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'Requestiﬁg Government to pass early orders7j
on the proposal of the Board to depute the
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Land Revenue side for setting the}fecbrﬁkgvg
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Resolution: -

Referring to para 16(4) of its Froceedings

L%ﬁ~7h2avéz%]317, dated 2Eth October 1898, the Board begs to re

No. r
quest that early

C s e ¥ ' - T .
rders may be passed on its broposal to transfer the Special es- f

’
+ .23 5 I T0O% A
vablishment now employed on the Iand Revenue side +o Beparate R g
DLALE NO-
venue for setting the record on a proper footing, The difficulty :
B e s b -
Of getting references is lnereasing day by dayv and the Board
W v 3 e I
24
understands that tie s i
n 1e Services of the establisi i
es tishment will be gvail '
o = S L(
able from 1st March 1899, i
! g

. (True extract, )
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Acting Secretary.
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REVENUE BOARD OFFICE

(Separate Revenue) 5

My dear Forbes

In continuation of my reply dated .
» ]

6th Pebruary 1899 to your unofficial reference regard

ing the Balt Budget of Charges for 1899-1900, will you
please make an additional provision of Rs. 10,000 unde
"Temporary EstablishmentJ on account of the speciél
establishment to be entertained for arranging tne Sép,
rate Revenue records(vide Board’s Procesdings Mis.No. .
124, dated 12th January 1899 and your Demi-official
No.9 of the 21st ultimo).

Yours Sincerely

Chsr al

-

Po,

- amadl Lo g b geucl Saaasb gl ds B agitat et vt A Ak R ettt ¢ B

The Fonourable ¥r.G.S,.Forbes.
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Memorandum on the rsarrangement of ths Records of

the Board of Revenue, Separate Revenue,

\rta.

The Government having called for a report on the
records of the Separate Revenue Department, I inspected them
recently as dirscted in order to arrive at some zstimate of
|¥ ™. the probgble establishment which would be required to arrange

them according te the disposal number system. In consequence

%

S
of the limited time at present at my disposal a¥ the Land

Revenue Records are bsing brought to a close, T was not able

L0 do mors than make a brief sexamination of the Records and

STy

Tfrom the information thus obtained I beg to submit the follow-

.

£
—ter—

ing remarks.-

@ ==

=3

T The records of the Department embrace 21 years,
beginning with the year 1878 when the Commissioner of Salt
Revenue was first appointed. As the Board is awars this office

was amalgamated with the Board on the lst April 1887, and

Ty

.J"
vl

from that date the Proceedings were issued in the name of the

R Sl i T R R e

\/

'H?ﬁg?' : : UE poard. The records presvious to 1887 which are chiefly in

manuscript are in great disorder, but those subsequent to

e

|
f ‘ ‘ 1887 which are divided into four series, Vviz: Press, Miscel-
i
4
1 laneous, Routine and Subordinate, are kept in betbter order.

The whole of them from 1878 up to date are arranged in the
"bundle system" according to subiects, a system which has

¥ o
! 1 been found by experience not to wor%/satisfactorily as the
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r"qigposal number systen" . The merits of any system of arrange-
ment of records musi be zauged by thevfacilities it affords for
guickly trajhing the records>that may be required. In practice
it has been found that difficulties more often arise in the case
of papers undef the “subiect bundle system” than under the "dis-
“w
posal number system" while the labor involved under the latter
system in bringing papers on the same subject together is very
considerably minimised. In order, however, that some of the
advantages of the existing "subject bundle system”" might not be
entirely lost, it is my intention before any of the subject
bundles are broken up Lo have a Register prepared of all the
subiects and of the papers relating to them, leaving sufficisnt
space below sach subject to enter further papers that may from

time to time be received. This Register will greatly facilitate

refersnce pending preparation of the Indexes.

5. " The Records to be dealt with are briefly described

below? -

0 e =L
. 1 Original Proceedings of the Uimmissioner from 1878

«

o0 Sl1lst March 1887, the number of papers as ascertained from the

disposal Registers amounts to 106296.

II. Original FProceedings of the Board from lst April 1887

to end of 1898 classified in the four series referred to above,

amounting to 177889.

III. Spare copies Of printed Proceedings of different ysars.

/\

according to the "subject bundle system” will have to be

‘and date being entered on the hack of each paper within a

TJ. Periodical Returns and stabements.
Ve Trade Returns for several years.
7I. Books, Gazettes, &c , lying in aisorder.

4, Ttem I. These FProceedings which are now kept -

proken up and. arranged chronologically, the disposal number

rubber stamp impression, and on the enclosures also, and -
after being providsd with docketb sheets, the bundles will be
placed between boards and labelled, the labels being <Then
varnished o preserve them from the attacks of insscts. This
work will involve considerable labor and time, as each Tfile
containing the current, its enclosures and disposal will have
to be sxamined, completed and stitched with docketl sheets,
and the latber numbered and dated- Considering that “there

are some 5000 bundles of subjects to be dealt with, =a larve

number of Attenders will have to be employed on them under
the supservision of the clerks. *The disposals from 1878 to
3lst March 1887 number 10q296 and this figure may be btaken
roughly as the number of papers to he indexed, papers of a
trivial naﬁure will of course have to be excluded and in
their placé "recorded papefs" of some importance will have
to be audded, a class of papers which are not, entered in the

disposal Register. The time that will be required for index-
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{ndexing; having the proof's through the Press, and for arrange-

pent of the records may be stated appraximately as two years.

Ttem II. There are regular indexes for these, bub as the

papers are put up by suhiechts the bundlies will have to be

next sorted and arranged chronologically, the dis-

broken upb,

~

? posal numbers .nd dates being entered on the back of gach
paper within a rubber stamp impression, pub between boards,

1abelled and the labels varnished.

Ttem III. mn%e should be sorted,snd arranged ohronologicall&gml

put between hoards with labels which will be varnished.
Ttem I7. There is an enormous mass of these Periediecal:
Returns, and & clerk will have bo be specially employed in pre-

paring lists of those returns which may be destroyed on receipt

of orders for their destruction.

T+am 7. Trade Returns. A list of thoss to he destroyed

will have +0 be madae.

&
Ttem VI. A proper catalogue should be prepared of thse

.nd printed, and the books kept in order with printed numbers

> i i C a &
pasted on them corresponding with thelnumbers in the catalogue

which should always De kept up to date. This 1 presume will be

4 undertaken by the permansnt staff.

5 ¢ Ag regards the details of the work to be done, 71z7,

sorting, arranging, entering disposal numbers and dates on -
’.d

original

'

original papers within rubber stamp impression, putting undsr
docket shsets withu@isposal numbers and dabtes entered thereon)
repairing with tissue papsr partially destroyed documents,

se, I beg fto invite reference to what has been dons in the

Land Revenue sechtion of the Board’s Office as detailed in -

-

paras 4,5 and 6 of my memo! rzcorded im G.,0., No.427 dated
F

5th July 1895, Work on somé:ynat similar lines will have to

)

bz done in connection with the Separate Revenue Records.

6. The est-blishment T beg to propose is as follows:-

. Rs,
lSuperin'tzel’litent-.-..‘......-.......'........250

lclel“k 01‘1‘?{)‘:‘,.70 [ & F IR G LN T U I O O 70
5 Todexeras o RSB0 sRede o 2% 3 S eidn s shw s s ne RSO

T s W 1 B e S o 1) ) BV AN S e e A

«

2 Copyists on Rs.15 each «. sccevenncenes
2 on Rs.1l0 sach
Rs.8 each

15 Attenders WOy A NS TN i

P~ — o~
0
Q
3

4 on Rs.7 sach

Total XOB

The duties of the several members of the establish-
ment will be more or less those stated in para 12 of hy memo
at page 7 of G.0. TN0.533 dated 7th August 1895. A senior -
clerk will be necessary to assist me in the supervision of
the establishment and in checking the daily oubtburn work in
addition to other duties which will be specially assigned to

'
him by me. Two of the clerks on Rs,25 sach here proposed -

will do the duties assigned in the aforesaid G.0. +to the

"—
claxrzes
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s on Rs.50 and 25 respectively. I Tind that some action
is already beling taken with respect to the destruction of un-
numbered pape periodical returns, &c, but as this will pro-
pably have +0 be done by the Special Record Betablishment the

apvices of a clerk on Rs.25, and an Attender will be neces-

sary and T have accordingly provided for them. I have fixed

+he number of Attenders at 15. This may seem high, but con-
sidering that there are 21 years® records Lo be dealt with by

them amounting roughly to 284,1857i1es, and that the great
ens
is now dispgsed in subject hundles, the sorting

of these papers will be very laborious and fully occupy the

el

time of the proposed staff of Atfenders. sesides this several of

them will have tO be employed on work of a miscellaneous nature,

woelling of bundles, repairing tLOorn Papers, and

pa

such as the 1
destroying useless ones, &c, and assisting the clerks in their
gspecial work - T have graded the salaries of these Attenders
with the view to the pros gct of promotion on the occurrence of
vacancies acting as a stimulus to hard work,

T, As tables and chairs will be required for the clerks
A G submittzd that those now in use in the ;and Revenue

section may be obtained on loan.
(Signed) C.H. Doutre

6th ['ebruary 1899. Superintendent, Spl? Record Jstt:

Hdoard of Revenue,l.and Rev?.
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