mative princes or state: ?‘,11“1'“&‘.""“
‘ ept secret, it shall be lawful for the said governments or Ppregidens: ndia, sh et
1 such secrecy under cover, tealed with their seals, unto the saiq 8 _Cles respectively to address 1hej " aire the same to bo
inspection of such committee, and that immediutely upen the arr?‘f:f';;";'::l:l‘g ce of directorg
“Spatches so uddresseq i
» od, the g

1 mittee of directors shall deliver the same i
B o Loty ame or copies thereof to the gajq board (i.e., the Board of o
d of Chy

Bection 36 of the Government i 7

the Board of Commiss}o;:rsn;zxr] t(:){algdfflazx‘:(:f' Ilggfa(?hf Sop Al 44,0, 85), sabsequent] i

seemed to the board to require secrecy. ough the secret committee of egm’;\(;:'dpd' for the despatch by
1 Secret despatches to the Secretary of State are fransmitte et s e

even in cuses where, if they had not be d fe . .
and Commerce. Y on secret, they would haye en tra:snrx)ict{):rlltz?t tt‘;xw}il)ch e s
M the Department of Kinance

— Napamaor— = - - - A D
i~ . =R — 8 -

Secretary or, under the Secretary

APPSR
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the Secretary of State shall be num-

_ h to
(2) The enclosures to every despate and either the enclosures themselves or

19

i ISP
e R N

R e

set i them prepared ; S ¢
‘t)lg;e ﬁs: [sll(ia?l ﬁgrgf,ﬁeﬁg{,})fthe eSec:l')etali»y or,’ under the Secretary’s instructions, by an
officer not below the rank of Assista

nt Secretary.

o for publication 1n
(3) All papers sent for p,s instructions,

the Gazette shall be signed by the
by an officer not below the rank of

Assistant Secretary.

34. A copy of every d

ospateh to the Secretary of State respecting intended
Council of the Governor-

General shall, when issued by an Execu-

Egis};t;);ti;ll etnhte islative Department for record.
ve e 3

be forwarded to the Legl

o0 an Ambassador or Minister of Her Majesty or to a

t
35. Every letter addressed hall be sighed by the Secretary in the Department

Foreign or Colonial Government s
to which the subject belongs. J sl (67
ers are communicated to Local Governments or to the public, a
tt 3.63 lg‘i?;l;i;g‘,p:fe existence of a difference qf opinion in .Counell shq,ll be removed,
lTx?lé;l tlllle conse:t of the Governor-General to its retention 18 first obtained.

The Secretary in each Department shall be responsible for the careful

37. (1) f these Instructions.

observance therein o

(2) Where a Secretary considers that there has been any departure from

these Tnstructions, he shall personally bring the matter to the notice of the Governor-

General. '
38. For the purposes of these Instructions, the expression “8Secretary” shall

be deemed to include a Joint Secretary, and any of the functions of a Secretary, other
than those referred to in the proviso to Instruetion 22 and in Instructions 35 and 37
may, with the approval of the Governor-General or the Member in charge of the
Department concerned, as the case may be, be discharged by a Deputy Secretary.

(Signed) A. . L. FRASER,
The 10th July 1899. 0ffg. Secy. to the Govt. of India.

Telegram from the Government of India (Home Department), dated 14th Septem-
ber 1899, No. 2067.

Telegram from the Government of India (HHome Department), dated 11th October
1899, No. 2318.

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

The Government of India will be addressed and a copy of the letter to that
Government will be communicated to all departments of the Secretariat for information.

[Here enter letter No. 1201, Public, dated 23rd October 1899.]
(True Extraet.)

To all departments of the Secretariat (with copy of letter).
/ Trs 4om)

Exd. A F. Eccleston.

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

these Instrue-
tions,

Joint and

Deputy
Becretaries,
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Secretariat Reforms.

Addressing the Government of India on the subject of the’suggestions made by that ¢
Government for the conduet of business in the Secretariate.
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PUBLIC DEPARTMENT

Lerter—from
Tue CHIEF SECRETARY 10 THE GOVERNMEN T
oF

FORT 871 GEORGE
To 4

Tuz SECRETARY 10 THE GOVERNMENT op INDIA
)

Houe DEparTMENT,

S1g,

I am directed to reply to your letter No. 1563, dat
you request to be informed as to how far this G,ov:rﬁ(ling]ls;lz-th daly las.t, in which
in its future procedure the re.forms already accepted by the é) R, Lo Incorporate
regard to the conduct of official business in its Secretar overnment of India in

lats.
2. The Memorandum by Iis Excellency t i
tions which accompanied your letter under Zepll]; 1‘17513?%2\7 amli et Selne
departments of the Madras Secretariat, in view to ascerf:,li]ncsvrﬁfuny e
the lines indicated can be introduced in the conduct of husine (;')Sher any reforms on
The appendix to this letter contains in a convenient tabular forss y this Goverument,
procedure in Madras on such points as have been alluded to j mt E brief acconnt of the
in the .Instruct-lon.s. It is clear from this that the systems i.’olllon de,MemOrandum and
of India Secretariats as regards noting and record-keepine c‘fje in the' Government,
those in force in the Madras Secretariats, png differ considerably from

3. As regards noting and the general conduct of by
by His Excellency the Viceroy are unnecessary in Madr
intended to remove do not exist.

4, The Madras system of record-keeping. which i
number” system and a history of which ?s c%ntainleccllzl i;1s tﬁg?::,lt as the ¢ disposa]
Macleane’s Manual of tht_a Administration of the Madras Presid cTote af page 89 to
found to be at the same time the simplest, the most economical a:nr(;y: Vol. 1, has been
of the egstabhshment required and the most complete for the pur Osgal'ds the question
proceedings of Government. This system, which has received s X el of recording the
the last thirteen years, has been built up and pecal attention durin

: . has b Hid
time as the necessity for alterations or changes el tmproved upon from time to

: AT : has arisen, y
in greater expedition in the disposal of work and haI:S:II;o biteiagfﬁzf I:)fhas gl
very great

tari&_xt Tnstruc-
Xamined in gl}

siness, the reformg

as, as the evilg whichproposled

they are

gervice in the maintenance of records.

I have the honour to be,
Sir,
Your most obedient servant,

Forr St. GEoRrGE,

93rd October 1899. G. STOKES,

Chief Secretary.

Exd. A. F. Eccleston,

[Appendix,

Arrexpix to Lerrer, No. 1201, Pusric, patip 23kp Ocroser 1899. 3
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HIS EXCELLENCY THE VICEROY’S MEMORANDUM ON THE SYSTEM OF
NOTING IN THE DEPARTMENTS OF THE GOVERNMENT OF INDIA

AND THE

SECRETARIAT INSTRUCTIONS ISSUED BY THE GOVERNMENT OF INDIA.

His Excellency the Viceroy’s
Memorandum.

The practice in the Secretariats of the
Madras Government.

I.— Method of keeping and circulating papers.

* - *

(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 te departed
from. Unfortunately, at the same time or
goon after, were sown the first seeds of that
fatal malady that has ever since increased and
tightened ifs hold upon its vietim.

The Flat File “system is that adopted in
the India Office and Colonial Office (and I
belicve in the majority of the Offices) in
London. DBut there is 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 size to the paper received,
and are affixed to it by atag. Each paper
therefore carries its own Notes or instructions,
not actually upon its back, as in the case of the
Foreign Office papers, but attached toit. This
I believe to be the best system where an office
is independent and self-sufficing. T 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
gome 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.

« + . . I think that it would be to the
convenience of the Departments, and certainly
of Members of Couneil, if in circulating the
files attention were paid to the following points,
individually insignificant, but collectively
providing a perceptible relief :—

The Flat 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 sends to Eng-
land and to the Government of India its
proceedings volumes and the difficulty
referred to in His Escellency the Viceroy’s
Memorandum has not been felt here. In
Madras, notes are sometimes but not always
printed. In the case of proceedings, the
notes of which are not printed, the notes are
stitched 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.
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His Excellency the Viceroy’s
Memorandum.

The practice in the Secretariat
s of th
Madras Government, g

(1) All files should have a board at the
bottom (as generally supplied),

(ii) The tapes attached to these hoards
should not be of the flimsy and breakable type
in use in most of the Departments, but ‘the

stouter sort, in use in the Publi
Department.’ ublic "Works

(iii)) When a file attains any size or weicht
a strap should be employed to hold it toget%er
for submission. This strap should be of better
make, less stiff and coarse, and with shorter
and sharper p;ongs tz the huckle, than that in
common use here. sample, as employed in
the India Office, London, will 3
et D s , will be sent round

_ (iv) A despatch sheet or card with

title of Departmept concerned printed at :11;:
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 aglance
without undoing the tape or strap, what are
the Department and the subject concerned,

Copies of those in use i i
can be procured. it famsign Dopertmant

(v) Blank shee i

Viceroy shoald inva.rgblfmim I::tm édb);o tlﬁe
MS. Notes cor K-W. Cases are constantle
occurring, in which owing to departmentyi
carelessness, no such sheets are attached. Tll:e
Department, after exg;mding itself over pages of
M3, only leaves the Viceroy room to give dumb
witness by his initials to their lucubrations,

. (vi) Thesystem of Linked Filesis (though
1n rare occasions necessary) a cumbrous system
and has been greatly abused. Iam eoneta.ntly’
having enormous Linked Files submitted to me
which, having perhaps started from different
points, have gradually converged, until both
contain 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 engaged in disoussing a case whi.
may bave a military as well as a golii?gzl aspecct]:

- But in the majority of cases the separation and

Boards are used with ta 3
attached t
'{)l::lagn lea&gmtlgethDepar}:;mem?e is printgd ir(:
o) t
the back of the b:::rd. gy il s

No difficulty is experi
perienced as
tapes. Strong tape is used. Fresﬁegt:;i:

can easily be inserted .
the boards have loops.as often as desired, as

Straps are not used an i

ever been felt for theirallga.not?sgeeims}; o
taries, Segret&ties and Honourable Mem{):::;
are gupplied with hooks of reference and the
files do not generally attain such dimen-
slons as to mnecessitate the use of stra

;qus of all sizes are circulated in boxes aﬁﬁ
16 is a rule that each bulky file or g file on

an important subject should
box allotted to it.'] uld have a separate

The title of the Department is prin

the boards (cases) and the subj ect«l-)matftii (:)1}
the file is written at the top of the first
sExeet 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 side),

Notes and drafts are written on h
: alf-
:gggm and spare paper is, where NeCcessary,

ed for the entry of notes by Honourable

Members and His Excellency the Governor.

Files are linked only on rare occasions,

'5‘/;
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His Excellency the Viceroy’s
Memorandum.

The practice in the Secretariats of the
Madras Government.

linked presentation of the files are ouly a nui-
gance which a little forethought jmight avoid.
An intelligent selection of the papers required
from both files by the Deputy Secretary, and
their submission” with an explanatory Note,
would probably save the Viceroy many a quar-
ter of an hour of valuable time.

(vii) Similarly, with reference not only to
Linked Files but to any file, there is no neces-
sity to submit to the Viceroy, or I should
imagine to any Member of Council, prodigious
files which start almost from the commence=
ment of time. . . . . Why cannot the
vast mass of the file be left in the Depart-
ment, and the necessary papers alone be sent ?
Of course the Secretary would be held respon-
sible ; and if he omitted essential papers, the
blame would" fall upon him, or upon the
particular subordinate to whom had been
delegated the selection. But such a responsi-
bility is after all only a feature of any and
every departmental system. I remember a
case here in which there was circulated to
Members of Council, prior to its being men=
tioned there, an Inland Steam Vesse Act.
The papers constituted a file nearly a foot
high, with which chuprassis struggled about
Calcutta for a week.

I1.—Noting on cases in the Depariments.

oo . the Head of the Department
(here styled Secretary, in England Permanent
Under Secretary) is officially responsible for the

resentation to his Chief (in India a Member of

ouncil and ultimately the Viceroy, in England
a Secerctary of State or other Minister, and
ultimately the Prime Minister) of the case upon
which the latter is required to decide. In the
preparation of the case, he may employ at 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.

2 el N There must be a limit to the num=-
ber of subordinates who'are permitted to note, the
selection being determined not by their grade
in the official scale, but by their aptitude to
deal with the particular question under notice.
Secondly, the reference to the ultimate author-
ity must not consist of a 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.

Circulation boxes are not as a rule
carried by peons, but are taken round in a
circulation cart. If a file requires it, it is
separated into two or more portions,

y These principles are observed in the
Madras Secretariats,

ep
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His Excellency the Viceroy’s
Memorandum.

The practice in tho Secretariats of the
dras Government.

(i). . « « The principle thatI wonld
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
general rule not more than two of them (inclu-
ding the Secretary) should note upon it hefore
gassing it on to the Hon’ble Member. The

ecretary will doubtless select 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) Préeis 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 pernsal 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 convenience,
be required. Occasions will also occur from
time to time when a précis, 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 whicl}: 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, Ile 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 unnecessary and
should be discontinued.

(i) The rule should be of universal ac-
ceptance, that when at any stage an official
agrees with the preceding Note or recommend-
ation, he should append his initials (and date)
and nothing more.

No more than two notes i
are
E:fot? a}%il: gEoes 1}{) to Honourable M:;gt:;
xcellency the Gover
some Departments the plan is ec;:gu:&. leE-IT ‘
there is only one note to deal with, v

Préeis and paraph
A paraphrases are onl

on a very limited seale. Tt ig (‘)ynl;d?ﬁ:g
:ha}:aper 1s of great length and complexity
queﬂ K:cxtsh of 1{: pr;)posals or contents is

¢ ¢ sake of convenience., Fnt;
extracts from a letter or g e
discussion are not reproducegsg«'zt'c}?at‘il;d?r
notes, unless absolutely necessary, &

-

This has been the

long time, Madras Ppractice for a .
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His Excellency the Viceroy’s
Memorandam.

(iv) Cases are constantly occurring in which,
even without superfluity or delay in noting, a
paper will take several days in passing throngh
a depaitment, simply owing to a want of elasti-
city in the interpreiation of the existing system.
An official who is scated 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 cluprassi
to another official seated next door, who will
treat it in a similar fashion. . . . If the
officials of the departments would only re-
member that they live in the same building, and
would in cases demanding early decision (and I
may ald in many others) substitute a few words
of conversation with each other for the pedes-
trian procession of the files, they would greatly
expedite the despatch of business.

I11.—Inter-Departmental reference.

The same sort of official pedantry appears
to prevent a settlement, by meeting and con-
versation, of any question upon which an acute
controversy has arisen between two depart-
ments, or between their official heads. -
In England if the Foreign Oifice 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 Secretaries of
State meet and talk it over. . .

- » »

IV.—Arrangemeat and Printing of Proceedings
and Noles.

(i) The papers of the Government of
India (I believe in every Department) consist
of two sections ; the official Proceedings, and the
Office Notes. These are, under our system,
kept distinet from each other, both in MS. and
in print. I would not propose to interfere with
this distinction. Somwe offices print the Notes
first and the Proceedings afterwards, others
vice persd. 1 think that a uniform system should
be adopted; and, unless any good reason
can be shown to the contrary, I would pro-
pose that the Notes should be printed first,
since they are, in the majority of cases, a pre-
lude to, rather than a sequel of, the official
decisions recorded in the other section.

The practice in the Secretariats of the
Madras Government.

-

There is no danger of any such delay
occurring according to the system prevailing
in the Madras Secretariats. As soon as
papersiare received they are seratinized, such
as are urgent are so marked, and the papers
are passed on for Registry. The papers
received for registry are further serutinized
by the Assistants, who also mark any papers
which are nurgent and should be taken up'
first. The papers so marked have precedence
over zll others in the matter OFrGgistry,.
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 intro-
duced. Inmauny important cases 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 -
manuscript or print, and that they are placed |

between the papers disposed of and the
orders disposing of those papers. When
notes are printcg, only a limited number of
copies are printed and these are stitched
with a corresponding number of spare copies
of the proceedings, oceupying, whenever

ossible, the position indicated above, and .

eing placed in the spare copy bundle with
other spare copies of the proceedings without
notes.

L
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His Excellency the Viceroy’s

Memorandum. The practice in the Secretariats of the ;

Madras Government, His Excellency the Vicero y’s The practice in the Secretariats of the

Memorandum. A Madras Government.

(ii) The Notes, when printed, are in many e T SRR T e

‘When notes are printed, it is customary to

departments _called Keepwiths, and are desi :
S S1g- rint on t ; :

nated as K.-W. This is part of the barbarous gNotes he top of the first page the words \ 1 lay down the proposition therefore, which

{)&r%ﬂn that has grown up pari passu with a dated G WIth”G'Q" No. 3 ’ cannot, 1 think, be disputed, that a demi-official

arbarous system. 1 sce no reasom why in of “Table of C 5 The designation ‘ personal, or private letter, differs only from an

the Goovernment of India we should call ordi- ence in Ma(;, ] ontents” has been in exist- : office-note in the fact that it is written by an

nary things by any other than their ordinary ras for very many years past, official outside the Department and often at a
distance, instead of by an official inside the

names. 1 would therefore propose in future

i :}‘;e ‘%fgrge‘ilageDK-'Y- Stmiply as Notes. In Department 'at_his desk. It must asa conse
‘ o g rfp{:ll‘ ment I have further found : quence be similarly treated ; 7.e., it must, if
| ? n exfor able of Contents of the separate A I printed at all, be placed not n a category apart,
1. Ezsxilm(;zca Pa'Pe‘l;%then Sboup ¢ B 81:10“815’ ‘[ 2 but in the Notes in -lhe order of its arrival.
f Pap%?s » a::fl e P:ézis D(:gl?eotc?” As %151; of o The dﬁcision wﬁet};e.r 1thsholtéld] be pm:et((]ad, an(t
" 8 e A e O ; Bt ‘ if so how much of 1t shou he printed, mus
l}‘;i_a(')?; nfa?lllllecaiuﬁlal.%e 1:1' dl()zze ;It‘})lrisof]xigr than its ‘\ rest with the officer concerned, subject of course Notes are never kept separately. If notes
e v b caded Tablo of Cont ex-page in 1. to the decision of the Secretary. By this n_letbod are printed (and this is done only in import-
ontents. : there will be in every printed collection of ant cases). the printed notes are kept with
il ‘ apers in every Department, three sections only, the spare copies of the proceedings in the
(i) Aa_each fresh letter, despatch or tele- Tkt ' (a) Table of Contents, with References to bundle and a certain number of copies of the
%;ﬂm comes into the office, and R S e T i Bll‘s and telggrams are added ¢ former and latter cases ; (b) Notes; (¢) Pro- notes stitched with a like number of the pro-
MS. file, the heading or docket under which it pl ular manuseript file only wh A ceedings. There must be no extras of any ccedings (for office use only). The o iginal
. 1s ?ntili’ed Ei111 the MS. Notes, prior to noting, gaa{.‘zg:oé?e ti‘;nglsubject, and as the?&b;};gz deseription. notes are always kept with the original |
is In the C i i s e 1 i g vedi
| o dnrglesf; tﬁ?‘i‘?‘iﬁt i:l(tgle; ;Eiggg sheet, it is not necesiax",;nt*ﬁzg t(ﬁ‘; ﬂi)e- firet - (v) In printing both the Notes and Pro- pr(:i‘lli:l:;,g;;a used for notes, proceedings &e. 1
If not, I r.ecommend it as a useful system of ;:::cl};({, ﬁr should be repeated in Srhgect o ceedings, it 1s possible to avoid a good many is not generally of any particular ‘kind’. ‘1
distinguishing the various stages of a case, as : pee sources of subsequent confusion by always Notes are printed on yellow paper to dis- {
well as each stage 10 turn, from the MS. Notes ‘ using the same type for the same thing, t.€ tinguish them from the proceedings. Al- {
upon it one type for Notes, another for Proceedings, phabetical letters, references to flags, &e.,
and again in cach class, one type for headings, | are omitted 1n printing.

another for countents, and so on. At present \ 1

, all kinds of type are used promiscuonsly, a?eo.rd-

/) ing to what may be handy in the printing |
ross at the moment. Similarly, in printing \

(iv) T now come to a peculiarly malig-
nant abuse of the present system, which is itself
the outcome of a further, and equally culpable

Demi-officials are

el not read in th

ﬁg: of Government nor are the; ip;gceed.
ny officer writes a demi-official on v(:zfgh‘

abuse, ¢iz., the extent to which official corre- ; : '
spondence, (I speak particularly of the Forc?;n z&gifﬁf’ ha%}tO be passed, he is told to writ 1 both the ’.S‘otes and the Proceedings, all numbers, |
Department) has become supplemented, and routineyx;l i xcept those relating to m v : alphabetical letters, and purely departmental |
‘ almost in many cases superseded, by private or dicall da ors, which are destroyed pe Gy 1 hieroglyphics, except such as may be OSSE;ufl‘d.l zl
: degm-of’ﬁcial communications. The privilege of it {J’m emi-officials are generally stﬁcgm(i { for subsequent reference, should also be omitted. |
{ :}[))nvate correspondence between officials in the cerned. ,‘Rg'%:nf’%thq proceedings co(;- ‘ Too often 8 printed volume of our records 18 |
epartment and officers or persons outside is a Swall ae'sn dod 1-Official Register serve i more of a puzzle than it 18 of a guide. \

valuable one, inasmuch as it places the former RS : ‘ .‘

* » * !

in possession of information which may be

| essentxa} to. the due comprehension of a case

| but which it may be impossible, for va.riou; '

rezsngs’ %)ulél?%ufle in t_he-l official 'letto'rs or tele- | inti , i

| T ning, and has. beor, i i i 1 e i e ek i A
| ) , \l of being printed. All that is wanted is that

hence has arisen the question of how ¢
) 1 stiol g o deal
with this sort of communications 1n the records in every Department, some officer, responsible

References of no permanent importance,
| such as requests for former papers, calls for

proofs or draits, orders to print, ure written
on separate slips and are destroyed. Clear
instructions are given to the Press 88 to
which portions should be printed and which
should not.

W What is wanted is not merely the
destruction of routine slips . . but orders

to the Secretary, shall, before the MS. file goes

of a Department. It has : r s
stitutingpa;tseparate bx-anchbginssobl-i(}c:i(;)i)fc:}?- £ to the print bl d il th h
! ; : ; 1 e £\ o the printer, run & blue or red penc iroug
‘ K.-V_V. g for 'deml-oﬁ"lcla.l papers. This branch ity the stuif that does not require reproduction 1n
i lzqull'e§ again a separate index of its own. : print. In this way we shall ﬁz}d thn.t' tl§e .bulk
ccordingly, it has happened tome in studying of our printed Notes will speedily be diminished ,
’ a case, in a printed volume of our Proceedings ' by more than one half P S ‘
‘ that in order to preserve the chronological se- '
quence of discussion and decision, I have had |
i to keep my fingers in three or four different | V.—Other aids to despatch.
" J g::gz ::; (;ol;e samg volume, and to dart back-
i whet o 08t 2ﬂ?m:’ fl’(;)l? one to the other, at .« .+ Bome check aplieatli: to tme to }Re
| 8ay. and temper I need hardly gﬁﬁ.ﬂ ﬁa:rdgzwloog::enand etljlxé elc':x:xﬁllietz
4
ob'li;'ion that is apt to overtake Departments
as to the whereabouts, or fate, or future of \




e R R e ———

A e A SR STy g—

e —

P S e
~ T

10 Arpenpix To Lerrir, No. 1201, Pusric, parep 23gp OcroBer 1899.

ARSI IS

A

AN NI LN N AN

e

A
]

His Excellency the Viceroy’s
Memorandum.

The practice in the Secretariats of the
Madras Government.

cases in the course of their departmental career.
These delays and this carelessness oceur—

(1) in the cases of answers to communi-
cations from the Secretary of State—concerning
which I am continually receiving telegrams
(]y:ouehed in the following terms: * When ma}:

expect an answer to my telegram or de
of such and such a date ?’ : v

~ (2)_in the case of questions that are pur-
suing their weary pilgrimage through the
Departments ;
(3) in the case of questions that have been
referred to a Local Gover -
retlt\}rned therefrom. ¢ nnfenfo At
ow in all these cases, there ought to b
graetlcal, and not merely illusogry, cheeeli.on?
now that in each Department some sort of
statement is drawn up quarterly, or perhaps at
other intervals, of the cases in the Department
of the orders that have been issned upon them,
and of the present stage of their wandering,
But clearly this check must at present be what
I call an illusory check, since it does not pre-
vent cases like that which I have just men-
tioned, and which is only one among many that

have come under my own notice. My impres-

sien is that these quarterly statements, whi
are drawn up by clerks and are, I ’belit::r:(t;
(tilwded into classes for submission to the Secre-
ta,ry and Deputy, Assistant, and Under Secre-
ary severally are either only glariced at or are
completely ignored by them, a convenient
initial being substituted for a bond-fide scrutiny

* - #

In the Madras Secretariats there are call
books and arrear lists. The former are
concerned with Government proceedings
and letters to which replies are due. After
the issue of a proceedings the call clerk
notes in the call hook full particulars of all
proceedings and letters which'require replies
from outside offices or other Governments.
Reminders issue if these roplies are not
Eecexved either by the due date if a date is

ixed for the reply, or within a reasonable
time when no date is fixed. The call books
are periodicully and regularly submitted for
the scrutiny of higher officers.

The arrears list shows the pape
been in the office for two pwgéll;i tg?txg?\::
a.nd which have not been disposed of by an
prder or a letter, These lists therefore
include all papers pending in the Secrcta-
riats and those awaiting replies due from
putmde offices to references which do not issue
in the form of a proceedings or of a letter,
and which do not thereforo find a place in
the call hook. The arrears lists are sub-
mitted once a week to the Secrctary and are
carefully serntinized. When a reply is
overdue, the fact isat once apparent and
orders fcor the issue of a reminder are
entered in the arrears list itself.

In addition, lists of periodical reports
a.nd. returns due in the Secretariat are
mainiained and watched, reminders being
issued whenever such a report or return
is overdue. A separato check-register of
telegrams to which replies are due, and &
register of despatches from the Secretary
of State which require an answer are also

maintained and periodi g
Tovidr d periodically brought under

_The maintenance of call hooks, of arrear
lists and of the lists and registers mentioned
above and the scrutiny exercised over them
sorve as a practical check to prevent delays
in all cases, and in this respect there can, it

18 considered, be no better method than that
now prevailing.
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Government of India
Secretariat Instructions.

GOVERNMENT OF INDIA
SECRETARIAT INSTRUCTIONS.

* * *

7. (2) Lettered or numbered slips may be
pinned on previous papers referred to in the
Notes, the letter or number being quoted in the
margin in pencil. But not more than one slip
shall be attached to the same collection or
volume: the reference to auy particular part
being made by gquoting the record number in,
or page of, the collection or volume.

8. Ahove the previous papers shall be placed
the current correspondence, which should
be strung together in chronological order
upwards, the latest letter being at the top.
With this arrangement it will not he con-
venient to assign serial numbers to the pages
of the whole correspondence ; but a serial
number will be entered on cach paper, as
received, in peneil or chalk and each paper
will have its pages numbered separately, also
in pencil or chalk. These numbers are required
for reference only while the file is current.
Above the current correspondence shall he
placed the Notes.

- * *

10. (1) Every Note shall be legibly written
upon paper of foolscap size, with a quarter
margin, and only on one side of the page.

» » *

10. (3) In every case referred by one
Department to another, the Notes written in
the Department referred to shall be on separate
sheets from the Notes written in the refeiring
Department.

:

16. When an “officer agrees with the pre-
ceding Note or recommendation, he shall
append his sigpature and nothing more.
Marginal Notes, or Notes to emphasize special
points, may, however, be made.

W
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Lettered or numbered slips called flags
are affixed to previous papers by means of
clips; they are not pinned. If reference has
to be made to different portious of a Govern-
ment Order, more than one flag is sometimes
used for the sake of conveuience. In the
ease of volumes and printed books flags are
not used, but the portion referred to is
marked by a tape.

The current correspondence is strung
together in chronological order downwards
so that the latest letter may be at the
bottom. Each current is preceded by its
enclosures arranged chronologically, and the
latter are in their turn preceded by the
docket sheet of the current, and the pages
of the whole correspondence are then num-
hered in peneil or ckalk to enable it to be
read like a book.

Notes aro written on half-margin and on
both sides of the paper. This system leaves
space tom Honourable Members and His
Tixcelleney the Govemor to write their
remarks opposite to the notes.

The U.0. system has been interpreted to
require that each departmental note should
be in continuation of the previous note or
notes. In many cases the initials of the
Secretary of the Department referred to
are all that is required, and very frequently
a single sentence embodies his views. The
use of a separate sheet would therefore be
productive of greab waste of stationery,
Lesides increasing the bulk of files unneces-
sarily.

Officers append their initials only and
not their signature when they agree with the
preceding note.
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21. If a Member desires to ref
in the Department of which he is ;n ill;a:g:a :g
another Member personally, for formal opiixi’on
he shall obtain the consent of the Governor-.
General before doing so. '

22. (3) The officers, in regard to

jg)eneirl:g cao:]mj?:n;;1 to the fl;efereneci of Not::%oyn:h:
Jepartme ereinafter indicat

given, are the following :— T B

(4) Home Department.

(i) General Superintendent of O i
fo:('1 the Suppression of Thagi und I]??k&i?i]?
S e ’

(ii) Chief Inspector of Explosives, &c., &e.

23. When papers are recorded i
ings, a *“'l'sble of Contents” shall ]bl:a E‘;gg?ie%;
the record. This may, however, be omitted in
cases which are not recorded in A. Proceedings
;;i cotl:gzeé ar(i] ox:}y :;ifl or two papers. Kach
Y collection will th inari i
in the order named— 5 ordma:ﬂy S

(@) a Table of Cont :
former and later Pm(:;dﬁﬁgé ;w ith references to

(b) the Notes on th . ;
to the Notes should theye g:'f(’mzﬁhnappendwgs
exceptional cuses; and” OVIREREy IR

(¢) the official Proceedings.
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Government of India Seeretariat
Instructions.

The practice in the Secretariats of the
Madras Government.

99. In the case of both Loeal Govern-
ments and other Departments reminders shall

take the form of a distinct inquiry as to the

cause of, delay and the prospects of the case;
and the reminder shall be returned with the
iod within a time to be

specified thereon.

* L

1. (1) Every telegram to the Secretary
ofasttgtg shall): nnle%':: it relates only to
matters of routine or matters of fact, be
submitted to the Governor-General before issue.
A copy of every telegram to the Secretary of
State shall be sent after issue to the Private
Seeretary.

- - -

(8) The circulation for signature of every
deepa'tdh to the Secretary of State shall,
except in cases of urgency commence, if possi-
ble, six days before the departure of the mail,
in order that each Member may have leisure
to study it and the papers connected therewith.
Such papers, if the subject is one of importance
or interest and has not been brought before a
meeting of Council, shall be circulated along

with the despateh.

(4) Every despatch to or from the
Secretary of State issuing from, or received in,
the Foreign Department shall be circulated as
promptly as possible, first, to the Governor-
(feneral for signature or ]ﬁcrusal, as the case
may be, and, then, to all the Members in the
most convenient order with regard to their
places of residence.

(5) Every despatch to the Secretary of
State issuing from any Department other
than the Foreign Department shall be circu-
lated for signature, g:sp, to the Member in
charge, then to the vther Members in the order
aforesaid, and, finally, to the Gove rnor-Greneral.

- . W 1

(6) Every despatch from the Secretary of
State received in any Department other than
the Foreign Department shall be circulated as
promptly as possible, first, to the Member in
then to the Governor-General, and,

The reminder forms simply request that
the reply may be expedited. With Call
books and Arrear lists properly worked, it is
an ensy matter for a Secretary to decide
whether or not the reminder should ask
for date on which reply may be expected.
To do this with every reminder would

multiply correspondence unnecessarily.

Copies of telegrams to the Secretary of
State are not sent, after issue, to the Private
Secretary ; but drafts of the same are sub~
mitted to His Exesllency the Governor.

All desgatches to the Secretary of State
are submitted for signature first to His
Excellency the Governor, then to the Honour-
able Members in the order of seniority.

Despatches from the Secretary of State
are received first by His Excellency the
Governor and passed on to the Secretariat.
They are then sent to Honourable Members.

harge
({;nalfy: 4o the other Members in the order
aforesaid.
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Government of India Secretariat The practice in the Secretariats of the

Instructions. Madras Government.
' e
33. (1) The Secretary in each Department It is an axiom that the Seeretary i
ghall be responsible for the correctness of the responsible for all the work of his oﬁie? a
enclosures to every despatch to the Secretary Government recognises no one bu.t the qez?nu
of State issuing therefrom, and for the correct- tary in such matters. ‘l'he Secretz;w”?—
ness of all papers sent therefrom for publication left to make his own arrangements and su ﬁ
in the Gazette. as he thinks best. v
|
* - b :

Papers are marked for Gazeite on the draft

33. (3) All papers sent for publication in
orders. No separate signing is required.

the Gazette shall be signed by the Secretary
or, under the Secretary’s instruetions, by an
officer not below the rank of Assistant
Secretary.

36. Where papers are communicated to | This nenanle s S s
Local Gov«enuncExtEur to the publie, all matter | 1 PRGNS W obirved in Mudras.
indicating the existence of a difference of
opinion in Council shall be removed, unless
the consent of the Governor-General to its
retention is first obtained.
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