


Proceedings of the Madras Government, Public Depariment,
81st December 1869.

a.

No. 141.  Read the following letter from the Officiating Secretary to the Govern-
‘ment of India, Foreign Department, (General,) to the Chief Secretary to
- Government, Fort Saint George, dated Fort William, 11th December

1869, Circular No. 2432-G. '

Considerable inconvenience and delay have been experienced in the Foreign
Department on account of incorrect references to previous papers, omissions of
references, and other departures from former practice in communications addressed
to the Government of India in this department. Accordingly, His Excellency the
Viceroy and Governor-General in Council directs that, for the future, the following
Rules should be carefully observed in all correspondence with this department :—

I.—Any reference to a letter of this department, or to previous correspondence,
whether in the opening paragraph or in the body of a letter, or its enclosures, should
be specific and precise, and comprise not only the number, date and year, but the
* This wil only opply to lotters lgsned branch*® in which the paper in question is issued : thus

ber 1861, —No. 1, dated 1st January 1869, Political or General,
as the case may be.. ) ‘ ,

To facilitate the operation of the above rule as regards references, the initial
letter of every branch will, in future, be attached to the number of a letter issued
from this office : e. g., the letters in the Political branch will be numbered 1-P., in
the General branch 1-G., and so on. :

. IIL.—S8uch vague and general reference as ¢ in continuation of previous corres_
- pondence,” or “as previously reported,” should be avoided, and a careful reference
be inserted to the last letter upon the subject, as well as to any previous letters
to which it is desirable that the attention of the Government should be specially
drawn.

III.—The department of the Government of India in which a letter or a reso-
lution is issued should also be stated—that is, whether the Foreign, or the Financial,
or the Home Department, &e.

IV.—Any allusion to a circumstance, or an event, of which the Government is
supposed to be cognizant, should be accompanied by a reference, on the margin, to
the paper in which it was reported, or, where this precision is not possible, the best
* clue that can be given should be afforded to permit of the matter being traced withous
unnecessary difficulty.

V.—A copy of all maps, sketches, or plans, referred to in any case, should be
forwarded, where possible, with the papers, or else shortly after., '

It is specially observable that when sketches are mentioned in the enclosures of
u 1eiier their submission is not unfrequently omitted.

VI.—In all cases of territorial distribution, and disputes, or of expeditions, or
where reference is made to localities but little known, or whenever a map would
elucidate a case, it is very desirable that such a map or sketch should be forwarded,
or that an allusion should be made to some well-known map, or to those published
by the Surveyor-General of India. In the event of sudden disturbances, when such
a map or reference is not immediately available, it should follow the first Report as
speedily as possible.
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Proceedings of the Madras  Government, Public Departmeht,
31s¢ December 1369.

s

VII.—One subject-only should be taken up in a letter—where two or three
subjects are connected, they should be dealt with in separate communications, which
should be severally referred to. :

VIIL—From the 1st January 1870, all letters to this office, with their enclo-
sures, should be folded in half, lengthways, and not fourfold, as at present, tho
usual dockets being given on the face of the left half of the paper, at full length,

No. 142, ORDER THEREON, 31st December 1869, No. 1769. .
Communicated to the Revenue and Military Departments.
(True Extract.)

' Actz'ng Clief Secretary=

To the Revenue Department.
, Military do.

Exd, J, Wrigkh
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Torr WinLiay, the /7 December 186G9.

Sin, '

, CoxsIDERABLE inconvenience and delay have been experienced
“in the Foreign Department on account of incorrect references to previous
papers, omissions of references, and other departures from former practice
in communications addressed to the Government of India, in this Department.
Accordingly, His Excellency the Viceroy and Governor General in Council
directs that, for the tuturé, the followihy liules should tie’ varclully vuserved
in all correspondence with this Department :—

- T.—Any reference to a letter of this Department, or to previous cor-
respondence, whether in the opening paragraph or in the body of a letter,
or its enclosures, should be specific and precise, and comprise not only the

, _ No., date, and year, but the branch® in
T oo saboeaons Jo letters fsened from 145 which the paper in question is issued :
- thus—No. 1, dated 1lst January 1869,

Political or General, as the case may be.

To facilitate the operation of the above rule as regards references, the
initial letter of every branch will in future be attached to the number of a
letter issued from this Office : e. ¢., the letters in the Political branch will be

nunibered 1 P, in the ‘Gen‘el_'al branch 1 C., and so on.

ks

I1.—Such vague ‘zi'nl(‘lmg'éﬁéi"zd'if"éfefenéémds “in continuation of previous
correspondence,” or  as previously reported,” should be avoided, and a careful
reference be inserted to the last letter upon the subject, as well as to any
previous letters to which it is desirable that the attention of the Government
should be specially drawn. -



(2)

IIL.—The Department of the Government of Tndia in which a letter
or a Resolution is issued should also be stated—that is, whether the Foreign,
or the Financial, or the Home Department, &e.

IV.—Any allusion to a circumstance, or an event, of which the
Government is supposed to be cognizant, should he accompanied by a refer-
ence, on the margin, to the paper in which it was reported, or, where this

precision is not possible, the best clue that can be given should be '1ﬁ'01ded.
to permib of the matter being traced mbhout ' e

V.—A copy of all maps, sketehes, or plans, “referred to in any case,
should he forwarded, where possible, with the papers, or else ‘=hort1y after.

It is specially observable -that when sketches are mentioned in the
enclosures of a letter their submission is not unfrequently omitted.

'VI.—In all cases of territorial distribution, and disputes, or of expeditions,
or where reference is made to localities but little known, or whenever a map
would clucidate a case, it is very desirable that such a map or sketch should
be forwarded, or that an allusion should be made to some well-known map, |
or to those published by the Surveyor General of India. In the event of -
sudden disturbances, when such a map or reference is not immediately avail-
able, it should follow the first Report as speedily as possible.

VIL.—One subject only should he taken up in a letter—where two oi:

three subjects are connected, they should be dealt with in separate oommum— o
" cations, wluch should be sev elally referred fo

VIII—TFrom the 1st J anuary, 1870, all letters to this Ofﬁcé with their
enclosures, should be folded in half, lengthways, and not four-fold, as at pre-

sent, the usual dockets being given on the face of the lefb half of the paper,
at full length.

I have the honor to be, -
S1r, .

Your most obedient servant,
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