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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

OrbEr—No 764, Public, dated 23rd July 1896.

The “ flat-file ”’ system of record-keeping yn'lly be substituted for that at Pre'Bent
in foree in all departments of the Secretariat with effect from the 15th Angust 1896,

2. Heads of departments have already * been requested to submit communications
. to Government ua-creased, and steps will
* 3.0., No. 756, Public, dated 21st July 1896. be taken in the various Secretariat de-

. partments to procure from the Govern-
ment Press a supply of docket forms similar to the attached samples. ’

3. The Public Department will arrange for the supply of the following circulation
boxes to take the place of the smaller-sized box at present in use :—

Ordinary . ‘e .e . . .. 35

Chief Secretariat, . { Confidential . . .o . .. .. e 22
o Local and Municipal Department . .. 15

Revenue Secretariat .o se L ke .e .o . .. 22

Tublic Works Secretariat .. ae, W .e e en .. 19

Totat .. 113

SR Y

1. Paste-boards of the prescribed patterns should be obtained from the Superin-

. tendent, Government Press, and record boards from the Superiptendent, General -
" Records. . :

5. The records of 1895 and those of 1896 prior to the 15th Augunst will be
converted from the ¢ folded ” into the “flat ’ system, and for this purpose temporary
establichments Wiil he entertained. Departments of the Secretariat will inform the
Financial Department of their requirements in this respoct.

(True Extract.)
Chsef S’ecretar',

; To $ho Financial Department.
' »: Local and Municipal Department. :

» Marine Department, ' : &

-,y Pension De ent. '

,, Public Works Department (General Braneh).

» ”» " (Railway Branch).

» ” » (Irrigation Branch).

, Bevenue Degxrtment.

Aceonntant-General (through Financial Department}.
Superintendent, Government Press. .

General Records,

”» » ° .

”

Exd. A. Raitt.
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_From ﬁ\ %. %
L. M. Thorntor, Esq., VMQNT'OF"“&‘ %

0ffs;. Secy. to the Govt. of Indis. 1

To '5
Tne Chiel Secretary to the Geverrrert of Madrss, i

the //) ' Sertemter

A

Simla,

b
&
e)
J

ar

I am directed te acknowledge tim receipt et

395, dsted tne 20th M

letter Ne. sy 1-st,

78 1ng

of any office rules existing ir ret=rd te the recerd

peference syvstems ir force in the Govermert of yvrdis

Secret:rists, tegetner witan infermetion zs to the procedure

dorted in ’efllnr with p=zpers [rom tne time of thelr re-

i

@ei{t to tne‘timP fhPY gre 1inzlly passed inteo

4+

the recorad

‘elso for particulare in reg-rd to the form and rsnrer in

'which paperb are cirnulated to Fon'hle Mermbers of Cnurnil

'2. . *In reply T ar te enclose copy of an fice note

with sppendices snhowing the different stages throuszh whieh .

papers rrss.. in .., this oifice from the time ef their

receipt up te the time thst they are recorded

ard placed

on the receord shelves. When 2 case is erdered te be circu-;

lated te Hen'hle Memvers of Ceuncil tiie whole file 4g sent

round with comnlete” reieren ‘es end netes.

3. If the Goverrment ef Madras desire furtier in-

s -

iormetisn than wiist is contained in tne nete I am to say

that if a competent clerk from the Secretarist is sent te g

Galcutts, he will bLe given every fatility for looking 1nte%

«nd acqueinting nimself with the system in force in this
effice. . f
4. An sltern-tive weans of assisting f
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