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GOVERNMENT OF MADRAS.

PUBLIC DEPARTMENT.

Reap—the following paper :—

From A. H. L. FRASER, Es Jfficiati
3 y I8q., c.s.1., Officiating Seerctary
(:If] I;)dltfl,MHome Depart?:{ent (Publice), to the %hiefNScle?ct;?* 'tlle GOVQ‘I‘HmOHt
ent of Madras, dated Simla, 17th July 1399 No. 1563~ = ¢ Goveru-
1 am directed by the Government of i on .
i Indis
on the subject of Nofing in the Dep(;rtnrll(ihl y

l t ]](}t ons Whl ]I have be n dla.WIl llp 1n OOIlsequellCe b‘y the Sei l‘el‘ll’ie‘ tO 4tlde.
nsty M d S i

Government of India, and whi il i
, 1ch will ; snf ;
Govermmont at Caloutts and goon ® in future be cnforced in all the Departmients of

2. T am to submit these p:
se papers for the considerati :
and to express a hope that 1lis Excellency in (1‘0?1133?1;121: o Governor in Counel

ce sti i . . find in t} Torees
L(()lcl:l;l‘e(;:)l\igisg?ns W}(limh} nay be of use in the conduet of ofﬁciatl lglfsm 10%(‘1 pro
Secretariats for ;ﬁb Sa111{ \\fnc‘h_ may tend to bring about the same results ixllméils) IE the
| he sake o wiich they are about to be introduced into th ¢ Local
of the Supreme Government. nto the Departments

3. It will be obvious that these refor , .

cu(;ta_i]i.ng the volume of official writing, 1(1)0211};;:3(10;&511tIi)tI;?rdil;Cihzhsog:is}rid effect of
A mlnlsqatlon n geugml, if they are made of wider applibcatiou th;ﬁ . ;uihOf Indian
ments of"the _Suprgbr{le ‘Government alone. They should as far as is }'nbl e Depar@-
com_patlble with differing local conditions, be made of universal aPI;IiIéZi;:)n (:i'l or as is
%)nedls.'t N(’tr s aiftfel' thf‘: whole or any portion of these rules have been accept )l"éiughout

partments of a Local Government, will the desired results. in econo If Priiee the
labour, be secured, unless a resolute and unremitting attention be aidni)y, 01 time and
officers of such Government, to their consistent observance in tF d"} the ~iporior
office work. In view of these considerations, the G- o duily Toutine of

overnment 1a Wi
to hear to what extent the Government of Madras proposes, gftgrf' I&iilae\;;}l .be tglad
amination,

to incorporate the reforms already accept . .
procedure. y accepted by the Government of India in thejy future

0 . ,
- Ofsetr;ld you a copy of a memorandum
s e Government which has been

ENCLOSURE.

M ny v
emorandum on the System of Noting in the Departments of the Goper £
v . . . . i} n)nen ’ In .
taries:;[ 0(%0811)1‘5 1n.tthls tN ote to invite the' attention of my Colleagy / ndia.
tarics of thcp?“l )x}mn 8 to the manner 1n which busine eoides tand' of the Secre.
Chu;“;('tcristicSJ( er!‘;?rr;ent of India, to the cxcessive noting and vu fod In the various
actel _of that system, to the delays involved ?1 tonring which are the
xnilplga;c}lon, with its complicated chain of reference and anl t1 Ut_el‘-departmental com
which the recor seedl i i uo .
features ?)fnt(f(l)ldl(:lfd(imr PY'OC({.edmgS 15 printed and kept, and taotlsl?, Eg he method in
. > an practice are demong ¢ cfivet whi
: ) R ic
busiuess and the efficiency of Government trably exerdsing upon the desf:t tlhesi
s a) ! ) espatch o
It 18 in no academic spiri ini

t s J spirit that I initiate this 43
and practical objeet of s wiing ¢ e this disc
“ d“[ ¢ - jeet of suggesting alterations and lmpr

1;] 14l syslun_ 1};101'}? wto barmony with the results }E 0\1’ement which shall bring t}
where, and with the exicencie S of administratiy o g e
when R tc},lzncé;?q(t)ifngzxte;nment in India itseléa“}\?o(t‘xpm%”"e else-
intuenco, affeot to dony the exaggerati 3 ; Em, who have been brey ht“ en the most
ofaced. ¥ which some of itg best fg.t ub under it
eatures have beep

88 1S

ussi i
8100, but with the definite

.
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Tt is, however, SO powerful, and has established so masterful a hold over the
faculties of its victims tbat all previous attempts at reform bave failed or have been
abandoned : while the whole of the Civil Service of India, trained up 1n a method to
which they know of 1o alternative, apd.whieh is repeated, with very slight modifi-
cations, in every Presidential or Provincial Government throughout the country, 18
thus engaged in stereotyping the worst @nomahes of an anomalous system. It 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 }ndependent 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 presumab]y not been founded on caprice, hut ha§ grown up,
however unscientifically, in response to definite requirements, and for which it 1s 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 antil I have seen the machine at work for five
months. 1 dare not wait any longer; lest like previous would-be reformers, my
senses beeome dulled by the routine of every-day contact, and I end by being merely
an additional cog in the machine tself.

1 have alluded to previous but abortive 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 1394, and after being referred by t_hc Viceroy (Lord.ngm) to the Depart-
ments, meandered peacefully through them in the normal fashion for ‘several month_s,
eventually emerging in September 1895. A Committee of Sccretaries then met 1n
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 carcfully studied the whole of these procecdings ; and without any dis-
respect to the labours of the Committee, or to the opinions placed on record iu 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 recommniend-
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
précis, and as to the climination 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-op:n a case which I should anyhow
have taken up on its own merits.

The procedure which T now have in view, and in which T 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 Secrctary of each Department either independently, or
it they prefer to do so in cotlaboration, should favour me with their views upon the
question at 1ssue, 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
soheme of proposed regulations applicable to all the Departments to my Colleagues, or,
if it scems preferable, will convene a meetiug 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 T am conscious of one great
and ineradicable difference between the Indian system, and the practice of those
English or foreign departments with the working of which two of my Colleagues as
well as myself are familiar. In Great Dritain the offices of Government are manned
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from to
p to bottom by clerk :
. tlerks or Secretarie 1
often a special Vs retaries, all of whom have passe
§ compet it : . : ave passed a s
department petitive examination, whose life-service "lII)‘ @ severe and
I , and who acquire carly and . e will be devoted to the
traditious and a great deal of tht y and carry with them through their eareers th
is widely differcnt.  The 10 e u(]llwmtten knowledge of the Of%r'e H 1;}15 e
. . ower grades of the d - e cre the case
officials of a clas . s 0 e departments are fill -1
ss and attainments e filled with non-eazetted
. o . ) ette
ranks in the En("l. not C()mpdlubl(! \Vlth th ,\ = .
1sh offices. Th : ose of the corre
L . g esc clerks Indi . orresponding
ministerial work of th <s 1n India earrv on w :

L e departinent, b i : Y on with great fidelity th
of its larger res . , but without sharing, ¢ er 5 y the
. ' respounsibilitics.  'The res ; 8. or ever hoping to share,
few in number, ’ 1€ responsible officers | : 8 10 Share, any

ser, and—what is £ . s at the upper
has a double ’comqu‘[};zt 18 j;‘” 1aore serious—are constantly Io{iau:ind o t{}g_scale o
= ‘nee.  In the first pl : ! s SHALnZIng. 18 syste
officers a labour . rst place, it throw = fils system
of which the ’ rows upon the adininj ;
the same ext ] they cannot expect to be relie he acdininistrative
wme extent as in Fnglish d reiieved by the .
epartments.  Se ¢d Dy their subordinates t
of the gazetted i ! RS, econd] 1 0
rctted establishment, ty . ¥, owing to the luctuati
. 8 1ere 1S much gre > uctuating natur
what mav be stvl : > uch greater mneed 3 (¢]
\ styled the inner h need for a )
' 3 istory of ¢ : permanent record of
a record is to a lare Y of cases than there isin I
i e cxtent pres 1 . > 1s - Lngland.  Ther
Here it requi 7 preserved in the inherited y tere such
quires to be pe allv - . erited memory o .
There is als P rpet_u ully put into print for the use of n()v-‘f the department.
is also another difference inse vices at a later stage.

ment (though as I think parable from our Indj
. { absurdly exacger: : naia
miud. I allude to the necessity gor i Aoted In

the case of an administration w

n system of go
‘et . : govern-
P ,
me“-dﬂpartm(sn;:](}?:f?) which must be borge in
. hich undertak i erence, so much greater in
ated with Government, r.g., the buildin /1;3](]1\08 many functions not ordinaril ‘a,il(;(li
casec of a (3 n : ’ 8 manage 3T e o CHY assoc~
fa Governmont o gewment of railways, than it is in the

(IIII.\‘e(l l]]\(’ thd‘ IJ hl na. [ 1¢8e 1 ‘l( rences a l 2 t A
rererences ¢ . < ;1N ngia d SLe n ounter
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are at present pursued wi
_ sued with needless prolixi
P : A edless prolixity and delay :
Im(.]lllm«vpiarabl.e from the Indian system, f(?,r which dqges'all(l)\\rxe vertheless they are
will notice ouly on > differ ieh 1 e st bem
to the circumloeution ofet'}?(;)rt“({lig:illguze’ twhleh s Mo ihout its effoot in ad;ii(;
0 the enoun wtion of Xisting system ; 2., the somewhat i .
wh(:reprégels;g()n;)lblm-y i the Government of India ’betwoen the“ {]I‘ZE Lndeﬁnlte e
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S o pment speak - . , and that the voice of the Sceretury of &
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ey are the responsible heads. Thig means in ;?nea amance from the
d cases oui of tep
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Note from th ,

of timo beingecﬁg(s);iiay v?}llfii :1tﬁqb8?qu9nt Note from the Member, g i

and while the two Nof ule the file is _bemg conveyed from th’ certain amount

State is daily in his ofﬁe:s t;l}_‘: Sbtelng‘ written. In England Wheereonde tSo the other,

\raati ‘ e 4ge 18 constantly dis ) a Seere
conversation between the two Part%es. constuntly dispensed with by a fewlﬁfilgitgﬁ
n, to sce a furth

er

etwe I should like. as j
development of this most sensible practice in 111((11'31 Hes 88 s know
There is one alleged difference hotw

:)1111)10}; n(i)'se ilitpz}ssinga in order to dispute the value of th
. 18 sal tv}( L\‘")r-. d ¢
Assistant Soorotarion in }“;’f(liz(,(/}(.tfxllesz D.vputy Seeretaries, Under S :

80 dving can they vindieate t] ij?st Wwrite in order to prove their er Scerctaries, and
the last resort to the Vil(lzm«ovl.ul {t\b]mlo? to the Secretél‘}v bf trhl?elt)ﬂe : that only 1y
the faculties themselves w‘ouul 1’ 'flna Fhat if they did not thus L partment and in
for the higher positions whi i Sormaim untrained, and their A 'GM e Lhoir facultic
plausibility in this plea ]]le they may hope at a later sta O\\‘ f[lers. o ot qualif\;
Bivstly, oflicial notits .d ut 1 decline to accept it stage to fill.  There ig some
docide, not s 4 deill L)rr(? esigned ag g help to the authou_ more grounds than pe
ground for raw recruitg Gy fiually called y .

- Secondly, the pr ' pon to

v, the promotion of the lattep

ndian system, unknow
' : n at home
7., the practice by which Memb,e?sn ((i)%

ecn Indian and English standards which I

lt '. x t 3
pretensions which aye based

Pis

I N

in due ratio to their abilities and deserts, will not, in any properly organised system,
depend upon the facility or even the acumen w
upon the opinion formed and recorded of them by the '
of the Department. Thirdly, the Sceretury will, under the system which I shall
presently explain and recommend, give as full an opening as 13 required .b.y the
circumstances of the case to the young lions of his department. Fourthiy, writing 18
not the main or final test by which we promote our young men in ngland ; nor is
there any reuson 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,
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ith which they may have written, but
ir official superior, the Secretary

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 toan examination of the Indian
system as it has so fur come under my notice.

1.—Method of keeping and circulaling 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 {our, and docket-

od on the outside back. During this period there secms to have been

very little noting. What there was appears to have been appended in
separate covers or little books.

I mav 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, 1s upon arvival folded into four, docketed, mnoted
upon on the back of the sheet by a clork or Under Seervetury (unless a
note of unusual length requires fo be w ritton—in which case minute paper
of corresponding shape and size is emploved, and the Note 1s appended),
and is then submitted to the Secretary of Stute, who initials the Note if
he approves, or writes his own instructions if he does not.

Fach paper or despateh therefore carrics upon its own back the orders passed
upon it. The despateh itself is subsequently puinted 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 refercnce to them be necessary, toillustrate or to explain
the history of a casc, the particular folded despatches are picked out from
the file, placed together in an clastic band, and submitted for perusal.
Whereas in India we preserve the humblest effort of a clerk : the order
of a Seccretary of State and even of a Prime Minister in England are not
recorded in print.

1 do not propose to advocate the re-introduction of this system of folding in
Tndia, 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 fraved 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 scen.

(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 heing folded longitudinally
down the centre) was the practice. During this period the Notes
(called, at least in the Foreign Depurtment, 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

2
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that corruption on a large scule L
in which the system differed m
greatly to the discredit of the |

as set in), there were four P?“'tiwl‘fuis
aterially from that which now prevails,
atter.  (A) No one noted, or at least the
Note of no one was finally printed, CXtept a Secretary of Department,
a Member of Counecil, or the Viceroy, The new eriterion of Govern-
ment, aceording to which men can only qualify for promotion by writ-
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briefest and most business-like dimensionsg, (') What arc now treated
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. the K-W., with the Office Notes, (D) Otfice numbers, figures,
hleroglyphles, précis "In

‘ _ _ » paraphrases, docke’rs, were unknown. In one
section of the print w

ere the Procee

dings duly numtered. Iunthe other
or K-W. were the printed Notes wit], corresponding numbers.,  The
Notes had no conneeting link with t} -

1e Procee

PG . ! dings, bevond the numbers.
This was slight, but sufficient, T

(4) From 1882 onwards the

Flat File sy v whie
Papers wore Taid oo, e system wag adopted, under which the

lded, upon each other, both ge metor: i ed
in M . ac 1 as originully recelved
I MS. and ag ultunately bound up in ) riginully

L oo , print. This was a salutary
:\}lll?ftge(i’vdnél ;)}Ille which 1s not now likely to be departed from.  Unfor-
thaé fagglamalag se;i?et tlllme or Soon after, weore SOWn the first sceds of
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The Flat Tile >m i i
e (Jif}llll(f) lslystun' 18 that adopted in the India Office apg Colonial Office
( .t believe in the majority of the Qffj,
1s this difference, The Noteg /
Ofﬁces written in the first pl
;);éll;feﬁl;(;:]ngl ishsets eorresponding in gjy o the paper received. and
or instructiong L aotil) ﬁ;eh %apﬁl‘ E{hemf})re e 1 o Notes
Offi . O s back, as iy the case of the Forcign
ce papers,e;nilstiitgaehed toit. Thig | believe tq be the best S\‘Stecm
main drawback tq it?pe(;ldel'lt and sel-f-sufﬁcing. I understand that the
S adoption here g that nd howe from time to

the Indis Office, and that thero is

y both in }:IS. and in prit, separate
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sltnlgn(()lfi the depal‘tmental history of any case
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iglélxloll)léioof Couneil, prqdigious thlh(;ilgvl:vcol:ﬂs(i(a;;i;gn(;;e 1\(‘)-01‘1{ e com-
mencemelt -OE t-lm]fjmgfﬁl ti %;}sbtandstill in 24 hours. When I gas:
FOl‘elf.{‘I{ ()ﬁ]%' 'H:LI e, 1 frequently had in the course of a single day
& o from 3 lut,l()l) despatehes or papers relating to different
- }’t‘ild o e ‘ltl(il(‘ 1’61111(1“(0 me in boxes, with the few previous
I T}'l-eS(f g((n the understanding of each, attached to them b)
papers, 1‘0(1“““(11'1(1 each paper carried upon its back, like a snail, 1Eb
e ba‘llfis- hi t((n'v and tenement, a regiment of porters would have
B O o arey to and fro, between the Foreign Office and the
T reqllll“t‘d 'to Cq( the preposterous burden. Why cannot a snmlag
R, (OH‘JHNH:, tion and in reduction of burden, be exhibited here
g, e aat ass of the file be left in the Department, and
e St the m‘St 'tr{]odl;(? be sent? Of course the Seeretary would
b el resy 1meellS'(amd if he omitted essential papers, the blame
b e l’eSPOUSi in(i’or upon the particular subordinate to whom ,hud
o eleg upguth}) selection. DBut such a responsibility is after all only
e e Y atnkd every departmental system. I remember a case
a feature O-f - -as circulated to Members of Couneil, prior to its
e ationed ore an Inland Steam Vessels Act. The papers
o megtlo%eld ligsll'li" ;ﬂfoot Ligh, with which chuprassis struggled
-onstituted a file 3
;glout Calcutta for a week.

11.— Noting on cases in the Departments.

resent svstem. I have
H T come to the main abuse and scandal of. the p1e>enl’1tdéi which cvory
lread o inted the contrast between the practice now 1'11_\'_%1’}19) ute< oF TecomILends
body f‘ . clerk to a Member of Council paraphrases, initials, no h{‘hat revalled il;
; a - . - 3 ; CValle
};Sgyiq Ii?'illlldod down to posterity in print—and ‘El}e Senflblet S_\,EEEE b thpe Following
the days Mayo and Lord Northbrook. The present sy > the Tollowiug
the days of Lord Mayo ; ‘ho have no busincss to write, Secondly,
obvious drawbacks. Firstly, people write who a“? u a department (and d fortiori
is delayed for days and sometimes for weeks In a depx : throuch this
a rase 1s deloye . 1 reference), while it is passing through tk
still longer in eases of inter-departmenta fleraatd the wilderness of diverse opin-
dismal 0:‘d<’al of irresponsible loquacity. 1h1r(11_\,';111‘n101t to view, until no vne is able
Lo . vorti int are eventually los ke
s original proportions and poin ) A vself had to Dic
tznjixft;ﬁ;{’is thg is}cue, or at what stage 11:1 h%;)s a_uéved. 193 ltl}?; i u];;él; s Emss
o i av iterally buried unc : '
olved cases, which have been li . ; o . departmental
out ur}s-()l\bdnc(zll Lw,ould unless disturbed, have luin mummified mff(}nl;rth(lzv AT
?(fm‘lv)l 1;1111151, (ame day acéidcntalh’ uncarthed }l}' ta o g;'}(:i]e:xif\l;jlﬁlitiwl\‘ of (;lérks, pre-
! . s et Fvl epartmental stages, a N o it at
e squisitions, trivial depar . scords to a point a
oplmolnm ‘t]}l;(lv are in ’pn’nt, swell the volume .of our gfhﬁ{ml nr(;(ienoth' an(Ii) must,
Selr‘?e}( SS Noie(s far exeeed the Official Proceedings in \lll . im to contain them, I
i 111:;31 lollfg run, require a library like that of the British Muse
1n the )
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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 in one of the Departmeli‘tsxof the
Government of India in my predecessor’s time. It covered 31 pages of print.  After
beiug somewhat gingerly touched by a few elerks, it was taken iu hand by an Tnder
Secretary who paraphrased it (with glosses and readings of his own) in 12 pages of
print, und then added a Note rceording his own opinions in 1 addithm-ﬁ PLro(rw f
print. This brave example was eagerly followed by Lis eollvufuer" in « ) Pdftib' ;
scale ; and by the time the Viceroy and Members of (‘ounei] k:l ot ‘;n o 1r}xlg
recorded Notes amounted to 28 pages of small print, as cown: l{ ]vl'“te( up(‘)ti N s
of large print from the Secrctary of Stute \\'1110}’1 ila(i I’m'“- Vi bs st
effusion. I need hardly add inal decision was 4 provoked this lamentable
y that no final decision wus arrived at: and that the ¢
was one of many left over to me for settiement, I ( 1:1’ o 1 tn the e
cttlod it with less than balf o Qon e . . am giad to think that we
discussion in Council. pages of print, followed by an hour’s

I now turn to the remedies.
Government, upon the practic

They are based upon the old practice of the Indian
imagine to be the practice of e

‘i ?‘fz ihe ,Il,(ill(l(f:n Departments, and upon what T should
> ) ‘,‘v SCusible "()VCI'llIll(’llt iu ﬂ N ll Th"‘ . t )
ests > prinel e world. 1s practice
r upon the simple prineiple that the Head of the Department (herel ctvled

Sceretary, in England P S Micia

N ‘ngland Permanent Under Sec Vi Y i h
. . ¢ . . : cretarv) is : T responsihie ’
presentation to his Chief (in India a Me Comeil g i e

o N s ~ ) mbel‘ Of C()unoil c : O L U earat
in England a Secretary of State op other Minic 1l and ultimatc l}'thc Viceroy,
of the case upon which the ] other Mimster, and ultimately the Prime Minister)
case, he may employ at h'le atter s required to deeide.  In the prepaiation of the
dinates, be they clerks or]%r(::{‘;l gm(’r%’[t“‘}l the mdustry or abilities of his own subor-
’ + LUE ter Secretaries : av even de ‘e e
to one or other of thom, signifvine 1 .‘alles, he may even delegate Lis rexponsibility
But this discret; v P HLYING s own assent by appending his initials,
iser - . C
number of s&hor(lir?a]tzlql mlUSt }}Me ObY“MS limitations. There must be a limit to the
by their grade i tho ‘Of‘ﬁ’oli(;l&lqe }l)orlllltttfd to note, the seleetion being determined not
question under notice S:( ‘(if_(" but by their aptitude to deal with the particular
0. secondly, the reference to the wltimate authority must not

consist of a jumble of heterooer

'terogeneous and 1 : .. A X .

: . &) 8 discordant T Thic g calle
upon to pick one for himself rdant opinicns, out of which he is called

The manner i i i inei
our Indiun practice is as follpys - er in which I would apply this principle to

¢
<

W Wﬁ}gfﬁﬁ;?&:ﬁifg ?Ott?i}ng was discussed in 1895, a great deal turned
officers should si o the side of the page upon which clerks or gazctted
; sign their initials, and as to whether the higher officials
should sign their initials or their names. The principle that I wounld
desire now to establish is this; that from the Office there should come
up to the administrative ranks but one Note. TLet the Superintendent
sele(:t. which clerk he pleases to write it. If he approves of the mnote,
let .hlm pass it on with his initials. 1f he disapproves, let him have it
revised or modified, or let him substitute 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 (including the Seeretary) should note upon it
before passing it on to the Hon’ble Member. The Secretary will doubtless
select whichever of his subordinates he pleases to write the preliminary
Note, or the selection will be made automatically by the sub-division of
lubour in the Department. I have said ¢as a general rule,” and 1 think
that it should be of almost universal acceptance, but I would not exclude
the possibility in exceptional cases of three Notes, though 1 hope that
such a contingency may very rarely occur. o
(ii) Précis and paraphrases should only be adopted on a very limited scale. It
the letter or despatch under examination 18 one of a character and 1m-
portance that are certain to require 1ts perusal by the higher officials and
ultimately by the Vieeroy,} it wil_lE mtnnlllc czl;e}fseou;;ucl)f tetni bedpnneces-
sarv to wvréeis or paraphrase 1t at all blect-heading wij
ind)icate tllle general fhargcter of its contents. Only in the event %f thé
document being one of great length or complexity, may a préels of jtg
proposals or coutents, for sake of convenience, be required. Oceasiong
will also occur from time to time when a précis, either of the facts o of
the previous history of a case, may be useful in order to avoid muck

.
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reference to old files, and to create, so to speak, a fresh starting point.
Similarly, with vegard to paraphrases, no higher official requires a
paraphrase, much less a sequence of paraphrases, by subordinates, of a
letter which he is beund to read himseltf. Still less does he want to
know (though he is often now invited to read) what his subordinates
think was, or may have been, in the mind of the original writer. He
requires references to precedeuts, to former papers, and so on, and
suggestions for action. Another vice of the present system 1s the habit
of reproducing verbatim in the Notes entire extracts from the letter or
despatch under discussion. This is entirely unnecessary and should be
discontinued.

(iii) The rule should be of universal acceptance, that when at any stage an
official agrees with the preceding Note or recommendation, he should
append his initials (and date) and nothing more.

(iv) Cases are constantly occurring in which, even without superfluity or delay
in noting, a paper will take several days in passing through a department,
simply owing to a want of elasticity iu the interpretation of the existing
system. An official who is seafed in one room, will keep a file lying on
his desk one or two days, and then initial it, and pass it on by a
chuprassi to another official seated next door, who will treat it in similar
fashion. I was asked the other day by a Local Government whether I
would sanction the journey of a Native Prince to Kurope. The appli-
cation reached the Department on May 12th.  The Cuief proposed to
sail on the 20th. The file, after a leisurely and uneventful procession
through the office chumbers, reached me on the night of the 18th, too
late to make permission of value, or refusal possible. If the ofticials of
the departments would only remember that they live in the same build-
ing, and would in cases demanding early decision (and I may add in
many others) substitute a few words of conversation with each other for

the pedestrian procession of the files, they would greatly expedite the
despatch of business.

1IY.—Inler-Departmental refercuce.

(i) The last remark applies with even greater force to the references that,
under our complex system, are incvitable from one departinent to
another. In the event of any ditference of opinion between the two,
each is disposed to act as if it were the inhabitant of a separate planet,
tiring off its missive to another world ; whereas the offices, from which
this giterchange of former compliments proceeds, are usuully within a
few yards of each other, which might be traversed in a few moments by
the rival correspondents, who might in a few minutes settle a matter
that otherwise drags its weary course along for months. 1 will give an
illustration that has oceurred in my time. "There was a question as to
whether a Colonel W. was or was not deserving of promotion, and
whether the unfavourable comments of the Provincial Government upon
his capacities should or should not be communicated to him. It entered
the Departments in December 18397, It came up to me for decision in
February 1899. In the interval the departmental Notes Lad amounted
to 53 pages of print.

The same sort of official pedantry appears to prevent a settlement, by
meeting and conversation, of any question upon which an acute con-
troversy has arisen between two Departments, or between their official
heads. I have more than once, in commenting upon these displays,
employed the simile of Lawn Tennis or Badminton, and I repeat it here.
When once the Departments have, so to speak, got their flannels on and
the game has begun, they appear to lose sight of all other considerations
but that of keeping up the ball or the shuttle cock (and as a rule, the
latter is the fairer parallel) over the mnet, while the faithful official
marker calls out the strokes and records them (in print) for the admir-
ation of later ages. I had a case the other day, in which the Secretary

3
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(1i) The Notes, whe

(i) As each fresh letter,

of State had, in June 1897, invited the Goverpmeqt of Il}dia to express

inion as to a change in the marking ot thel%‘ confide . e
'}‘io(;r?lsﬁat date until May 1849, the rally was heroically sustained, an
might, but for an accicent, have gone on ill the c:rac-k of‘ doom. . (in
we nét in our Departments abandon this s_ystem.f In ’I‘,nghmd if t; ct
Foreign Office disagrecs with tle (.7(\1{)11131 Ottice, the l’m'manglu)
Under Scerctary of the one puts on his hat and walks acTONS t}]u
quadrangle to discuss the matter with the corresponding Uﬁi‘cml of t e
other. 1If they fail to come to terms, the two Sceretaries of State meet
and talk it over. They do not pursue

for months an exchange of
vocal amenities from the rival house-tops.

ntial maps.

(i1) The rules that I have already suggested for

the conduet of any one Depart-
ment, in respect of noting, will of course equally apply, but with
increased economy of time and Space, in cases where more than one
Department is involved. [ had a case before me concerning the supply
of winter great coats to the Khyber Rifles. After the usual depart-
mental formulas had been gone through, T referred it back for some
additional information to the three Departments who were affected.
It was returned to me with fourteen sceparate and distinet opilli“ll-‘!
There 1s a further abuse in the same councetion which is capable of
easy correction. Where 5 case 1s being bandied to and fro between
different departments, after the
and the officials o

officials of the first have had their say,
f the second have commented upon the opinions of the

first, the Papers frequently 20 back to th

same old order ¢

until presently t

| e latter, who then begin in the
ommenting again upou the comments of the second ;
he chain of argument and repetition reminds one of
the nursery rhyme about the house that Jack built.? | suggest that
1 such cases the Secretary of the original Department alone should note
upon the papers after they have been returned to his office.

ny: Notes,
(1) The papers of the Gov

ernment of Tndja

) L (I believe in every Department)
o 0 sections ; the Official Proeeedings, and the Otlice Notes.
These are, under our s

¢ : C y kept distinet from each other, both in
MS. and in print. . not propose to interferc with this distine-
tion. Spme offices print the Notes first and the Proceedines afterwards,
others eiee pergq, I think that 1 m shuul:f be adopted ;
and, unless

ropos thata;[llxy g’\?()g o the® contrary, I would
" Se y 3 - v . )
PYoE ¢ Note » Slnce they are, in the

majority of cases, than g sequel of, the official

consist of tw

3

a prelude to, r
in the othep se
0 printed, are g many
vated as K-W. g i
has 8rown up par; Passu with g barbarous system
why in the Government of India we should ca]] 70)' it

other than their ()l*dinury Names, ] would the
to designate K.-w, g

Sinply as Notes,
have further tound the
volumes of P

deeisions recorded ction,
. departments o
and are desxg P "a

lled Keepwiths,
part of the hayl

arous jargon that
I see mo reason
dinary things by any
refore propose in future
L the Koreigy Department I
Index op T bl 2

AT able of Contengy of the separate
O PUIS O papers, when Loygg up, variously (e

bub_)uct? “L.lst of l’apers,” a A

reason for ealhng it b

ou signated as ¢ Brief
n reeis-Docket.”  As T gee no
: 4 Y any other thap it
this Index-page in £y

S Proper name, T have ordered
ture to be headed ¢+ “able of Cunt,euts.”
despatch o telegram, comeq i
e he MS. 1. 7 2OMes anto the office. and is
fldd(’d t(,) %h‘“ MS. ﬁl(.’ t ng or docket under which it is’entel‘ed
m the M8, Notes, prior Y Fora:
in red ink., T dare say ;
mend 1t as a usefyl BY

I not, I recom-
case, as well as each sty rious stages of a

otes up.on it.

(iv) I
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- which
: resent system,
larly I abuse of the p tem, which
o e o mfahft?;'nt-md equally culpable 'abilbel) ug}a tho
is 1 f the come of a far , € y culpable ablise,
b el E}Hﬁmofﬁcial correspoudeucci I Stpgakan% tioular ' fme
o emented, most !
e has become supp ) ost 1n many
o D i-ofh communi
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B pisioge which s o of bl teal with this sort of com-
Tk “al isen the question of how to (te yith his sort of eom
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mum?at“-)us j separate branch or sub- 108 of the KAVs for demi-
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nsordialss it bas Dappened to me 10 studying @ e chronological
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volume of o ‘ o, ¢y g
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wards and 10 ( from | .‘ d
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st (ien'u-"zhe f'ic"t that it is wrlttcnfbly an oom,(:i.11 utside the Depart:
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office note distance, 1mstead ot by fl inside the Depart-
e Tt : sequence be similarly ;
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(which ought to be sent round on a slip of paper instead of officially
recorded upon the Notes) and by banalités of many and various types.

The reduction of this abuse was one of the questions that was only perfunc-
torily dealt with by the Committee of Secretaries in 1895, They

recommended a strict enforcement of Rule X1V in the Rules of Business,
which ran as follows : —

¢ References of no permanent importance, such as requests for former

papers, should be made on separate slips, which should not be filed, but
destroyed when done with.”

In the revised Secretariat instructions which were issued in August 1898,
this rule re-appeared as No. 5 (3) in the following form :—

¢ References of no permanent importance such as requests for former papers,
calls for proofs or drafts, orders to print, &ec., shall be written on
scparate slips and destroyed without being filed.”

But it is obvious that this went neither far enough nor in the right direc-
tion. For what is wanted is not merely the destruction of routine slips
such as those alluded to, but orders to prevent the printing of matter,
which must appear upon the files, but which is not worthy of being
printed. All that is wanted is that in every Department, some officer,
responsible to the Secrctary, shall, before the MS. filo goes to the
printer, run a blue or red pencil through the stuff that does not require
reproduction in print. In this way we shall find that the bulk of cur
printed Notes will speedily be diminished by more than one half. T
circulate for inspection an ordinary Foreign Department file, prepared
under the existing system ; and a revised proof of the Notes or K.-W.
of the same as amended under the process that T am about to introduce,
The length is thereby reduced from 11 printed pages to 4,

V.—Other aids to despatch.

I should like to invite the aid of my Collcague

of any suggestions that they may care to make under the above heading
to, or in corroboration of, the remarks which I am about to submit,

appears to me to be wanted in order to prevent the interminable delays that now

occur, and the complete oblivion that is apt to overtake Departnents as to the where

abouts, or fate, or future of cascs in the course of their departmental career. Thege

delays and this carelessness occur — o
(1) in the cases of answers to communications fi

s : rom the Sceretary of St
concerning which I am continually receilving telegrams, eojilched i?lt(ihﬁe

following terms: ¢ When may 1 expect an answer t 7

despatch of such and such a dafe 2 0 mny telegram or
(2) in the case of questions that ar

the departments ;

3) in the case of questions that have been rofor
) but have not returned therefrom. T.et me rgidvetoaz ﬁﬁ(:tl ‘GtQVOPmAnont
latter. 1 was called upon not long ago to give g de(;i ra 10}1 of the
certain eanal rates in one of the Provinees. The quostion 1510111 dﬁe_ctmg
been referred to the Government of India in Ucto‘ber 1?(.,01‘1%111&“3’
then been sent to the Local Gevernment with whom it }'Jlm- -It' had
without reminder, or rebuke, for 3% years,  Aftep retur L remained,
long holiday, it had then wandered like ap uneasy g l-n-rémg from this
Departments of the Government of India for an():c{l@ Pgl ,thmugh.the
length in April 1899 it came up to me to be eXOI‘eiseﬁ al}dezll‘I’S, unti] at

Now in all thesc cases, there ought to be some practical, and not 1 ‘nd:

check. I know that in cach Department some sort of ' d(; Iflemly Ulusory,
or perhaps at other intervals, of the cases in the Departme hea“ﬁ UP quarterly,
been issued upon them, and of the present stage of their wanderi 0; ers that have
this check must at present bfa what T call an llusory check Since iltna:- But clearly
cases like that which T have just mentioned, and whiel ig o’uly ono anf:jgn‘éf prevﬁnt
any thag

s and of the Sceretaries ip respect

, 1 addition
Some check

¢ pursuing their weary pilgrimage through
(o]

nt, of ¢
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have come under my own notice. My impression is that these quarterly statements,
which are drawn up by clerks and are, T believe, divided into classes for submission
to the Seeretary and Deputy, Assistant, and Under Secretary, severally are cither only
glanced at or are completely ignored by them, a convenient initial being substituted
for a bond jide scrutiny. 1 cannot dogmatise upon such a question as this ; but
having indicated what I believe to be the evil, I shall be grateful to the Secretaries
if they will submit to me what their expericuce suggests to them as the remedy.

I have now completed what I have to say upon this branch of the question. At
a later date I shall submit another Memorandum to my Colleagues upon an abuse,
equal in intensity and even more pernicious in its results than over-writin
Seerctariats, upon which T have here been commenting—z/z., over-writing, not of
Notes but of yeports, in every branch of the Local and Imperial Governments.  But
for the moment I confine myself to the Departments of the Supreme Government with
which we are here oﬂicially connected,  This 1= a long Note; but a long Note has

g inside the

been vequired to deal with an abuse of such long standing ; nor if one long Note from
a single Vieeroy has the effect of saving many scores amd hundreds of longe notes from
hardworked subordinate officials in the future, will its length have hoen wasted., The
reforms that I have indicated, I can undertuke to carry out-—in fact most of them are
already in successful operation—in my own, 2.e., the Foreien Department.  While T
could impose them by a ukase, it is obvious that it would be out of my power to
supervise their enactment, still less to ensure their ready arceptance, in the other
Departments of the Covernment of India, without the cordial co-operation both of my
Colleagues and of the present and future Sceretaries of these Offices. T invite this
co-operation, in the interests; not merely of Members of Couneil whose work may be
somewhat lightened by more reasonable and buasiness-like methods ; nor merely of
the Departments themselves, though 1 believe that when a hetter régime has once
been fairly started, it will prove to be of incalenlable veliof to them ;. but for the sake
of the efliciency of British administration in India, m which from the Vieeroy to the
humblest clerk, we are all engaged, and which is being seriously and detrimentally
alfected by a continvance of the existing indefensible svasten.
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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 1n cases which are not recorded
in A. Proceedings, if there are only onc or two papers. Each recorded collection will
thus ordinarily contain in the order named—

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

b Radi |
(b) the Notes on the case, with appendices to the Notes should they be found
necessary in exceptional cases ; and
(¢) the official Proceedings.
The reeord numbers of the official correspondence <hall be entered in the margin
of the Notes opposite the statement of the subject of each paper.

91, Préeis and Notes Liall not be entered in the official Proceedings of the Gov-
ernment of India, save by {hie ~vpress divection of the Governor-General,

25. (1) There shall only be one sct of Notes, thoagh Q('Casionully ;t Wiu not be
convenient to run all the Nofes into one set, and appendices containing Notes or
ipformation on subsidiary points may be necessary. Doemi-official communications,
when 1ot ordered to be brought on the official record, shall, if preserved at all, be
treated as Notes and ineorporated therewith.

(2) When Notes are printed either aftor the disposal or during the carrency
of a case, much matter referring to the routine progress of the case ma = be omitted
as unworthy of print. Al Notes and initials of a routine natare, dates numbers
of unofficial references and the like chall be struck out hefore sending to =3,

(3) Before printing the Notes for permanent record, they shall e carefully
edited by some official appointed by the Seeretary of not lower stancing than the
Superintendent of a Braneh or Seetion, who will see that everything not of _pernmnent
value is omitted.  This official may also, under the ceneral or special orders of the
Sevretary, cut out considerable portions of the Notes, substituting, 1f nccessary, a
short explanation showing the course of the case at that stage.

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

(2) In the printed Notes attached to the collections of Procecdings, the name
of the Governor-General, Member ox Secretariat officer, as the case may be. ghall be
printed in full at the fout of each Note written by him. Tn the case of a Note written
by the Gosvernor-Genceral or by a Member, the letters after the first letter of the
surname shall be cuclosed in brackets, so {lat such Notesshall be readily distinguish-
able from minutes.

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

ment, a sufficient number of copies shall be sent by the Department, by which 1t was
printed, to cach of the other Departments coneerned.

(2) Where a paper, which has been printed, concerns more than one Depart-

28. Every Department shall maintain lists—

(a) of wnanswered 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 lsts shall be submitted periodically for orders, to a gazetted officer, at
convenient dates to be fixed by each Department.

29. Tn the case 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 casc; and the reminder shall be returned with the information required within
a time to be specified thercon.

30, (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 scen by all the Members :

5
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» Minister of Her Majesty or to a
X letter addressed to an Ambassador Ol}MlbI‘l:Z;cilm(;fy Ler M chpartmwt
) p ¥ : / . 1 k) T Y AYER ALY
. . vé’l_; Il?ll Government shall be signed by the
1 . D1 1L
Foreign or Col vern |
i 3 ] ongs.
ol e B s icated 1o Loeal Governments or to t{l(‘;) public, a&l
. cate . 400 .. . o ‘1 ) remove
“here papers are communicat ' ents ox to the ,
30 e PleOl dstence of a difference of opinion in C
- indicating the existence
matter indicating

o its re ion 1s first obtained.
1t of the Governor-General to 1ts retention

5 the conscn

unless the cons

i 'es 1 careful
Secretary in each Department shall be responsible for the
37. (1) The Secretary : each N
Obser\'auc(e Z;hereiu of these Instruction

i ; arture from
W Seeretary considers that there has been t:?.n5 O?Gt%e e from
7 . a 3 3 . ‘ ! ’
2 'hele he ;h'dl personally bring the matter to the notice
structiouns, he shi
these Instructions,
| i C ion ‘ Seeretary ’ shall
Gonen® »s of these Instructions, the expression »v(:\ tary " shall
b e 8 L any of the functions of a Secretary,
e d to include a Joint Secretary, and any o the functions of a Scorotary, other
be deemed to include a oviso to Instruetion 22 and i stru < :
eferred to in the proviso d it : ons 35"and 37
than those referred to ;1 of t%le Governor-General or the Memh{;l 111 Qécfetary
. N YOV . ’ i ! |
e ‘:hb apll)';lcd as the case may be, be discharged by a Deputy
Department concee ,

' (Signed)
Tihe 10tk July 1899.

A. . L. FRASER, ‘
Ofly. Secy. to the Govt. of v India.

from the Government of India (llome Department), dated 14th Septem-
clegram fro
Telegrs 1899, No. 2067.

from the Government of India (Home Department), dated 11th Qctober
legram iro le
tele 1899, No. 2318.

OrpER—No. 1200, Public, dated 23rd October 1899.
rDER—No. 12

ia wi » of the letter to that
dia will be addressed and a copy o - _ :
The Gf ve'lirl"}?ee zglx?rfllgl?icatecl to all departments of the Secretariat for information.
Governmnent w1

(True Extract.)

G. STOKES,
Chief Secretary.

To all departments of the Secretariat (with copy of letter).
ca rartm

Copies of
legislative
despatches to
he sent to
Legixlative
Depurtment.
Letters to
Ambassadors,
ete., to be
signed by
Secretary.
Differinces of
opinion in
Counetl not to
Ve disclosed
without con-
s-nt of Gov-
ernor-General
Seeretary
respousibla
for olserve
an- ¢ of

these Iostrue.
tione.

Joint and
Deputy
Sccretaries,
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Lerrer—No. 1201, Publie, dated Fort St. George, 23rd October 1399, to the
Secretary to the Government of India, Home Department.

Tam directed to reply to your letter No. 1563, dated the 17th July last. in which
you request to be informed as to how far this Government proposes to ihc-orporate
in its future procedure the reforms already accepted by the Government of India in
regard to the conduct of official business in its Secretariats.

2. The Memorandum by His Excellency the Vicero
tions which accompanied yvour letter under reply have bren cavefully examined in all
departments of the Madras Secretariat, in view to ascertain whethor
the lines indicated can be introduced in the conduet of busine
The appendix to this letter contains in a convenient tabular form a brief account of the
procedure in Madras on such points as have been alluded to in the Memorandnm and
in the Instructions. It is clear from this that the systems followed in the Government
of India Sccretariats as regards noting and record-keeping
those 1n force in the Madras Secretariats.

¥y and the Secretariat Instruc-

any reforms on
ss by this Government.

differ considerably from

3. As regards noting and the general conduct of business, the reforms proposed
by 1lis Exccllency the Viceroy are unnecessary in Madras, as the evils which they are
wtended to remove do not exist.

4. The Madras system of record-keeping, which is known as the ¢ disposal
number” system and a history of which 1s contained in the foot-note at page 89 to
Macleane’s Manual of the Adwinistration of the Madras Presidency, Vol. 1, has been
tound to be at the same time the simplest, the most economical as regards the question
of the establishment required and the most complete for the purpose of recording the
proceedings of Government.  Thissystem, which has received special attention during
the last thirteen years, has been built up and has been improved upon from tHme to
time as the necessity for alterations or changes has arisen.  1ts adoption has resulted
in greater expedition in the disposal of work and has also becn found of very great
gervice 1n the maintenance of records,

G. STOKTS,
Chief ;S'ecrelarg/.

Exl. A. F. Eeclestore

A prendix.

s A A P A S St v e o
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HIS EXCELLENCY TIIE VICEROY'S MEMORANDUM ON THE

SYSTEM OF

NOTING IN THE DEPARTMENTS OF THE GOVERNMENT OF INDIA

AND THE

SECRETARIAT INSTRUCIIONS ISSUED BY THE GOVERNMENT OF INDIA.

His Excellency the Viceroy's
Menmorandum.

The practice in the Scerctarviats of the
Madras Governent.

L—dMethod of Leeping and eirculating papers.

* » *

(4) From 1882 onwards the Tlat TIile
system was adopted, nnder which the papers
were laid, unfolded, upon caeh other, both as
originally received in MX., and as ultimately
bound upin print.  This was a salutary change,
and oue which is not now likely to be deyarted
frem. Unfortunately, at the same time or
scon after; were sown the first seeds of that
fatal malady that has ever since increascd and
tightened its Lold upon 1its victim.

The Flat I'ile system is that adopted in
the Judia Office and Colonial Office rand I
helieve in the majority of the Offices) in
Londen.  Dut there is this difference. The
Notes upon cach paper are in the London
Offices written in the first place, and subse-
gquently either tvped or printed, upon sheets
corresponding in size tn the paper received,
and are aflixed to it by atag. Each paper
thercfore 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-sufficine. T understand.
that the main drawhack to its adoption here is
that we send home from time to time our
Official Proceedings to the India Office, and
that there is convenicnce therefore in keeping
them, both in M8, and in print, separate from
the Notes or K.-W.  There 1s also perhaps
some convenlence in our system, for the rapid
tracing of the departmental history of any case
that has estended, 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 Counal, if in circulating the
files attention were paid to the following yoints,
individually insignificant, but  collectively
providivg a pereeptible relief :— i

The Flat File svsfem  was introduced
i Madias in 1886 7 amd the records from
1805 ure now kept tlattencd out.

In the Madras Seeretariats notos or
orders are written cither upon the duckets of
the papers or on a scjarate sheet attached
thereto.

The Madras Government sznds to Eng-
land and to the Government of India its
proceedings  volumes and  the ditfienlty
referred to in His Excelleney the Vieeroy's
Memorandum has not been felt Leve  Tn
Madras, notes are sometimes hut not alwavs
printed.  In the case of proceedines, the
notes of which are not printed. the notes are
stitehed with the orlginals of the proceedings,
and in the case of procecdings the notes of
which are printed, a cortain nuwber of v ies
of the notes are stitched to a Lke number of
the proceedings—these are for office use
oulv.
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—_—
His Excellency the Viceroy’s
Memorandum.

——

(1) Al files should hav

e a board at the
bottom (as generully supplied)

(i1) The tapes attached to these hoards
should not ho of {he flimsy and breakalloe type
I use in wost of thie l)cpartments, but ‘the

etouter sort, in yge I the Publie Works
Department,

(i) When a file atta
o strap should be o
for submiission,
rake, legs stify

s any size op weight
mployed to hold it toge
This strap ghonld be of 1
and coarse, ang wit
and sharper prongs to the buckle, than that in
common use heye, gample, ag crpioyed in
the India ‘(){ﬁce, Londuu, will be sent round
to each Olfice.

ther
ctter
h shorter

v) A desp
title of Departn
top, and the
across the sheet, niust be ]
of cvery file, imme(liately
strap, so that the Viee
withont undoing
the Department
Copies of thoso in
can be procured,

ateh sheet o

ienb concerneg
subject-matte

card with th,
Irinted at ¢
T wiitten legih)
aced upon the top
inside the tape or
IOy may sce at glance
the tape oy strap, what gre
jeet Concerned,

and the gyl
use 1n Foreign Department

(v) Blank  sheets for notin by the
Viceroy should Invariably be attached tq the
M3, Notes or K-V, Jases are constang}
oceurring, in which owing ¢ departmen,s)
carelessuess, no such sheets are attaclied, The
Department, after expanding itgelp over pa‘ges- ()E
M=, only leaves the Viceroy room, to give du‘mb
witness by his initials tg their lucubrutions.

(vi) Thesystem of Linked Filesig (tlmugh
in rare occasions NECOsSary) a cumbrgys system
and has been greatly abused, lam Cung‘cautl ’
having enormous Linked Fileg submitted t, me
which, having perhaps started from differeng
points, have gradaally converged, yyti) both
contain the SUNC papers, and diseygg the same
problem.  Fhis 1s perhaps Inevitahle, €.9.,1n g
case where the l\{llltﬂ.{‘y and the Forcign Depart-
ments are engaged in (hsoussing & case which
may bave amilitary as well as o politica) aspeet,
But in the majority of cases the Stparation g;,4

TTT—

The practice in the Seeretariats of the
Madras Government,

Boards are yseq with tapes attachel to
them and the Department ix prieeel in
bold letters hoth on the

the back of the board,

flaps as welius en

No difﬁonlty
tapes. Strong
can easily he
the boards |

18 experienced as reoares
tape s vsed. Froeh ties

i

Inserted as often s dos o, s
1ave loops,

S‘rraps are not yg.
ever been felt fop
taries, Seerctaries o

dand no neenssity Las
their use, Unider Soere-
nd Henouralle M. ”:},;:1'5
are supplied with Books of yefipeyien and e
files (¢ not eenery

siong ag to nece
'Files of all sizeg

Uy attain sweh diwens

Wate the uee of st

. are circulated in Lexes snd

10as a rale that eqe, bulley tile or u file on
an important subject should Lave a separ.te
0x allotted to 3¢,

The title of the Department is printed on
the boards (cases) and the subject-matter of
tae file jg written at tle top of the first
S],met of the note of draft order in every file.
The Department and the subject-matter of
the file are thus seen at o glinee withont
undoing the tape. Furthor, the subject of
every file in g non-confidential eipeulation
box is Specified on g cqpd placed outside (in
30 opening op thye left side .

Notes ang drafts are written on half-
margin and SPare paper is, where HECOSSATY,
added for th, eutry of notes by Hononrable

embers anq His Exeellency ‘the Governor.

Files are linked only

On rare oceasions.

Nes. 1200, 1201, Pusric,
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leerov's
lis Excelleney the Viceroy
Memorandun,
.
i 7 1i-
i ;s are only a nt
. rosentation of the files a A
e Pllt_u; a little forethought mng o
tllioont sole f s Tequire
sance whie ' prpelt
1 1 cetion of the pr Cquirey
A e S(}El% the Deputy Seeretary, an
from both ﬁl(‘? o cith an explanatory Note,
| . ( ar-
their submission L
I‘i'l'tlllli(l ]mﬂuﬂ»lv gave the fceroy man
:“1) oi; an hour of valuable time.
or

i1 s not only to
(viiy Similarly, with llef‘\tr}oncpils 16 TIOEES -
Vi) : - file, there -
. o Fto any nile, should
«d Files but t Y onteas . or L osho
I"tm'k(t:) submit to the \]‘:rqc.‘zl prodigious
sty {0 anv Member of (oml 1 ’Cénnnlt‘“ce'
Lnugine Lt nt almost from the t the
files which sia Wby 10:111‘]1)‘ part
o F time. . s +ft in the Depart-
1T¢‘1t1tn({’is of the file be k ft.‘ll,zl(m(\ he sent ?
vast mas 1 the NOCORSATY }){Lp(zls < 1 respon-
n](’llt’ anc 1 S é,l 0“11:‘7 \\'()llld })B ]IC N thg
P . eerevdlr) i - 0TS >
ourse the . seential pajpers,
Qlt]((;)' and if he (.Dlitt“d e"f‘. 1‘11“ Urrllll)ﬂn the
s ble s an : son him, ‘
Blame would 1;1111' uiwc to whom had },0(}1
- X r(i1a OSPONS-
ticular  subor . cuch a 1resp
l‘a;tlr L1 (:1 the selection. B“F Eud.q Lof any and
df‘l.‘?pf} s after all only a Ieﬂtullbrejnpllemr a
bl-]t-y ti(‘i»zutmouml s."stom', . cireulated to
mmyh(ux in whieh there ‘}(L]sitnl‘oinw mela
case 1e - qor to o ifs belng
Members of Couneil. Y’”“lctnqm Vessels Act.
< o, an Inland Stet warly a foot
tioned there, sn ted a file nearly "
e apers constituted < o etrueeled abou
Lhe pdpu bich chuprassis sUUEE
high, witi which
Caleutta for a week.

[ I — \ I4 YT poLprime Hen
iYo (’/1’/ on casrs H /(C De Nl
- v

L3
*
»

Pepartment

he Head of the l')gpmm:wnt

- t C.\ v, in England } (‘mjm-tho
led b(»@[‘(,'tdl_ - Iy r('SP('”SH;lC (43} ’
H ';“Iixnl]r"l' of

{here sty . oy
i)ndw Reeretary 118 Pm.(ﬁ in Indiaa Mol 1
resentation to his Chic o Viecrov, in Englan
F‘ A il and ultimately the wer Minister, and
“:“ ‘(('1'1-\' of State or other {th‘» case upon

P e SRV ;

a R ¢ 1)[( ]‘\, the Prime All}h:tu ) Q]m'id(‘- In the
Wb e Tateer Js required to “emplov at his
- . { - LA N .
“f}“ ; ation of the case, be mn? ahilitics of his
pr Pﬁ]‘,‘ eretion the industry ml ‘Iks or Under

- diseretic v clerks
DR ates, be they ¢ his respon-
own subordinates, delogate his .
" g+ he mav even aeivd Jonifvine his
Receretaries ; or other of them. .sllr. yiig
sibility to one ¢ iner his nitials.
own assent by appending his

A »

11 nums-
There mnst be a ]l'mtltit(t);illgtv the
- P ]t [ . 3
N g Wwho are perm . ’ R
bl Sllbm‘dlllag‘ z“h il(l(*dlllot by ‘(hollt {él"’%‘(’)
. e doetorm A itndo
Jeetion heing de S thelr ar '
?;htho (;ﬂi(-iarf scale, hut by tti}()'n‘ mu]h'l‘ notiee.
i articnlar question thar
. th the particu ! ate an
d‘(,nl Wt : ]-.1'1-1-«'11('1‘ to the ultim A
mecondly, the 1 ; f o Syuble of hiterogenc
ity must not consist of a ju ¢ of which b is
0%"‘% 'm‘i discordaut OPI)H(HIS};‘O‘;Uf o
. ; for himsell. .
called upon to pick oue for b1

The practice in the Scerctariats of the
 Madras Government.

Unnecessary papers are remove% bef{?je
1 e 1 it is a wellennder-
in circulation and it is a we
les 20 In (1r(,nl'a bixaw -
ﬁt{ od rale that irrclevant papera should n
1AM y .. \ X
be put up with a file.

Circulation hoxes are not as a/1 ;rul:;
carvicd by peons, hut are taken l'(illl.ltt i.tn n
eirenlation cart.  If a file requires it,
separated into two or more portions,

These principles are observed in the
Madras Secretariats.
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CTOBER 1899,

His Excellency the Viceroy’s
Memorandum.

The practice in the Secretariats of the
Madras Government.

). . . . The principle that T would
desire now to establish 1s this; that from the
Office there should come up to the administra-
tive ranks but one Note. Tuet the Superinten-
dent scleet which clerk he pleases to write it.
Tf he approves - of the note, let him pass it on
with hig initials.  If he disapproves, let him
have it revised or modificd, or let him substi-
tute for it a Note by himsclf. When the
paper has passed to the garetted officials, as a
general rale not wmore than two of them (ineln-
ding the Seerctary) should note wpon it hefore
passing it on to the How’ble Member.  The
Seerctary will donhtless seleet whichever of his
subordinates he pleases to write the prelimi-
nary Note, or the selection will he made
antomatically by the sub-division of labour in
the Department.

(1) Préeis and paraphrases shonld only he
adopted o a very limited seale. T the Tetter
or despateh under examination is one of a
character and Importance that are certain to
require its pernsal by the higher oflicials and
ultimately by the Vieeroy, it will) in nine cases
out of ten, he nnnecessary to préeis or para-
phrase it at all. The subject-heading will
indicate the general charvacter of its contents.
Only in the event of the doenment bheing one
of great length or complexity, may a précis of
its proposals or contents, for sake of convenienee,
he ]'(\(1][11'(‘(l. Oceasions will also ocenr from
tinme to time when a préeis, either of the facts
or of the previous history of a case, may he
useful in oorder to avoid much reference to
old files, and to create, so to speak, a fresh
gtarting point. Similnrly, with regard to para-
phrases, no higher official requires a paraphrase,
much less a sequence of paraphrases, by subor-
dinates, of a letter which he is hbound to read
bimsolf.  Still less does he want to know
(though he is often now invited to read) what
his subordinates think was, or may have heen,
in the mind of the origimal writer. Ile re-
grires references  to 1'1‘(‘(;(511(‘}1t$, fo fun‘nor
papers, and 80 on, and suggestions _for actun_l,
Another vice of the present system is the habit
of r(\,prmluuing verbatim in the Notes entire
extracts from the letter or despateh under dis-
cussion.  This is entirely unnceessary and
should be discontinued.

Gii) The rule should be of aniversal ac-
coptanee, that when at any stage an oflicial
agrees with the preceding Note or recommend-
ation, he shonld append his initials (and date)
and nothing more.

No more than two notes arc written
before a file goes up to Honourable Members
or to His Ixcellency the Governor. In
some Departments the plan is even simpler ;
there is only one note to deal with. ’

Préeis and paraphrases are only adopted

on a very limited seale. 1t is only when
a paper is of great length and complexity
that a préeis of its proposals or contents ia
made for the sake of convenienee, Intire
extracts from a letter or despateh under
disenssion  are not reproduced verbatim in
notes, unless absolutely necessary.

This has 1
S has been the Magy .
long time, ludras practice for a

e I A PN N P 8 N P PPN P N

Ilis Excellency the Viceroy’s
Memorandum.

(iv) Cases are constantly occurring in which,
even without superfluity or delay in noting, a
paper will take ‘seveml days in passing through
a department, simply owlng to a want of elasti-
eity in the interpretation of the existing system.
An official who is seated in one room will
keep a file lying on his desk one or two days,
and then initial it, and pass iton by a cluprassi
{0 another official seated next door, who will
treat it in a similar fashion. . . . If the
officials of the departments wounld only re-
muember that they live in the same building, and
wonld 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 proeession of the files, they would greatly
expedite the despateh of business.

11— Luter-Departmentul 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 betwoen their official heads. . . .
Tn Fneland if the Foreign Offize disagrees with
the Colonial Office, the Permanent Under
Secretary of the one puts ou his hat and wal.ks
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. . o .

IV .— Arrangement and Printing of Proceedings

and Noles,

(i) The papers of the Government of
India (I believe in every Department) consist
of two scetions ; the official Proceedings, and the
Officc Notes. These are, under our system,
kept distinet from cach other, both in M3. and
in priut. I would not propose to interfere with
this distinction. Some offices print the Notes
first and the Procecdings afterwards, others
rice versa. 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
oceurring according to the system prevailing
in the Madras Neceretariats. As soon as
papersiare received they aro scrutinized, 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 wrgent and should be taken up
first.  "The papers so marked have precedence
over all others in the matter of registry,
reference and disposal,

In all cases of real urgeney personal con-
sultation between Seerctariat 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 delavs involved in a formeal reference
to other departments are now lessened by
the uuofficial reference system lately intro-
duced. Inmany important cases Sccretaries
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 procecdings, whether
manuseript or print, and that they are placed
between the papers disposed of and the
orders disposing of those papers. When
notes are printed, only a limited number of
copies are printed and these are stitched
with a corresponding number of spare copies
of the proceedings, oceupying, whenever
possible, the position indicated above, and
being placed 1n the spare copy bundle with

other spare copies of the proceedings without
notes.
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His Excellency the Viceroy’s
Memorandum.

(ii) The Notes, when printed, are in many
departments called Keepwiths, and are desig-
‘his | - arbarous
j EroWn up pari passy with 5
barbarous system. T sce no reason why in
the Government of Indj, we should call ordi-
nary things hy any other than theiy ordinary
names. 1 would therefore Propose in future
to designate K.-W. simply as Notes, ]
the Forcign Department T have further founq
the Index or Table of

Contents of the scparate
volumes of Papers, when hound Up, variously

designated ag « Brief Subjeet,”” "« it of
apers,” apd <« Précis-Docket.” As I gce no
reason for calling

it by any other than itg
proper name, T have ordered this Indcx—pago in
future to be headeq « Table of Contents

(iii) Asloaeh fresh letter, despatch o tele-
Bram comes into the office, and is added to the
MS. file, the heading or docket under whieh it
I8 entered in the MS. Notes, prior to noting
181n the Foreign Department written ip ro(i
k. I dare say this is done ip other offices
If not, I recommend it ag g 4 '
distingnishing the various sta se, as
well as cach stage j : MS. Ngtes
upon it.

(v) T now como to a peeuliay]
nant abuse of the present system, whj,
the outcome of 5 turther, anq equall
abuse, viz., the extent to
spondence (I speak partica
Departmont) has
almost in many cases superseded, by Private orp
do;ni-oﬂ‘lcial communicationg, Thevprivi]ogo of
private correspondence between officialg iii ;che
Department TS0n8 outside ;

¥ malig-
h is itself
‘ ¥ culpable
which offieia] corre-
larly of the Foreign
ecome Supplemented, apnq

Ormer .

which may he

essential to the que comprehension of case
3 3

but which it ma

of a Department, n solved by cop.
stituting a separate branch or sub-head of o
K.-W.’s for demi-official - This branch
requires agaj >pa i i

ssion and have hag
to keep my fingers in three of four different
places in the same volume, anq t, dart hack-
wards and forwards, from one to the other, at
what a cost of time and temper I peeq har’dly
say.

The practice in the Secretariuts of the
Madras Government.

'\Vhen notes are printed, it is customary to
Print “on the top of the first page the wornds
“ Notes connected with GO, N
dated ?
of “Talle of Contents
ence in Madras

b
Tie degignation

has been in exist-

for VEry many years past.

Letters ang telegrams are gdded o a
Particular manuseript file only when they
relate to t],e famie subject, and as the subject-
matter of the £], 18 written on the first
sheet, it jg 1ot necessary thut the subject of

cach baper should b repeated 1 the note
1o red ink,

Demi-offie;

Ings of G'O\'ernment nor are they indexed.

fany officer Writes a demi-official on which
an order has tg he Passed, he is told to write
oﬂici_ally. Except those relating to mere
routine matters, which are destroved perio-
dically, demi-officigls are generally stitched
iginals of t}e proceedings con-

cerned. 'I'}e Demi-Officiy] Register serves
well as an index,

als are not read in the proceed-
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I lav down the proposition theraforq, ‘&hlieéhl
T i a demi-offic
T thi » disputed, that
I think, be di tha mi-official
cnmwf;l or private letter, differs onbt f om an
p;f;smno{e in the fact that it is w xduo;ztin_at 2
()ﬂ“;iefll outside the ]prurtmenf.ip apl often ab
ﬂ'lt‘ (nw‘ instead of by an o wmt nside the
'(jhh . 11"1(\ut at his desk. It mus at : conses
)L’pnl' 1 b t‘ f‘] . l..l’. it 1 st,
imilariy  treated ; R
s he similarly | 1 st
q“.entmi at all, he placed not ma La;eiﬁkqﬂival’
P Notes in the order o its ¢ .
but in the Notes m o o and
The decision whether it shonl P ptod, ane
.J‘ e hm;v much of it should he p_nnt((*f,eom'se
" 20\\‘ith the officer eoncerned S”]L'J(;his Feonrse
o 1s1 f the Neeretary. v ; ;
“ision of the Sec Y. by ho
t the deglll\ he in every printed (oltlc.setlsoon]\'
e Wl - ~ o0 seet1011 A
there in every Department, thu(“sm o t(;
P s of Co tg, with Leferences
v Table of Contents, . . (e} Pro-
{«) Table ) %0 Notes s e
former and latter cases; s of any
(e’('liﬁﬂ'ﬂ There must be no ¢s
codings.

deseription.

. Notes and Pro-
(v) In printing both the ?;timd many
coodings, it is pessible to a:foé(i(n Ty always
i o »oniusio AR .
N quent  co p
ces of snhseq o fhing, i.e.,
SO,]‘”(r the same type for the s<1{11?)1'000‘51~111gg’
meét e for Nofes, another for for headings,
vpe . / . r heading:
03?1 ‘x;‘.’:irli n in cach class, ome type OAt present
< 2
alothvr for coutents, and so -O,r,l.ouﬁl\' accord-
ki F type are used promiscuously, al tine
all kinds of typ ly in the printing
i ‘hat may be hand) . intinge
ing to wha v Similarly, 1n printing
the moment. Similarly, L nnmbers
press at the Proceedings, all numkbers,
imththON”t(‘S and the F'ro -1\57 departmental
alphabetical letters, and purtl;laV be essential
hif‘)l'()gl"Phi('s’ except such asll also be omitted.
for subsequent referenee, shOU(f‘ ¢+ records is
[8) su..,.q inted volume o ou
Too often a prin it is of a guide.
more of a puzzle than 1t 1

L3
« *

What is wanted is not Iﬁﬁiii(ﬁg

* - | . li )
dostru?hotntﬁzl0;1;;&2; (I?? matter, Whlfl:v ;?;1115;
apbear n tl?e files, but wh‘lch is n(()1 worthy
of Tbeir upm}nted. All that is wante t)nsible
Pf bemglgn artment. some officer, r:sgle s
‘o everg 'rifz;ry shall, before the M\_l. e o

:z giz p‘raicnter, +un & blue or red penci

” f ] 1 . 1 " . “
Illl' W we ¢ l(l : 2]' ‘}le l)ulk
Iﬂ this ay 23] >hall ﬁ h
p . :

I iminished
of our printed Notes will speedily be diminis
by mcre than one half . .

V.— Other aids to despatch.

to be

Some thee ﬁp}%eill‘lse tf(;)tg:ilinoable

. in order {o preven I

gcfllgizd ltrll)at now occur, andk t%}ep,cut rr%ents

oblivion that is apt to ovor;t‘at e L
as to the whereabouts, or iate,

[ —

Notes are never Ifept separutol_v.. I'f not:s
are printed (and t}}ls 18 done only in nnpo'rtlz
ant cases), the printed notes are l\ept. wtxh
the sparc copies of the proceodmgs mf the
bundle and a certain 1_1umber of (-opfl(t‘io o
notes stitched with a hike number of the pro.l

«edings (for office use ouly). The 01 2gina
RN < iith the original
notes are always kept wi i

oedings. .
Pr(:i‘(];é’éb{-/pe used for notes, proctge?d]mrgsi{;i(é,
is not generally -of any particula , ind.
Notes are printed on yellow palpox; o dis-
tinguish them frcm the proceed IHFS. &
phébetiml letters, references to flags, &e,,
are omitted in pricting.

References of no permanent imporltlanfce,
such as requests for former p.apors,‘ (-a' 'stt(?r
proofs or draits, orders to print, m§3 \wr&l ulx_
on separate slips al}d are destro:s)u - eetl
instructions are given to t}xe Press a:f ]c::
which portions sheuld be printed and whie
sheuld not.
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cages in the course of their departmental carecr.
y X
These delays and this carclessness ocenr—

(1) in the cases of answers to communi-
cations from the Seeretary of State—concerniner
which T am eontinually receiving tolegmm.ix3
couched in the following terms : * When mm;

I expeet an answer to my telegram or despatch
of such and such a date ?°

- (®) 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 Liocal Government but have not
returned therefrom.

Now in all these cases, there onght to bo some

practical, and not werely illusory, check. I
know that in cach Department some sort of
statemont is drawn up quarterly, or perhaps at
other intervals, of the cases in the Department

of the orders that have heen issued upon them,
and of the present stage of thoir wandering,
But clearly this check must at present be whg‘;
I call an illusory check, since it does not r:a-
vent cases like that which [ have just n}:en-
tioned, and which is only one among many that
have come under my own nctice, My imp‘res-
sicn 1s that these quarterly statements which
are drawn up by clerks and ave, [ ,bolieve

divided into classes for submission to the Secre:
tary and Deputy, Assistant, and Under Secre-
tary soverally are cither only glancod at Or are
completely ignored by them, a convenient
initial being substituted for a bond-fide scrutiny

» * L]

The practice in the Seeretariats of the
Madras Government.

In the Madras Secretariats
books and arrear lists.
concerned  with

there are call
G The former are
overnmen roceeding
and letters to which replics art) (Il 5501 J\llltrli'
the issue of a proceclings the i1l clork
notes In the call book ful] particulars of all
?roceedmgs and letters which redquire 1‘6p1163
lz(;rlgi Is(tll:sxde_ ofﬂce.s or other Governments.
Lem ld,r_s 18sue if thege replies  are not
ﬁf:av; cither by the due date if a date is
o w(;lrﬂfhe r(;zply,.or within a reasonalle
e vhen x-l(fl ate is fixed. The cali bo ks
b perio 1<i(1 y qn(l regularly submitted for

¢ scrutiny of higher officers.

1)0('£1hei :r:iam ]figt shows the papers that have
¢ olfice for two woek :
and which hay sposed of e
@ not been disposed of Iy
puy ] : posed of by an
ineludeoralil letter. 'l}.lese lists therefore
ity oo tﬁmpers pending in the Secreta-
08¢ awaiti 108
outtside oS awaiting replics due from
. the o 8 f0 references which do not issue
of a redi f
and which o notp?lebedfmgs o otter,
cpoeretore find a place in

the call book .
mitted once a.week to arrears lists are sub-

the Necret

" vec 3} N ary and are

Oireigu“y tierutmlzed. When a )rep]\'(
ue, the fact ! )

ordors 1o s at once apparent and

he iSS 1
A § & mnue &
ue ()[ rem (1(,1‘ are
entered in the arl‘ears llst itself.

18

) e. A I k return
telegrams to wh: eck-register of
; whie :

register of hich replies are due, and a

d
of State w, oSpatehes from the Seoretare
maintained

ich :
andre%u_lre.an answer are also
roview. Periodically brought under

<

»
it
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Government of India
Sceretariat Instructions.

GOVERNMENT OF INDIA
SECRETARIAT INSTRUCTIONS.

* * *

7. (2) Lettered or numbered slips may be

inned on previous papers referred to in the
Notes, the letter or number being quoted in tl}e
margin in pencil. Dut not more than one slip
shall be attached to the same collection or
volume: the reference to auy particular part
being made by quoting the record number in,
or page of, the collection or volume.

8. Ahove the previous papers shall be ple -4
the current correspondence, which shout.
be strung together in chro_nohglcal order
upwards, the latest letter ]w}ng 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 centered on each paper, as
received, in peneil or chalk and cach paper
will have its pages numbered separately, also
in peneil or chalk.  These numbers are required
for refercnce ouly while the file is current.
Above the current correspondence shall be
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. (8) 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 referring
Department.

16. When an "officer ‘agrees with the pre-
ceding Note or reccommendation, he shall
append his signature and nothing m01_~e1.
Marginal Notes, or Notes to emphasize specia
points, may, bowever, be made.

» »

Nos. 1200, 1201, Pusric, 23kp Ocroprr 1399, 29
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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 hLag
to be made to different portions of a Govern-
ment Order, more than one flag is sometimes
used for the sake of convenience. In the
case 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 downiwards
so that the latest letter may be at the
bottom. Kach 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-
bered in pencil or chalk to enable it to be
read like a book.

Notes are written on half-margin and on
hoth sides of the paper. This system leaves
space for Honourable Members and His
Excellency the Governor to write their
remarks opposite to the notes.

The U.O. system has heen 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 great waste of stationery,

besides increasing the bulk of files unueces-
sarily.

Officers append their initials only and
not their signature when they agree with the
preceding note.




Government of Tndia
Secretariat Instructions,

—_— T

21. If a Membher desires to refer g case
in the Department of which, he is in charge, to

another Member personally, for forma) opinion,

he shall ohtain the consent of the Governor-
General hefore doing so,

22. (3) The officers, in regard to whom 4

general consent to the referen o of Notes by the

Departments hereinafter indicateq has been
given, are the following :—

(4) Home Department.

(1) General Superintendent

for the Suppression of Thagi
and

of Operationg
und Dakaiti ;

{ii) Chief Inspector of Explesives, &e., &e.

*

23. When papers are recorded in Proceed.
ings, a “'lable of Contents ” gha]] be added o
the record. Thig may, however, he omitted ip
eases which are not recorded in A, l’roceedings
if there arc only one or tWo papers. Kggl

recorded collection wil] thus ordinarily contain
in the order named—

(2) a Table of Content

°nts, with referenceg to
former and later Proceedin

g8

(b) the Notes on the case,
to the Notes should they be {
exceptional cuses; and

» With appendices
ound necessary in

{c) the official Proceedings,

The record numbers of the official corre.
spondence shall be entered in the margin of the

Notes opposite the statement of the subject of
each paper,

27. (1) Wherp 8 paper, which has beep
printed, is required for information or refer-
ence, 8 printed copy, and not the original,

shall, in the absence of orders to the contrary,
be submitted.

.

Tle praetice in the Secretariats of the
Madras Goverument.

—

‘When a Member d

eSITes to refer a case
to another Membey fe

r formal opinion, 1t is
Dot usual to ohtaiy the cousent of His Fxeel-
leney the Governor. This system would be
very undesirable in Madyas,

There is o such fixed rnle.  The only
officers 01'(1i11a1'i1y referred to U0, ape the
Acoountant-(}vnvral and  the  Heads of
Departments under each Seeretariat,

_This rule ig inapplicable to the Disposal

) : . 1
»Number‘ 8¥stem which obtains in  the
adrag Secretariats.

Only printed co
originals contaj
printed, th

Pies are putup; but if the
'l notes which are wnot
08¢ originals are put up.
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Madras Government.

29. In the case of hoth ]—JO(‘{II GO\({ISI
ments and  other ])opn.rtmon@ 1'011‘111'1de,1 sts :‘hg
take the form of a distinet nlqulrf\ {'llso othe
cause of delay and the prospects 01 ’lv;th i
and the reminder shall bo .r(‘turn(‘(. \wlto })C/
information required within a tune
gpecified thereon.

*

31. (1) Every telegram fo the Som-le’?alz
of‘ State shall, unless 1t 1'0lah?s ff)l‘lt_\ Jo
matte-fs of routine or m%ttors o}i\f ac i’sgno
su}nnlittvd to the Govornor-Gmu};rnl he oqu] ‘: O,f.

leere to the Necretar

wopy of every td(bmm' tury ol
?t:it(:fpéhall he sent after issuc to the Priva
Sccretary .

»

(3) The circulation for sxg;la’gltiletgf g;l(;i]}:
despatch to the Necretary of -, Shall,
(105 . ases of urgeney commernce,; 1 prss
b dave het be departure of the mail,
ble, six days before the deps we of the mu,
b ;)rder thut "ealeh M;i?ﬁfwur;::r‘:ed therewith.

study it and the papers e rtod therewl! B,
g)ueh p:)lpers, if the subject 1s O};w—o.friﬂl}l))(\rfore °
or interest and has. not beeuj ﬁiljﬁlaéed Slong
meeting of Council, shall be d

with the despatch.

(4) Every despatch to or rﬁl;(;r_lxiedtilzf
Sceretary of State issuing from, or coctrod in:
the Foreign Department shall bihC(:IGovernor-
promptly as possible, first, to‘ b G
General for signature or perlﬁa);nbers © cico
may be, and, then, to all .the ;ard s In (e
most convenient order with reg

places of residence.

of

(5) Every despatch to the riiep:f:argther

State issuing from any Depahqllu be eircu-

than the Foreign Departmontﬂip‘ Member in

lated for signature, first, t0} in the order

charge, then to the other Members or-General.
aforesa.,id, and, finally, to the Govern

*
L
-

- of
(6) Every despatch from the Secretary o

»r than

State received in any Dopartmclxtdl(')etlllllb;ted o

the Foreign Departmen}:i S}zaltlo btehg Momber in

ly ossible, first, nd,

(}:)}izlljgz‘t }thzfx pto the G Overnor_(-}en:}rlzl’ of‘vder
ﬁnallv,, to the other Members 1n

aforesaid.

The reminder forms simply request rbat
the reply mayv be expedited. With Call
hooks and Arrear lists properly worked, it is
an easy 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.

1 Seeretary of
Copies of tclegrams to the tary
Statelare not sent, after issue, to the Private
Secretary ; but drafts of the same are sub-

mitted to His Exc-llency the Governor.

Secretary of State
11 despatches to'the Secretary '
areA submigted for signature first to His

Exeelleney the Governor, then to t_he ‘Honour-
able Members in the order of scniority.

Despatches from the Secretarv of State

i are received first by His Excelleney the
| Governor and passed on to the Secretariat.
They are then sent to Honourable Members,
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Instructions. Madras Government,

33. (1) The Secretary in each Department It is. an axiom that the Secretary is
shall be responsible for the correctness of the responsible for all the work of his office and
enclosures to every despatch to the Secretary Fovernment reeognises no one hut the Secre-
of State issuing therefrom, and for the correet-

orre tary in such matters, The Secretary is
ness of all papers sent therefrom for publication left to make his own arrangements and such
in the Gazette. as he thinks best,

33. (3) All papers sent for publication in Papers are marked for Gazette on the draft
the Grazette shall be signed by the Secrctary

orders.  No separate signing is required.
or, under the Secretary’s Instructions, by an

officer not below the rank of Assistant
Secretary.

36. Where bapers This principle is observed in Madras.
Liocal Governments or to the public, all matter

‘are  communicated to

indicating the existence

opinion in Counei] shall be removed, unless

the consent of the Governor-General to its
retention is firgg obtained.

of a difference of
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