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wactmg that tho Govemment of Tndia be addressed on
by that Government for the conduet of business in the Secre

thy snbject of the suggestions made

tari
£6 that Government be communicated to all dopartimonts of ¢ riats, und that o copy of the letter

he Seﬂotanat .
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y GOVERNMENT OF MADRAS.
" PUBLIC DEPARTMENT
Bkﬁ—n'the‘ following pﬁper — : . | .

- From A, IL. I FRASE 5.1, Offiiating

- . L. SER, Esq., cs1., Officiatine

:feig %!fa hﬁgme .D(‘Pﬂr'_n{en;; (l’ubl,ic), tg’:ﬁ: ?'Sli?ézy oty to tho Conmnt
adras, dated Simlu, 17th July 1899, No. 156?:

I am direct ; :
Vi U6 Buyjeos ‘;dg b}{_ ottlilg G.Ovemmens; of India to send yo‘u a copy of a memorand
written by His Exoeuencgy l?h:h%‘yqpartments of the Government which hasnb;gi:

Instruct; ; eloy, ‘
10 y , '3eerqy, a .
18 which lave be Jeeroy, and also g eopy of the revised Secretariat

Gov e S en drawn y ,
ernment of Indiss ang which VXII; igpf 10 consequence by the Secretarios to the

Go 01 ture ced i
Ve;'nment at Caloutta anq Siml ature be enforeod i al] {he Departments of
- Tam to submit g, |

ese | ' . '
and to ©Xpress a hope that ﬁ?g’%‘s for the consideration of the Governor in Council

cedure suggestions wh ‘Xeelleney j :
8 which ¢Y 1m Council mav fing ; i
Local ‘Uvernment . gnq whi?}?‘};lbe‘of Use in the conduotyof %C}Iil;;lht?u?il;le(;e?npﬁ;

compati co \ bin £l -
Tndta, e ith differing ition i,They should 2s far as is possible,e“o?f i
porti, © made of universal application tm(»uggosxgl.‘
labour, be secureq anl > wil Otn gfdthfase rules have been accepted n the
officers of "sueh (1. 158 @ resolute anq 4 nw:e‘iil:ied ﬁetsult_s, In eeonomy of time and
a o beanonti~n ha v3id by the superior

overnm o -
offic ™ . A ent, +~ v Al o .
© Work.” Tn view o1 iese congge._Stent observance in ¢y

to hear to what r~teut the Govern Wderations, the Government o fl‘I daily routine of

Ineorporate «ne reformg hlready oo of Madrag proposes, after dhuiaia will be glad

Procedure. | epted by the Government of India in igg;n}‘a:tlgg
e ‘ T
Encrosyre

features of 1} i
Jeat he Indian Practics and kept, and to the eff .
“Bllisz:'nd the Qﬁicienay of Go:::nggﬁ?nstmbly !ﬁm}cising up(;: fﬁ? gg;g::tgalez;
IR 10 academio gpip . ( |
and practiea} object of m,gspxm that I initigte this discussion, but with the definito

Balan system mope § gesting alterations and im; : .
where, poi e tt,i(:en;t,gih . ; d improvement which shall bring the

Armgny. with ¢ ,
_ ‘ﬁ o AN regi tSOfa . . ) a
confirmed adherentg o A encies of Government jgy ln'u?nlqinmfj}‘:‘.I‘eus}Pe“le""e else-

mﬂ“enoe, aﬂapt to-deny the epmsﬁn.g syatem, who have been brought up 1}1}113&"23:

defaced,

tary to the Govern-,

e B oA R
. e
[ é. .
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1; is, howévér, so powerful, and has established so masterful a hold over the

facul Aes of its victims that all previous attempts at reform have failed or have been
% abandoned : while the “whole of the Civil Service of India, trained up in a method to
which they know of no alternative, and which is repeated, with very slight modifi-

cations, in every Presidential or Provincial Government throughout the country, is
thus ‘engaged "in stereotyping the worst anomalies of an apomalous kystem. If for
these reasons the stimulus of outside eriticism, and of experience acquired in different
schools of Government, may be useful, as tem_iing to apply an _independent test to the
"mdian 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
proredure which has presumably not been founded on caprice, but has grown up,

ever uuscientifically, in response to definite requirements, and for which it is con-

teivahle that pleas are capable of being urged, that would not at once suggest them-

selves to a critic from the outside world. It has been with the view of ascertaining
some of these pleas and of escaping the dangers of a premature judgment, that I have
refrained from raising this question until I have seen the machine at work for five
months. 1 dare not wait any longer; lest like previous would-be reformers, my
senses become dulled by the routine of every-day contact, and I end by being merely
an additional cog in the machine itself.

T have alluded to previous but abortive efforts at reform. The last of these was
made in 1694-95. The question was raised by a Note in the Home Tcpartment in -
August 1894, and after being referred hy the Viceroy (Lord Elgin) to the Depart-
ments, meandered peacefully through them Ti4he normal fashion for -several month.s,
eventually emerging in September 1895. A Committee of Secretaries then met in
‘order to arrive at a common agreement upon the desirable points of reform and to
formulate eorders thercupon. These orders were finally issued in November and

December 1895. "
" 1 have carefully studied the whole of these proceedings; and without any dis-

respect to the labours of the Committee, or to the opinions placed on record in the

Votes that precéded it, I have formed the conclusions (1) that the enquiries made and
views expressed barcly touched the fringe of the subject; (2) that the recommend-
ations agreed upon did no more than tinker instead of reforming the system ; (3) that
no serigus attempt has been made to carry out the most important of these sugges-
tions, or to obey the orders that -were framed for their enforcement. For instance,
strict regulations were issued as to the number of Office Notes, as to the character of

~ préeis, und as to the elimination from the final record in print of all purely routine

references. The fact that these orders have been, and are every day eing compla-
cently infringsd, hias sharpenod suy anxiety to re-open a case which I shodld anyhow

bowe taken up on its own merits,

The procedure which T now have in view, and in which I solicit the co-operation
of my Colleagues is as follows. In this Note I propose to detail the anomalies of the
existing system, as they have presented themselves to me from theé experience of the
past five months ; and to make certain tentative saggestions as to their modification or
removal. I do not propose that this Nete should then itself inaugurate thal perambu-
latory process through the departments of whose length and delays 1am complaining ;
but that the Member and the Seeretary of each Department either independently, or
‘f they prefer to do so in collaboration, shonld favour me with their views upon the
question at issue, both in it general aspect, and with special reference to the experi-
ence of ‘their own Deépartment. . After collating these views, I will either submit a

* scheme of proposed regulations applicable to all the Departments to my Colleagues, or,

if it seems preferable, will convene a meeting of all those whose opinions have been
given, at which we can discuss, and, I bope, decide upon a plan of common reform.
Should we be of opinion that our plan is capable of' a wider ar-lication 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 offieial and departmental procedure. .

Belore advancing further I should like to say that I am conscious of one great
and . iveradicable 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 ag myself are familiar. In Great Britain the offices of Government are manned

3
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from top to bottom by clerks or Secretaries, &1l of whom have passed a. Ste:i .
often a special competitive examination, whose life-service will be devote cers tio
depqrtment, and who acquire early and earry with them through their ear
traditions and a great deal of the

t unwritten knowledge of the office. Here thf:eiitisg
1 widely different. The lower grades of the departments are filled with non-gas
officials of a class a ) lity the
ranks in the Fnglish offices. These clerks in India carry on with great ﬁde 1ty ar“;
ministerial work of the department, but without sharing, or ever hoping to sharei are
of its larger responsibilities. The responsible officers at the upper end of the.sca,_et‘ e
few in number, and—what is far more serious—are constantly changing. This 5 S,,i.e
has a double consequence. In the first place, it throws upon the admin ‘S‘if; "lto
officers a labour of which they cannot expect to be relieved by their Sllbt)n..unf‘:lnr‘ o
the same extent as in English departments, Secondly, owing to the fluctuating’ne -

of the gazetted establishment,

there is much greater need for a permanent recoru of
what may be styled the juner

a record 18 to a large e

xtent preserved in the inherited memory of the dvpartment.
Here it requires to be p

erpetually put into print for the use of novices at a later stage.
There is aldo ang

ther difference inscparable from our Ind;fu; systetrr ‘lbOfbgnggr?n
m?né; (thInqgh as I think absurdly exaggerated in practice) which must be- ‘
mind. T allude t i - : inari -
- the cage of 2n.administration which undertakes many functions not o!:}llmari;l)irs (ﬁls(:(}?e
ated with Government, e.g., thebuilding and management of railways, than d counter-
case of & Government organised like thatin England. These references and ¢ :
references cannot

are at present pursued wi t be made.
a feature inseparable from the Indian system, for which due allowance wmus 3 i

I will notice only che more difference, which is not without its e_ﬁectfln. a Suﬁ_
to the circumlocution of the existing system ; #¢2., the ssmewhat indefinite

division of responsibility in the Government of India between the Member of Council,
who represents a Department,

and the Secretary of the Depurtment itself. Iu Kngland
a Department speaks ouly with one votee, and that the. v
who is its Parliamentary Chief. In India the lo

yalty of the service, and the tradi-
tions of administration, have as a rule prevented anything like sthism. But in theory
there are two voiees— that of the Secrctary and that of the Member—in the case
of any disagreement between whom the Viceroy is ealled upon to decide (a condition
of affairs that has no parallel in England). Whether this position be ideally right or
. tho revorse, it is one that does not tond ' * "he contraction of official uoting upon cases,
but rather %o the reverse. T
Of similar effect is another feature of the Indian
in my judgment, susceptible of reform here,
Couneil, largely owing to eonditions of aceo
responsible, frequently do their business and write their Minutes ata distance from the
office of which they are the responsible heads, This.means in nine cases out of ten a
Note from the Secretary and a subsequent Note from the Member, a eertain amount
of time being consumed while the file is heing convéyed from the one to the other.
and while the two Notes are being written. [n Ingland where a Secretary o
Btate is daily in his office, this stage is constantly dispensed with by a few minute,
conversation between the

: two parttes. I should like, as is known, to sce a furthe
development of this most gensible Practice in India,

There is one alleged difforence between Indian and English standards which I
only note in passing, in ord

er to dispute the value of the pretensions which are bused
upon it. Tt is said that

system, unknown at home, ses .

I Seeretaries, Deputy Secretaries, Under Secretarics, and .-
Assistant Secretaries in Tndia must write in order to prove their mettle : that only by
80 duving can they vindicate

their abilities to the Scoretary of the Department and in
0y ; and that if they did not thus exercise their faculties,

ould remein untrained, and their owners would not qualify

for the higher positions which they may hope at a later stage to fill. There is some
plausibility in this ple. But I decline to ac

Rirstly, official noting is_designed as a help to the authority finally called upon to
vlocide, not as a drill ground for raw x

the last resort te the Vieer
the faculties themselves w

ecruits. . Secondly, the promotion of the latter

*

! ne
nd attainments not comparable with those of the corresponding

history of cases than there is in England. There such

o.the necessity for inter-departmental refcrence, so much greater m

: : : sl 3 he shown that they
be dispensed with here although I think it can be s ) ‘
! th needless p’rolixity and delays. Nevertheless they are

voiee of the Secretary of State

viz., the practice by which Mcmbers of
mmodation, &e., for which they are not

cept it on more grounds than one. -

Performances of hi

“discarding several others.
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) . arotier] Orgaﬁisegi system,
: . abilitics and deserts, will pot, n alfytg;;l?;a;‘ha"e written. but
in due ratio to thelr’l;?t : or oven the acumen with whic ficial superior, the Secretary
depend upon the fact 189 % T | ded of them by e ho system which I sball
upon the opinion form(fr hirdly, the Secretary will, un enin" a3 is required by the
of the ])eparg»“} eng:nd recomnvlend, give as iu}}l ag {?;:*etme)?t Fourthly, writing 18
aln & © +he v lions of his de " in Foeland ; nor is
preseatly exp , case to the young : .men in England ;
eircumstances of the 1c:é§t by which we promote ourﬁg&ungA young man is far more
not the mamn or ﬁna~ t chould be or have begome 50 d - udements by studying the
there any reason beV o tion and the expression of sound | taliino- himself.
likely to learn the ftal‘;lil’il;; than by prematurely expel"lme’lEL : 1_;11 t;nd Indian systems,
' s 8o iu 1 the difterences between the Ef\‘;;i;ns from the experiex‘lm
With these remar mt ?eﬁ ip anv attempt to deduce cone examination of the Indian
which must nott 11*@ f“;%’-ix;m of the other, I pass toan
for the advaid®s™ “° © o notice.
ﬁstt;lﬁx (z:.zeit has so fur come undev my no

1——Method of keeping and circulating papers.

sved at its present system after trying and
TIve 3§

: ar -actice of the Foreign
The Government of India has only the practice o =

The history, as traced from

'8 L ; and docket-
Department, has been as Ioho“{s re kept in MS. é}nd were ft;lded ;gefg;ri e boon
(1) Originally all p‘dtp?xis ‘{):cl;‘ During this period there
PR ed on the ouiside :

: r little books.- in the Foreign

separate cOVEYE gvstem of folding 18 still ado;r)tﬁ%el: apon ligr}’lt

I may mention thas thls‘]?hé MS. despateh, mvmr.lablyf :‘1: “docketed, noted

Office in Loudon-t is upon arrival folded into d0 Jooretary (nnless a

blue foolscap sheets the sheet by a clerk or Undor h e minute paper

on the back of h :Q uires to be written—1n whie \Iciz e appende &),

ling shape acllld gize is employed, a“d‘?;f’o ‘;];]’ tialls the Note if
of correcpont '\ itw}d to the Scerefary of -bmtefi es not

illd o ﬂ\)(ersl Sg;):;’ités his own instructions if hedo
e approves,

i \ .n back the orders passed
+ despateh therefore carrles upon 1t.§ ?w K;igted_ e o beet
Each Do e des toh iteelf is subsequentiy P uted on & B it
e (l'espaaixd these are bound up year y;,h O b are ovar
s omo of Kone of he Notes or orders issued upon.n Seeptel o
e Sll\: Onlel(iftéxince to them be necessary, to1llustral
printed. Should rele

icked out from
£ a case, the particular folded despatches are p
the history of a case,

Y p o * T l..

[) ’ - 1

S S lding in
. recorded in print. to the re-introduction of this s).isg:ﬁ 1?cf1 fuonpri el
1 do not ProPOiil gﬁgggﬁﬁon of this syster_ns }(l)ésqr‘:;?;gzg%kly in thedl ndtiim

’ dia, nor ) ause paper perisihe . o the folds; the
Lﬁtiné ; the f()l?tllgg’(lt()li)cc‘:;lmfar?t goon becomes fm}]ed ?g:f tt?wing to the
climate, and & fo son already mentioned, nam O'Yé more necessary here
. Iatter, for the w{;b artments, printed reeordsba{h for the expeditious
"personﬂé’ll:f’f 1033 (6%1 may, however, say that bot

! than in Lngiand.

] (4] (¢] (){ udlﬂ_e.l 4] e e”]s “)

re so far seem. S as from 1863 to 1869.
gystem that I ilai‘n the evolution of t(;}urﬁll’:%’igfnz ;i-'mt-ed, but still folded
xt stage . v for the rst t :

(2) The pex lus period they were
During thisp

' ine folded longitudinally
in four. o $5lding in two (the papers })9;;1% lf;;ldperiodathe nally
(3) From 1870 to 1882 Uwaf the practice. Dun?i, s period the ot
down the centre) th(; Foreign Department, rr-thé,m  Keopvith) wers
(called, at least1n { and the sheets conta,unnf,uer m were, @ now, pre-
e P i | Broceedings, when the o for it is only sines fhen
fixed to fhe O o an Saturnian age however (fv
During this gimple and Sa !

npon
ml)te of unusual lengt
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@hat corruption on a large scale has set in),
0 which the system differed materially. fro
greatly to the discredit of the latter.,

Note of no one was finally printed, ex
a Member of Couneil, or the Viceroy.

there were four particulars
m that which now prevails,
(A4) No one noted, or at least the
copt a Seeretary of Department,

The new criterion of Govern-

‘

iuent, aceording to which men
- 1ng, had not then been discovered. (B) These
riefest and maosgt business-like dimensions,

as demi-official communications, and separately collected, werc included
in the K-W., with the Office Notes. (
hwrgglyphxes, prées, paraphrases, ‘dockets, ‘were unknown. In one
Scetion of the print were the Proceedin
or K-W. were the printed Notes
Notes had no connecting link with't
This was slight, but sufficient,

(4) From 1889 onwards the Flat File system was ‘adopted, under which the
Papers were laid, unfolded, upon each other, both as originully received
i In M8, and as ultimately bound upin pr |

ehange, and one which is uot now likely to be d parted i :
eparted from. Unfor-
_tnnately, at the same time or

that fafa] oon after, were sown the first seeds of
av lutal malady that hag evey 8inoe inereased and tightened its hold
upon 1ts vietin, ’ .

‘The Flat File system is that adopted in the India Office and Colonial Office
(and T belieye ip th

is this A: 6 majority.of t)e Offices) in London. But there
o t?el: ilgitr:z? eier; t];l‘h% Notef upon each paper are in the London
. ‘in the firgy 3 ; : -
printod, wpon sheety o PIace, and subsequently either typed or
are affixed to it by at

or instructions, not actu

Notes were of the

with corresponding numbers, The
he Procecdings, beyond the numbers,

can only qualify for. promotion DYy Write
(C) What are now treated .
D) Office numbers, figures,<

gs duly numbered, In th® other .

int. This was a salutary -

. TR R AT

SR —

P A A A

»

AABAAASAAAAS LIS AT AP
PAAAAAAANAAR

S PPV VIV VYV VIV VN

A NI AP AANARAR PP IIAA,

A A AR AAR S

AR IR AR AR AN AR AAN AR A A

No. 1200, PunLic, 23rp Oémonm 1899, A

A A AN IS IS A LIRSV I S NN Ty

~
- A A A
. N

N A A N A

ing to departmental carelesshess, no such sheets are atfaelhed’. thi;e

megt ) fpafter expanding itself over pages of MS., only O{l?es' ie

ariment . PR, . : .
%f(i:‘lo;lrom,n to give dumb witucss by his initials to their lucubration

Q g S101 C
(Gl) Th/ »58 .

d has been greatly abused. I am constantly
o System,L'ﬂlll(x th::‘isleg :Ez%m?:t(éd 1}::) me which, having perhaps
havmg Ofm:;;mzllilisfélglllﬁepoints: have gradually converged, untal‘h_bot‘l}
iff‘;;ttfi:ll 51(1)0 same papers, and diseuss the :s:aix.xt\e 1prol()ile?}1:e FOX& 01;
wchaps ine itable, e.g., in a case Wheye the Military and th For ba
P_crhups mdtl ze z}nga*red in discussing a case Wh.lfji_l may .axeh
D ?’Partm?nth 2]11 as a po?itical aspect. But in the majority of case’sh§ ‘ ]e
miltacy o Wg lf;lked prescutation of the files are ouly 4 nuisance w lf h
Sellara'tlf.m ixll 1:§~h£ might uveid. An intelligent seleetzqn p_f the p‘a:p_brs
" h’cr_le mr(j ' lmbath ﬁl«f; by the Deputy Secrctary, and t{l_exr su.bmmsiox(l
Te":'t{;inx:;d ft:);{in;mrv iT-ote, would probably save the Viceroy many a
71t XX Prc LOrY < %
:;xiartcr of an hour of valuable time. . s bt fo ane o, there
1) Similarly, with reference not only to'Lmked l‘lves ut to 0y "'u Lore
i) Szpnlar H w{s'it to submit to the Viceroy, or I sbould mmgm(t)] p) o
:1;,1 ;](:bzé:o(??&imcil, prodigious ﬁlis. r:}:%}; ifaa'izgnizteﬁ\zﬁ; s }(H,f -
i Snch a syste g
mene.eme‘l(l::ﬁ‘o’fe iﬁn ;-nﬁi?}i%J t: ::Jstﬁndstill in 24 hours. W*hgsu I Wfis
o et Alt-fxrv there, T frequently bad in the course of a smglg day
o be‘?:(/ 50 to 100 despatches or papers relating to differcut
b ‘read'_ lf%ﬁ*s; came ronnd fo me in boxes, with the few previous
B > 'Jr;d for the understanding of each, attached to them by
Pfg:;‘: ,blz:;(l]:l “Iad cach paper carried upon iis back, like a snail, its
elasilo A8,

egiment of porters would have
i fhicial history s cnement, a regiment of porters
e official history and tenement, giment of po e
fnf\g required to ecarry to and fro, between the Poyrugn Office m;iﬁ-u-
]?foruse (}f Commons, the preposterons bur(}?eln. 1“ hgqcagﬁ({gi?p;ho”:?
' ’ 4 - 3 . 5 3 eA’: e ) 4
i igenee, in se and in reduction of burden, be
O e oot the file be left in the Department, and
‘Why cannot the vast mass of the file be le o Department, and
he mecessary papers alone be sent? Of course the Seere ry would
glelfid Nrcsi)onsible' and if he omitted essential papers, tx}e bi :;12(;1
1 fall 1 , or i rin: om h
wfi)uld fall upon him, or upon the particular suqu};}j%avt«? tgftg‘ 1; s
been delegated the selection.  But such » responsibility is b ouly
ef(zeatm"e o any and every departmental system., ]i 7 xem‘«im ez(*) :tohi'té
aere in which there was circuluted to Members of C;ﬂl;cl ’Tpt:; o
being mentioned there, an Tnland Steam Vessels Act. s
? =)

, ‘ ally upop its back, as in the case of the Foreign
fico papers, b?:iitltzpend i Dhis 11 be the best systein
i k . cutand self-sufficing, | understand that the , '
fil::: gu”:“é’%fk_ %0 its adop_tmn here is that wegsend home from time to
' convenier.iee‘thon-if l?rqceedm‘_gg to the lndia Office, and that there is
from the N;)te: e mﬁm keopiug them, both ju MS. ang in'print, separate
.our system, for tﬁ; =W Ahere is alse perhaps some eonvenience in
that hag ex’t nded T?pld tracing of. the departmental.history of auny case.
ended, as do most Indiag cases, over a long period -of time.

As regards the metly r . . .
mond. any gdeparture, ethod of folding anq Preserving papers here, I do not recom-

0 may "inei . £
that it would be to 4 mn Primeiples, from the oxis

paid constituted a file nearly a foot high, with which chuprassis struggled
() A1l fls shouly 1. L CHiVely providing a poreptin o oW » | -+ about Caleutta fora week.
1 es should ; _ 1 i . 1,
- (i1) The tapes attac;l:lret: S]O;Zdlf; tge bf}lltt()ﬁf(a's enerally supplied) 11.—Noting on cases in (he Departments. t I e
R . 168 should not be of the flimsy and bregk- . : .  the present system. ave
able type i . , : y : and scandal of the p )
in they {)’ub?ic}ls{(\af (1)1; I:ost of the lIlzep:axrtx:ne’»uts;, -but the stouter sort, in use 5 Tlere I come to the main abuse

. eent the practice now in vogue, under which c\myﬂ-
already pmnte&r%ioc:n{gﬁbgit?f Cou.ncilppara.phmses, i?gflfllsa I;Otestﬁhzg r‘;i‘gfg’iﬁgdi‘ i
body from a ¢ ity i int—and the sensible system that evatled x
»ﬁndyis handed vdow}}l tf:) I;féefg{d J?J(?I?hbrook. The present system has the gollc.;“’;fg
the days of Lord a)Firqtlv people write who have no business to write. ‘ uefiﬁﬂ; 1Yy
obvious drmwbsows d ‘Ls ;u,xd sometimes for weeks in a department (and 4 for 1§{¢
a case I8 del.k\yed fOrf ?gter- departmental reference), while 1?, is passing ,throu gh f. ia
still longer it cases o onsible loquacity. Thirdly, in the wilderness of diverse 0})11)!{
dismal ordeal of irresp tions and point are eventually lost te view, until no one is al 1&;
ions, its origina, D e lor at what stage it bas arrived. 1 have myself ha.d'to pic
to say what is the lgir%?ch.have been literally buried wnder the superineumbent muss
™ out unsolved Cgsesguid unless disturbed, have luin mummified in the departmenta}
of wntlngl, on dv;v acéidental]y unearthed by a later generation. _F ourthly, ull these
tox_xﬂg, untldjﬁneisi{ions trivial departmental stages, and even initials of cierksz pre-
op mégn:é t}i%,uare in ’print, swell the volume of our official records to a point at
8ETVe »

attains any 8120 or- weight 5 strap should be employed ‘to
alr:?imlg?l? h This strap should be of better ma]ie,! ;
th . ’ Wih shorter and sharper rongs to the buckle,. |
. that in SOMMOD use heyg, A sample, ::P ‘eul))ployged in the India
(i) A ge _ 1L be sent roung o each Office. . : "
+ €espatch gheet of itle of Department concerned printed
i "gibly across the sheet. must _ !
oyorﬁ‘a(;r :g’ei'yt_le, ilmmediately inside the tape or strap,
st : © ab.a glance, without undoin the, tape or
Tap, what are the.DepartmentAandf’th,e ’subje'et éoncerueg. Copilc)as of
(¥) Blank sheets g9, 5 v 5" DeParitent oan bo procured. L
the Ms‘ef%:;sngt‘nﬁ by the Viceroy shonlgd invariably be attached to
8 Or KW, Cases are eonstantly occurring, in ‘which

, ‘ : secdings 1 Ik and length s and must
o - T N far cxceed the Official Prucecthnb's.m bu tength ,
B \}h:g}é ;zfol\rg;esre‘;ire a library like that of the Diritish Museum to contain them, I
i " in o =) 3 .
: ( ( - . < '
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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 Departments of the
Government of India in my predecessor’s time. It covered 31 pages of print. After
being somewhat gingerly touched by a few clerks, it was taken in hand by an Under
Becretary who paraphrased it (with glosses and readings of his own) in 12 pages of
print, and then added a Note recording his own opinions in 4% additional pages of
print. This brave example was eagerly followed by his colleagues in an ascending
seale ; and by the time the Viceroy and Members of (‘ouncil had noted upon it the
recorded N otes amounted to 28 pages of small print, as compared with the 3% pag ..
of large print from the Secretary of State which had provoked this lamentable
effusion. I need hardly add that no final decision was arrived at; and that the case
Wwas one of many left over to me for settlement. I am glad to think that we

gettled it with less than half a d i
oo it Wi o i all a dozen more pages of print, followed by an hour’s

—

imagine to be the practice of every sensible Government in the world. This practice
gests) upon the simple principle that the Head of the Department (here styled

seretary, in En_gland_ Per:manen_t Under Secrefary) is officially responsible for the
geiin’t?tuan tcé his Chief (in India & Member of Counecil and ultimately the Viceroy,
" theé’ ci:::;e 3 ecretg::y of State or other Minister, and ultimately the Prime Minister)
i pon lw ich the latter.ls required to decide. In the preparation of the
(iina,t oo {hempIOy at his own dlscretan the industry or abilities of his own subor-
% ono th.ey g erk‘s-or.Un.der. Secr_etarles ; he may even delegate his responsibility

OF other of them, signifying his own assent by appending his initials.

But this discretion must have obvious Limitat]
] us limitations, There must be a limit to the
%;nzggil‘rt)f :;g;m:dutx;tes évh'o are permitted to note, the selection being determined not
ayostion 1gmder 1]111 e ¢ oflicial scale, but by their aptitude to deal with the particular
otice. Secondly, the reference to the ultimate authority must not

consist of & jumble of h : ‘s - .
upon to Piolg one fo: m&t::&geneous net diseordant, opinions, out of which he is called

our Indian practice is as fonow1 ® manner in which I would apply this principle to

8 {—

. : 11als or names. The principle that I would
desire now to establish ig this; that from the OﬂIi)ee t]}ﬁe:e shiuld“c%‘:ne

up to the administrative ranks but one Note, Let the Superintendent

. " e pleases to write jt, If he approves of the note
i:tviggln E:Bs 1t f)él (;nth his Initials, Tf he disappr«l))\?es, let him have it
When t1 mo? he » or let him substitute for it a Note by himself.
more thagn 11’;3’: fat; passed to the gazetted officials, as a general rule not
before pas: 'to em (including the Secretary) should note upon it
passing it on to the Hon’hle Momber. The Secretary will doubtless

of his ‘§i120rdinéztes he pleases to write the preliminary

. ¢ made automatically by the sub-division of
:%2:‘1: ;ﬁotl}i‘éléel)afrtment. I have said ‘asa anegal rule,’ and 1 think®
the possihil, )€ 0 almosj; universal acceptance, but I would not exclude
boel Wy 1n exceptional cases of three Notes, though I hope that

a ¢h @ contingency may very rarely occur. .

(ii) Précis and paraphrages should only be adopted on a very limited scale. If
i under examination is one of a character and im-
ﬁ‘l)trit:«]::sl th{:t T}rle certain to require its perusal by the higher officials and
. sary to ¥ réy the Viceroy, it will, in nine cases out of ten, be unneces-
" indicate ﬂll) 18 or paraphrase it at all. The subject-heading will
dooume 8 % general character of its contents, Only in the event of the
e eing one of great length or complexity, may a préeis of its
Proposals or contents, for sake of convenience, be required. Ocecasicns

will also occur from time to 4 18, ei
tho praries hitony. ot ca;;r:e when & précis, either of the facts or of

. e A S

may be useful in order to avoid muck
k :

TR
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reference to old files, and to create, so to speak, a fresh starting point.
Stmilarly, with regard to paraphrases, no higher official- requires a
paraphrase, much less a sequence of paraphrases, by subordinates, of a
letter which he is bound to read himself. Still less does he want to
kuow (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 precedents, to former papers, and so on, and
suggestions for action. Another vice of the present system is the habit ©
of reproducing verbatim in the Notes entire extracts from the letter or :

despatch under 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 da.te). and pothmg more. ]

(iv) Cases are constantly occurring in which, even without superfluity or delay
in neting, a paper will take several days in passing th{‘qugh a depart_mqnt,
simply owing to a want of elasticity in the inferpretation of the existing
system. An official who is seated in one roow, will keep a file lying on
his desk one or two days, and then initial it, ay}d pass it on by a
chuprasst 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-
eation reached the Department on May 12th. The Chief proposed to
sail on the 20th. The file, after a leisurely and uneventful procession
through the office chambers, reached me on the~ night of the 18_th, too
late to muke permission of value, or refusal poss1b}e. _If the officials of
the departments would oily 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,

11L.~~Inter- Deparimental refercnce.

- £3) The last remark applios With even greater force to the references that,
urder our complex system, are inevitable from one department to
another. In the event of any difference of opinion between the two,
each is disposed to act as if it were the inhabitant of a separate planet,
firing off its missive to another world ; whereas the offices, from whioh
this interchange of former compliments proceeds, are usually 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. I will give an
illustration that has occurred in my time. -There was a question as to
whethér 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 1897. It came up to me for decision in
February 1899. In the interval the departmental Noteg had amounted
to 53 pages of print. / o

The same sort of offigial pedantry appears to prevent a settlement, by
meeting and conversation, of any question upon which an scute con-
troversy has arisen between two Departments, or between their official
heads. I have .more than once, in commenring 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 net, while the faithfal official
marker calls out the strokes and records them (in print) for the admire
ation of later ages. I hiad a case the other day, in which the Secretary

‘ 3
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of State had, in June 1897, invited the Government of India to express
an opinion as to & change in the marking of their confidential maps.
From that date until May 1899, the rally was heroically sustained, and
‘might, but for an accident, have gone on till the crack of doom. Can
we nof in our Departments abandon this system? In England if the
Foreign Office disagrees .with the Colonial Office, the Permanent’
‘Under Secretary of the one puts on his hat and walks across the
quadrangle to discuss the matter with the corresponding official of the
- other. If they fail to come to terms, the two Secretaries of State meet

and talk it over. They do not pursue for months an exchange ot
vocal amenities from the rival house-tops. N

e rules that I have already suggested for the vonduet 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. I had a case before we concerning the supply
of winter great coats to the Khyber Rifles. After the usual depart-
mental formulas had been gone through, I referred it back for some
additional information to the three Departments who were affepted.
It was returned to me with fourteen scparate and distinet opinions!
There is a further abuse in the same conncetion which is. capable of
casy correction, Where a case is being bandied to and fro between
different departments, after the officials of the first have had their say,
and the officials of the second have commented upon the opinions of the
first, the papers frequently go back to the latter, who then begin in the
same old order commenting again upou the comments of the second ;
until presently the chain of argument and repetition reminds one of
the nursery rhyme about the < house that Jack built.” I snggestyghat

In such cases the Seor ctary of the original Department alone should note
upon the Papers after they have been returned to his office.

SR, AN,
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‘i'V)' 1 n(;w come to a peculiarly malignént abuse of the present system, which
- A

i itself the outcome of a further, and equally culpableﬁagil:rel, w:%, :l};:
extont hich official correspondence (I speak partic ty

extent to w rtment) has become supplemented, and alx_nos. in mﬁy
Foreign Do ‘t] d, by private or demi-official .eomfnumcatlons. : .
A b a,te e}orrespondence between oﬂ‘icla_ls in the DeEartEen
privilege of priv rsong outside is a valuable one, inasmuch as it p eltlas
and officers ot Peﬂseﬁsion of information which may be essential to the
the formeré;ll P;:ion of a case, but which it may be impossible, for
due comp® ex; to include in the official letters or telegrams. But 11.:
varioud g;:asonwghich is capable of being, and has been, greatly abused ;
g e eges arisen the question of how to deal with this sort of com-
and bence ain the records of a Department. It has bee;n solved by
muiloston a separate branch or sab-head of the K.-W.s for demi-
coust 1{;utmgrs This branch requires again a scparate index of its own.
oﬁiclad_pafie it has happened to me in studying a case, in & priuted
Acoor m? y’r Proceedings, that in order to preserve the ehropologlefal
A (fmdiscussion and decision, I have had to keep my fingers in
»sequeneefo different piaces in the same volume, and to dart back-
gl;:isogndmflgrwards, from one to the other, at what a cost of time and

‘need bardly say- » ' ‘
11;em§:; ]f the Proposi)trion therefore, which cannot, I think, be dlf@puted,
tgat a demi-official, personal, or private letter, differs only from an
office note in the fact that it is written by an official outside the Depart-
ment and often at a distance, instead of by an oﬁie.lal. side the 1)(?p§zt-
ment at his desk. It must asa consequence be similarly treated_, 1.6,
it must, if printed at all, be placed not in a category apart, but m‘t}ée
Notes in the order of its arrival. The decusmn whether 1t sho_uld o
printed, and if so how much of it should be printed, must rest with the

—

: Iv'“vA”“mhemﬂ@ti »Printiny of Prace,edz'ngs and Notes.
(i) The papers of the Government ve Tndi ediore § '
2 G20 = ndia {1 bellevs in o Department) |
‘ eonsxst of two sections ; the Official Bzgmgedings’ Qnﬁvﬁﬂf; Ufnpcu }:‘,m)
%‘Ihese ?i”?’ under our system, kept distinet from each other, both in
- A0d1n print. I would not Propose to interfere with this distine-

Some offices print the Notes fipst > ; ~
others vice persq. %) think th; rst and the Proceedings afterwards,

¢ at & uniform gystem ghould be adopted ;
and, unless any good reason can be shown };0 the contrary, I would
g%%zg:ytg%t ta}:e Notes t;l\guld'be printed first, since they are, in the-

or cases, a prelude to, rat al
decisions recorded in Iihe other s’em her than a sequel of, the officia

s ction,
(i) The Notes, when rinted, are { .
and are ’designatgd as Is%-vl\‘re I many departments called Kecpwiths,

o This is part of the barbarous jargon that

ErOWN up par passy with 3 1, gsap |
why in the Govemm{;ut’ of In arbarous system. I see no re

S , subject of eourse to the decision of the Secretary.
%fﬁcfﬁiscoﬁgiﬁidhmwg will be in every printed collection of papers in
cvery Department, three sections only, () Tuble of Contents, with
References to former and latter cases; (0) Notes; () Proceedings. |
There must be no extras of any description. e ’ . ’
inti th the Notes and' Proceedings, it is possible to avoid a go
) tn Ixﬁ';ﬁ‘;nsgosgces of subsequent confusion by always using the same type
for the same thing, s.e., one type for Notes, another for Proceedings,
and again in cach class, one type for headings, another for contents,
and so on. At present all kinds of type are used promiscuously,
) ' according to what may be handy in the printing press at the moment.
! Similarly, in printing both the Notes and the Proceedings, all numbers,
alphabetical letters, and purely departmental hieroglyghies, exoept such
as may be essential for subsequent reforence, should also be omitted.
Too often a printed volume of our records is more of a puszzle than it

. ) dia we shonld call ordinary things by any . is of a guide. N o
g?her ’t.han thelr Srdinary namos, I would there;ore P’y"oPosegin fatu ; 1} T now come to the main cause of the plet}_mra of print, as distinet from
O designate K.-Ww, simply as Notes. In the Foreign Department \ ' (v1) riting, from which our records suffer in so marked a degree. This
have further fo \ - w 2

und the | : rate : ion in print of any and every Note, mark, sign, date, or
volumes of papers, when ndex or Table of Contents of the sepa is the preservation in p y

Subjocir 0T h bogn d up, variously designated a; % Bri:;:,, | aven initial——ill; a v:ordtof the inevitable 1t‘)ut worthless ministerial
> e it 1o DTS, and ¢ Précis-Docket.” As I see mO. routine of the Department. ‘ -~
reason for calline it ! . od! ‘ . 1 f h
s T g s, g e o e, T acored Tnth st f i uiaesthre ot by an i ot o
(i) As each fresh letter ‘ X avie of Lon J s’ surplusage. _Under :n deseribing. But its main and differen-
added to o o fnélgezlﬁatih or telogram, comes into the Qfﬁ,‘fe,eﬁgr;d: the abuses which ihpfv:h;)tecﬁeg:m;ﬁnl:ga s T conceive. of all Govern.
in the Mg, Notes, prit o teading %, docket under which 1 28 ritten’ tiating feature 1s 1% U ded the ’houour of print. The Notes of
in red ink, | o Sns:;ttoh%yng. 18 1n the Foreign De al‘tm‘:ntl wrecom-? ments in the1 world, is 13 g:feo;ted 0 throe of fous times their meearol )
‘ . 1318 done in other offices. not, » official volumes are a . e '
 mge 8 useful system of distinguishing the various stages ofa Sju;l:usfons by long columns—I have often seen entire pages—-—(t‘)f initixis
. ) 88 well xn, from the MS. Notes upon it. . d dates, by the record of the passage of the case from Department to
) . ) | ?Jx;partme;lt, by the questions asked by officials of their subordinates
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, there ought to b :
- check. I know that in each Departs © Some practica,
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p of paper instead of JHipially
Y banalités of many and various types.

ne of the questions that was only perfunc-
torily dealt with by the Co

mmittee of Secretaries in 1895, .They
recommended a stricf enforcement of Rule XIV in the Rules of Business,
which ran as follows : —

“ References of no permanent importaice, such. as tequests for former

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

In the revised Secretariat”

A~

- RS . -

. EE R

(which ought to be sent round on a sl
recorded upon the N otes) and b

The reduntion of this abuse wasg o

instructions which were issﬁed-in August 1898
this rule re-appeared as8-No. 5 (3) in the following form ;— :
“ References of no permanent importance such s requests for formex papers,

calls for proofs or drafts, orders to print, &c., shall be written on
_8eparate slips and destroyed without beiug filed” . o
But: it is obvicus that thig went neither far enough nor in the right direc-
tion. For what is wanted is not merely the destrugtion 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 i

' 1 every Department, some officer,
vesponsible to the Secrctary, shall, beforo the MS. file: goes to the
printer, run a blue or red pencil through the stuff that does not require
reproduction in print. g this way we shall find that the bulk of our
Printed Notes will Speedily be diminished by more than one half. I
i lnary Foreign Department file, prepared

ised proof of the Notes or K.-W.
of the same ag amended unde

; r the process that I am about to introduce,
The length ig thereby reduced from 11 printeq pages to 4.
Vv

: ;J;.‘--'-Otivwr aids o despateh,
ar I Should li].{e to inVifP ’jbcv'ﬁsnl-‘af»xx}yb ﬂg’]g_g@mog aud uf the'
of any suggestions that they ™Ay care to make under the aboye heading, in addition
to, or i curvisotation of, ¢ \ 2

he remarks which I am about 4o submit. ~Some check .
appears to me to be wanted in order to Prevent the interminable"delays that now
oceur, and the complete oblivion that ig apt to overtake Departmentg g4

abqnts, or fatg, or future of cages in the course of theip department
elays and this carelesgnesg oceur— :

(1) in the cases of answerms to co
+ Concerning which T

2o

Secretaries 1n respoch

ing telegrams, couched in the

hen may T éxpect an angwer to my telegram or

2 i ii}c:spa?té% ) 6o'f such and such a dafe 9>
-1n the cage- i i i ilors
5 i . o rtf I&L;isstl;ons that are pursuing their Weary pilgrimage through
in of questions that L d to a Loeal Government
ut havye not returned therefrom, “et me giye ax? ﬁlustration of the
‘latter'. -I was called upon not long ago t, give a decision affecting
certalin canal rateg in one of the Provingeg, The question had originally
been referred to the Government of India in October 1892. It had
th_en« been sent to the Local Government with whom it had remained,
without reminder, or rebuke, for 3% vears, After returning from this
. long holiday, it haq then wandereq like an uneasy spirit through the
- Departments o

' of the Government of Tngip for another 3 years, until at
length in April 1899 it Came up to me to be exorcised and laid.

Now in all thege cases, 1, and not merely illusory,

v t epartment some sort of statement is drawn up quarterly,

or perhaps at.other intervals, of the cases in the Department, of the orders that have
een issued upon them, and’ of t

il © Ppresent stago of their w dering. But clearl
this: check must at presont be what | call an infsory ook, since it & X
Lcases like that which Ih

ave been referre

is only one among many that

P
j
.

e
5 s oo e sttt >
- e i

€ ¢ check, since it does not prevent
aV¢ Just mentioned, and which

L,
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i i ssion is that these quarterly statements,

o vume ander et (}))Wnelgx?l?sc:ﬁd I;Ir)é, ]in Egﬁzsve, divided into c(Ilasses for spbmlssu;n
hich aro I(IipD yut Assistant, and Under Secretary, severally are exthe{'t01t1 g
to the Secrefary an elietg'l,y ignored by them, a convenient initial being suhb'St% ubet
glanced at o are tc'(;lmp I cannot dogmatise upon such a question as St ls»,tar':s
for 8 boagd /;:detsgru i“};, I believe to be the evil, I shall be grateful t(;l th? etilr(. 1
!Jfarﬁng v:rlilﬁlgibemit“;o‘ me what their experience suggests to them as the remedy.
if they

- i h of the question. At
hat I have to say upon this bra‘nc i
1 . hﬁivf anlfe(L)lxlnIs)rlfrefitwanother ‘Memorandum tolm{hbollefgx:friutggg ﬁiﬁgﬁi
g-later date 1 nicious in its results an over- g
' équal in‘ 1nten81ﬁy am%lg‘lvlenlml?;gepfere been commenting——vf&, 07 el‘-wrltln%é n0{3§£
Neorctariats, upontw illlcevery branch of the Local and I‘pl}gerlal (m(;el;]:l;:fﬁri’éx;t it
Notes but of reports, fine myself to the Departments of the b?uprcfm}? : 0 o et
for t}}lle momenthle Ii;)ﬂo ﬂieiaﬁy connected. This is a }lqng Note ’if cl;nealonogNote s
which we are ) : f such long standing ; nor g
i th an abuse of s _ tos from
boen roquired to ﬁ:iltgel effect of saving many scores and h&“ﬁ;iisb%fezllofg;tlgd. The
a single Vlceroli)rdinate officials in the future, will its leng e o oF thor o
hardworked sil have indicated, I can undertakev to carry out.—-mDe értment. While 1
s ot cegssful operation—in my own, i.e., the FOI’@I%&I be %ut of my power to
already in su hem by ‘a ukase, it is obvious that it wou omon 1 e
i could impose them t?nent still less to ensure their ready accep a. 0 i’on both of my
supervise their (;]na% overnment of India, without the cordial eo—opf.?a e
1)(-11;artment:£}§ tof the present and future Seer?{)anes, fOEC thos:iloghcoe:é worlk mng. be
Colleagues 2 . t merely of Members of Coun ' .
ion, in the interests, not merely i i thods ; nor merely of
co-operation, 1n t ; more reasonable and business-like met ) me oy >
| :gme]‘;hagl tlxlng::fgni%e};)selves, though 1 belielve lt}ll;;t zgg?tz tlﬁiﬁe? L“iiﬂf"oi t}aw .
e cpar ’ . . b ofincaclla er g ) ut
- t will prove to be - . s : the Viceroy to the
been fairly §tarted, L Wi inistration in India, in which from the Viceroy
of the e:ﬁ cllesllcc yvgg P:rlen;}lll agnng];ged, and which .is being seriously and detrimentally
:lxli‘;gltg?lsb)cf ; continuance of the existing indefensible system.

o

4th, 1899 ) ' CURZON OF KEDLESTON. °
May 24th, 1899.
| ,
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. ' E l 9) Merely-¢ Routine Notes,” such as requests for previous papers, calls for
to print, &c. ghall be written on separate slips to be destroyed

| YA

1 s v S No. 1200. Bowre see T : BUSUUUUSSUVEES Sl

L S e : ' ’.RUBLIO,,Z",R,,--““ et No. 1200, PusLic, 238D Ocroprr 1899. 18

P e NER_ 1899, ‘ | JEUUTURSIUIS e

; N & g ’ L ‘ ]

b L R TR g - e 10. (1) Every Note shall be l_egibly weitten upon paper of foolscap size, with Notingon
o o . : a quarter Wargin, and only on one side of the page. :

SEéRET ARIA i ' roofs or drafts, ‘orders
T INST - ithout being filed-
- RUCTIONS. - | . without I8 case referred by one Department to another, the Notes written in

: every
. mﬁw w LIt ‘ j S TTTT= the Deéggtnlxlelnt referred to shall be on separate sheets from the Notes written in the
m‘ﬂmm be ongs tosgag be thg 1dgty of the Sec ¢ o ) _ referring ])epartment. : . . :
Plete, competént hﬁngﬁ' t‘i,ve'?" case which izag Illntﬂ‘e Department to which the gubject : g 11. All Notes shall be temperately written “f“d fr«;e fmfﬁ pelr)si)naltrem%r}l];‘s_? 1t "
/ #  ernor-General »-dispose of, in"a of, by the practice of the Depa!'tmentf ‘ apparent errors in the Note of 8 Member in charge of anotier epar men ave to 4
. or the Member in char eo;n plete form, ready for orders, to the Gov- ! be pointed out, special care must be taken that the observations are courteously ex- «
mentEfaolanﬁ.tion.ﬁFp'l; the parpos ge thfl_‘e Departmenf;' as the case r’nay be. - pressed, and do pot extend to tho criticism of the opiuions he has expressed as apart ,‘;‘:
Business :l&ch the  subject b%Ioens :f”thhége Instructions the expression © the Pepart- from the facts. . ] 11 ot contai h Nof 1
ce. 87) ¢ under section 8 of. »%h,‘ _has the same meaning as in the Rules—of 12. When a case is submitted for order\s, it sha go_‘pon ain more than one » ote 5
gm for 5 Tt o SR L\ﬂ.}:‘\lﬂdlm Councils Act, 1561 24 & 25 Viet-s from the office, the Superinteudent of the Branch or Qection re-writing or modifying :
el incom Ifa case |is receivad ii oy ’ . - y the Note of the lerk if he cannot accept it. .'l‘he office Note may be similarly treated
ii:ﬁh,:fmo 'befoff;plete f}m_n, the Secreta ¥'the Department to which th : o finan by the first officer to whom the casc 18 submitted, if he thinks fit.
-, T may bémbm‘.mo to the %Y may call for the informati e subject belongs, Lte 5 13. When the case bas passed to the gazetted officers, not more than two of them
A woﬁ 0o N ernor-General or the Memt()m necessary to COTL? case (incl ding the Secretary) shall, as 2 general rule, note upon it before passing it on
3 .  airoulating 8. (1) All cabes shall h: er in charge, 82 B0 tlon(;;}; 1-1?mourabie Member. 1n the casé however, of Departments with several
.. ~ (2) The tapes atta; ave a board at the bottom - Dranches throuzh which a case must necessarily pass, this limit cannot be enforced ;
. 3) “When & _5@9 d to theee boards shall b. . but only one Note, as & rule, shall be recorded in each Branch.
paftern shall be om -iu;se ; ttaios considerable si: ° O;t the preseribed stout patt-e - .  14. Tt shall always be assumed that the paper ander consideration will be read
4. When- casep' ek v ize or weight, a strap of the Prescnbed by the officer to whom it is submitted. Consequently ne parapbrases shall be permitted
p N A préeis of the econtents of a single paper shall only be made when it

sn the Notes.

- pattern, with are  sent t . '
e e 1th  the °nt to. the V : . : . . : :
i »%ub]e%,‘mtter wn&f}a’ of the Dethlees:OY’ & despatch sheet of the Pl'ef"‘mbed is of great length and complexity, and neither such a précis, nor 8 préeis of the con-
: aedplaeeq on the to V;ez;_y briefly in large 1‘0()-ncerned"1’ri“ted at the top and {9 tents or history of §le, shall ordinarily be prepared Wid s+ he orders of an officer.
,} n _ sufficiont blank ghgefg?w m‘.’ betwe;gn fi;g;btle Vcharacters across the sheet, sball ‘ 15. In some cases perusal of the paper under consideration will be sufficient,
3 ; oc(;a:‘j : Thﬁlmkmgﬂ,mﬁ‘e:r noting shall be“é.tt‘aitl,l(:a; ]tld the fiaps of the fle board; and not.hiug is required bey ond a brief suggestion for action. When 2 Note is re-
i into :::;““ybe necessdry, j?ha]'lz a8 far as possib] ° th(;"l Notes. _ quired, it <bould be a statement of the case showing, more oF less in detail, -aecordmg to
b 8. bundle by an intelli Sut cases should b e, be avoided. Linked cases W8 ' the importance and stage of the case, the guestion for consideration, the circumstances
. . « In submitting eac. 1gent selection of e consolidated, whenever Pl‘acticable’ leading an toit, the rules and precedents bearing upon it and suggestions for action.
. * ‘ ‘wrgicliflevant to the gu:a:'e 5 only such Mpre P apers and arrangement of Notes. 'fielﬁg 3r(§dueti(,)n in a Note of yerbatim extracts from the lettell-D or despatch under g
} a“angghflﬁyathi?k‘ it likeé'lgl?aélgder dis@uszsi:llgus 'Pl‘?i%erghau be placed in the file a8 B considelratlon should ordinarily be avoided. :
b 1 . a ‘ ' . DAL L 5 i i
a Council or to an:t‘ﬁe ]stage before"‘;l‘: may wish to 1-e§er 'I:) mﬁi tlt);ltl‘:g gé’er‘:’t‘z . Paﬁ%ﬁ » 16. When an officer ‘agrees with the preceding Note or re?ommendatmn, he
T 7 I Departm y file is sent to the Vi y R chall append his siguature and nothing more, Marginal Notes, or Notes to emphasize
; al‘l‘a.ng. eélihmhe previdus ont, all Tapers 1ot real 10 the Viceroy or the Member of | specialpgoints E o fowever, be ma o \
b I8 1 . o 1 , . ‘
' 2’ © latest bei aﬁ%‘iﬁ Pub up with » J required ate ‘1em0ved. . T 17. To facilifate the rapid passing on of cases, and especially in cases of emer-
5 the .No( s) Lettered or numbe oP and the earliest ﬁsih should be chironologically gency fall use shatl-be made of personal communication between officers of the same
than one ’l.the letter or nuu), red slips may be p; e bottom of the file. ) L e artment. The Secretary in each Department lould encourage his subordinate
| particul stip shall be attache((ir being quoted “,f S;e(.l on previous papers referred to 10 ? oﬁ‘l]éers to bring up cases for advice, discussion OT disposal. ¥ ormal registration to
ar part being t0 the same el T° Margin in pencil. \13ut not more e ] s 0 of cases from one officer to another within the same Department
or volume, g made by Quoting -the eohect!oll or volumne : the réference toany % show the transmiss! _
e ' shoul% bAbove the previoug ‘ e‘“‘ifflﬂ_number in, or page of, the colleotion " " un?gcefag;ﬁ &espateh, lotter, resolution, nbtiﬁcation or telegram, as the case .may
‘ © the t ® strung, togethe Papers shall 1o placed the e d e :  be puepared at any stage of a case if it appears that the consideration and
" ' ¢ op.  With this arr Tin chronolooic-adIJ ed the current correspendence, which g e amayi £ the case would be facilitated by subinitting it with a draft.
, © Pages of the-fhble angement it Wiﬁ not Erder upwards, the latest letter being 8t wwsposal © f inter-de artmental reference the Department of oricin shall state, Inter-depuit- i
X paper, a8 recejy ?hb correspondence ; e convenient to assign serial numbbers to A 19. In cases of mnter par. :  DEPAT e in Tespec .y montal
’ separate] 1ved, i pencil o €; but a serial oy ch . ch precision as poss1ble, the speeific point or poinots 1n respect to which reference.
_while ch’ﬁ%i]s-o. in pencil or :ﬁﬁalk, and ‘eachgpap;“%l{fﬁl wﬂl_:;e ent::e%ngbt;;&! ‘rggr:]jc;n;; B b, and the Depavianent referred to sball avoid unnecessary repetition
~ Notes. 118 current, Above t These numbers are reql?i:z.‘; f.jraggfexencé only in o TWOTES of anything suficiently stated 1n the Notes of the 1epartment of origin.
; ; Ty Thé . e © emrent correspondence chall be placed the . 20. When a case has been referred to and retun_led_from another Department,
‘ ' . the form “Se?lf?fofl of the first 0ﬁfrent3 L Ly : ' and a difference. of o itI,liQn tlwdf‘;’eef; t&% Departments :is _(hscloseq, personal discussios
‘ (receipt or ; the fivst ghe rent: paper in o file shall ‘ . . : . ghall, if ssible, be substituted 10F urther noting ; and 1n any circumstances no more
L e R A S e itz Sl e e gt
' order in the Notes, ~ w]‘x‘l?t }9.13‘?.}.§§para'_' rate aﬁrqt in that form, but - 21 Iia Member desires to rofer a case in the .Department of w'hich he is in Pe
_ ST . . 1argo, th another Member personally, for formal opinion, he shall obtain the consent g raredl

o ; . : : the Goverior-General before doing so.
.
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R No. 1208, Pustic, 232D Ocrorer 1899, 19
o T e, =TT e e e
IMS o- 1200, PomLic, 23mD Gmo&@ 1899. .1::--- ' ~ (2) The enclosures to e'very despatch t&"'thet Secretary of State shall be num-
. . e . o~ t the bered and a eorrgctvh'st of them prepared ; ’andd 'etllgheé thetenca,loguzctars gie:;:elges :111'
e Gl R Ul e o i e 2 0 et ot vl s o A, B 80 Ssroy oty
“ ( ocretary, suc 18cretion being exercised wi ue J . t below the rank of As . .
' 1nconvenience likely to be (;eeasioned by any,ill-e(;snsidered departure from it. . ) offcer n(;) All papers sent for publication in the Gazette shall be signed by kth;
tr the (pza);pzrtjsh;l:dﬁi\?:tgg ?gﬁiggdtﬁixsﬁfhfﬁ?iﬁﬁi:ﬁ%ﬁﬁﬁhﬁ?ﬁ?ﬁﬁ iem:e:ar)g é)r, r?tffr the Secretary’s instructions, by an officer not beloyv the rank o
: & 1 ; eo .
before which the case is to be bronght, be distributed by the Secretary to the Gov- . <bestan y
ernor-General. and all the M

, : embers, and the copies so received shall ordinarily be
returned to the Secretary by

34. A copy of every despatch to the Secretary of State r\especting intended Copies of
: the Members as soun as the Order in Council on the
case has been made. . N S

A legislative
- . . s > Execu- d tches to
iglat the Council of the Governor-General shall, when issued by an ; espa
tix%;s];e;?a?";ent, be forwarded to the Legislative Department for record. %‘;;?:‘;;5;6
. . ‘ L _",,,,e * . epariment.
. Telogruow SL(HE oram to ' o4s" Tt;Felates only ' d Minister of Her Majesty or to & Letters to
o toand . very telegram to the Secretary of. State shall, unleds” Ttqfel er addressed to an Ambassador er Min 1 ] foente
ton '&“ﬁm to matter(s gf routgle orgmatters of fact, beagbmit‘ts_ed"‘to the. éogernorfaémr before Forei{;i- o?vg(l;{;,i?ﬁeas'vernment shall be signed by tie Secretary in the Department :iz::, to bo ™ .
‘]‘ -C:t‘mssmug;, ‘ iﬂs:;; PA eopys“e of every telogram to the Secretazy -of State shall by sent;after issue to Which the subject belongs. Beorotary. g
o, GhBlate, T 4y rivate Secretary, s : o ' ‘ oy 3 Difk t
g © (2) Every déspZtéh to the Secretary of State shall be submitted in draft to the . 86. Where papers are communicated to Local .gg;e;;“g;‘:f;;;; :ﬁ’ﬁﬁfiﬁf&&u spintonr
gl Governor-General or the Member in charge of the Department to which the. subject matter indicating the existence of a dlﬁerelilee O't Opltention o e b  Cormlnat
elongs, 28 the .case may be, ynless the Becretary is, by the practice of the Depart- 4 unless the consent of the Govemox—Genera to its re _ " withont aon- %
ment, competent himself to ‘order the issue of the draft. S o o _ ermor-Genoral E
 (8) The circulation for signature of every despatch to the Secretary of State ¥ 87. (1) The Secretary in each Department shall be responsible for the careful f::;gmlo 3
shall, except in cases of urgency, commence, if possible, six days before the departure observance therein of these Instructipns. ‘ for obeary-
of the mail, in order that each Member may have leisure to study it and the papers _ ‘ | ‘ ' those Tnstruo. :
“eonnected therewith, Such papers, if the subject is one of importarice or interest ’ ' ‘ ione. A
:ﬁg éx:.ss :&th been brought bqure & meeting of Council, ghall be eirculated clong with . (2) Where a Secretary consi dors that there has been any departure from : ,
];&) l;.vecry deénpatch to or from the Seoretary of‘ State issuing from, or teceived ' these Instructions, he shall personally bring the matter to the notice of the Governor- »
o ‘in,‘ﬂhe Foreign Department shall be circulated as promptly as pdssib]a,,:ﬁfst; to the General. 1 ; Tastructi th ression Secretary ”? ghall Jointand ;
ot Governor-General for signature or perusal, as the osse may be, and, then; to ull the ' w1e purposes of these Instructions, the €xp ry |
' Mombers in the most convenient order with regard to their aces of residence. -

ut;
«0 inelude a Joint Secretary, and any of the functions of a Secretary, other Searoty
~ (6) Every despatoh to the' Beoretary  of State ‘issuing from it

other than the Foreign Department shalt be civenlated

Beoretaries, i
— n : se referred to in the provisoe to Instruction 22 and in Instructions 85 and 37
for sign ?xﬁ%’?ﬁ?ﬁg : vith the approval of tlxl)e Governor-Gener_al or the Member in charge of the ;
Member in charge, then to the other Members in the vtde ﬁifd’?‘%ﬁ d, andy ﬁﬁhﬂy.ﬁo rtment concerned, as the case may be, be discharged by a Deputy Secretary. ;i
the Governor-Gleneral. - . e : PR -
(6) Ex despateF from the Seoretary of State received in_any 'Dc?partmeﬁt . (Signed) A. H. L. FRASER, .

other than t a?\,.,;gn Department shall be circulated as promptly as possible, first, The 10tk July 1899, - Ofg. Secy. to the Goot. of India.

o to tho Member in charge, then to the Governor-General, and, finally, to the other i
T Members in the order aforesaid. . '

Froie S 32. Every despatch to the Secretary of State issuing under sectinn 28 * of the , Telegram from the Government of India (Home Department), dated 14th Septem-
Bectary ol Government of Tudia Act, 1858 (21 & 22 Vict., c. 106), shall be enclosed in donbly oo ber 1899, No. 2067. , . NS
Btate. covers, the inner cover being marked ¢ Secref, » and addressed to the Secr.etary of Telogram from the Government of India (Home Department}, dated 11th- October
State by name.t ' L | 4. 1899, No. 2318. . \
5,"33;;;';;3;,9, 33. (1) The Secretary in each Department shal] be responsible for the correct. : '
to g:cgt:ﬁ ness of the enclosures to every despateh to the Secretary of State” issuing therefrom, — . N :
Gasette and for the correctness of all papers sent therefrom for publication in the Gazette, ) Orprr—No. 1200, Publie, dated 23rd October 1899. hat Lol
pablicutions, — - ‘ , ia wi a copy of the letter to tha .
* The section reforred to is as follows :— - ‘ + The Gove_rnmenﬁ oilzf:iilaieg 1%(1) :ﬁ dzcll)tix;!:;s;:gtsaxgg the Se%};etariat for information. |
‘;23' A‘.‘{teg“:?:ichga tx?t Gfrf)qt Iirit.ain whli)gh hiihg’ it this Aot had net been passed, have been addresses te wvuvernment will be wm ) ‘ - . ,
ny 1 1 y MR ¢ ! ‘horiti endi 5 ap . . i 3 ' c
g?z;:tm shall not b: co‘tﬁmn;iwt;aotgr:hemm};mbexagf :he U:ze;zit], nz{e:sh:h: geba;x;:al:; gte%tltxg 9?:11?(? tGhi:l‘:%ts:x . [IIere enter letter No. 1201, Publio, dated 23rd Qotober 1899 J
irect. " . o ' : ' : |
it ST 0000, 6,k e o o et e

“ When any of the governments or presidencies in India ahall be of opinion that an

S o _(True Extract.)
1 ¥y of their despatches to Gre s . .
Britain concerning the government of tpe said territories and acquisitions, or the levying of war ar mwaking peace,
nogotintions or troatias with uny ol the native pri

. ' G. STOKES,
3 es or étagps in India, shall be of & natare to require the mme to y i : Okgef ;gecretmy.
kept sooret, it shall he lawful for'the said governments or presidencies respectively to address their dq;pntches Tequiriy D | T . _
such secrecy under oover, seuled with their sonls; unto the said sevret committas of directors of the eaid company for 1 i L ' :
jnspection of such committee, and that immediately upon the arrival of such despatohes so addressod, the taid secret con ’ :
mt:e _(::’ dirgch;m shall deliver the sume or ocopies thereof to the said board 'f'&'c., the Board of Commissioners for the
re of India)." ! :

o ' 11 ents of the Secretariat (with copy of letter).
Beotion 36 of the Government of India Act, 1833 (8 & 4 Will. 4, o, 86 sobeoquently provided for the deapatch b To all department . ]
the Board of Commissionsrs for the Affuirg of Indin through the seort bommittes df soipinioations on matters whi :
seemed to the board to Trequire secrovy. i i :
+ Becret despatohes fo the Bocretary of State are transmi

tted from the Depn.rt.mentw
not been secrot, they would have beon transmitted from’

oven in ouses where, if they had
snd Commerce.

6 which the aubjeet hatonge
l;epmmem of PBipanc¢
. . »-"H !

xd, A. k Yecleston.
A /
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e 01201, Pumiic, 2380 Ocronsm 1899,
PUBLIC DEPARTMENT.
Lerrer—from | -
~ Tur CI ' . |
e OHIEF STORETARY 10 max GOVERNMENT or )
. o - FORT ST. GEORGE,
THE BEORETARY - e
- ‘ Home DEpaRTMENT.
Sz,

o ceo sod . ; . : '
“depurtnents vt vblTePg}:ﬁd your letter nnderc geghe Vh'lceroy and the Secretariat Instrac-
 the lines indieated cangho i gty Inw‘,,ib@av ave been carefully examined in all
- The appendix to this e o uced in the vonduct of buseen 1w, 127, roforms or
procedure in Madras on Su(‘f:’nt*}ms 1n a convenient tahy usiness by this Government.
In the Tnstructions. 1t g q) Points as have been al] dula‘r form a buief aecount of the
of India Secretariaty clear from this that the gy uded to in the Memurandum ouds,

i those in force in the Mudras Secretariat
, 8

by His Excellens 1g and the general condi, SR
v the Viceroy are anr conduet of b
intended to remove do notegr(gtam uanecessary in ﬁi}l)msnm::s iﬁ;tahe reforms propose:
' o » 88 bhe ¢vils which they ar

known as the ¢ disposa

et ;

Macleane’ﬂs{;:?m?xa?n(}' ah‘fpt g of ol k}feping,. which is

§ : ‘ of the Adumioi.e  Ch is¢ . .

ogut]lll% zgtt’;%l?ththe“same tim‘:dttlg;n;istmbm of tl::%‘f[]:gg; Ii,,thze‘ foot-note at page 89 t

Pproceedin ‘;!.‘ment required ang mplest, the most ec residency, Vol. I, has bees

the last t}’gii‘tée G overnment, ’.l‘ln'sst Ee ost edmplete foimtlﬁlmf% regards the questiol

time s the nég Jeurs, bas been bu}’ifgem’ Which has reeeivedl?“rp({se of recording the

in greater essity for alterat; up and has beey jo, special attention durin

%Ivice in ﬁ‘:xped}honin the dis 018 or changes hag 5 0 improved wpen from time &
d ¢ maintenance of reé’},‘;jizl of work ang ha?ff;- bI'us‘ adaption has resulte

‘ , ‘ . Ab 0 been found of very gre

ir,
Forr 8r. Gronou, : Our most obedient servant,
23rd October 1899, B

tobe, -

.G. STOKES,
Chief Secrelar

Eld- A r‘ qu‘um.

regards noting and recos stoms followed in the Governmeny"

——h

" that there is convenience ypgrefo

e
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1S EXCELLENCY THE VICEROYBMEMORANDYM ON THE SYSTEM OF
NOTING IN THE DEPARTMENTS OF THE GOVERNMENT OF INDIA

’
AND THE

-

SECRETARIAT INSTRUCTIONS I8SUED BY THE GOVERNMENT OF INDiA.

His Excollency the Viceroy’s The practice in the Seeretariats of the
. Memorandum. Madras Government. ‘

b

L— Method of keeping and rirculating papers.

* » *

: the Flat Fil The Flat File system was introduced
2}78 (4) From 1882 onwards the Wiab ¥a€ | o "afoqp06 jn 1896’ and the records from

tem was adopted, under which the papors
were laid, unfofded, upon each other, both as 1895 are now kept flattened out.

originally received in MS., and as ultimately ‘
“bound up in print. Thiswas & snlutary change,
and one which is not mow likely to be d«?pa.rted
from. Unfortunately, at the same time or
soon  after, were sown the first seeds of that
fatal mnlady that has ever since increased and
tightened.its hold upon its vietim.
’

The Flat File “system is that adopted in
the India Office and Colonial Office (and I
believe in the majority of the Offices) in
Tondon. Dut therc is this difference. The
Notes upon each paper are in the London
Offices written in the first place, and subse-
quently either fyped or printed, npon sheets
corresponding in size to the paper received,

e e - -

and are affixed to it by-a tag. Each paper In the Madres Secretariats notes of

therefore carries its own Notes or instructions, orders are written either upon the dockets of
. not actually upon its back, as in the case of the the pawers or on a separate sheet attach-?

Foreign Office papers, but attached toit. This theatto. .

I beliove to he the best system where an office « The Madras Government e-uds to Eng-

inyndert sl it oy, Lusdeut | Lot s o e St oy
that wo send dh_ome tﬁ'. 21};‘ tllf{*zw *6§;}l:e ::'; referred to in s Excellenocy the Vieeroy?:t
Official DProceedings to-the = o Yeepin g Memorandum has not been felt hero. In

both in MS. and 3 print, separate from Madras, notes are sometimes but not always
them"\f :) in MB. aud qos s aleo peihaps printed. lInPhthe case of proceedings, the
the Notes or g Wi s system, for the rapid notes of which are not printed, the notes are
some cor;v;e‘gxgggw.tman 1ol history of any case stitohed with the originals of the proceedings,
tracing of | ¢ ded, as do most Indian cases,

ing and in the case of prooceedings the notes of

over 8 long period of tame- - P of the notes are stitohed to a liko number of
' thei’ proceedings—these are for office use
only. ‘

N I think that it would be to the
convenience of the Departments, and certainly
of Members of Counal, if in cirenlating the
files attention were paid to the following points,
individually insiguificant, but collectively
providing a perceptible reliof t—

which are printed, a certain number of copies -

,
i
!
|
y
¥
I
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His Excellency the Viceroy’s
Memorandum.

The practice in the Secretariats of the
Madras Government.

(@) All files should have a board at the
bottom (as generally supplied).

s

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

stouter sort, in use in the Public Works
Department.,

(iii) When a file attains any size or weight

& strap ehould be employed to hold it together
for submission, This strap should be of better
make, less stiff and coarse, and with shorter

* and sharper prongs to the buckle, than that in
common use here. A sample, as employed in

the Indi :
to°ea3€3m2§.i°°’ London, will be sent round

title (;l)‘f') I‘;‘ despatch sheet or card with the
top, and : :rtsllxllﬁpt teoneemed Erinted at the
across the she Ject-matter written legibly

et, must be placed
of every file, i " 0@ placed upon the top

without undoing the ta.y ay see at a glance,

Vioero> 3_133: sheets for noting '» .

MS. Moty 4 invariably be attachod to L
occurring, in whi.?xv' op b Gerently
carelessness, no mo% éﬁ%m“g e rtmental
:g[epartment, afteres 0“1;3:1‘?:33 g

3., only Jeaves the Viceroy room to ‘:\?a bl
witness by his initiale to thejr lucubrﬁi;nsumb

. (vi) Thesystem of Linked Fji,
1n rare ocoasions necessary) s euﬁlll):g\i; (:.hclngh
and has been greatly abused. I Fantls

having enormous Linked Files s am constantly

which, having perbaps started ‘flbmltted to me

. rom diﬁel‘ent
points, have gradually co "
contain the same Papgrs ’ nverged, until both

me and discuss t;

problem. This is perhaps inevitable, :; “{2‘ :
case whore the Military and the Foreign l)é,pa.rt.
ments are engaged in disoussing a case which
may have a military as well as a political aspect.

But in the majority of cases the separation and

Boards are used with' tapes attached to
them and the Department is printed in
bold letters both on the flaps as well as on
the back of the boanrd.

No difficalty is experienced as regards
tapes. Strong tape is used. Fresh tapes
can easily be inserted as often as desited, as
the boards have loops.

Straps are not used and no necessity has
ever been felt for their use. Under Secre-
taries, Segretaries and Honourable Members
are supplied with books of reference and the
ﬁ}es do not generally attain such dimen-
sions as to necessitate the use of strape
:_Fl}es of all sizes are circulated in boxes anc
1t i8 a rule that each bulky file or a file &

an important subject should have a separatt
box allotted to it, ’

The title of the Departmgi(t is printed or
the boards (cases) and the subject-matter o
the file is written at the top of the first
sheet of the note or draft order in every file.
The Department and the subject-matter of
the.file are thus seen at a glance withou$
undoing the tape. Further, the subject of
every file in a non-confidential, circulation
box is specified on a card placed outside (in
an opening on the left side).

Notes and drafts are written on half-
margin and spare paper is, where necessary,
added for the entry of notes by Honourable
X.mbors and His Excellency the Governor.

Files are linked only on rare oocasions.

E
i
|
§
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His Excellency the Viceroy’s
Memorandum.

e ——
i ly & nui-

inked presentation of the files are on n

}slanncz \ghich .a little forethought might avoid.

’ i uired
:atelligent selection of the papers requir
ggninbgtﬁgﬁ]es by the Deputy Secretary, and

.4héir submission with an explanatory Note,

would probably save the Viceroy many & quat-
ter of an hour of valuable time.

’

imi ! t only to
vii) Similarly, with reference not on'y ==
Link(ed %‘i]es but fo any file, there 18 xio r]mc\;z{zd
sity to submit fo the Viceroy, or ; 10
imagine to any Membet of Council, prodi g1o‘\€1:
files whicli start elmost from Vvtll:; é::;;z::n:he
t of time. . . + . V. ) °
x'}:ztg mass of the file be left in the Depart

rs alone e sent
ent, and the necessary papers & P
f I(I)lf course the Scorelary would be held respon:

i i ers, the
‘Hle: and if he omitted essgntml papers,
:)111;11‘:123 a:lvonld fall upon lmvr:'ixo(r); 1]1];;(()111 bg.:lex
rticular - subordinate "f0 e
gz;:g;t:d the selection. But such afrosponsld
bility is after all only a feature © an}y;e a:na
every departmental system. 1 remember

case here in which there was circulated to

- Members of Council, prior 1o jta being men=

sssels Act.
i re, an Inland Steam Veésse
f]1.‘(1)11‘136‘i)at;)l::i':s "eonstituted a file mearly @ foot
high, with which chuprassis stroggled about
Calcutlp for a week. .

i win d epariments.
II.——-Notmg on cases in the Dep .

L ]
» ]

. .. the Head ﬁf . tlihe dD};apartmen:
o stvled Becretary, in: England Fermanen
%;!:aitbecretar )is gf,ﬁcia];ly responsible for th(;
esentation to {\is Chief (in India a Member o
&uncﬂ and ultimately the Viceroy, in England
B Seeretary of State or .oiher Minister, and:
altimately the Prime Mlpxs;e;'()’ ?11 i&ilgecasa I:]:ﬁ:
i Jatter is require de. !
;rl:;:mttlﬁn zf the case, he may employ &b his

own diseretion the industry or abilities of his

i be they clerks or Under
%wnngﬁgﬁuﬁ:mgay even gelegatq his l:eupoh!;
si%?lity 4o one or other of them, signifying }

own assent by appending his initials,

' . ‘Theremust bea limit to the num-
: of subordi ho'are pcrmlttedtopote,tha
Eof{egifigb?b:lﬂméd‘ewm@s oo ed not by their grade
in’ the official ¢ ] ptitudo to

' with the particular question under
gﬁﬁlonﬁ?: the reference to the ultimate author-
jity must niot consistigf 8 jumble of hetgrggﬁnq.
' ons and discordant ‘opinions, out of which he 18

called upon to pick one for himself. . . .

The practice in the Secretariats of the
Madras Government. '

s@le, but by their aptitude fo

’ before
Unnecessary papers ore gemoved
files go in circulation and it 18 & well-under-
stood rule that irrelevant papers should not
be put up with a fle.

Cirenlation boxes are not as 8 rule
carried by peons, but are taken round in 8
circulation cart. If a file requires it, 1t 18
geparated into two or more portions.

L These ciples are observed in the

 Madras Sodfetatiats,

o
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" Hig E’xoellency the Viceroy’s
Memorandum,

The practice in the Sectétariats of the
adras Government.

he approves of the note, lot hi i

. 06 approve him t
w;:l; ‘tm lnmtials. If he c’lisapproves,mﬁtlh?nﬁ
e i}ormizmide;e m%diﬁ;d, or let him substi.

ote by himgelf, Wh

pagl)::& %ma sed to the gazetteq oﬂicial(;x,l atsh:’

fraeral rg ® not more than two of them (inclu-
g azginge iteg;et:;yt)h:hﬁuld, aofe fpon it hefore

oDt on'ble Member. Th

ecre i .
| suborm g\;:ll hioulﬁl:::ﬂsetlect whichever of his
nary Ngte, or the selection
automatically by the sub-d
the Department, . .

(il) Préois ang paraphrases gh uld only he
a_parap, !
adopted on g very Imuteq sca_lg. oIf ghz' Ig:cter

-Ouly in tho event ¢

‘of Of the document 1y

?ts gr"gat lfingth or complexity, may lm nég is of
Posals or oontenta, for sake of eom?;ni?s of

me o phs Oh;:ea,smns will also ooy le}:e .

or of the pre\zo:i: ];,Préels, either of the fa,c!tl;

useful in orger to a:tory of a

old files, and to cg‘eate?lion:l;ch roference to

ia] requires g
. Paraph
8raphrages, bylzsuli?::.’.’

he is bounq to read

(ighou%)b he is often now 1; v?éd :‘gnt to know

read} whgt

papers, and go op and
Another vigg of th :
of Teproducing vorhypre " *7 56 is the hahi

extracts from the let entire

: ter or degp
ousgion, is . spatoh under dis~
should ho disoont?n :;zdtfrely Uneosssary gng

vy

G) The ruls shoutd . o
‘ ald’ b
when at g ‘es:f

BRTees with the : 828 an offi;
ation, he‘should‘r:mg‘  Note or reeomme%}

nOthmg Moro. initials (and. da{;e)

> e

No more than two notes are written
before s file goes up to Honougable Members
or to His Excellepoy the Governor. Iy
some Departments tge plan is even simpler,
there is only one note to deal ‘with, ’

Préeis and paraphrases are only adopted
On & very limited scale. Tt is only when
: Itraper is of great length and complex;
b da. précis. of its Pproposals or contents 1s
. xzr e f;for the sake of convenience. Entire
diéom i)ufmm & letter or despatch under
nmuss, - 8re not reproduced verbatim in

8, unless absolutely necessary,

Univerga] po.

(3
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His Excellency the Viceroy’s
Memorandam.

e e

(iv) Cases are constantly occurriqg in vyhxch N
even without superfluity or delay in noting, a
paper will take several days in passing through
a department, simply owing 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 it on by a chuprasss
to another official scated next door, who will
treat it in a similar fashion. . . . If the
officials of the departments would only re-
wmember that they live in the same building, and
would in cases demanding early decision (and I
may add in many others) substifute a few words
of conversation with each other for the pedes-
trian procession of the files, they would greatly
oxpedite the despatch of business.

v .

IIT.— Inter-Departmenial reference.

- b .

The same sort of officia] pedantry ag)pears
to prevent a settlement, by hu iting and con-
versation, of any question upon which an acute
controversy has arisen between two depart-
ments, or between their official heads. . .
In England if the Foreign Office disagreos with
the Colonial Office, the Permanent Under
Secretary of the one puts on his hat and walks
across the quadrangle to discuss the matter with
the corresponding official of the other. If they
fail to como to terms, the two Socoretaries of
Btate meet and talk it over. .

- »

IV.—-—Arrangeh{ent and Printing of Proceedings
and Noles. A

i) The papors of the Government of
India )(I beliegepin ~every: Department) consist
~2 wwOgections ; the official Proccedings, and the
Office Notes. These are, under our system,
kept Fiokie -+ Lrvia vesh ather hoth in MS. and
inprint. I would not propose tc i-turfere with
this distinction. Some offices print the Notes
first and the Proceedings afterwards, others
rice versd. I think tfat 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
decigions recorded in the other section,

The practice in the Secretariats of the
Madras Government.

There is no danger of any such delay
occurring according to the system provailing
in the Madras Secretariats. As soon as
paperslare received they arc scrutinized, such
as are urgent are so marked, and the papers
are passed on for Registry. The papers
received for registry are further scrutinized
by the Assistants, who also mark any papers
which are urgent 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 casss of real urgency personal con-
sultation between Secrctariat 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 dolays involved in a formal reference
to other departments are now lessened by
the unofficial reference systom lately intro-
duoed. Inmanyimportant cases Secretaries
aud Membors of Government decide ques-
tions after personal consultation with Heads
of Departments.

The rule in Madras is that the notes are"
stitohed with the proceedings, whether
manuscript or print, and that they are placed
between the papers disposed of and tho
orders disposing of those papers. When
notes are printgg, only a limited number of
copies dre printed and these aré stitched
with a corresponding number cf spare copies
of the proocedings, coeupying, whenever
Eossible. the Position indicated above, and

cing placed in the spare copy bundle with
other spare vopies of the proceedings without
notes.




tated AU, and are desjp.
wgon Mhmu})}?np:ﬁztﬁ e\

} NVLE" mwmw by any other than ite

1 PR A ard ( L .
tted o4 he‘dﬁd “Table of &,I,ii‘l;i;}??%" n

b lettor, despata, o 1
cuter, des or tele-
i%&;‘i‘?,‘: added to.t}fe
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The practice in the Scoretarists of m
Madras Government. = .

£
I

"... When notes are printed, it xswgg:naty )
print on the top of the first P N ¢ 1
“Notes connected with G- - ;
da.ted :’ :m:e,a o e+

-of. “Table of Contents” hss “been. ¥ M | i

i

1

Lettors and telegrams aré &/ L
particular manuscript file only the sul
relate to the same subject, ,;md'as n the
matter of the file is Wnt'ten'o%w Bt

-sheet, it is not necessary Uk e e

cléé:aper ehould be repe

he)
m

= ‘Demi;c;ﬂiciuls are notw i
ings of Government nor BIE
b any oibser writos & (4

‘an drder has to be passeds o
officially, Except thosd ¥l ¢
routine mattors, whioh sre arally stit
dically, deri-officinls are' §e0° v °

with the originsls of the [

cerned. The Demi-Offigial:
well as an index, .~ . |’
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His Excellency the Viceroy’s
Memorandum.

The practice in the Secrutariats of the
Madras Government.

Yenbuy,

|

. I 16¥ down the proposition therefore, which
esnnot, I think, be disputed, that a demi-official
personal, or private letter, differs only from an

: O.gce-note in the fact that it is written by an
o

 d A
‘oblivion that is apt to overtake Departments

ficial outside the Department and often at a
distance, instead of by an official inside the

Department at his desk. It must as a conses

juence be similarly treated; ie., it must, if
arinted at all, bo placed not in a category apart,
but in the Notes in the order of its arrival.
The decision whether it should be printed, and
f 80 how much of it shonld be printed, must
‘st with the officer concerned, subject of course
othe decision of the Secretary. By this method

there will be in every printed collection of
’ }lapera_in every Department, three soctions only,

(@) Table of Contents, with Referencos  to
former and lafter cases; (6) Notes; (¢) Pro-
ceedings. 'There #uust be no extras of any
description.. _
(v) In printing both t : Notes and Pro-
Aneg, it is possible to avoid & good many
don by always

“.me thing, ie.,

oy amvwel for poedtimge] .

and aga% in each class, one type for headings,
anothertdr coutents, and so on. At present
all kinds of type are used promiscuously, accord-
"Ing to what may be handy in the printing

ress at the moment. Similarly, in printing

oth the Notes and the Proceedings, all numbhers,
alphabetical letters, and purely departmental
hieroglyphics, except such as may be essential
for subsequent reference, should also be omitted.
Too often . a printod volume of our records is
more of a puzsle than it is of a guide.

. - -

truction of routine slips »
arevent the 1]])rinting of matter, which must
pear apon & :

being printed. All that is wanted is that
every Bepartment. gome officer, responsible

the Becretary, sball, before tho M3. file goes ..

the printer, run a blne or red pencil through
. stuff'that does not require reproduction jn
nt. I this way we shall find that the bulk

our printed Notes will speedily be diminished
7 more than one balf . . . .
. V,—Other aids to despatch.

“Bome check appears to me to be
~ydox, e provent the interminable
hat now oceur, and the complete

~ T

Notes are never kept separately. 1f notes
are printed (and this is done only in import-
ant cases), the printed notes are kept with
the spare copics of the proceedings in the
bundle and a certain number of copics of the
notes stitched with a like number of the pro-
ccedings (for office use only). 'The original

" notes are nlways kept with the original
proceedings.

The type used for notes, proceedings, Xc.,
is not generally of any particular kind.
Notes are printed on yellow paper to dis-
tinguish them frem the proceedings. Al-

_platoeieed dptters, references to flags, &c.,
are onitted in printing.

. 'What is wanted is not mercly the
bat orders

o files, but which is not worthy.

. References of no permanent importance,
such as requests for former papers, calls for
provfs or drafts, orders to print, sre wrifter”
on separate slips and -are destroyed. Clear
instructions are given to the Press as to
which portions should be printed and whick
should maw. i .

a8 to the whereabouts, or fate, or' fubvve of -

g — - .~
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His Excel] éno the Vi Government of India The practice in the Secrctariats of the
: ] ’ . . s
N orgn dumYlégmy 5 The Pra(ﬁoz in %e Secretariats of the Secretariat Instructions. Madras Government.
‘ " Y } adras Hovernment. i ' (
eases in the coursé of their d ' ] o GOVERNMENT OF INDIA |
These delays and this carologbn. g ocE. S | SECRETARIAT INSTRUCTIONS. |
(1) in the cases of g — L o | [
eations from the Secretay of S, 0 communi. In the Mad rotari ' ' ! "
. 2eretary of Stago— . e Madras Secrotariats there are call ',
thml}; I am continually recei\}ing i(:}rige;gmg books and arrear lists. The-tormer } » » o * ;
0;1;3 :d% in the following terms ; ¢ Whe% mn;S; eozcierned with Govgrpm?nt' proceeding 7. (2) Lettered or numbered slips may be " Lettered or numbered slips called flags
of svfc }‘; a?l?l ans;lver to my telegram or despatch | :}I:e ;;ttem t‘f’ whick replies ‘are due. Afte i pinned on previous papers referred to in the are affixed to previous papers by means of
s such a date ? e 3500 ho a proceedlngs the call cler! | : Notes, the letter or number being quoted in the ch}l))s; they are not pinned. If reference has
. (2) in the oase of questions th, tes 1n the call book full particulars of a ) margin in pepoil. But not more thau one slip to be made to different portions of a Govern-
suing their weary pilgrimage ﬂ:;t a,r](: pur- }f)rooeedmgs and letters which require replis ) . shall be attached to the same collection or ment Order, more than one flag is sometimes
Departments; ‘ qug. - the Egnn[:i Ii)c\lxjidq Ofﬁee_sf' :ﬁ other (ffovemmen volume: the reference to auy particular part used for the sake of convcni}enoe.\ In the
(3) in the case . ooy 18SuC ik these replies are n being made by quoting the record number in, | case of volumes aud printed books flags are
referred to a Liocal ((})f questions that have been received cither by the due date if a date . : or f e of they c(gllect.ion or volume. pot used, but the portion referred to is
reburned tharofr s overnment but have not - J%ﬁ’gﬁf the Tgl}l)’, _01;i within a reasonab page oh 5 marked by a tape.
Nowin all thess sases thore o ] 1en no date 18 fixed. The eall bool :
. , there ought to. L 1 Bre periodicully afid régulark : - .
s i’;?vtli?}i},tapd not wmerely illﬁsfry,.\ eheiks,("m]?‘ the serutiny oi? h?gﬁe;?gflfli] e:lgg subxg itted fo 8. Above the previous papers shall be placed The current correspondence is strang
v pre ateme'%c Jn_each Department some sort of | . o ' ‘the current correspendence, which should togethor in chronological order dewnwards
‘ i ut 38 drawn up Quarterly, or perhaps at The arrears list sh ha stromg bogather in  chronological order .80 that the latest letter may be at the
: of,trgolgit&gzva]:i‘of the oasos in theDep&rtrﬁent 1 beon in the offie %‘:"Sttxg p;pelr;s that have ‘%{}Y@‘.{S’- the Intest letter being at the top. hottom. Fach current is preceded Dby its
 and ot 8 that have been issned upon them. | 804 which have pot” weeks or mor , Wiih this arrangement it will not be con- enclosures arranged chronologically,’and the
B"m gl‘ thle Present stage of their wandering, | order or a lettlgo g disposed of by a o venient to assign serial numbers to the pages Jatter are in their turn preceded by the
L call g 3y, 0is cheok must at prosont be what | include all payors aandier o thorelt of the whole correspondence; but a serial | docket shoet of the current, and the pages
veut cages llilksgr{hchec.k’ Since it does mot pre- riats and the number will be entered on each paper, as of the whole correspondence are then num-
tioned, and s at which 1 ‘have juet men- outsido officos 2 received, in pexieil vr chalk and cach paper hered in pencil or chalk to enable it to be
o i;oi?e W}émh is onfy On%&mm_, '-f:ﬁ*““.r e d'um ‘fornﬁ(‘ , will have its pages qn}lllmbored scparately, also ' pead like a book.
oY, under my owa noties, impress | 800 Whiae 80 oy vae in pencil or chalk. These numbers are required
' Bien Y;S'f:at these qu’arterlyvstatement{;, V?hich ;. the call book. B Thv: atrears lists are sii. ]forP reference only while the file is (:g‘wut. |
. divided 3 ?ﬁa’%ﬁ '_%lvefks and are, I believe, | mitted once a week to the Beoretary and are Above the current correspondence shall be !
tary ond Derat zs o ‘mbmmm(m to the Seere« carefully scrutinized.  "When & keply . is . placed the Notes.
tar: llp ¥y Assistant, and Under Seere- | OVordue, the fast, is at once appe ty
- Ary severally are either only glanced at or g orders for the § pparent and » ’
completely ignored by them, g conveniarz entered in the érfs:qerj?i’ 2 reminder are * * i
initial being substituted for a bond-fide scrutinn renm l'ft’ltself. B v i i ! '
. S Y ' In addition. lists £ ok . 10. (1) EvervfI\Ote shal'l be logibly written i Notes aro written on half-margiu and on
* * and returus due inothpegmoﬂ report; upon. paper vt oolseap size, with a quarter |,  loth sides of the paper.  This system leaves
. ~maintained and watoh d? ectetariat arc margiv, and only on one side of the page. | space tfor Honoureble Members and His
,. »x isstiod  whenowsr - ch ed, reminders being i Excelleucy the Governor to write their
. _ s overduo, A se;;;at: l‘zpolx{-t or zetu_m _ . remarks opposite to the notes. :
‘ ' telograms to which o0 S IRgIste ! 'g
. v ; replies are d ! '
* : ' register of despatohes pfrom the ‘éee,erf " ' " ‘f
- - of State which require an answer gre . |
. S o ‘ _ wmalntained and periodically brought u ‘ 10. (3) In every case referred by one | The U.O. system has becn interpreted to
f oo . . review. S _ ! Department to another, the Notes written in i require that cach departmental note should
i the Department referred to shall be on separate | Dbe in continuation of the previous note or
The maintenance of eall books, of 4 ' sheets from the Notes written in the referring | notes. In many¥oases the initials of the
lists and of the lista.and ey isters " 0 :fn A Department. " ; Secretary of the Department referred to
shove and the scrutiny e';e.g;loised ovar ) | are all that is required, and very frequeutly
( , Sorve as a practical check to ' over t‘l‘ : ' : a single sentence embodies his views. The
, ‘ | in all cases, and in thisres I;": ent de; . ¢ * ! use of a sepurate shect would therefore be
' is considered, be no betljtcr'x}fc;;h“&r&‘car : i productive of preat waste of stationery,
. ) . " now pJ'OVailin,g. : ethod than t g besﬁ;ies increasing the bulk of files nnncees-
. ) . . [ ganly.
! When an “officer agrees with the pre- | Yhoers ; .
' + Note or rccommendation, he shall | Ot ers_append fhen ‘mltxals only and
. 5 R sin _ 4 thine -~ not their signature when they agree with the
4 , . P append his signature and nothing more. . Liuoeding ote.
; S SECRE L q.r%:nm Noﬁes, or Noées todemﬁhamzo speeial |
: c .. P e noints, may, however, be made. l
. [ i
:; * L * g
R - A !
v e
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" The practice in the Seeretariats of the
' Madras Government.

, 211 a Member desires to refer & cage
1 the Department of which ke is in charge, to
another Member personally, for formal opinion,
he shall obtain' the consent of the Governor-
Groneral before doing so. ‘

-

.. * .

22. (3) The officers, in regard to_whom a
reneral consent to the reference of Notes by the
epartments hereinafter indicated has boen

given, are the following :— .

4) Home D_epartméntu

o i) General Superintendent of O .
for &‘e Buppression of Thagi und %ﬁiﬁﬁ? '

and

'

" (ii) Ohietf Ihspeotbr of Explosives, &eo., &m ,

i

* . .

23. When papors are recorded in Proceed-

ings; a 'l able of Contents” shall be added to
the record. ' This mny, bowever, be omitted in
crses which are not récorded in A. Proceedings,

- if therv'aro only ‘one or two papers. Kaoch

recorded collection will thus ordinarily contain
in the order named— S v

() a Tallls of Contents, with reforences to
former aud 18 Prooeedings ;

(D) the Notes on the case, with appendicésﬁ
to the Notes should they be found necessury in
oxceptional cuses; and T

(¢) the official Procedfings.

. The record numbers of the official corre- |

spondence shall be entered in the matgin of the

otes opposite the statement of the subject of
each paper, - : v

» ‘ » ' -

"

27. (1) Where a paper, vrwhich has been '

prix;ted, is re%gired for information“or refer-
once, ‘& printed oopy, and not the ori inal
shull, fn the a : contrany
s u‘bmit 1i(::‘].bsenoe of orders to the contrary,

~ When a Member desires to refer a .case
to another Member for formal opinien, it is
not usunl to obtain the consent of His Excal-
lency the Governor. This system would Le
very undesirable in Madras, ®

There is no such fixed.rule. The only
officers ordinarily referred to U.0. are- the
Accountant-Goneral and  the ‘Heads of
Departmeri#s under each Secretariat,

-igfh

This rule is inapplicable to the ““ Disposal

Number ” system which obtaing :
Madras Seoretariata. ns in the

Only printed copics are putup; but if the
onginals “contain notes which are not
printed, these originals arc put up.-

3

o

T

P £t

p—

AL ot

5

e L

PR —

A ot 1 A e s e

e el L

AT

e

i~

13

N s .

v

N S s h o st g o I Eeas

Arrenpix 10 LETTER, No. 1201, PUBLxé, patED 23RD OcroBEr 1899.

AN

Government of India Secretariat
Instructions.

g ! . -
The practice in the ‘Seoretanats of the
Madras Government.

29. In the case of both Loeal Govern-
ments and other Departments reminders shail
take the form of a distinet inquiry as to the
cause of delay aud the prospects of the case;
ond vhe reminder shall be returned with the
information required within a time fo be
specified thereon.

v
~

* L ' *

of State shall, ‘unless it relates only to

31. (1) Every %legram to the Seerctary
matters of routin

State shall Le sent after issue to ‘the Private
Secretary..

- » . -

(3) The cireniation for signatﬁure of every
jespatch to the Secretary of State shall,
exdept in cases ‘of urgency commence, if possi-
ble, six days vefore the departure of the mail,
‘n order that each Member may have leisure
to study 1t and the papers connected therewith.
Suck papers, if the subjeet is one of importance
~ intecest and has not been brought belore a
rh,eeting of Council, shall be circalated along
with the despatel.

(4) Every despatch to or from the

. Beoretary of State issning from, or received in,
s.;the Foreign Department shall be circulated as

omptly as possible, ﬁz"‘st, to the Governor-
enera]l for signature or %erusal, as the caso
may be, and, then, to all the Members in the
most convenient order with regard to their
places of residence.

(5) Every despatch to:- the Secretary of

atp issuing from any Department other
th#lf the Foreign De}]yj.rtment shall be circu-
ated for gigeture, first, to the Member in.
shargo, then to the vther Members in the order
fog8kaid, and, finally, to the Governor-General.

» . hd

(6) Every despatch from the Secretary of
ata received in any Department other than
3t§b~:mgn Department shall be circulated as.
romptly as possible, first, to the Membelf in
arge, then to the Governor-General, and,

-nally, to the other Members in the order
foresaid. _

or matters of fac’gt_, be -
- sabmitted to the Governor-General hefore lissue.
© A copy of every telegram to the Secwctary of

The reminder forms simply request that
the reply may be cxpedited. With Call
hooks and Arrear lists properly worked, it is
an casy matter for n Secrctary 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 unnceessarily.

Copies of telegrams to the Senretm_'y of
State are not sent, after issue, fo the Private
Secretary ; but drafis of the same are sube
mitted to His Exesllency the Governor.

oy

—— e ey o

All despatches #o the Secretary of State
 are submitted for signature first to His
Excellency the Governor, the?&e Hononr-
able Members in the order of seniority.

Despatches from the Seerstary of State
arc veceived first by Ilis Excollonoy the

Governor and passed on to the Secretariat,
They are then sent to Honourable Members.
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‘ | Instructions. Madras Government.
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N v i is ar i that the Sceretary i
G 83. (1) The Sccretary in each Department It is_an axiom . 3
P shall b(e )responsible for the correctness of the responsible for all the work of lhli tO}fﬁcgé e‘%;le&f
T ; ' - enclosures to every despateh to the Secretary " Government recognises no ,03;10 _);‘1 , tz;! -
B of Btate issuing therefrom, and for the correct- tary in suoh;é.matters.‘ the ¢ ft_wcre A {uu} ot e Syt
b ness of all papers sent therefrom for publication left to make his own arrangements and .
; 5, ; #  in the Grazette, as he thinks best. / | ﬂ
. - \\
\ * - M
-}
83. (3) All papers sent for publication in | . Pagsrs are marked for Gazelte on the draft
the Glazette shaﬁ %

o signed by the Secretary

oréf’ers. No separate signing is required.
or, under the Secretary’s instructions, by an !

_,OC-l
. i by i ( ,riA ém) Of G.O' NO
(i) Spal"e CCJ_/'} Wl 1',1. Il()te 8 ‘H Yl \] ] :)

C oo 4o +1i
. I think thalthis
-4 October 1R99.
& t below the rank of Assistant S Public, deted 23cd Oc
‘ officer mno elow , v
Secretary. is a confidential paper
» ‘ » . o L \ € M
36. Whero Papers are communicated to This priveiple is observcd‘,,in Madras
Liocal Governments or to the public, all matter .
indicating the existence of a difference of
opinion in Council shall be removed, unless ~
the consent of the Governor-General to its
retention is first obtained.
»
C ol
4 » ’;
Y
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RCY'S MEMO

V- SECRETARIAT INSTRUCTIONS Is3iig

Viceroy’s Memorandum.

Remarks in the
Chief Recretariat.

L. —Method of keeping and circulating papers.

(4) From 1882 onwards the Flzt File

sy ‘em was adopted, under which the papers,

were laid, unfolded, upon each other, bcth as
originally received in MS., and as ultimately
bound up in print.. This was a salutary ehange,
and one which is not now likely to Le departed
from. Unfortanately, at the same time or
soon after, were sown the first seeds of that

fata] malady that has ever sinoe increased and
tightened ifs hold upon its viotin. '

The Flat File system is that adopted in
the India Office and Colonial Office (and I
belicve in the majority of the Offices) in
London. But there is this difference. The
Notes npon each paper are in the Loundon
Offices written in the first place, and subse-
quently either typed or printed, upon sheets

corresponding in size tn the paper received, !
and are affixed to it by atag. Kach paper

therefore carries its own Notes or fnstructions,
not actually upon its back, a8 in the case of the
Foreign Office papers, but attached toit. This
I believe to be the best system Where aw office
is independent and selfsnfBoiog. T understamd

that the main drawback to its adoption here s

that wo send home from time to time oar
Official Proceedings to the Indis*Office, and
that there is convenience therefore in keeping
them, both in M8, and in print, separate from
the Notes or K.-W. There is also perhaps
some convenience in our system, for the rapid
tracing of the departmental history of any ease
that has estended, as do most Indian cases,
over a long period of time.

- ‘ .

e,

As regirds the method of folding and! pre-
serving papers here, I do not regommend any
departure, in main principles, froh tne existing

system, But I think that it would bo fo the.

convenience of the departments, and cquttinly
of Members of Council, if in ciwulating the
files attention were paid to the following points,

individually insignificant, but "@;;féuivelx_ﬁ

providing a perceptible relief :— ]

—
(i) All files shoull haves board at the
bottom (as generally supplted). P

R -

. v

(ii) The tapes attached to these hoards
should Dot be of the flimer and breakable type

in use in most of the Liepartmonts, but the:
atouter sort, 1 use in the Publio Works

Department. .

| upbn’ the

' The Madras Government too

Tent is printed in bold letters

1
¢
!

The Fiat File system was
introduced in Madras in 1896
and the records from 1895 are
now kept flattened out.

iev

Coeed
23544

" In the Chief Secretariat ~he |
notes #y 4 written(
of the "papers beé
on a separate sheet attached

sends fo Emgland and to ,the
Government of Tudia iis proceed-
ings volumes,and the diiﬁcultf
referred to ‘in the Viceroy's
Memopandur~ has not been felt
here. .Jn Madrgs ey notes are
printed separately and no inoon?’

venience is felt in separating |

them from the proceedings. -In
the case of proceedings the r-tes
of which arg, not, printed, the
notes ! cre “stitohed - with the
orfinals of Government Orders,
and in fhe case of proceedings
the notes of which are printed,

a certain number of copies of the :

notes are,stitched to a ocevéesm
number of the proceedings—these |
are fof gfﬁrge use ouly. }

4 ‘4,;*’1,' <
pass g b0

4

N L
Bords are used with tapes
attached to them and the Depart.

both on the flaps as well as on
the bac?x._,

No aifﬁculty 18 experienced

V- d
-

here as regards tapes. Strong:

tape is used bere. Iresh tapes

can easily be inserted as often ss

desired as the buards have loops. -
/

r—-
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HE GOVERNMENT OF INDIA.

Remarks of
the Chief Secretary.

Remarks in the
Public Works Secretariat.

Rremarks .-
Hon'ble Mel':lfers_

Remarks in the
Revenue Secretariat.

it_;;”

In Madras, there is a board
and flap and tape for tying.
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Y iceroy’s Memorandum.

Rems' rks in the
Chief Secretariat.

Romarks ' ’in the
Reverius Becretariat.

(iii) When a file attains any size or weight

a strap should be employed to hold it together

for submission. This strap should be of better

- make, Jess stiff and coarse, and with shorter

and sharper prongs to the buckle, than that in

common mse here. A sample, as employed in

the India Office, London, will be sent round
+ aach Office. :

.

&

¥

(iv) A despatoh sheet or card with the
title of Department concorned printed at the
top, and the subject-matter written legibly
across the sheet, must be placed upon the top
of every file, immediately inside the tape or
strap, so that the Viceroy may 860 at a glance,
without undoing the tape or strap, what are
the Department and ths subject concerned.
Copies of those in use in Poreign Department
ean be procured-

b

(v) Blank sheets for noting by the
Vi shoald invariably be aﬂ.acged to the
MS. Notes or K.-W. Cases are constantly
*ooourring, in which owing to departmen
carelossness, no such sheets are attached. The

Department, after expanding itself over
M3, only leaves the iceroy room to give dumb

witness by his initials to their lJusubrations.

§

" (vi) Thesystem of Lisked Filesis (though |

10 TATe 000ASIONS TIEERBATY) & cumbrous system,
and has been greatly abused. I am conetangly
having enormouns Linked Files submitted to me
whioh, having perbaps started
points, have gradually oconverge
ocontain the same papers, and discuss the same
problem. This is perhaps inevitable, e.g., In 8
case where the;Military and the Foreign Depart-
ments are engaged in disoussing & case

may have amulitary a8 well as & politioal aspect.
But in the majority of cases the separation and

linked mntatlon of the files are only & nuis- |
ance W

a little forethought might avoid,
An inteljigent selestion of the pepers required
from both files by the: Deputy Secretary, and
their submission with an
would probably save the Viceroy many & quar-
tor of an hour of valuable time. e

tal | able Megabers.
, o
ﬁyj

from different|files are linked fogether in the
until both.| Government of i

an explanatory Note,

This system encourages bullsy.
files. Straps are not used here
and no neocessity has ever been
felt for their use. Under Sec-
retarios, Seoretaries and Honour-

lo Members are supplied with

ooks of reference and the
files do mot generally attain such
dimensions as to necessitate the
use of straps. Files of all sizes
are always circulated in boxes
and it is 8 rule that each bulky
glo or a file on an important
subject should have a separste

here.

box allotted to it.

i

o

The title of the Department is
printed on the boards (cases) and
the subject-matter of the file is
-¢xitten at the top of the first
sheet of the note or draft order
in every file. The Department
and the subject-matter of the file
may be geen at & glance without
andoing the tape. Further, th
subject of every filo in ;‘ma.
tion box is specified od a card
placed outside(in the opening on
the left side

o/
o
The ciroulation clerk pats up

sufficient spare paper in each i
for the entry of notes ll)‘; Honour-

3

‘9ooseions snd the aystem of link-
ing files is not “abused” here.
Tt is not understood in what cases

t ‘hore

they are

Files Vare linkeﬂ'.only on rn*‘ |

No despatoch sheet in tho form
referred to is used.

-s

e

The strap referred to is not used

; horoon SPP

Remafks in the
Pnblio Works :Semtaﬁat.

"~ Remarks of
the Chief Secretary.

Reomarks of
Hon’ble Members.

m pow employed
They may,
od with advantage

R the‘bOG-rd)
ont and the sub}6C
ent an there-

» Half marginis left in Madras.

W

S
Thore sfe no linked files here
ess there is more than one:

| current for disposal, the gubjects {

being divergent.

et T #

W
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Linkol Piles bit to any file, thera is no nsoas-

T Viceroy’s Memorandum.

———

. ,"
umilarly, with referance not only to

Sity &) sabuit ¢ th) Visaray, or I shoald
agine to suy Msmber of Counoil, prodigions

Assistants and the TUnder
Secretaries remove  unnecessary

apers before. the files go e |be put up with a file and there
'g-““, AMosskency ’hl Ay | has therofore been no occasion for

s

It is & well understood rule

the Secretary to issue any general

that irrelevant papers should not |’

,Remé.rks of

' Hon’blo Members.

* * LT

| in Madras in 1 ') partioulse,

There is roc _for amendment

Files sent in oimulatioﬁ might

&5’ "ilwfl start almyst fron the commoincs- ‘
‘mntof timy. Sioh g systam would bring the 2
- Work of s Fireiga OX> ia Baglanl tosa %

w oesndshll jn 2L hyaes. Waen I was Uader
- Booretary thers, T froqnently had in the course
et single day to read from 50 to 100 de-
Wpwahesior papors relating to different subjeots.
- 22%s cam3 round to m> i bixes, with the few
- Provions pigars, raquirad for the understands
- Inz of eash, attashod to thom by elastio bands. ;
o HMd ®10a papsr carriel upyn its baok, like a .
- $aail, its entire offi sial history aai tensmont, & :
- ¥egumaat of porters would have been required
%0 oarry to and fro, betwaeen the Foreign Office
o and the Hoyuse of Commons, the preposterous
.. -burdes. Why cannot a similar intelligense,
S . 1o gelection and in reduction of burden, be| . ‘ ‘ :
vzhibited here ? Why canuot the vast mass of )
- - ‘the file be left in the Dopartment, and the
»7 . Doosssary papers alone ha sent.? Of oourse the
LT Bm}'ﬁtal’y would ba held responsible ; and if he . B 3
_ . 9mitled gsontial papars, the blame would fall ' _ -
» 7. . 'vpon him, or upon the particular subordinate : : ‘ ‘I
. to-whom hal bean delogated the seloction. C
< But such a responsibilit&yi- aftor all only a : : ' 51 : : S
- foature of any and every epartmontal aystem. S R | SR . b ‘ ( -
« {mombar a case here in whioh there wis { _ : ‘u?" ‘ . e B B T o ot "
oiroulitad to Mombers of Connail, prior to its » 1 ‘
boing moantionsd thers, an Inland Stoam
Vossols Ast. Tae papors oounstituted a file
nourly a foot high, with which cAuprassis
strugzled about Caleutta for & woek.

H.wyating on pases m the Deparimsnts.

&

orders for their removal before
« | circalation.
& "

&

he reduced.,

Foderet

The ci)mulation hoxes are ;xot A1 & tiste - !. Wi
carried by peons but are taken . : RS N
round in a ciroulation cart. . 6#& M o

o o ® | .._- | . SRR
o T now turn to the remadics. They are basad

*‘wpon the old practice of I%han Government, |
- i upon the practioe of &oﬁlzon jon Dw%
Pk ‘

o TRis s exactly what is done| '
{in the  Publio - prks, Depsrt- "

In the Publie Works andf = S
| Marine D onts, there is no o X
noting by any body below the| . =TTt N
Scoretary, e, all-notes goup as| - | o :
notes by the Secretary snd nonej.
of these notes are ever printed, { : .

#:

¢ d upon what I shoyld imagine to ‘
1 rachich of every  sensible. Glovernment in the | . -
world, This practico réits upon: the ehnple |
inciple that the Head of ths Department|
here styled Seoretary, in Erigland Permanent
“Under eeretari) is otficially responsible for the |
-presentation fo his Chief (in India a Member of

: ouneil and ultimately the Viceroy, in England
= a Secretary of State or other Minister, and |
w24 mately the Prime Minister) of the case upon L B
whic the latter is required to decide. Inthe| This is what is done in. the
‘preparation of the case, he may employ at his | Chief Secreta rit, . the
own discretion the industry or abilities of .his i
own subordinates, be they clerks or Under
Jecretaries ; he may even delegatq, his respon-
. sibility to one or other of them, signifying his . : ,
71 own assent by appending his initials. ‘ 5 , -

But this discretion must have obvious limita- I . Do. do. : »
* tions. 'There must be a }imit to the number of | * - A .
subordinates who are permitted to note, the |
selection heing determined not by their grade
in the: o,ﬁic_iqg sqale, but by therr aptitude to
deal with ihie particular|guestion under notice. !
Secondly; tbe reference fo the ultimate author-
ity must not consist of a jumble of hetetogene-
ous and discordant opinions, out of which he is; o
~oalled upon to pick ome for himself. ‘the| : .
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Viceroy’s Memorandum.

Remarks in the
Chief Secretariat.

Remarks in the
Revenue Secretariat,

AU marks in the
341 Munl. Secretariat.

Remarks in the
Puablic Works Secretariat.

Remarks of
the Chief Secretary.

Remarks of
Hon’ble Members,

manner in which I would apply this principle
%o our Indian practice is as follows : —

(i) When the question of noting was dis-
cussed in 1895, a great deal turned upon the
question as to the side of the page upon which
clerks or gazetted officers should sign their
initials, and as to whether the higher officials
should sign their initials or their names. The
principle that I would desire now to establish
is this ; that from the Office there should come
up to tho administrative ranks but one Note.
Let the Superintendent sclect which clerk he
pleases to write it. If he approves of the note,
let him pass it on with his initials. 1f he dis-
approves, let him have it revised or modificd,
or let him substitute for it a Note by himself.
When the paper has passcd to the gavetted
officials, as a general rule not more than two of
them (including the Secretary) 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
preliminery Note, or the selection will he made
aatomatically by the sub-division of labour in
the Department. I have said ‘as a general
rule,” and I think that it should be of almost
universal acceptance, but I would not exclude
the possibility in exceptional cases of three
Notes, though I hope that such a contingency
may very rarely occur.

(ii) Précis and paraphrases should only be
adopted on a very limited scale. If the letter
or despatch under examination is one of a
character and importance that are certain to
require its ﬁemsa.l by the higher officials and
ultimately by the Vieeroy, it will, in nine cases
out of ten, be unnecessary to précis or para-
phrase it at all. The subject-heading will
indicate the general character of its contents.
Only in the event of the docuament being one
of great length or complexity, may a précis of
its proposals or contents, for sake of convenience,
be required. Occasions will also occur from
time to!time when a préeis, either of the facts
or of the previous history of a case, may be
usefol in order to avoid mueh reference to
old files, and to creste, s0 to speak, a fresh
starting point, Similarly, with regard to para-
phrases, no higher official requires a paraplirase,
much less a sequence of phrases, by subor-
dinates, of a letter whiegal:: is bound to read
himse'f. Still less does he want to know

(though he is often now invited to read) what
* Jhis suimdinates think was, or may have been,
in the mind of the original writer. Ile re-
quires references to precedents, fo former
papers, and so on, and suggestions for action.
Another vioe of the present system is the habit
of reproducing verbatim in the Notes entire
extracts from the letter or despatch under dis-
cossion. This is entirely unnccessary and
ehould be discontinued.

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

This was always the system
in Madras until the Government
of India system has gradually

more than two notes are written
hefore a file goes to Honourable

osmcied 7., w//(
b e A S o gy ey,

o

Précis and paraphrases are
only adopted on a very limited
scale in the Chief Secretariat.
It is only when a paperis of
great length and complexity that
a précis of its proposals or con-
tents is made for the sake of
oonvenience. Entire extracts from
a letter or despatch under disous-
sion are not reproduced verbatim

in notesy Lysoler: AF7/Tndch
4 :

W e gaT sy
Gy /

This has been the Madras
practice for a long time.

/

{'/i/(\/ﬁ/'
e
[
r.w:/

-

.

been introduced, under which s Samraq’hf

N ¢ than two notes are
ever in this Department
befor ‘file goes up to the
Hone e Mombers or His
Exco o, that is, a note by the
office s\Mpresented by the First
Assis wi and apother by the

The Public Worke Depart-
ment plan is simpler even than
this. There is only one note for
Honourable Members to deal
with.

When a case is submitted for
orders, it shall not contain more
than one mnote from the Secre-

tary.

The principles laid down here
are kept in view in the Public

Works Department.




An official who is gedted.
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Remarks in the
Revenue Secretariaf.

?Eamarks in the

Local andﬂ\ml Becretariat.
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Remarks in the
Public Works Seeretariat.

Romarks of
the Chief Seoretary.

Remarks of "
Hon'ble Members,

. (iv) Cases are constant] ing in whi
y | ae y oceurring in which,
-;._ﬂ‘;en without superfluity of" delay iE noting, a
-:g g’" will take several days in passing through
- & Zepartiment, simply ¥wing to sewant of elasti-
"% 1n the intorpretation ofgfhe existing system.
keop a 2 1<} ] in one room will
anap+§ ¢ Iying on his d@k?e{ two days,
£ an. en initial it, amd pass it on by a chuprasss
£° anocher official seated mext door, who will
‘reat it ih a sitnjlar fashion. I was asked the
(I’th“ day by a: Lookl ‘Govetnmgnt whether
would sanction the journey of g Native Prince
Eurojy. The application™reached the . De-
Partmen .Mga 126h. #The Chief proposed
to sail on -the 20th.  The file, ufter afeisurely
and uneventful procession through the office
chambers, reached me on thé night of the 18th,
t00 late to make permission of value, or refusal
possible. If the officials of the departments
would only remember that they live in the same
bm!d}ng, and would in cases demanding early
decision (and I may add in many others) sub-
stitute a fow wnrds of conversation with each
other for the pedestrian procession of the files,
they would greatly expedite the despatch of
business. :

ITX.—Zuter-Departmental reference.

The same sort of officiallpedantry appears
to prevent a settloment, by meeting and ocon-
versation, of any question upon which an acute
controversy has arisen between two depart-
ments, or between their official heads. I have
more than once, in commenting wpon thése
dis%lays, employed the simile of Lawn Tennis
or Badminton, and I repeat it here. Wken
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 ass & rale, the latter is the faiz:er
parallel) over the net, while the faithful official
marker calls out the strokes and records them
(in print) for the admiration of later ages. I
had a case the other day, in which the Seore-
tary of State had, in June 1897, invited the

- @Government of India to express an opinion
as to a change in the marking of their confl-

_dential maps. t 3
' 1899, the-rally was heroically sustained, and

Fiom that date until May

might, but for an accident, have gone on till
the orack of doom.. Can we not 1n our De-
partments abandon this system ? In England
if the Foreign Office disagrees with the Colo-
nial Office, the Permanent Under Secretary of
the one puts on his hat and walks across the
quadrangle to discuss the matter with the corre-
sponding official of the other. .If they fail to
come to terms, the two Secretaries of State meet
and talk it over. They do not pursue for
months an exchange of vocal amenities from

‘the rival house-tops.

» . ]

such delay ocowmrring according
to the system prevailing in the
Chief Secretariat. As soon as
tappal papers are received from
the Chief Secretary, the Head
Clerk scrutinizes the papers,
marks such as are urgent and
passes on to the Registering Clerk
who sends them fo the Assistants
in an urgent board for pernsal
and return. The. Assistants also
mark any papers which they con-
sider urgent and should be taken
up first. The papers so marked
have precedence over all the
others in the matter of registry,
reference and disposal.

Py

B

The delays complained of by
a formal 'reference to the other
departments are now lessened by
the unofficial reference system
lately introduced. In many im-
portant cases Members of Gov-
eron ‘ot have decided questions
after personal consultation with
i Hoads of Departments. 4/
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Personal conferences between
Secretaries or Under Secretaries
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‘.37 comes into the office, and is added to the

~

b

Viceroy’s Memorandum.

Remarks in the
Chief Secretariat.

Remarks in the
Revenue Secretariat,

Remarks in the
Publip ‘Works Secretariat,

Remarks of .

the Chief Secretary.

Remarks of

Hon'ble Members.

N.—Arrangemeul‘ and Printing of Proceedings

and Noles.

(i) The papers of the Government of | It does not appear that the

India (I believe in every Department) consist
of two sections ; the official Proceedings, and the
Office Notes. These are, under our system,
.kep‘ distinot from each other, both in MS. and
m} at. I would not propose to interfere with
this distinction. Some offices print the Notes
first and the Proceedings afterwards, others
vice persd. I 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,

gince they are, in the majority of cases, a pre-

lude to, rather than a sequal of, the official
decisions recorded in the other section.

(ii) The Notes, when printed, are in many

" departments called Keepwiths, and are desig-

nated as K-W. This is part of the barbarous
jargon that has grown up pard passu with a
im'barous system. I see mo reason why in
the Government of India we should call ordi-
nary things by any other than their ordinary
names. I would therefore propose in future
to designate 'K.-W. simply as Notes. In
the Foreign Department I bave further found
the Index or Table of Contents of the separate
volumes of papers, when bound up, variously
i d 88 “Brief Subject,” ¢List of
Papers,” . and *“ Précis-Docket.” As I see no
reason for calling it by any other than its
roper name, I have ordered this Index-page in
ture to be headed ““ Table of Contents.”,

(iii) As each fresh letter, despatch or tele-

M3. file, the heading or docket under which it
is entered in the MS. Notes, prior o noting,
is in the Foreign Department written in red
ink. I dare say this is done in ather offices.

If not, I recommend it as a useful system of
' s stages of a case, as

distinguishing the varion
well iﬁéch gcage in turno, from. the MB. Notes

upon it.

Government of India *Keep-

| withs "’ or notes are “kept with '

the papers they belong to. The
rule here is that the notes are
stitched with the amgl

osmgwy» proceeding$ whether in

manuseript or in print. When

notes are Erinted Eonlz( a I];'m;md
numbe printed an ese are

stitohed with.a correspondin

"75%;&*’7 “

number of spare copieyat-placed

in the-spare copy bundlegthers

wiblzthe spare copies of the
emmant:orders:

without notes.

4 s

When notes are printed, it is
customary to “print on the top of
the first page the words “Notes
connected with G.0., No. ,
dated 7 The
designation of “Table of Con-
tens’’ has been in existence in
Madras for very many years
past.

2

Lettors and telegrams are
added to a particular manuscript
file only when they relate to the
same subjectand as the subject—
matter of the file is written on
the first sheet, it 1s not under-
stood why the subject of each
paper should be repeated in the
note in red ink.

b

#
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Ts not observed here. The
number of the currents as well as
the authority er officer from
whom they are rceeived are en-
tered at the top of the first sheet

and the subject is indicated in
the first paragraph of the note.

reference Y

ccedings gff§ - 3@ notes.

» are recorded in| Office notes are not printed

rlstter are always | the Public W y o

notes, so that the ° Fublic Works Depavrtn‘zent.‘

ya ag soon|

;:’ docket sheet bi:

is ‘appears to

% for subsequent
" to file the Pro-

“ Table of Contents” ;
name in Madras, e s the

#all the currents
t.1ess to the same
gurs to be unneoes-
the mote the

e
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. (iv) I now come to a peculiarly malig-
nant abuse of the present system, whieiz is itself

* * the outcome of a further, and equally culpable
" abuse, ti§., the extent to which official corre-

spondence (I speak particularly of the Foreign
Department) has become supplemented, and
almost in many cases superseded, by private or
demi-official communications. The privilege of
privato correspondence between officials in the
Department and officers or persons outside is a
valuable ane, inasmuch as it places the former
in possession of information which may be
essential to the due comprehension of a case,
but which it may be impossible, for various
ressons, to include in the official letters or tele-

. Butit isa
of being, and has been, greatly abused ; and
hence has arisen the question of how to deal

with this sort of communieations in the reeords’

of a Department. It has been solved by con-
itating s separate branch or sub-head of the

stituting A
. K-W.s for demi-official papers. This branch

requires “again: s . sope index of its own.
Accordingly, it has happehed to me in studying
» case, in & printed-volume of our Procecdmgs,
rve the chronological se-
quence of discnssion and deeision, I have had
to keep my fingers' in three or four- different
places in the same volume, and to dart back-
wardsland forwards, from one to the other, at
what 8 cost of time and temper I need hardly

say. . ¥

1 lay down the proposition therefors, which
cannot, T think,' be disputed, that a demi-official
personsl, or private letter, differs only from an
office-ncte in the fact that it is written by an
offivial outside the Department and often at a
distance, instead of by an official inside the

t at his desk. It must as a conse-
quence be similarly treated; .., it must, if
glnted at all, be placed not in a category apart,

t in the Notes $n tho-order of its arrival.

' 7Tho decision whether it should be printed, and

if so how mush of it should be printed, must
rest with the officer concerned, subject of course
to the decision of the Secretary. By this method
there will be in every printed oollection of
in every Department, three sections only,

a) Table of Contents, with References to

former and latter cases; ()] Notes; (¢) Pro-

cocdings. There myst be no extras of any
description. .

(v) In printing both the Notesand Pro-
ododings, it1s possible to avoid & good many
sources of subsequenf; oorlxli_'uslon I?l,i‘ always
using the eame ¢ or the same thing, fe.,
one for Not);ep,e another for Proceedings,
and again in each class, one type for headings,
another for coutents, and so on. At present
all kinds of type are used promisouously, aocord-
ing to what may be bandy in the printing

g8 at the moment. Similarly, in printing
E::btha Notes and the Proceedings, all numbers,

* alphabetioal letters, and purely departmental

jeroglyphics, except such 8s may be essential
?:r:tﬁmeqmnt reference, should aleo be omitted.

oo often a printed volume of our -records is
more of & puzzle than it ie of a guide.

ivilege which is capable.

Demi-officials are not read in
Proceedings of Government nor
are they indexed. If any officer
writes & demi-official on which
an order has to be passed heis
told to write offisially. Esxcept
those relating to mere routine
matters, which are destroyed
after some years, demi-officials
are generally stitched with the
originals of Government orders
concerned. The Demi-Official

Register serves deislyp woll as an
index.d1s suvndd Vo aieké

A w”aﬁé;r‘

G minm Ko 02,
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Notes are never kept sepa-
rately here. If notesare printed
(and this is done only in import-
ant cases), the printed notes are
kept with the spare copies of
Government Orders in the bundle
and a certain number of the
notes stitohed with-the proceed-
ings (for ‘office use ouly). The

original motes are always kept| .

with the original = Government
Orders.

]
o,
ld

-~

The type nsed for notes, pro-
ceedings, &ec., is not generally
of ag,particular kind. Notes are]
printed on yellow paper to dis-
tinguish them from the proceed-
ings. Alphabetical letters refer-
ences to flags, &o., are omitted in
printing.

NG Jsuch definite rule is fixeq

here.

I3
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7

o
R

i
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PHL .

il sle printed in
X ¢ oﬁ%}” that is,

_the notes are
o volumes of
to the Gov-
the Secrer

printed in Madras.

Demi-official letters are not

These remarks do not apply to
Madras.
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(vi) I now come {o the main cause of the
plethora of print, as distinet from writing,
from which our records suffer in so marked a
degree. This is the preservation in print of
any and every Note, mark, sign, date, or even
initial —in a word of the inevitable but worth-

less ministerial rontine of the Department.

Xn the conduct of all business there must he
an immense amount of such surplusage. Under
the Indian system, it is swollen a‘ every point
by the sbuses which T have been describing.
Hnt its maio.and’ differentiating feature is this,
‘that here alone, ss I conceive, of all Govern-
ments in the world, isit accorded the honour of

-print. The Notes of our official volumes are

augmented fo three or four timea. their needful
dinyensions by long columns—I have often seen
‘eatire ; initials and dates, by the
record of the passage of the case from Depart-
ent, by the questions asked by
officials of their subordinates (which ought to
be sent ronnd on a slip of paper instead of
officially recorded upon the Notes) and by
banalités of mapy and various types.

But it is obvious that this went neither far
enough nor in the right direction. 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
appesr upon the files, but which is not worthy
ﬂ¥ being printed. All that is wanted is that
in every Separtment, some officer, responsible
to the Becretary, shall, befére the MS. file goes
to the printer, run a blue or red pe:g(iil it;}lgongh
the stuff that does not require reproduction in
print. In this way we shall find that the bulk
of our printed N otes will 8 e_)dxly be diminished
by more than one half. cinoulate for jnspec-
tion an ordinary Foreigr} Department file,
prepared under the existing system; and a
vevised proof of the Notes or K.-W. of the same
36 amended under the prooees that I am abont

te introduce. The length is therelly reduced
from 11 printed pagee to 4

References of no permanent
importance,such as requests for
former papers, calls for propfs
or drafts, orders'to print are
written on se{)arate slips and are
destroyed. Clear instructions are
given to the Press as to which
portion?should be
which should not.

!

printed and

€
{

Madras. ,

These remarks do o apply to

Not in the Public” Works De-
partment of this Presidency.

These remarks do not spply to




Vioeroy’s Memorandum.

Rewmarks in the
~ Chiet Secretariat.

Bemarks in the _ l‘f ‘n the

. Secretariat.

Remarks in the
Public Works Secretariat.

Remarks of
the Chief Secretary.

Remarks of
Hon’ble Members.

V.—Other aida to despaich.

I should like to jnvi .
vite the aid of my Col-
leagues and of the Searstaries in respact, .of
un; “‘tiseﬂﬁonstbgt they may care to make
conrey tae above heading, in sddition to, or in
.bo"bm‘:mn of, the remarks which I am
tobetto submit, Some oheck appears. to me
abl wanted in order to prevent 510 intermin-
o delays that now oocur, and the complete
oblivion that is ﬁ overtake Departments
a8 to the whereabouts, or fate, or future of
ocases in the course of their departmental career.
delays and this carelessmess coour—
. (1) in the cases of answers to communi-
cations from the Secretary of State—concernng
which I am continually receiving telegrams,
couched in the following terms: ¢ When may
I expect an answer to my telegram or despatoh

. of such and such s date P’

. {(2) in the cuse of gupstions that are pur-
suing {hoir weary Mﬂge ‘through the
B o gt s v o

. in paNe- \ 1 ns the Yo n
referred to a Liooal Government but have not
returned therefrom.  Let ra¢ give an illustra-
tion of the latter. I was called upon not long
ago to give a desision affecting certain canal
rates in one of the Proviuces. ‘I'he question
had originally been referred to the Government
of India in October 1892, It bad then been
sont to the Local Government with whom it
had remained, without reminder, or rebuke,
for 3} yesrs. After returning from this long
ho_li_day, it had then wandered like an uneasy
spirit throughthe Departments of the Govern-
ment of India for another 3 years, until at
length in Asril 1899 it came up to me to be
exorcised and laid.

Now in all these cases, thers ought to be some
Erwhoal, and not merely illugory, check. I

now that in each Department some sort of
statement is drawn up quarterly, or perhaps at
other intervals, of the éases in the Department,
of the orders that have been issned upon them,
and of the present stage of their wandering.
But clearly this check must at present be what
1 call an illusory check, since it does mot pre-
veut casés like that which I have just men-
tioned, and which is only one amoag many that
have eome under my own nofice. My impres-

‘sten i that these quarterly statements, which

aro drawn up by clerks and ere, I believe,
dividdd into classes for submission to the Secre-
tary and Deputy, Assistant, and Undar Score-
tary severally are either only glanoed at or are
completely ignored by them, 8 convenient
initial being substituted for @ bond fide sorutiny.
I cannot dogmatise upon such a question 2s
this ; bat having indicated what I believe to
be the evil, I shall bo grateful ta the Secre-

* taries if they will submit to me what their

experience suggests to them as the remedy.

- 2 . [ 4

In the Chief Secretariat there
are call books and arrear lists.
The former are concerned with
Government Orders and letters gg#
which replies are raseimed r
the issue of a Government Order,
the  Call Clerk notes in the
call book requests, if any, for
further information and sends
reminders if replies are not re-
ceived to oallw
call books ar mi or scru-
tiny of the Assistants and Under
Secretary The
arrear list shows the papers that
have been in the office for idase
wecks or more and which have
not heen finully closed (i.e., closed
by an orer or letter) in the
register. These lists gvhich there-
fore include all papers pending ing
consequence of replies due from
outside offices, are submitted once
s week to the Chief Sccretary,
The maintenance of call books
and the arrear lists and the scru-
tiny exercised over them serve as
a practical cheok to prevent delays
in all eases,and in this respect
there can, it is submitted, be no
better method than the one pre-

/

vailing in the Chief Secrctariat.
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There is no - such * illusory
cheek " in this office, We have
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which give the requisite informa-
tion. :
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Government of India Remarks in the Remarks in the R . | i
. ¢ £ ! € e 3 1in the Remarks in the Remarks of Remarks of
Secretariat Instructions, Chief Secretariat, Revenue Secrotariat. Local “{ ul. Secretariat. Public Works Searetariat, the Chief Sccretary . Hon’ble Members.
GOVERNMENT OF INDIA |
SECBETARIAT INSTRUCTIONS.
L] - L] )
_T. (2) Lettered 'or numbered slips may be Lettered or: mumbered slips| As a general rule pages are
gnned on previous papers reforred to in the | oalled flags are pinned on pre- | flagged here,
otes, the letter or number being quoted in the | vious g&pere ; if reference has to :
marfin in pencil. But not more than one slip | be made to different "portions of N
shall be attached to the same gollection or [ a Government Order more than '
volume: the 1eference to auy particular part | one flag is used for $hé sake of . o '
being made by quoting the record number in, | sonvenience. In case of volumes :
or page of, the collection or volume. and printed books we do, not use o :
' flags, but mark the portion by a y
) tape. /{W»ﬂ»’/ . i1
8. Above the previous papers shall be placed | The practico here isfthe current| : The ouy v d i
the current correspondence, which should | correspondence is strung togethpr| - | strung togh "o " ,&o‘iﬂ;?cﬁ
be strung together in chronological order|in chronological order, the latest . order dow +0that the latest
upwards, the latest letter being at the top.|lotters being at the bottom. {letter me  _o the bottom.
With this arrangement it will not be con- | When there are many currexﬁ:s : Each curx 4 preceded by its
venient to assign serial numbers to the pages | the pagesare numbered for th encloﬂmg mnged  chronologi-
of the whole correspondence; but- a scrial | sake of referocnce wwhewstbefilaisd cally, 311(1‘ “atter are in thejr|
number will be entered on each paper, as|sssment. turn pr. : ~ by tho docket
received, in pencil or chalk and eac pas)er 3 ’ sheet of ! urrent, and the
will have its pages numbered separately, also : pages of - bgle correspond-
in pencil or chalk. These numbers are required N ones &x&  upbered in pencil
for reference only while the file is current. RN , or ehalk Y nlg it to be read
Above the current correspondence shall be e !ﬂf? & bo: Chis arrangement
placed the Notes. o . g’x;;t ;’; :;r ;t%), better than the
. o . ment of 1 °7 the Govern-
: D W0 Gl o Logi :
: ‘ o e M ige
lative ‘De ents, thoughe%he
ourrent ¢ - g0 ree 4 strung
together mological order
downwas” o "y pect current is
genersll 4 ot tho top and
papers. 10t consecutively
ﬂlmﬁbr ¥ the _ar;langemextx:
Ce Loeal  ynicipal seems B e S — o
| 5 ' P:t'urbwee' iy bg adopted in » ,

. Note shall be legibly written Our notfes are wriLt_en on half| FHar margin shects are used Tho,x" o - .
10. (1) Every margin and on both sides of the | here and ordinarily both sides of | gpe alws, lla:t:?i‘zn%:%?;:??h wrirt::eex:yu tlciltep:g:ll (ge f(l:subly

r of foolspap size, with a quarter 1 A , 8ca.
uPon,P“E:;d only on one side of the page. paper. It is submitted that our |a gheet are written upon. half M8 4 on both sides of | size, with half maret and oanl
g, A%t system appears to be a better one i ( y ] gin, y
mar , 8y PP , each 8h \ ‘guarter margin |on one side of the page.
ay. space for Honour- will lea-  jfhtle space for the '
M able Members and His Excel- Honoti (omabory and  Hio
lency the Governor to write their Exceller  write their orders
remarks opposite to the notes. and lthere is 1o
¢uy-alternate page
! -‘:'? . pag /

[ ® ;
. oferred by owe | Wl Lury, mpsr ME Gusdd | The U.0. system has been here . ‘
lO.rt{azanrintoe:fxlc;{heiaszherNotes wrtten in'y - - "d s, intorproted to require that cach | | - “*
tlgzplajen;rtment referred to shall be on separate W;& 4 M’Mf -dePﬂﬁm'iPtal fntol:e should be in SR . |
sheets ?rom the Notes written in the referring seroasy %, a ‘5;{, £ g:nl::;:: ion of the previous note S | A "
Department. [‘/‘ ’ud‘ % iy Sl vntnto 7 bo L
¢ * * v"/“"‘ ‘:“/ ) | ‘
ith the pre-| Officers'append here only their Only 4is are appended to | | | | )
i Wﬁ; a'Ioll‘ oﬁi?m;g:;ztiv&t,h he sIl;all initials and not signature when notes ;l n of approval and
:e dmxﬁl his signature and nothing more.|they agree with the preceding this sex ? bo suffioront.
hggéinal Notes, or Notes to emphasize special b

points, may, however, be made. z { ~ k

;%\
N
<

note. |
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>~




VR o T

A

Government of India Remarks in the Remarks in the. Re. the Remarks in the Remarks of Remarks of
Local an  ecretariat. Public Works Secretariat. the Chiat Secretary. \ 11or hle Members

Secretariat Instructions. Chief Secretariat. Revenue Secretariat.

_RLIf & member desires to refer a case| When a Member desires  t There is nothing correspondi
. in the Department of which he is in charge, to | refer a case to snother Member | to this in Madr:f P 6 ¥ . ' .
another Member personally, for formal opinion, | for formal opinion, it is not usual : ’ S WﬂM
he shall obtain t?e consent of the Governor- { nere to obtain the consent of His L . S . ' }

General before doing so. Excellency the Governor. ' : : b adrrc . ./“f

[ » [} »

22. (3) The officers, in regard to whom 8 / . There is no such fixed rule . ’
general consent to the reference of Notes by the here. The.only officers ordinar- ' : v
Departments hereinafter indicated has been | ily referred to U.O. are the Ac- i y
given, are the following :— . countant-Greneral and the Heads F e Insnin

o : : of Departments under the Rev-
(4) Home Department. enue Secretariat.

(i) General querintendent of Operations
for the Suppression of Thagi and Dakaiti;
and

tii) Chief Inspector of Explosives, &e., &e.

* ® B
, . :
] 93. When papers are recorded in P‘W'MM : No such definite rule for all
ings, 8 ¢ 'l‘ablg of Coutents” shall be added to o T & . caﬁes. ﬂ]l?mghis is done in cases : .
where the Procecdings are volu- . .
£ j”f’mo J‘wtz@ g i .

. e
[ the record. This may, however, be omitted in :
ded in A- Pmeeﬁdiﬂgs, minous.

x cases which are not recor , lings, .
it there arq only one or two papers. . Xac Pannli" Koy wver / “:ﬁ,ﬂ P

/ X ' (:'y will thus ordinarily contain |‘e < o 2
# : . ;1 the order named— Lcmned” ¢ m' Beels o | .:&
an (a) a Table of Contents, with references to ‘ ) : ) P4 /4 ol
ot former and later Proceedings ; , M"d"dff wfa M’”W‘ : ] / >

oo () the Notes on the case, with appendices v S0 GHir “ - Bowii Ao a ff,oévn ;;z i

! hould they be found necessary in s - S o

. to the Notes should they be fou y | Zssn by ¥ 244 wmﬁ»«v«,ﬁ poditii if ieav e

, excoptional cases; and _ ;
(o) the official Procee dings. A Corde M  ' E % e QOliAl . ; :

The record numbers of the official corre- . . . . .
adence shall be entered in the margin of the Oew Iqﬂ(ﬁ e 3»-—76& p e Anw 2/ . u

;?gtes opposite the statement of the subject of Py [ - . :
. Ssgm Stosssy  phe /qu&m P 5 : . |

® ) »
_Aé the notes are not ordinarfly
‘printed, till recently it was a

paper, which has been| Only printed copies are putup;
standing ‘rule that originals if

printed, 18 required for information or refer-| but if the originals contain notes
’ printed copy, ‘and not the original, | which are not printed, they are

8 )
‘ :1?:191’, in the absence of orders to the comtrary, | put up for the current}\/ they contained notes should be o ,
be submitted. /PR put up, if possible. o .
- P . : . : : , . M‘.‘A/ et .
. 09. Tn the case of both jLocal Govern-|  The reminder forms.ﬂ;:; we| Beminders here take the form| The =~ | issued fro v 2 M 74 ’
ﬂ monts and other Departments reminders shall | o< have simply cdatd that the of request for the early submission | thig D. asually cont m ;
take the form of & distinct ipquiry as to the roply may be ex, dited. The {°f & reply. - aroque - \re 15' ontain : P W M‘” ,
pects of the case;| ,ooegtions that the reminder expsai . 'tiulx);ty g;ii?; : /" - to ) W -

cause of delay and the pros . ’
and the reminder shall be ;returne(‘l with the shall take the form of a distinet as to t} . delay and th
information required within & time 0 be|inouiry as to the cause of the rospec © 8o appear te . e
delay “and the prospects of the : ‘ e an . it w l%h :aao W I A v
epoedoan T ctbb 2ty CAE | bpado - fom of remin | Npny B 7 S

specified thereon.
caso Appears ' ,
¢ | ALl sonts raucarp bok” | dorre "4 by the Goy- "

‘ ' ? a0 o ernme - & X
i 4 ik ~ &Y be used in
/é% ﬂfde WM future =  ding Heads of : : - o faers T
' ” «:;'.a*”;f{‘”{‘,f g s

{ ‘. 27. (1) Where 8

ARG ki iR el ©
snswenstuiihoblithediidmoniginad | 0,0 /’ﬁ“d@‘% o/ Zes |Departi ¥ | ‘

obbonmbonpopliaduiinaiash. .
! Liccers iwilhing Shse

: ' Yo O Lopriwve ﬁ" Corrris fprordenly . '
31. (1) Every telegram to the Secretary| Copies of ftelegrams to the iy Tele | 130 Becretary of

of Btate shall, unless it relates only to|Secretary of State are not, in the L State 3 ntted- to His , E
matiers of routine or matters. of fact, be | Chief Secretariat, sent, after issue, g Exqelle © we isue, but oo
submitted to the %vemor-&eﬁralsbefor& 1ssuef. to the Private Secretary . :opze, t‘, f 198;‘3111% are not A
A copy of every telegram to the Secretary © e L e ent t * .vate Seoretsr
Statepzhall be sent after issue to the Private ﬁ‘ﬂ' 4 /K B f”* e AN oftgr’ | Y
Becretary. ' ot b5 WL T4 ) T -

,;%r f‘m-}?’ -

YIEas
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Government of India
Secretariat Instructions.

Remarks in the
Chief Secretariat.

Remarks in the
Revenue Secretariat,

Reniarks in the
Public Works Secretariat.

Remarks of
the Chief Becretary.

Remarks of
Hon'ble Members,

despatch to the Secretary of State shall,
except in cases of urgency commence, if possi-
ble. aix days before the departure of the mail,
in order that each Member may have leisure

(3) The circulation for signature of everyﬁ)

to etudy it and the papers connected therewith.
8- papers, if the subjedt is one of importance
or interest and has not been brought before a
meeting of Council, shall bo circulated along
with the despatch. %

(#) Every, despatch to or from the
Becretary of State issuing from, or received 11,
the Foreign 1fepartment shall Le circulated as
promptly as possible, first, to the Goveroor-
General for signature or perusal, 88 the cose
may be, and, then, to all ‘the Members in tht
moit convenient order with regard to thel
places of residence.

(6) Every despatch to the Secretary of
State issuing from any Department other
than the Forcign Department shall be circu-
lated for signature, first, to the Member 1n
charge, then to the other Members in the order
aforesaid, and, finally, to the G overnor-General.

(6) Every despatch from the Secretary of

State received in any Department other than
1l be circulated 88

the Foreign Department sha ;
promptly as pop:sli’%le, first, to the Memberin
charge, then to the Governor-General, and,
finally, to the other Members in the or

aforesgid.

All despatches to the Secretary
¢ State are submitted here for
ignature first to His Excellency
he Governor, then to the Honour-
able Members in the order of

enjority.

Despatches from the Secretary
of State are receiv first by His
Excellency the Gavernor and
passed on to the office. They are
fhen sent to Honourable Members.

33. (1) The Secretary in each Depsrtment 5
thall be responsible for the correctness of the | o £ ) “‘ﬁ
enclosures to every despateh to the Secretary | .
of Btate issuing therefrom, and for the correct- Fhks aor Ko ailive s
news of 3’} papers sent therefrom for publication | e .7 chonk

L ] L 4 L ] - *
L. | meeree s »y )

33, (3) Al ors sent for publigation 1D o
the Gaget)teAaha ie gned by the Secretary W Y/ -4 fﬂdo’

sl 1
of, under the Secretary’s m“"“"hm"! ‘?Y, - Loaprreni/ ﬁv ‘A'v"

below the rank of

it y
communiclted to &* Psmbics ‘-; V74

36. rs 8reé Y
éw;g:::me};ft? or to the public, all matter

opinion ;, Council shall bo
the “nlelet ;Iu the Governor-G

tetentiop js firet obtained:

v

g : i f
Wdicating the existence of r:m%lvﬁefll:eﬁlega PIVPRY Py 4 -

eneral to iﬂF“/“ /;W Sk -
3’/’/, P,mem Phc ekl
o fir G9 &
Mapt f 2267 Fae
Cimits Jnd? Nk /m/?fﬂ
G Sag . I S5

# oy

«w 1,

hiure inthe order of their seniority.

b ] . '
Teave slips and others of a

i the Under Secretary.

))rders.

6 Tt ae Vi trels “nes

Is not observed here.

e p(p At ;
an GY 1

Despatohes are sabmitted  to
His Excellency and {THe other
Honourable Members for-signa=

At present, the Public Depart-
ment apparently circulates the
despatches in the order of the
geniority of the Honourable

Members..

The heads of sections or draft-
ing officers are responsible here

for the- correctness of the enclo- |-

sures to orders or letters sent out
of the office or of notifications to

be issued in the Gazette.

routine character are occasionally
signed by drafting officers besides

Minutes, if of dissent, are read
in the Proceedings of Government
(going out) as follows :—
« Read also Minute of dissent
by the Hon'ble Mr. 2
This is done under special

Nore.—It will be seen that the differ-
enoces are either in unimportant poings of
detail or in matters in which no analogy
can well be drawn between the Govern-
ment of India and this Government.

The only matter on which it ms
possibly be thought well to adopt lndia’s
avstem is as Tegards reminders. Should

oy take the form of 2 request that the
reply may be on the opposite margin and
tay state the cause of delay and the date
when an answer may be expected P

«} iole objest of the Gov-
4. i rules is to expedite

.|

! il writing, In Local
ind Educational and
i vis very little: excess of

18 are in the office

L)
! r g:lny. P
.delay matters often
‘1 in watching papers
tt'and remarks thay “ime
¢ .~Our rules seom to
; 88

L ggostions of the
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