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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

Oxper—No. 992, dated 11th September 1896.

The following arrangement of papers should be observed in the flat-file
system :—

First.—The note for orders or the draft order if on a separate sheet. If the
draft order is based on a note for orders the draft will be placed first and the
note second.

Second.—The current or currents chronologically, that is, the one of the
earliest or oldest date on the top. Each current should be preceded by its
enclosures arranged chronologically which should in thejr turn be preceded by the
docket sheet of the current. When there are no enclosures the docket sheet
should be on the top of the current, In the event of a note for orders which has
been circulated resulting in a reference, the note and draft reference will follow the

the file when sent in circulation. When the Secretary orders a reference to Issue
On a mnote for orders before the file is circulated, the place of the reference is
between the current on which it 1ssued and that which is a reply to it. The place
for the note for orders will depend on the circumstances of the case. When,
however, the note for orders or the reference is written on the docket sheet of a
current it will not affect the rule that the docket sheet should always precede its
current,

Third —The put-up papers. The arrangement of these will be the reverse
of that of the currents. That of the latest or newest date will mnvariably be placed
at the top, and that of the earliest or oldest date at the hottom. All papers will
be face upwards. .

2. If the draft order is of a routine nature it will be entered on the docket
of the current of the earliest date, so that it will be at the top of the file and can
be read without the file being disturbed,

3.  When originals of G. 0.’s, whether printed or manuscript, which have not
been converted to flat-files have to be put up with a file for reference, they should
be opened out, the brown paper docket sheet reversed and placed on the top, and
the whole tagged or stitched together through the left hand top corner. The
punch should be used whether the papers are tagged or stitched.

N.B.—Even in these cases the sheet on which the abstract of the current or
currents contained in an old G. O. is written should be turned and placed in front
of the current, unless any portion of the current or the draft disposal is written
on it. In other respects the arrangement will be as at present. This rule will
govern the arrangement of flat-file G. Q.3 before they are placed in the records.

4. When a spare copy of a G.O. printed according to the old system is put
up, the last sheet, on which the abstract is printed, should be removed, turned
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and placed on the to
top corner.

other side of
should be pla,
should not be

p of the G.0. and tagged, or stitched through the left hand
If, however, the sheet on which the abstract is has printed on the
it a portion of the order it should not be removed but the G.0.
ced in the file with the abstract uppermost.  Spare copics of ordars

tagged or stitched together, each should be put up separately.

5. Books should be placed on the top of the note for orders or the draft

order, either inside or outside the flaps, so that they can be easily removed from
the file. If a printed report, or other book

of foolscap size, is put up it shoul” Ye
placed at the bottom of the file instead of a board.

(True Extract.)

J. F. PRICE,
Chief Secretary.
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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.
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The following arrangement of papers should be observed in the flat file
svstem :—

First.—The note for orders or the draft order if on a separate sheet. If the
draft order is based on a note for orders the draft will be placed first and the
note second.

Second.—'T'he current or curreunts chronologically, that is, the one of the
earliest or oldest date on the top. Kach current should be preccded by its
enclosures arranged chronologically which should in their turn be jirecoded by the
docket sheet of the current. When there are no enclosures the decket sheet
shouid be on the top of the current. In the event of a note for orders which has
been circulated resulting in a reference, the note and draft reference will follow 1he
current to which they relate and preccde the current which is a reply to the refer-
ence. The subsequent note for orders or draft will take its place at the head of
the file when sent in circulation. When the Secretary orders a reference to issue
on a note for orders before the file is circulated, the place of the refercnce is
between the current on which it issued and thav which is a reply to it.  The place
for the note for orders will depend on the circumstances of the case. When,
however, the note for orders or the reference is written on the docket sheet of a
current it will not affect the rule that the docket sheet should always precede its
current.

Third.—The put-up papers. The arrangement of these will be the reverse
of that of the currents. That of the latest or newest date will invariably be placed

at the top, and that of the earliest or cldest date at the bottom. Mﬁﬂft om0 L lia poes

9 If the draft order is of a routine nature it will be entered on the docket
of the current of the earliest date, so that it will be at the top of the file and can
be read without the file being disturbed.

3. When originals of G. 0.’s, whether pl‘il']ted or manuscript, \\'hic‘h have not
Leen converted to flat-files have to be pat up with a file for refereuce, they should
be opened out, the brown paper docket sheet reversed and placed on the top, ':1‘11(1
the whole tagged or stitched together through the left l‘mnd top corner. 'I'he
punch should be used whether the papers are tagged or stitched.

N.B.—Even in these cases the sheet on which the abstract of the current or
currents contained in an old G. O. is written should be turned and placed in front
of the current, unless any portion of the current{is written on it. [n other
he arrangement will be a3 at preseut” This rule wiil govern the

cts t .
respe nt of flat-file G. O.s before they are placed in the records.

arrangeine
4. When a spare copy of a G.O. printed according to the old system is pur

up, the last sheet, on which the abstract 15 printed, should be removed, turned
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and placed ou the top of the GO, aud tageed or stitched through the left hand
top corner. [T, however. the sheet om which the abstract 1s has l»rinted on the
other side of it a portion of the order it shonld not be remuoved  buat the GO,
should be placed in the file with the abstract uppermost. Spare copics of orders
should not be taqqed or stitched toyether, each should be put up separut/elm\'.

5. Books should be placed on the top of the note for orders or the draft
ovder, either inside or outside the Haps, so that they can he easily removed fromy

the file. If a printed report, or other book of foolseap size, 13 put up it should e
placed at the bottom of the file instead of a board.

(True Extrvact.)

53 tka(?ﬁlxn

Chief Secretary.

To the Departments of Secretariat.
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