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PREFACE TO THIC REVh~ED EDITION,. 

THE preS('nt t'dition lias been enlarged and br~ht 

to date. and f'mhodie~ all the clerical rulell /lUd 1\lquvlimeu~ 
recently ordered or introduced for observlW<Je:in the llnp .. 

. riat.feeretariats ana other Govl'rnment offices. 

Mo.t' of thE' ('hapter. have bet'll reyised. aDd several 

addij,~ons mad,. thllr .. lo, ,:hile ~oll1e ne\" chapters have been 

addt'd. 

MY" ackllowledgll1~nt. ar .. du!' to .Mr. George Miller 
f(>T tbt' wilhng nnd' ahlll help rendered me in the preMnt 

revision. 

C. R. H. 

PUBLISHERS' NOTE TU 'l'gE SECOND EDITION. 

IN J.he present isslle the Tables of Office Establishment 

and the Rules for the R,gnllltion of A~poiDtment8 hllYe 

been corrected and brought up to date. 

CJ.LCVTTA, }o'o-vemwr 18112. 



PREFACE TO THE FlUST EDITION. 

TUR most natural of t.\}f' n·.uJt~ of tha l~trOQUCtlon u1 
the Government of India of the "ystelll oT competitive 
llxaminatiol) for filling vRcaucie' among clerksbips in the 
Imperial Secretariat~ and attn,~hed offices, has heen the 
opening of special ('In.,e~ for thl' I'nrpo,e oi' traming lads fl.Dd 
yd~lIlp; men to comp"te tor"thesl' appointments, The number 
of these clu-~e. ha- st<·adily il)('l'east',j 'since, Hi8S, when the 
RyRtem wa~ introduced, :Iud th .. y ar .. 1I0W to 1m found in 
flevt'ral of the high!'r cijJ. ••• chool, 'lilt! ,,"allege. throughout 
tht' cities and principal town- of' HE'II)!;al lind Upper India. 

The ohject of thi. AlaltlUll i .. t,o .erve a~ an aid to thflSe 
.pecial classes, having been expred"Jy writtf'n for the purpose 
of conveying to young men tralllillg for servicl' as Govern­
ment clerk. a dear and correel idea of tllll detail~ and 
te('lini,/uIJ of the vocation they wi.h to adopt. 

It must he ,lIimitted that 110 work o~ntaining full alld 
lIlec~~sary infol'mation on tbi~ 5ubjl'ct i~ at present extant 
and that the want of snoh a guide i~ greatly felt. The pre­
sent ~veDtnre i~ intended to ~npply this deficiency, and it is 
the hum21e hope of the writer that it may be found s1lfficient. 
ly su~~sfu1. 

. 'So pain~ have been spared with regard to tfe .llrrange­
·ment of the Manual, as a reference to the Table of Content. 
will show ; and it is supplemented hy fl.ppendices ()OfltailJing 
iDionnation regarding; matters concerning which every clerk 



PREFACE. 

ought to be informed. A nutnbpr of simpI" I'lI.erci~e~ in 
RegMering, Docketing, Pnicis-writiug, Drafting and Index­
ing are also added. Most of these hava hel'll devisl'd by the 
<Writer himself, while the remainder have heen abstractpd 

from examina~ion papers and official pu blication-. 
It may not, perhap~, be out of pillC<" to tnf'ntion her,· 

that th(l lIfant.al has bel'n !.uhsrrihed for, b .. fol t' pnblication, 
by tbe Heads of tbl' Del'artmPDt of Publi, · In~truction in. 
India; hy the Head Master' of many ~chola~tic institutions; 
and by numerous Government and Ci iiI emplo} "'. Th" 
.. Tabl" of ('onlents" wa., pnbli_lh',1 in \,llllll'hlet form, and 
circulntl'd, "itl! a ,;('w to indicatl' th!' natlll·,· and tenor of 
the work; and it is !'arnp,tly hop~,1 Ihnt th!' I".,>rl",r, it,!'1f 
will b~ found carefully to curl'} out no,l !'xplnio th!' varioll~ 

suhj('('t_ ('ontained in that .. T"hl .. ." To attain that objl'ct 

has h"l'n tbo "liter'" ambition, an.1 hI' "ill Ill' hap!,y to know 
tbal ouch has been the ca~e, 

C. H. H. 
CAL(,L [TA, 1st .Januaryl 1IlS:I. 
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l'AnT :I. 

('({APTER I. 

A8111SSl0~ TO Tat llO\SIAU\J flElt(;AL·ShRVICI. 
AdmhJt'lon to tho Oow:rnroent (')..-.. h:&1 ~rv1(;"! JI now p'Vet· .... b.r 

fWn\(" oo"t or oth~) B& to the ~tl,hc .. rul'" cas-b.lttu~.. M&DY GovorGJttOnt 
.( tft14"1 M have tllt'lr own -partu'ulal t .... b tho natuH' 01 wbicb defN:nd 00" 

')~Wfl held In the maUc:or by U,e hcarl or t}utoth~ or d~, tJUeUt coceerJHM:f. 
In tIlt" t~lJeof theS£>.cretAlla.tla.nd attB.('hed Oftifft. ho .. evc"·t one .. of l'uW 
b ... been laId down for I'll. a.nd f.'Om .t .. good id'o. (·.n be fo_ed ... ~ 
..... hat thto t.('~tM of the ot.ll("1' ()fth .. ·~ ... til bo hke. A ('Q.ndulatp ,,110 CAn ""1"8 
hlmlJelf that he could tAkt" ~ 1~R.8"" markH 1U tlH" 1itM..'rPtal1a.\ (l'(aminatiu"IC 

nertllui.\·c no dou.bt fUI to how lat' "Guhi fal..,. dl(t h.: .nt l\.t any of the others. 
Th.:' following' f'txcerp~ (.ont.tun the, /lJell! DOW In fOU"e fOl' th8 Setn .. 

tarJdttt; Ani] the f)fflt~ atta.chefl to them : -

I ';nulll' of liV/IlI, Pllrt J, Ilwil ~th SfJpf"HlhfW l~. JIII!lf' RU tl) ~tM.l 

HOlitE DEPARTI\IlIINT. 

NOTIFICATION. 

RXAMINAT1""'fl. 

Tlu !JIk S,/II .... bIJr 1!!1l9. 

No. M!l.-In "uPS .... ,';o" of tbe rule. publ .. bed with Home 1>61*11-

"Sfltno UupArtmont m('nt ReHo111tton NO·l~1'I ~.t'l' dated the ~ June 
~eeol .. ttl. ~. If ISO- JS9f, an,l modltiecl by the orde ... • noted in the: 
;~ <\oWl 'h. lOth April ma.rlfin •• the followIng Rur .. '0. the r~inn 
~~~)) ~!I\rt=~ of .. ppointrMIntAJ in the 8Iecl'Cta.rlllt.CIe[l .. 1 Ser,ice 
~ d.t.od tbo 'nd .1"". of the Hov",."ment of lPd .. and attachetl ot!I ..... 

are publl8hed tor pnen.I i"lGrmatl"" : - .il " 
t. 'I1Ie ~ Clerical SeMi"" .baIl be tteparated I" ." 

lTpper and • lA_ DimooD-the fOl'1ll&1' oomprl$b •• all """"hUn .. ,," •. 

eM 



'fHE CLRRK't,; MAN!:AL. 

the pay (or, in the "'''Wl of Bppointmenl8 carrying progr"";ve pay. the< 
mlnimtyn pay) of which i. R •• 200 3nd upward. ; the latter. 101\ appoint­
mentH (other than th";.~ of oopyi.t.. to whom the.., rul .. do not apply)' 
the pay of ... hich i. below that ourn. No clerk ",ill he entit:led to· 
1,'omotion from the Lower to the IT}Jpel' Division as a ma.tter of C"ounte 
or othenyjHe than in 8C<'ol'danr-e with the-te 'rules. . 

2. The. head ~f the office C"onrCrnL..fl shall hn\'e an allM>lutt> powor of 
lteJ6<'tion in the <''3.JI~ of appointment", of R I!:;'18tJ'8.I'S of ofbees, 8u~rinren . 
dcntA of bJ'onc'heR, Head ASKh.ta11bll, )'6nmnal A!WIHtu.nbl. 01' appointmcnu. 
in\"olvlng U,e contl'ol or "up(') l"jijion o,er dhiHion'l of lUI ofii('e. Thf" 
l'emaining appointments in the l'"pJlel' Division will usually be tiUed hr 
till' h(~l\d of the office (,OI1('E'I'nfot1 hy ~{"le('hon from among tho ('t(,I'k ... 

in the Llw('r Division . H , hm""vel' . no clerk In the I,lIw.-r Division of 
;\11 oftice if! considfOrod fit fm' pr01o()tion, to the Uppel' Dl\'IFlion. ~ 
,a.c,'&l1oy in tbe latter tlivituon fIohalllw fllIf"1I by nOl11ina.tion. 

:t The mode of r('('t'l~lthlg' two thu-!ls * of aU the appc)int.nu"nbl 
in tht> Lo"'f'!' Un'huon '4h011l be II,. o,»m ('OlllpctitlOn, t 1'hc rt'St of the 
u.ppomtment'"4 to this dl\i~ion nlay bf' tHh~d m aC('orllunce l'ith rule",1:{ 

f a,nd 14. 
4. An E'~nmination (If ("ant11dnt('''' fot, thE" J .... {)'A-rt" ])h .. j~i(ln of the 

~e('rotarlu.t C lcl'i('n.1 &'I'vico " 111 l'lt' lwhl at Culcutta, Allahanacl, anfl 
Lahore. Mitt at 1I1I('h othel- 1,lat't·'1 a~ mo) }wJ'caftcr hf> appnjnft"1l. lJJ 

.h,IH\I1I' Y of (,)Iu 'h yp:\r. The {IIXQ.fllH13.thll at Alla.lu .. had will h(' t'oflfillcd u.. 
IU,U'l!Ione tlmuif'iled! in th(' !\ol'th 'Vt.'Htt'l'll "1"0\111('';'. Oudh. the C.'ntral 
PI'ovinc'l?I". Haipntn.l1n. ntHl Central ]udla; and tiJat at Lnliorc, to J1er~on~ 

nmnicilod in t.lll~ Punlah {\lui Uahu,lli .. tnn, Camhda.ti!s v. Ito o('!lin' tOo 
('ompetl} for \'a.calH'WR oticl'.',1 fOI ('ompetlhon a.t AUahahu.d nod I..a.hore 
nmat pro\'e. t o tll<' ", .. h'!(n(·tion Qf flli' SccI'('tary to th~ Roar(1 of E",aml ' 
Uf!'I'Ii, thR.t they are nomiriit'd in oue (If the plO\int'e~ (~num(>mtO(I o.oo\e 
l.ermanent rCHiden<'~ in v. }1I1'1, would entjti(" them to o.'lpt*r at either 

.. in tb. ~ .(1' 'ho \IUttary J~'l\1u'1:mt"nt r"l •• h .. " thtrd" ' reAll "lIne.tbfrd 
til thh. rule, .nd read 1"nll' IS ~,(' .. rtllhgly 

t Tnl) hCN.1 of a llorl,\rtme-ht hall dl't'retJull to tiU flU) "'t.('tw<"y \\ llU'1. '1'1 nut 
t,,'X,\>OC'tOtl to lMt roO" thl~n . t lnt'lt' mouth .. b.1 tilt! lual..tlH!t Yo hlch he l't1htoldert\ to bra 

m,*t ."it.bl" 
: The ten».hd.:mt-c1hwt .hould ho I1DdaN1l'1Ooiln Itil ord lnary 1~11J'Oft11O (r id" tbtt 

(ndilUl 8llaoMlll~n Act, 186S. hrt II). and no pCnw"ln CAn be cobllidet'Od 110 btl don:.lefMd 
1", Jlftf <d' tho JInJ"lnccll eDt1n,.ratod nnk .. he baa ftxed tt.. h.Mtation (If bfm.elt .... 
\itt. ~u, in that l'ro ..... OCCl. not (t1t" • ruct'N _potul 01" teml'Otv7 Jluf'llt* but ........ 

\tftUo" 01 nakh,« i.t h\a pennRnet\t boD:k' 
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01 tho centres. N..th ... of Bengal .. bo ,,, .. tom_, reaid_ 01 • 
.1l1d not <\on,lciled in. an,. of tb""" province.. will be p8I'DliUed tit 
p"""ent tbelDs&lv68 at the examination. at AIlS>babad and lAho~ ~ 
till'} w,lI be ll'Cl\ted ... oompeting {o,· the .acanoi.,. offered at (lal~ 
,,,,,I not for tho.., off8l'OO at Allahabad and Labo..... , • .. 

• .;, Tho arl'a"gcmento for the exammlttiol1 preaer/.btd ill the last p .... 
("',lin!: rule will be made by tho Board of Exa",ln,,",. Fort Wlltia.m, "ho 
'4l11 be ~~istlad by paid e'tumm6rs, I\nll act in O&Dlu-..licatlon with tb('l 
l'o.'Co·t'to" ,y to the Government of India in tho ab. Uepll.rt_nt. 
Bt,4fm \' the cxs.minatiQn comm(moetl, n. dhstinJ(Uudlinr number win be 

, ;:1< ~n hy tire Secretary to the Hoard of E ... min.r. to e&oh candidate, 
"lth \\ hi('h tile cn.lJdula,te wlll mn.rk 6Qch of hie pn.p'ot~ of anawen. 

t;' Tht' nat!u',~ of thl' c'\.(UnmMIOIl f(H' tho 4lw~r Divitlioo wW be .. 

foUtH'''' -

(1 \ J)ict~\.hon n.nd hn.ndu rthn~. 

' f hl!\ y, III he 1\ prellmlnal'Y it 'It. The t'''A.mina.tion in thOltt llubjecU 

"Ill nnt l~. ('nm,w~t.lt1\e. but IIU:a.,·}" ... 't\lll bo IlFl'f:iJ{ued for the purpose of 

t~' .. l'In;: protwil·nC'\. The· paptJl"4 of ("n.ndltiR.tp~ ~tll be examined as "oon 
., ... '.HI~lbl(· a.ttN thl .. i·'\.Q.lll1nabon; 30nrl the .K".aminehJ Will 1'equiro any 
I lmhtlatc ",,110 f.\ll~ to ohtaln ty, II Hllrd~ mn1"k~ an tIIwh lIubjoot to withdraw 
ftOIll the further e\.aminatJnn. 

Mark •. 
(:!) Kngh .. h Compoftiholl (E"fi:l) wllhn~ and DI·o.fting) 

\:i) lJ1 '-~ 18·Wl'itll1~ 

t.(.} (;f'O~1 :"phy 
{.i) Hll!tory (~:ni!lhlh ann huHanl 

... 
~H) At Ithm{'tJC'; Bllrhd . let nook; Algebl'a up to MimpJo 

100 
100 

(00 
GO 

"~ql1u.tionH ,.. 00 

" J (Iandirlat.d Wilt be ('redttud "tth mn.rkR in either 'iubjeot (2, or.ubjettt 
13) u"ll"!S8 he obt.a.in. a.t 10000t one·folU1.b of the markl in the IUbject; aOr 
",II bo be ~red,ted with m .. rko in .ubjoot (4J. o .. bjoot (~). or ... ~ 
(Ii), unl ... he obt&mo one·lifth of tho mark. In the ubjll<lt. An:roandidue 
.... t&1Dltlg '\e .. than one·fou~h m&rkJo in either ."bJoet (2) or .ubSect 
'~j .han he <it'"l"ILlified. Can<ii(\ptel will not be e 19!ble for the Lower 
m"\oion of tho Fman(· ... 1 J)ep..rtment or for tb. 0fII"" of ~ Aplounfiallt • 

. Uen .... l. MiJit&r7 Department (if with referenoe to rule 19 beIo,. tb.e 
nepoo.t-t_ot or otlloo ~opt<o tb_ rul",,). and of the .4ooou~. 
Pl1hli40 Worko J)epll.rt ...... t. uoJaa they obtain at _t onHhird of tbetuJi 
n ..... ,.... of .ark. in Arithmct .... 
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7. El'"ory candida.te for an appointment in the Lower Division moat. 

(fend a JVritletJ &pplica.Uotl Cor penni 8ion to appear at the exa.mjnAtion to 
tile Secretary to tho Board of & amine ... between the date of i· ue of the 
Notitica.tion a.nnouncing flu, number of vaca.nciea to be competet\ for, to 
"bleb referell"" i. mado in rule 9 of the rulllll, .. nd tlle 15th December 

(indu''''e), 

(~·orm ) 

Tu ,,., 80Ctdarl t(ltA .. i f(lrcLtI/ Jj.i'U .. ~j""'.t 
·}'Ot·' WilLilt)ll. 

8LI)~u~t.rcrmtJa!lto\l topf'\~ntmr If 

~~o(~u~:!:~~,~t=~~~Atl~~tt~ f:1~d~; 
Oht.,t)h ot U(lC'CI'tIU)(lut ('Jerkah.p.. It 
otm:C6MfuJ. J .buuJd 010( ..... W' aery., J)J U •• 
'I< t"6.,1 tbe 
IN :o:~~!~~ h~~!t'~()." t.be reo ( Ir It.. 1'. 

Tarn, cle. 

8. The application unci .. the lut 
rule bould be in tho 101'111 given 011 

tit. margin, And be &CCOmpanied by. 
I ..... our)' re eipt, ror tb. um of 1l .10. 
Thi. 8urn ho ia "equired to pay /nl4 th" 
t.l'ealury n rest hi pl&oo of resid nee 
by woy of examination fee. With thu 
fll1pHClLtion mu.' aJllO be (or""I'd",I-

(I) E vident (.~e.l't in the ",,"co p,'().ided for by n.le 10) tha.t th 
... ndid<\le At th .. d"te of making hi. applieatloll i. not I than 
ciG'bteen and n l mOre U,u,t twenty. four y • of age. The dDt,e 

of th eandid"te'. birth m"ot 00 .toted. 

(2) In CI\lI8 U, candidnte haa boon I"uted at n ""bool in wbkh 
MhH1C-l1 1 JtQod conduot ffbrltltcre are lcept, U\ c&nrlicln.te'. 
rl\~i"r for lhelMt.1 • I' of )d. n.tl ndance nt aclu>ol, wb n n. year 
b not cl"".e<1 .inCtl be lort IIChool. In otb r co. co, a .1.16<1>1.0 
th.t. the candjda i of,llood mo, ... 1 character f.'()m til bl\a.d of 
tho .i."Mtitutiull in which h hu I t been oducakod, Or (rom 80me 
,. purtobl b u holder to ",hOI)) h. i "'oil known in vrh ... 
ute, and who i~ him If lena.'n to ft, Dittri t or ~ ub.-dh'i ional 
)logl l t or 14 th h lof IlOrn 00. ''DIU 1)\ ott\"',-tbl. III t 

fd'" I III .. IrHI.'lI b til rounl roign, lure of tbe ottk ... r In 
qu lio'\, 

(3\ If th caodldill i. mrrloyed under orRrnment,,, c:erti6c t by 
U, II <I of tb oft\"" or d pnrlm nt 14 the II t tbat. in bi 
o~lnioo, tbe, i. no ohjN'tion t<> lh (IOod!date apPMr,lIr at the 
n "inlt terk hip E In'n lion. 

II) ., trm.nt .. lrelhor tho e&ndidat h .. appeared at IlIIT p .... "'on 
's .. k hiJ) .R.X:ft.minl\.tion, aml, if 10, in "hat ,ear. 

D. Tb "'!luber 01 • ....,~\II. to be 1...u.J by It>e E~alllio ,.. for &lie 
La ,0' llhi.lml ,,'III I,. notified in th (lit fl. fl/ ltod.l4 by tb& B_ 
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n..""rtm~nt on Or before tho 31 t October. Till number III be 
ti tenuiocft in. conmHmic::t.tioli with the head of .the otfl~ l"09oerited 
with rcf~rcnn.~ to tbt' nllmber of vtu"atlciOl c~iltin~ or (' timah .. 'C.l lUI Ukel,. 

to occo'" w!thin Iho COllI 0 of the to/lOW;IIj( y ar (Md ..-hioh It II not 
iut ",led to fill IIl1d"r tho vrovision. or .I1r .. 13. Hand 1[1). (01"$" m .. 
or 10 per uto for .... uftllie.. One-half the \luu.~r o( ' ........ ri. off.red 
... ilI be r.",1 lor cnn,lidatct ,jomidledln th orlh W tern Pro\"ln 

lid Oll.lb. the Punl"b. and tho ntl,,1 Pro.in • jvut&III\,O.ntlill 
Indi ... 1\11<1 U"ln"hiHtan. provillod tb"t .... ufficiont n"nl~'" of <I"ly '.'1 .. 1111,'<1 

• ( . /ldi,. t .. to fill til""" appointlQ h~ ap.,...,- from UIO •• tcrritori ... 

10. P no who hl\ve .. t ,,"y ti .... b.I,1 l\ Pt'<1n",n nl apl)olntmcnt In 
"uy or the otfl~ 1'CFerreit to in thest t·u'~. bot who nil. haH'lOdt lNch 
appoi ntmrn oWlfllr to itH almli/ioll or on r .Iudlon of •• tahli.hmrnt, m .. y 
pre!('nt ltlfJm IIl"ft..1f tor the 8.t lUuioation rot, tho Lo~'er l)ivisil)n IIwlo!' th 
f'ul ,pro\'idetl the y Are under forty ye-at of ll"e, 

11. II!; ' 000 M pr.\Cticablo aft r tho open ('Onll)CU h'o ex.Q.lllin Hon (or 

tbe r .... wer »h·i. inn, tbQ Boord 01 Exami" .... will repolt tho •· .. ult to .he 
H Onle U po.r-tUlont. The rePort will ko tho form of a. litlt giv;uK t),u 
"alll of . 'I,~,t"'" caodl,latct and tho •• ad dat". ot tll.)i. birth., tb" 
elhltioJrU' bing nmubot'ft of Ull \ICC (ul co.n<litlo.t08. fLnd the nunalM"r of 
mark. oblailwtt hy oa.cll co.ndid,te whothor .nee rut Or UU.8t1ccoaefulln 
t$('h IIubj .t. of t!xn.mination. The Romo Oeflnrtmcnt will then <'i1'('ltlfLt n. 

l",lOf 'III<:' ,I t , "dillat .. to the hca.J 01 th ollie concuroelL ,,"<Ii 
duklff will be .:h'cn their cho;," of delJartnumtJlt ulllr .. IIV H,Ju, amI tho 
Hotne D"partm at wHl intifol't,e . u<.'h choicit, if mado, to thnJ'('lLd ot roch 
oltl . Th II I o( h O<>p,uUo.nt will. how VOl" "" ..t libol·t)' to off,'r 

nt appointment whioh m y occur in hi. Oo,,,,.trn nt to "u)' .. It'd"" 
c nultl:. re"'''lnln~ on tbo II t. Thi offer boul,1 be 1111«1 throllgb the 
Hom Depart'" 'ut which wll\ ke~p MCb )) .... ,tu. 'II' o( tho Go. romc'nt 
o( luelia. infonue,,1 .. til Mm of lecte<\ ron,lIdAtco " .. rClIloveei lrom 
Ibo Ii .. , o ",""l1i.l"te ..,I.etc,. In .. lAuer l~r ,h,,11 be 011'0..,1 .. n apJ>I>lnt 

been wade to an.1 1'611111Cd II)' "olcct<Jd ,'"mlldale< . 
12. When nn on 1<1 candit Ie (or Ih Lo~ r Dlvl.lon attain. thQ 1111. 

of ·tw oty·t\v y '''1.0'" _b n two y rill ba~8 esph·.d fro til .late of thH 
"nlry of ilL< 'Ill",e on thell.t, or ... hon any candidate b"" ,"' ..... d th.oll'.,. 
of aD appoilltm""'ln, tbe De",rtmen< In "bieb be I" .. elO<'t..1 to -.-e, or 
h twioe re(" ,I the orr.r of al\ pp<>inllDenl In aoy olb r I) partnl.nt: 
ur' pe.rtwen , hi ... me ,WI imno •• liAteI1 Ito removod Irom tM liot, • 
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13. R.el'1 third .&<>aDey in tbe Lower Divi.iOll may be filled by lim 
head ~ a Depa.rtment without referenr.e to the preceding rill ... ~ 

H. Appointment. made under the la.t preoeding rule ShlLlI, if th. 
person a.ppointed iM not in Government l5el'vice, be made subject to the 
~ndition. that the person apPointed-

(a) iff t\t tht: time of appointment not lasH than ei~hteel1 and nllt 
mOI'C than twenty-five yearH of "ge; 

(h) can giv, sa.tisfa.dol'Y evidence tbn.t be posseSRefi a rniniJllUlJl 
educat10nal qua,1ificat.ion equivalent to the Entranco Stnndurfl 
of one of the India.n UniveTsitic)J.. 

(r) lllUKt, pl"oc1uc(' lSd.thlf~ctory C\idenco that he is of good mOl'",l 

cha.rACWr. 

15. Any officer o.lreatly ill (iuvcrnmcnt enlployrnent ma.y he appoiutou. 
to any va.cancy ~u('b as is refel'l~d to in Iltlc 13. '" ithout regard ttl tlw 
qUIl.lWclltiomf Rpecifioo in tho precodw:;:, rule. 

16. The h(}Q.ds of ofUces to whil;h th~~ Tulo8 !\pply nre at Hberty tn 
al'l"o.nJ,te tr,\osfors fr'om the Lowe. Di\lKion of one office to that of &notlwl'. 
Tl'6 tl'OlnMft'r of an officf'r il'om Do post in an Clffice to which tIle rule::! a..ppl). 
to 110 v(wa,ucy ill nnothpr offiC'c to "hh-h the~e role!! u,ll!lo apply, shall, (01 tlw 
PUrr)()8e.., of rule ]3, IH: huld tv ho the filling Ill' of a, yarant'Y. 

11: Boforc a person, "" ho iM not ah-eluly in Hovl'l'omcnt 8{",'\ i(~', l~ 
actually elllploy()(1 in any officE', he rulltlt Vl'oduce a l'fJl'tiflra1e floUl a 
Hovol'ulUcnt medica,} officeI' of 01' aho\'c the rank of OaptaJu to the t)tf{'('t 

tlulot h~ i. in gooll hoalth antI of a sound constitution. 

18. A Jl ('atH1iflutes for the Lower Dh'jHlon, It'hethel' 8elect.ed hy 
examination ~r nonun1\lQ(l, who l'e<'ch'<, a.ppointlDcnts a.nd 8u('h eanrlic1a.t.t''$ 
fM the U"PCI' Dil itdon 1\fJ art .. ' rccl'uit6<.l hy n01lluu\tton, will he on prohation 
for twclvo monthe ; and if at auy time dullllg tluAot period. or at It,. ( "'(Me, 

their work i~ not t.'Ollftitiel'ed ~ti~faf .. tor)' by the hua.d of the office in Whlcll 
tho, ant emplo)Olt. they will J"6Ccho their disrbargc. and will han: no 
daho to ,I'&tuity 01" oom))6nlJD.tiou on that Q,(."COunt. 

19, The above rule. "ill .. ppl)' to the 8ecret.aritJli 0111<"" I of the 
Government of India, exoept the }<'Ol'tljj:n De""rtn.ont,udtlle Fi""n",, lL .. d 
---------~----,----------

• ") 1t.ll! uot IlUC4lM&ry that tho .. aclUlc1 tu OUOItivl) _bUl be JUlod b1&Ppomtlue:nl 

.t tho t,.')ti'.olU of th'" UISt. It Why 00 by A-ppomUu8ut to Illl)' grado (not _vt) Uuv Ju 

wbich tht "~nc>' ooc',ra) tholn-i1.lhuUID poy of wbtt-h duet not uwed ~. lou. 
(t) ~ Ta('lWCJ' IW\,. 00 hold Mer lmtil a lJultable C&l.tdldat.c hi round. I 

t TlaoM ruleo dQ n.1 apply to the Tram. and 1I ... lbi .... _. uf tho 1IoiIl...., 
Ih&lllJb -uf *he. llubUc WorD ~'rot.rlat. au,t tb.05ce of the Oounltin« ~ ... 
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-<Jowm..- Depe.rt.mtmt,· .... 4 tile 0"'" of the Aceoun~ .wi­
u.ry Departntent, whMever tlte latter De"-~"" 0Il10& ill ~ 
by .... cru'tment of officers already boldlng c1enoal appol1l~tI'l ... , 
Go<er.moot Aorouot olllce. When the Fn ..... ee ".011 Cem~ ~ 
ment and the office of the Aceountant G~oe1'al. .,...,. ~~ 
do not roorUJt 10 tim m,.naer, the rulo, will appty. 'f~ ~l alIo aPl'lJ 
JO ti,e otli_ of-

t' The Dn ""tor He" ..... I. llld ... n Modioal fie", ~ 111:(4 IfIMIlta'1' 
CofDmlfWIlOhef wlth the Government of Indiai' 

,'he Hurveyor Geneml of l,ndJ& 
The luh-pert.or Genenll ()f Forcilt -c, 
Tllu IJII""C!.<" of tbe 0..0101l,e .. 1 Suner of Ind.a. 
The Mfltt.'tI lolo"u!81 RePOI tel to the GO\ erument of IndIa, 
The Il,ructcl G, ncro\oQ( tI .. P""t Ollie. of Ind, ... 
Iho COUlmlK11JOnl~r, lItoltln'tll hH.h ... ~alt ltetenuo D ep:utmt..nt, 
The Ihl'C( tor u('hc",1 of ~tatr"tl<.. "', • 
1'he l>irt.ctor (;onem) of Ordn .. ru...e In ItHha., 

The l'omlll1!'1 ..... r .. ' Heneroll lD Chlof 
1'he In8pt.,~tI)PI fh..-ue'hl.l of Oldnaoee li t ngaJ. a.ncl Punjab COlll­

manda, 
'1 be Coummu"ary (~~1l~1-a18. nell~f"l ""nd Pnul""b Command""" 

the (. ll"nlllll .. Ut (f JlHl1 ~ f)T R.lJh\r.).8 Cnlollttn. wbon theJllc ltt,\ltlonJl. fwd Qftjoc 'fill 

,,,,,,.lUU JI,../I hv l'tI\. rnitrucut of ,t8oenl '\lnModjo #rorvtoK fn Uw offl<:ell "" the rMltfht 

") IpcrlUtl..l1itJltt.tI ~ni Dhtru..t (Htl elf!, lU th<. Hl3.tc l111VI 

.. f'hl>lfl rlll~ d not RIJ.ly t th() oftu..\. uf tho ""tAU_tll",l ()ftl.('Cr to tbe (.(J\Crnl"~u t 

...,1 1"dill. In tho &Lottar" IUlIi MucUctJ. 1>1\MV'trD01lb! 

1 1'bCt\t'J rule. do not I\I'ld,) to Ow.cfl \ II (R. 

. 
~R. ~S&) ot '\ppnlutmoutatn the nftlcc .J/ tb., UlrQ('tot O~ntU'H.l of I!taU"tjM, fWd ttl 

tl~ .1'. (lu ~a6' and X (lUI tv- I,) In th~ (l1.'''.m.t DNUdi (If tho rtnallOc! fol&d 

Cc1,,,h,Ol'Otl Del il"trocnt That l>el .. rtuu.ot haM AIM , tUlthuritJ to recruit Wltbout 
l"dot'lMlOO t, UlD rulea in tb" CIMd f,{ npt,.,illtDIC!Qtl'l tn L.la.P VIII (Ill U ... 50) rnit8 
(.ent:'ra\ Brw.nch Ilt 1Ul\ time wbon it oonlftdt'TlI it neLUlHJtl.T1 ~ do ~. but fJ14~ 

lOOrWtmmt to tMt cluH will be from p!WIOd "I$odtdo.te., '0 clerk otbl.tr tllUl " ~ 

l.An4tdA~ who enturs the elMllea nllw "umptod frvrn the opel'tltlnn of tbe rut.. after 
the elate of tbia HOMotuttan fA eligible fur J)l'OIaQt.ioA to ttwr.. ~ ,,11o.,e e1ul1 \1 r iu 

the dee of the Dtreotor .. Oeildft! 01. tiblu.ti,., .ad Wwa Vll in tho GI.i1MI'tIl n..-h 'Of 
tM Flu.nee &lId (,orumorce lk.putment Q.xcept iJa &C('iJrdanco ~tlJl ",,10 l' of b_ 
tu .... 

t no- oppoInt_ta bt tbo <All .. 01 tho In'poek" ( ..... "'\ 01 O,rd-, IIeupt 
'-"11 .... 4 t ... 1n ~of tbe r.~ .... raI. P .... j&b r;.""",aM ............. .,tt 
for ......... --,,,,, *"_ lmoo1od4re '" Ordn ..... dullw 



' 14 . 
The 0ftI0e Eoto.biiabment of tbe leveraJ A ........ t .. DtopOto ... " 

Fo.ctori .. in Bengal, 
The Direetor.(lenel'lL\ of Teteerapbo, 

. The Aooountant-General. Public Wo.·k. Department. 
t l'hl> COMolting Engineer to the Govel'oment of India fOI' Railway., 

C .. leutta, 
and to puoh other Imperial and Provincia.l officeR as may hereafter be 
not..i~erl ... having adopted them. 

20. On the o~urrence of auy vacancy hereafter in the Lo\\er Division 
of o.l1Y ofti('e which htU to he filled by open ('om petition under these rlll~. 
when no camlidate qualified under the ,'ule! i. available to till such 
"lwaney, APJlointmentllJ m",y be made unde1' rules 13 to 16. 

'", Theoe 7uleft ,Ill .. " take eifert from the .la.te of "neh is'tuf'. 

2!!. CopiHi of theee rult"1 mny be obtained on a.pplication 1\t the office 
flf tho "(tme Drpartment. 

(Sd. ) A. H . L. FRASER, 

Al'l'Jl:NIllX 1. 

NCI. :!O!').;-58. 

I: .... rj·(frf .fI'Of" lhll PrQ(·~~dm!l.~ oj ,/,,. (,'UNrhJnIfftI (J/lndia i" lhs Home 

JMP4I'lll$WW (Pubiir). undlll" (latH Simla t lItI 30th (j("IQ/Jtfr 18..'i9. 

RF..&JLt1TION. 

A ()uetl;tibn iIM'in/: boon raised ¥t'hethtlr a C"a.ndidate few the Secretariat 
( ;\er\ca\ t4l)l'\ict' call t.ppet\\' a.t the examina.U.on 80mi COI1'IIpete eimnttane· 
o.,ly fOl' an al'pointmont in the 8o<-.... ta.-iat Clericv.1 Service of the 00 ....... -
mont of IlIdh.and that nf the Hovernm."t of &nl[&l. the Govemor·Oeneral 
In Council, .. fter ""na.ltinj[ the Gov.mm."t of 1""'1[&1, hQ. derided that 
.hel'e ia no objootion to a candidate roml~ttng .imnUaneoUily for vacaocictJ 
\Il both IOrvloes. In th. event of hi. being .uc ..... f"l at th. exo.lUination 
fo,' lx>th •• rv"-, hill name will bo placed on the Ii,t. of p ....... 1 C&adidatea. 
for tbe s...retaritlt CI .... leaJlje ... iL ... of both the Government of Illdia ... d 
tho Go.emmet .. f lIengal. The .......... of ""I"",ed oaadldat .. will ~ .. 

------------------------, 
• Tb-..c I"ul_ do not aw)y bl too nftke uf Ultt AOOOllotatlt.QelleJ'RJ, 1~ll1:JUto ,,_ 

Ot)"rt:.m~~ ~D that btllce ftl'- "~IC'h. by tba ~t r4 dOOR ~ 
Jw:~tUD' ~ ftppoiDtm .. u in .ulT G"lTcmlDef&t ACOOtI!1t; omoe.. 

8M ~ footnute OR paae d. 



AUMU!IIION TO 'lBII GOVBBNQ)iI'l' a._WAt. $1!1tVlO1il. & 

Oil the h.ta IIlltll tber ...... provided w.th aptlClllltaeltta o. u .. tli ~ '-
l .. ble to bav. their __ removed fro .. the Ii.ta ullder a .. l. 1. ",Ube'to'­
.... bhahed .~ Homo DepvtDoent NntlflcMIOll Nn. 1817; ~ the ~ ,J~ 
1Il!I!'. andoin the Go ....... "' ... t of Benp.1 Noeilleaddlt, .... UtI~ April" 

APPENDIX II 

No. 783-

E:rlrurt ,...",. tit_ Prot!M<iifl(l' QI lfllt av~ ... _ qf 1;;"". i" ".. ...... 
n'/H1rtm ... t (hl>ll~) • .. ""'r dat~ adctIll«. 1ft' 2IItl. Do...., •. , 

NOrlPILATJUII 

It .. herehy ootlllo,l for gon, ... ,1 InformAtion thai the rulell pubhahod 
1Il Home Depa.rtnlont Notall""tllon No Il2IJ dated the 8th September 18911, 
fOJ the reltUlatlon of appomtmtmtll 1n the Ke(,r'tta.rlAt ("Jerical Service or 
tho Go,ero_nt of ludl& 1\11,1 attlloOhed o/llceo Will Rot lOpply to the ofIoe of 
the DlrocU>r o..no, ... 1 01 StaU.t" .. when that 0111"" flU. VIloC&nm. by ...... 
t rmtnumt of oft\ceu a.lretWly h4Jlrllng clerical appomtmentf.im any Govern~ 
m~nt Account Ottlr. Whon t~. ntl\ce of the Dlrertnr <lollernl of 8tat,ota .. 
doojll; not rOCl\ut In thiS manner tru. luteM ",ilt &pply 

(Tille Ext,...,.t ) 

(&I) J P. HEWETT. 

~r,,.ta'I"J/ tl) th, U()/hfr'UlHnl (J/lndUl .. 



CHAPTER II. 
i'HE IMPERIAL SECRETARIATS. 

Numhr-E.,ecutive Ojfice"8-Branche, of PublIC BUBine" t,.aM­

acted in each-Scale of Offioe E8tabliJh~nt in each. 

T!lItBII are Beven Sceretliriats or, Departments of the Go .. ero­

mont of India, viz., the Finance Bnd Commerce, Foreign, Home, 
Lp!;islntivt, Militnry (nnd Mnrjll~), Public Works, Dud ti,e Revenne 
lind A~rict1ltl1rnl nPllnrhll(>lltR. 

Of these th~ Legislative and the Revenue anc Agrieul~ural 
J)epartmentijmu.y be ~rlIJed cou.ultu.tive Departments, but they 

&re all admini.trative, tl" .. t is, thf'y .. dlUimster or contl'oi the 
pu hlie lmsiIl6s •. 

Eaeh of these Departments, ~:xCt!pt the Foreign, is in the 
el.nrge of all OrJinllry Memher of the Viceroy's CoulIJlil st,led 

the " HOhourable Member." 
The other Executive Officers lIre:-

1ft the Finance and Com",.,.r.. Deparltlwl!.-A See«ta.r,.. 
'Vllder-Secrel.ary, and Assistallt S~cr~ll\Ty. 

1" tll~ F_,fTI' Dtpartment-A Secretary, Un.ler.Seeretllf 1 • 
.,Jallinr Under-S~I'etary. and ASliistBB~ Secretary_ 

111. tlte Nonu DeparflJltnt-A Seer~t.ry and Unuer...li!earetary. 
111. au Legi8/ati" Dc}}QrtnwAt-A ~ry. Deput..r~Beere­

ta,'y. 1\1I1l Assistallt tieeretary. 
111. thf Milita.:. (and MarilU) 1)cl'artllfDlt. (Jenera! Secretafial 

- A $eerelluy, twu DeilUlY Seerctart .... two b~ftf, ~ 
.. ,,,lOll. AWltaut Seer.wJ for the llilil.lU'J WtlrU ~ 



Accounts Bralleh-Aa Accountant-Geaeral wiUt ~ 
1'Ilnk of D .. poty Seeretary, A Deputy AOCOUllt .. t.G ..... J, ... 
Assistll'!t Aocoulltant-General. 

In Ih6 Public WO/-k& D'pa'-Iment, General SecretAriat-.\ 
Secretary, oue Deputy Secretary enell for the lUit""" aad lniga­

tlon DI anches and one Ullder-Seoreta.ry each (or the Geaeral. 
~nilwDY nod Oivil WOI-kt nrnncbes. 

Accounts Brnnch-AII Accol1ntllnt.~eueraJ witb UNtJilcio 
rAnk of I?el'lIty Secr.tofY and a Depoty Accooutant-Gtlleral 
'flth ex-officio fAUk of Under-Sem .. tnrr. 

In th. ltevenue and A .'/l1o:.</I",-al Dtpa,-/m,nl-A Secretary 
tlnd nil Uuder-Secretary. The l!'or .. st nraJlcb oUbis Departruen, 

'8 under tile control of tbe lllsp .. ctor-General of FOfests. 

Th~ followlIIg nrnnch.~ of the Poblic Business are transRcted 
III .. nch of the IlJIperllll Secretariats :_ 

Firunlf (' ftn,z e .. nnmf'r('f' J)f'}Uli'/Ulf'ul-G-eneral Fina.nce (in­
~ Juding the Pubhc AcpountH Ill\rJ J;;.timates, Public Expenditure, 

the Public \Vays anti 11'1""." induding Loans to .. nd ~hom tbe 
Public Tre".urieR, the manBgPl1llmt of Public Funds, Ta.x&tion, 

1'ro\ iu~ia.l and Local }<'mBuc<" the borrowing of Public Bodies 
:llld the alienationR of Publi,- H6\-~nUe and Land)-Separ&~ 

lte\"enue (i_~_ , Opium, Salt, Stampfl, Excise, CWttom& and 
A88e •• oo Taxes)-POBt OtliCl' (including Money Ordera «ond 
Savings Banks)- CurrPllcy and Banking (i.e., the MintA, 00i1l. 
age, Paper Currency and Prellidency Balllu)-dolllmerce (,A, 

'l'radil at¥i Commerce, :\Ierchandille Marks, Merchant Ship­
ping, l-ortrl, Port-du88, PiI~tage and Lightlag of Coa.~)­

&I~ries and Allo,.,anOOll (i "._, Pay, Allowances INld ~ • .Itf 
·Public Officer&, Pensions and Ort.tuitiea)-Tbe Civil ~ 
n.rtIQeIlt.-St~ an,l Printin, -Store 8I1ppl_­
a..ie&L 



nUl cumK'S JU!fIJAL. 

Foreign .D61'arlmpul-Political m&ttera gener..Ily-Relations 

wiih ForeigD t!I?tt·~- Hel&tions with N&tive St&tes a.nd with 

Feudatorit8 within till' hmits (if lndi. - The Tmperi41 Sl>rvice 

Troope-Control of Ih .. AdminiHtratlOn of the Frontier Districts 

and relations with }<'rolltier a.nd Hill Tribes-Control of" the 
..dDlfnistrati~n of tllp Hyderabad Assigned Di.trici!!, f'xcept 

tbot<e IIrano\1'8 t,,!..(·n up by the Home Depal"tmellt--Myaorl', 
AJln<lre·Merwara. and Blitish Baluchistan-The Political St"rviQP 
,IUd JJ!P'llr CommiAAion _. PolitIcal Priaonprs- 8upen ision of the 

lIepartment for Ih<:> "uppres~ion of ThuggM and Dacoily­
Politic .. 1 Pen_ionR-F.xtmdilion "'1(1 Extra-terntorial J Uli_dic 

tion-Titles-Salut<:>'-(}Ider (if tll .. SUlr of Ind,_Ord<:>r of 

t,h" Tndian Empire-()r<l"r of the CIO\\n of Jodla- R<:>cognition 

of COIl8ui.-Ora.nt of l'''''port,-C(·remoniaIR. 
lI"",,, .Depm·/Ii/lIII- \'"w anel .",~tice- .Jail., Rpfonnatory 

Hchools "'nu Penal b"ltl"lIIpnt8 - E'c!wIlls-Thf' Adrnmistration 
of Estates of IlIt<>,I"tt·.- Pohcp-Euu~Iltion-Exanllnations_ 

A reh[\'ology-Fino A I h ~"nitati()n -The] ndian 0" il Servi<.'e 
-- The O,vll lIIedic,,1 Rf>" '~(' ·- J;:ccl""a.li~.t\1 matters nnd sPrvice 

- llf>gi~tmtioll-Y agl '''" y A( t -- Arm. Act-F&ctorieR Act--
"':xplosiv(!8 Act-Copyril-(ht-CellRu.-lIIunidpalilieo. and Local 
FUlIuR-Gar.ettf>e __ Firw Arts-Ori~nt"l L&nguBSt',-N&tura_ 

lisatio" of Alien.- Nmllinl\tion of :\Ielllbers of the L>cal 
lAgi.I"Uve Councils (f·>.cept Mnorl\!' and Bo ... bay)--lN TOIC 
HYJ)\tBA8Ab A8810N'ED DIHTRlcrs all b'Bnell ... conn .. cted with 
a.w n.nd Jllstioo, J .. ih., Poli",·, Education, the Ecclesiastical 
Sl!1'viMl, the Civil Medic .. l Se"ic .. , I!'hLnitation, l\Iul.iciPl'litle& 
and Puhhc, inclulhng qu .... tions connected with the Oi vil4le'!'vice; 
negi"~'"-tiou, the working of til; Patent lAW, the Copyright 
.Act,1and Aroh...wogy 

.L..gVlati11e .Depm1m .... t-Billa and Aetit of tile LegieWtve 

Council of the Governor Uelleral-..... gial~n in :r.-t ~ 



-Rules f;'" tAe Condoct.llf B~1IiIIesS in Legilllata ve COQI'Mi"-;O­
:P'~iDgs. of Legislo.t.iv" Councils-SllPply !.f ACIlIt 01 •• 
Governor·OeDeraJ .. tid Regulationa_COIupiltU.iuli ud PllbJi'oll 
tion of x;.w Oodes and Lists . 

• • V1litary (and Mari"p) Dep<wllnP."- The /t.'lfI4'r ~1 
Corpe in. 'RaJputaM and Central India and the JydWabad 
Contingent-Ca,ntonmenta-Mibtary Works -the T ~tlhlteel\!l­
the Royal IndiRn Marine-Marine SurveVH alld Dangers t(l 

N;", igatlOn. 

}'"/,/,, iVo1',t., nrpart"",,,t--ConfttructlOn '''11.\ Adluinistra.­

tlon of Railways-Civil 'Yorks luclGding C"'U Building., 
CommunicatIOns, Irrigation and C .. n&18, Goyornlnont Coal Min­

and II'On 'Vorks, MIQcelllUloou8, Puhlic WorlCs, Doob and 
HarbouMl, 'l'clpgraphs, l,l'elapholMls and u ... of l~lectdc Power. 

R"',,,ue a ltd A i,rtr,eUu1'a1 f)'pm ,"'"", - Forest>! alld 
Arboriculture-IAnd Revenue- -"Welghta and ~J"ll.mre_Lalld 

Surveya-Agriculture--EcoDotnic Product",-t he el\ il Vet.lri· 

nary Admint8tratlOn-Fhheri~s~Geology .. nd Min.·n.ls-Meteo. 

rology-Famine-Emi~ration-P'''dical Art. a",1 ll'\S8um.·­
Commercial ExhIbitions-Internal LAnd ''tade-,Yrcbll!O!ogy 
and Epigraphy-Inventio/lR and Design. • 

Oyerleaf &re the permanent ScalE'!! of OllIe" E.t.ablilthmeot 

to each of the becretariats. 

The R('gi~tra .. of the 8<"veral-I niptn.u anel ul(lal OoV'Bl'll­

Dlent Soeretariat.s have recently boon ra.i1iPd to 'the ~ of 

ga.zetted. officers. 
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t.,a..&OodSen .. 40 

(F .... tI' Branob I 

... 
t~_,h,_,~. 

• 



CHAPTER Ill. 

SUBORDINATE OFFIuES 01<' TUE GOVER!fMENT 
• OF INDIA. 

Oificu n.f /lu Cm"mis81J,·,,-Gel1e,·al-i,,-Chi~f and tho Co",rni"ar'f­

Cenel'al, 1', an'poI·/-OOICf of' II e Di,'eeto,' of A.,,,,y Rt­

mnunts-nifire of the DI1PClm·General of Ordnance .n [,... 
dia-Offire of' Ih' Surgeon- Ge""al, He.' NaJe.I,~" ForNs, 
Ben,qal-OJli,e of the /)lTtrtm-Ge,mul of' the POBt QtJice 

of IlIdia-O/liN of ihe J)lItCI01-Gen,eral "I Telegraphs­

Office of Ihe Metem olnrl,,',,1 Rl)'orte)' to the Go,'e)' ... "ent of 

lnquc - OtJire n/ f!lf' P, t~'" ('(l1Jl1rJls"iOllfT 'Luth the Gove1"n­

men.t of Jndi'1-n!II/~ of flip '1lf/f'ljf1 Gf?urrzl ()( Indlfl.­

O{}iI'C '!f the ])irerlor-G'"rr,rl, '/"o.utn .1"0."'01 S"",ue-Ot!ie. 
of the G'ew)ru/ Sup' rill"tpmZ('lIl, 'I'hag~ and Daroit!J Depart,.. 

tnent" 

1'H& subordllmte offices of the (,"<" 1l1ll"lIt of radill m'e tbose 

of (1) Tl,,~ "Cnmmi"'"y-Geuel'lll-Hl-Clllef, (2) The Commissary­
General, Ttansl'0rt, (3) Tile D,r.ctor Ot .\I'my nemount_, (4) The 
Director-General of Old.~ III I.IIlin, (~,) Th~ 1'llrgMn-General, 
Her lIfaj.sfy's F'orc.s, Bell)!"I, (G) Tho Dlrector-Gen.ral of tb. 
Post Office of Iodin, (i) Tile IlI,edor-GenerAl of T~legr"', 
(8) The lIfeteorofogienl Repmlel' with tl.e Governmell~ of Juji" 
(9) Til!!, P~/III COlmni~Slol1~r \Viti. the Go'~rnment of 1n\1i .. 
(Ul) Til. Snr •• ,.or-G('lltl'al of Iudin, (II) Th" Surgeou.Ge .... · 
and Sft.ltitn1'7 COllunissillll.-r with the Go.er~ent of lad .. _ 

(U) TIi. G~ncml Slll'erm!tndcnt, Tllasi,and Daeoit1 Dep~, 



StlBOIIDI!iATI> onwu 0' '1'111 GO'VSUJl&1n' OF ItIDLL .. . . 
TIll! first ive of the abo ... ollioea .rw ulld. •• KniIIu#: 

D~partment ef the Gllfornmellt of I"di .. 

The .COKlIOl<BSr!-Gillloral.lII-Chief .'j J f1a1t Commi....,'; 

O.n~r.l, T"",sport, ure tlte oxeellltu be"," ot \At OIllllmitdrla\ 
DtpartDlell t • 

The om,·. ~:.ta"ltsltmellt ()f the oQiee of ,Itt o..~. 
G"neral-m CIHef "Olfst<t~ (lr a Oilld Clerk on IlR. 601 t 1 ~, 
C'V_"8 I, ot, nq 400, :! Cltrks, Cll1s. 11, on Rs. 200 1.0 800. 
~ CI., ks. Cl,,~. I n. nil R. JiO. 2 Clerlts, Cl.~, IV, on lh. 100 t~ 
1,1.1, 5 CI~d ... , ('Insq V,OIl R. 70 to 100, Imd 4 Glerke,OIAiI Vc. 
on R. ;;0 

The omr" EsMblt.hroo"t of the T, aneport SectIOn compr_ 
I IIcad A • • ,.t.,,! on n. ::00, 1 Accollntant 011 Us 'SOO; SA .... 
tdot A('('ountdllts 011 R. i(l to 80. I Clerk (III n •. 90; II Clerk, 

<In Us 80, 1 CierI. 1)11 n~ 7(1' , 1 CI.,k 011 Rs 60, and 8 Olerltt 
.11 Rs. jO 

The h.ad quat lets for the Otnce of tbe Director of Army R,,­

mOllnt 0pOI.t, .n. rot l"du. 18 '5ahnlllnpor. ouring the Wtntjlf 

moltth. allu Sllllla dl\""~ the s"mlll" seM'ln Th. Office tltabh,h. 
ment cons.sts of .. CI".r Clerk nntl AOColllltnnt on Jb. 2;;0 i 
1 Clerk on R. 1 JO, 1 Clerk fI" R. 80, and 1 CI""k on IU 60. 

Tbe Dnpetor a,neral of Ordnance In Ind", oontlpls the 
Ordaanee Department Below hlln the oillef executive ollieer. 

lire the In'peLo(n.s-Genpral of the B.ng~ !<bdraw, and Bombny 
Circles resp<'rt",l;1. TI, .. Office Eatdlhl,ment of tb. Office 
.r the D,rector General eOll81st8 of a Chi.f Clerk aD R. 630; 

1 01_, Olb. I, on Us 440, 1 Cl.rk, CIa .. II, all U •. 340 J 
:'IOlerIn, 01u.9 Ill, on Us 20Q to 240; S CI~rh, CI ... IV, 
<08 Re. 163 to 180; , C1erlca, Cia •• V, on Rs. 11:1.1.0·1"'; 
.. Clerk., OlalS V I, on Rs 50 to 80. . 

The OIIiee Establishment or the Surgeon-Gntral. 8 ... 1bj .... .,*. 1'_111 !i'~&l • .ad Priullipal K.dielll OMCM, aer .-./ .. tl" 



to TR~ CLlffilt'h MAhl AL. 

BrltlHh Forcer< In India, comprp,e~ a Chief Clerk on Rs. 4-<!0, 
1 Clerk on Rs 300, 2 Olerh on Rs 200, 2 Clerks Gn Rs 150; 
3 Clerks on R. 100, 4 Clerks on Rs 7 j , and 2 Cler),.s on Rs 50 

l\OTJ; -8moo gOlUfl to pre!, the Oonnlll~~nnnt Hopartmont 11M been ro 
named the Hup~ly a.nd 1.ran~PQrt (ot'fltP: tho 'hhtRr~ \\or\...~ IlQl'u.rtUl&llt 1~ now 
tttrID6li the l'hhtJar) Works Sen}£(. Thc-re \\ \q nl-t( heen ~\ (orr<.-'lx}!JdIUK 

c..bnrgt In the dellgnntlon of the oftit"l~h 

The DI~tor-(leneral of the Po,t OffIce of Inal ... I' th .. helLd 
of the Postal Department III InOI.. '1"he departlll~nt of th .. 
Go\ernruent of India to wInch the Po~""l fJep"rtlllent I~ bulxl1dl 
nate Ui that of }'lnance and Commer<f>-The OffiCE: Estabh.lJ 
went of the Duector Genel,,1 cons.~t. of " Superltltelldellt on 
R •• 300 to 400, I Head Clerk "11 lh 200,;) Clerl-_ on Rs 150, 
3 Clerk~ on It. 140, \ Cle. h. on Rk 100 and'~ Clerk- Oil 

RI! ~o 
ThE' Dlleltor General of Tplegr!tpb& " ,ubordlIi .. te to tht> 

Pubhc "arks Department of the Government of India Tb .. 
Office E~tabhshment of the lhrf'ctor (lpnernl con~ht& of IL (,luti 
CierI. on R. 300 to 400 .. bup~rmtelld .. nt on R~ ;)00 to 2;;0, 
.i Clel k., on R. l:iO to JOO , h C'l"r)..a on H. 1-.0 to 100. 4 Vier)... 
on Hb .60 to ~O, and 8 CI,-rl., OIl Ih :i0 to 60 In the Trathe 
Br&nch-l Head Clel Land 10\ Clerk, In the Construction 
Btanch-8 CIt'I!... In the !:.tahstl<'al Bmnch-l l->ub AWst-Ant 
Superintendent and 1 Clerk. 

The Me~rologi. RepI)ltel to the (lo\ernment of India 
and the Sllneyor General of India are both 8ubord1nBte to c1Je 
Revenue and Agricultural DE'partment of the <:lov,emllHflt of 
India. The Ofiioa Establishment of the MeteorologiOllllllepor$er 
OOlll1l8ta qf .. Head AssIBtant, ~ne Chief Coolputor, ODll Head 
Draftsman, 8 Chief As.qlstants, and 7 Chief Tabulators. 

• The l'l'\!II!I Caroml1lSioner 18 atW:hed to tbe Foreign I)epart­
~ al the Go'eroment of ~e Genen.1 S!aperin~nt, 

~\;;.f-" ; L. 
~ \ ~ 

* ... '-l' . ,,... ... .; .. 



~l BORD/NAT!! On'R'ICI< ()P' Tn G<lVJttailiffil'l! orIN»U •• . . 
TIl}lgi amI DlIOOity Df.partm~nt. is &ubordiD&te to t.he ... 
Department.' The Officp EstahliMQl8DtB of botb the aWn 6l'\'I 

very I\mall~ containing about 2 to 3 ('I\lrks ia f'!¥Ih. The paT ~ 
tllP Head Clel'k of the latter est&bli~hm.nt iH n.. tOO. , 

'1'he DJrpctlll"General, JIIIJian lIIedical Servict!,.laIiUbGr$liJ)' 
•• tp t" diE' Mome Departm"Jlt. The Offi<;fl Eeu.bliehmen\o.plllis.ta 

of a Head ARsi~tant. 0)"81, OJl H~ 300 to 600. lJl tb6 :Medi· 
cIlI.lll'anch-l Clerk, elas.. TI. on Re. 200 to 300; 2 C\_rlcjl' 
ClaH8 III, 011 n. 100 to 1'\0 1 Clerk, CI&B8 IV, OR Rs.. ;1\ to 
100 1n the ,-4anita.ry Brallcl.-l Clerk on Ra. 7fl to 100. And 
;n th" Matt,tlcal Branch-I Jieatl Ch,.k on n •. 300 j 1 Clerk 
(JI) }{., 200 , 2 Clerk~ un }(, 100 to 1710. and 3 Clerk!; on 

R. 7:) to 100 Tlw Ol1lCe E,IJ\"It~hnlt'nt ,,£ th .. H.mltaty Commis.­
Ilion .. r con'l,i. of 1 H<,ad ('h-r),. on ItR 4l10 , 1 Clerk on Us. 200 
1 01". k 'In lh HiO, 1 Ol~rk O'Il}{H 100 , J Clprk on Rs.. iii J and 

2 el"rk. 1m R. "0 



CHAPTEH TV. 

THE BENGAL SECHETARIAT AND DEPART1I1ENTAL 
Ol<'FICE~. 

)i",""",. ;tf Df}"'f'ffflPlI,tH-S'"'r~I(Iff'i,·., Ulla" a.,d ,A •• islllitt 

S:<:f'Ptal'i,"-Scal- 'if Oiftr f' E.'n,bltx/u", "I~. 

TftE Bengal Secrl'tariat C('ntainK nine Civil Departments, 
nlLIllely, thf' GenerAl, Hevenue, .r udicial, Pohtie"l, Appointment, 
Finaneial, Municipal, Pllhlic Work. "oct Legil<lativl' Departments. 

The Chief Hecretary and thrt't' S~crl'taric. divide the 
l)epartment~ bfotween them, each 8f.cretary being a8sistl'd hy AU 
U nder-&>cretary with "" AKsiRtl\nt Secr ... tl\ry in thl' Legi.l"tive 
llepl\rtment 

The Public 'WorkR Depnrtm!'l1t, whiel, comprises also tb!" 
Irrigation, Railway and MarinI' Hepartm('l1ts, hl\' I~ Sl'cretary 
and thl't'e U ndl'r-Secrl'tari(>~. 

The Rt-gistta" of the Rengul R .. crct"ri"t Ill'!, HOW It'Il"!lHf'd 

olfioor~. 

The pt>fflll\nt'nt ,calf'S of office (·~tabli.ltment" of tll(~ Beugal 
SE'Cretariat are as follow, :-

(JmM',,1 and RN'em,e /Ie,,,,,,lmnds. 

Belli_Irar 
{·I .... -f. 

II. 
m 
IV. 

2 {'I~rt... 

1 Clor!" 
, ('Ierl.. 
4 

v. a 
VI. 
nl. 
nn. 

1.('Jerk 
a Clerk­
:I 

IX. « 
x.n 

X.l, 

Halnry 
I .. 

,~s-~-t-jO -658-5 •• 
tOil 
!IM 

tOO 
1M) 
12:; 
'100 

80 
70 
60 
;.0 
.0 

lIO--l-$O 



.Hllanrial and Mlilliri}.al lIe}laf't~ta. 

R~gJ.tr.r 

CIMs-1. 
• 11 

Ill. 
IV. 
V. 

VI.· 

YJI. 
YlII 

IX. 
X. 

xr 

2 CIerI. • .. 
l! 
s 
5 
r. 

9 

11 
1 Copy,,,t ... 
a (,Ie,~ • .. 
b 

'j' 

I!t.W7 
l\a. 

'1i$.44-4()-658.t.~ 
400 
aoo 
JO() 

l80 
12~ 

100 
80 
10 
60 
60 

Judlrial, Poliluol alld Al'l'oilltmelit DIJ/I(lrttllentl. 

Reg •• tr". ,l\8·fi·6- 4t-656·G·4 
1'1 __ 1 3 CIerI.. foo 

II, l! 300 
III. t; 200 
IV 1 160 

V 1I1li 
VI 2 100 

VII 2 80 
vm. S 

" 
7{} 

Ix.. 1/ 00 
x.. 11) ISO 

Xl. B .. to 
1 Copyltte llOrt-IC) 
1 IIIlortband Writ"" "l\lO 



24 THlI: CLERK'S MANUAL. 

Publir Work., Railwa.'l, hl'igation and '}.{al·in" Departments 
81l11lt') 

R •• 
Registrar 4;)6-20-:i50 

01/188--1. 2 CletkR -100 

II. 2 300 
. III. • 21KI 

IV. j)(J 

V. r, 125 
VI. 2 100 

VU. 1 CI.,k hO 

V HI. a CI"lk. iO 

IX. 8 fin 

X. 10 10 
Xl. H -IV 

t; UOP.\'lstli 1lO_2_/jO 

'1 be following a.re the establhhments of the Departmental 
Oflioes directly subordinate to th .. Bengal GovE-rnlnE-nt :-

0ffil~ of the Dire('(or of P"hI,,· instl'llctioll. 
Cled.H "ho do not h(·long ttl thr ""'nlJmdm.\te 'Education Sel'V1C\~. __ 
2 OJerlt. 45 
la~ W 
3 Cler1, • 

• jilt" ;10 
4 " 21} 
2 ~~ 

Office of the In3pector-General ,~,. Ci,·if JlIl_pilals, Bel/flal. 
Head A .. llltant 200-10-2:.0 

1. 8 ClafIIl A'!i!,stl\l1t. 11IO-IQ-:lOO 
n. 2 lOO-lll-lliO 

III. 
IV, 
V. 

,VI. 
Ytl. 

V.n. 

I 

• 
II 

II 
II 

& 

16- 6-100 

.. 50- l>- 1& 
611 

" .. W 

" .. !lO 
!I 



BDT,aL 8lWR.B+.dU~ AND l).fA~ ~r~. JlJ 

f IjfUI' of tile fn$JIeCtot'- (~ffln'al '!i .74f., Ihrtg«l. 

... 
(i, nel'lIl C()/·""'p'"ul""." /)epartIiIeM. 

...,. ... 
:\OO-lO-lIOO 

He" ,\ C'l ... k 120 .. i-too 
Ref. l'(~nc~ Clerk 
4-\~"4b .. lt\ut H_,f"l't'Q('(' ('It'rk. 

Ik.~ll:dC'b"r 

UtRflit 

l),.,kct.r 

Jutit' x" r .. 

Heu" Cl<l~ 

1 Ch.\d.ln~ ('11 11.. 

J V,tlo 

Jhtto 
( 'nrn)mtnr 

IhnJt"mnn 

U_I t:l,rl. 

Aud"A.ll' •• 
Ch'«'\.mg Clt,tk 

RCI!.Hter-l.eepu 
('ll<ll!l"n~ CI.rk 
:I C'lmputoN! ,,,,,,II Ii, 

CheckIng (,I,,,,k 

C0l'!li"!llhtpartnunt. 

flI)- i- 80 
:It- 1- 110 
211- 11- 40 
2,1- lIt- &0 
20- 1- 110 

20- t- 40 

100- 6-t&O 
60- S_ 80 
25- t!- ~ 
2()-1-llO' 
2()- 1- 1IO 
.10_ 1- 40 

~O-- 2-100 
tlO-lI- 80 
40-- 2- 60 
25- 14- to 
20- t.,... 40 
:10- 1- 30 
20- 1- 3() . . 



2H !'BE CLERK'S IlAl!fUAL. 

(!/ftU of t4.1mpedor-Generai of Police, Em.oal. 
salary 

Registrar 
HeM! A •• i'(~111 

II. 2 (lra,l. A.,,,tant. 
111 
IV. 
V . < :~ 

VI. ~ 

VII. 
VIII 

IX. r. 
X. I, 
I. 2 

II. a 

lIuul A .. ,.to,,1 

1I. 

('OPY 1Stfo 

Sr.ecial Brand,. 

011Ltie A~"41 .... tnllt 

Ro. 

1I5{)-1~-400 
20..' 
I fin 
12:; 
100 
~O 

70 
nO 
50 
40 
311 
;10 

2U 

1-,0-10-200 

\10- i-nO 

O/fire 0/ t/,p Ifl~pe/'I(".-(:Jfuel'al of Re,Qistralioll, B,'n[lal. 
lk",i Clerk 

1 lot Or.tI, {,I<'r~ 

I 2nd " 
1 S"l " 

.. ~..,h " ('ierl,. 
;I IS"th ., 
I') 6th t' 

BOARD OF REVENUE. 

S~rrlarint n'l'artmelft. 
Superintendent 

, HllI\d A ... istaut. 
1. • A'!8i.t .. nt •• CI" .. 

11. 1I 
ilL 6 
l~. 10 

VI • 
Vt. U 

100- 5-125 
Ru 
7(\ 

6(1 

;)0 

40 

~O 

~00-~O-700 
400-20-000 
800-20-400 
200-20-300 
12:!-15-lIOO 
75-10-lJl) 
50- I>- 75 
40- ,- 80 



Senm Copyi'\& 
1. 8 Copy;.t" Grade 

H. 6 
Ill. i 
IV. '4 

~heristadHr 

Milham' 

lr-t Assl .. tant 

2nd 

2.Junlor AAAifOblntf.l 

2 

su.q ... .0- t- eo 
113- 1- 40 
110- 1_ 8i1 ",5_ 1,..'00 
Iff- .-~Ii 
• 
100-1r.-l7S 
lIO- S- 40 

110-12-1110 
r.o- 6- 80 
40- 4- 60 
25-3- 40 

Sull Sal, AIf'nlll/l~ ]lfl'{I}·/llIl'1d. 

l .. t A'il-I:Klnnt 

2nd 
-; .Jtwh)r A';;"'LSi hnt~ 

71>--10-125 
+11- 4_ /lQ 

11.1- s_ 40 

eUS/o/II. Audit ]lel'(w/lIIeul. 

lfit A~l"tR,nt 

2nd 
.. " 

bt Juuior A88l~t8nt 
2111\ A .. I.tan\ll 

Tt'~atut'.T/ Df'J'{U'tmellt. 

Jf'arci~ ]i'pUl'fmFrli. 
A .. i.tanl 

II. 
IV. 2 ASSIstant. 
V. :I 

VI. II 

t~'itll'lI 

125 

60':'/_'° 
40- i- 60 
20- II- () 

.!. 300-20-400 
200-l<I-$O 
'16!-1O-.tD-
110_' -4. 
40-4 ..... ............ 



I Clerk 
I 

llo.i <\""lI'ltallf 
2,,1 
it,l 

~tb 

5th 

'rilE CLERK'S \IANUAL. 

7} 

&llary 
IV! 

I)r) 

40 
{o 

.I" 
{O 

JOO-20-> 10 

f)-10-1l> 
110 

j'J 



CHA.PTER V. 

THE GENERA L RJ<XllSTER-nEG1S~' 

.All COlo""'" opt'tV3d by Ihe l(PI/U<'''''' (,,. C4j,p' ~,. if 
",n,.In"" T·,.".", LeflPr~-E( ... /l/. u",~ .. , 'MIt!I I~ 
Ln/#>ld Colmx ,tlld l.,dl',""m.-Rpc~t.pIH a'f;lltl 11IIUU""'IItt1 
OfIJ'''{/! Rfyutp,-lrl' F"/7II-};"'l'h,UldIO'iI <ff 1J~/Jl­
.~"'Tlp'e R"I"'''' ,""--I 
ALL CO\6N rP<t'lH,(j III .. OovernulIInt O/fu..t'. exoopt thoee 

'111111 ked conlident1ll.1 Ot .. ddM" "l'(i to"n ,,'beer by na.me. are opeaed 
hy thp R eg"tr .. r or Cilld Cler!.., \\ ho noth Oil eacll letter the 
dut<' of Its rOU!ll!t "nct tl", lIutJalletlA.·r o r Daml.' or the Branch 
"hll" hM to delll "lth It '1" '4<,"11 OthLet< thl> JUUIOt Offioer in 
lllllll..,h&t~ charg" of tit, Ol!!" KNt"hh,llIu/)ul ~rformlj thiS duty 

LilIl.j'rN re<julrllllo( pad) '" IIU00eth,,/,t> utt.IILIOU and QOn' 

holPlltoul paper, "IP ':"IUlfpt! to I,,· h\bdled Th6lle labels are 
II"..-I e up of ijtlff pnp"r "f tlun l nfrl n.Mrd, twelve .nche" tn 
1"II,J.th !\nrl lou, Inch", blU"d I'h" W \'/II''M employed are green, 
't',I. blUR. !tnd \1'11,,\\ (,NU' I"h,-I, al(' prllltcd O\t'f Wlth th6-
\\ urd u Bad," !lnd .. I! mt<-,Id,~l fOl le ttf'rM BDd files It>qulrinf/; 
{'rwrlt' Over OrdIOR') \.oU'1O ...... ,lUring the u,u .. 1 othce hour~ Rod 
lao.-I. &1 e prmted 0\ er With tilt word "Urgent" and are used 
for l~tters, &c . requIMng utwutlOn Without del&y Bl~ labeu. 
.. re o'er printed With th,· word U Immediate" a.nd are ftltended 
fnr c_ of eKtraordtoary urgency ro be placed at onae in too 
hand~ of the pt'rtIOn to w hom they are addressed Tht' date with 
!worl and minute of reootpt and transWIB8101l are to be reoordc!d 
OIl ,nch labels. Yellow label~ have the word "Conft'ential" 
pnnted on them &lid are for U8e With oonftdentlal -. 

~
1I1lDor offices the ~ter :x. 8tuui. ing to't urgent. ofteIl 

ineori to denote urgency In tbe keatoaent of .. letter «' _. 
I'll ~\'ed tn an oIIitlE' are technioally called .. ~1iIo H 

and ~~t out are termed" hll1les." ' y ~ 
y.,. the Regilltr&f the reaeiptl! are tranaletndN ~ 

BHit;q ~k for regiatration or entry in the ()fJee ~ 



THE CLERK'II \IA'WAL. 

n~8'15ter '1'1118 book COil talns a record of all letters rt'c~i.ed m 

the o'ffie(t. and 88 It 18 Intended for referonee purposes ollly. It I' 

kept 111 .ome such sImple form as the folloWlIItt :-

1 hl &cnfl at .rr"mbtl -11,e." nllmbers lire "'Tltt~n III cOllse­

("utlve Old I, lnmnlf'llCm~ flom the hpl.nnnlllg of (ud. officuu 

1 .. nr, Ie, "," 1.1 Aplll Il,ey fit' flf qll~Jltly , .. ~tI for referrmg 
to letttr. Wh'Lh IS vers COlln"'"lt, bmee ~"dl leeelpt hns a 
General N IIllIber The General Number 18 81so know" a8 tbe 
Ueglltpr Number 

Date '1 R.,e1pr of Lettl!r -The ante of TeC~lpt of. I"tta, IS 

the date 011 wlllcb It IllTlles at the offi<" ThiS ,ht", liS ahea<l,. 
stated, 18 noted on the top of each rec.'pt by the neg 1st" .. or 

.ollleer who OPPII8 the covers In sOllie T"",stpr, tillS col lima III 

omItted, the date belR, wnttell each day JIt red It k 4U'{)£$ tla. 
page, and the day'e &<!Celpts entered b~low It. 

NatlJ.lt of COl 1V18j)ondence -In thas column III noted .-la.tlter 
tbe cotutllUlllcatlou 18 of an official or dem,-ofliclalll .. tur~. 1,,_ 
ilftlces sppa.rate r~gl8ter6 are ),.ept COl' olB<:lal. detul-ofliclo.f, ... 

,""otic.,,1 commun'catlon_, 1Il "Inch eAse tlu8 coloma 18 omItted. 
No. and Date 1)/ Later _1'he No. IUId Datil of .l:eueI .... 

those gIven It by the despatchUlg om~e. 

Name (lJ (01 r"po1iderfl -In thl8 column j. note4 .. "-~ 
a~ , .,~~ 

"fOf .... 'M~l .. r of the letter. In GOVeI'llmeut offill. 1i:,_ .. 
to .1I&t. tbe name or 1I11~l4l leUen of dle 01llOf, De~ 



CeIII.,."1. or AlIIOclatlOll iaaDad of the ... t of &11. ptno». ''''' 
sIgna til. l~ J ~111 ill 'lte ea .. 'Of OOlMII11t1io'ioll1 ~ 
Sccre~ary.to the Government of India ill thel'llWc ,,~~ 
Wellt, tbe Agent of the Pemnsul. fWd Omlltal ~ ",,~ 
Company, an,1 the Secretary to til. Bengal Chamber ~~, 

tbe respecttve entfl1lB would be, P. W. D. :tHf~ P. ... 0. 
Compllny: IIlld Benglll Obllmber of C,gmmeNtI. III .... ....r;.wr. 
the budlllg of Liue column 18 II.p1l .. From .. 

, Subject -III the General Register, tb, 8uhject~he .. ri" 
ten In the fewest possible words. In most eaa,s It. ",ovid ,doe 
to merely enter tile subJecl-he¥lOg of the letter; thu., auppoemg 
~ letter to trollt of mattols conn.cted With \ransl'ort, the tIOtr1 

" Tralls!"r! " would snffice 

ll,,,,aru -In this colnom are entered <I> tlte lIumbel' "':;t • 
• pare copies of the leUer;lf &ny, rcc.,na, ''I III tbe ellse of Ilrillted 
"reolnrs, &c , (1) the number a! eucll)'Ule~, If II.IIY, fOTwarded; (8) 
the DUllle or IIHtlnl letter of the Brallch 01 '3,·~tl()11 to wllleh tbe 

letter lu,s been Dlarked by the 'n. ~l'&ttll.t, and fllly other parlil~ 

< !lIars w, .. ell mlly appel" neeossIlIY to Hole n~low JI a, .. lItpte 

""tt,. mll,le 11\ tile (lpn.rnl Reglstel -

.l 
D..,:rE (.~Jt " I DUBOP I 

.. .: RE<-Ell'T 8. 1 LEnD I " OF LETJVI..I ~ g 
" 1- l~ ~ 1--1-' ~ a,1U1U. -, j • 3 I I 'II ! - 1 i !' ,;1'5 i j 1. a ~j ~ I ~ I a m 

~ - - I - ___ c:..=... __ I_~- , 



THE CLIIRK'S MANUAL. 

Or the fonn may be simplified aa follows:-

t ; 
t 

Subject. j 
,. 

GIlD_I I No. of 
I~to of I From RV')UltK!I. liIo. Letter. Letter 

I 
18th .luly 11m 

f7 \~. 17/7 I II.... Apptl of I 1 E""lo. 
Dl!pt Mr Joll1l Glint. IJratuUt 

I StllUh. 

After l~gi8trahon the Registry CI1!rk WTlte! tbe RegNitcr Numb.r 

OR each receIpt, after "llIch tb~,. '!Ire sorted and sent on to the 

Branches willch h,'Y8 to deal wltb them USIIally the Ro­

glater 18 sent together wltb tbe letters, and each Superlllt~ndellt or 

Read of Branch pUIS 1118 IlIltlals HI the Remarks column, Opp08lt~ 

lhe letter. he receIves, lR tol.ell of theu receipt iu bl~ BrllDcb 

Sampl~ RegIster f>lttel 

From. 1 cl I No. of I Date of 
;1Il Letter. Lette1. 
o I \ 1 __ -, 

• I ~DI8J'k .. 
I 

W",t"""taw, tn" AIR1/ 1/J9't. 

_ lWIT 

.. 12L 

=( ~ 
\ , 

'liS P. W. D. _I BatlWI>" .~! B. 

1/5 F. D. I Peon I.nebman. Pen A 1 eadot. 
lIlon 

llJ,4 R. a: A. Admin. Baport C. 

3O,I4ID.G.T. \StateT~ D. 
2914 I SUrT. Geal. Mapa 1 A.' .... 

215 O. D. • ()8Iee PAt.&1IL 4pJits. 'It. 

l!Il/4 M D. jltqQjpl'llCDi ., 

IIU S\rJJ*.of$t)' l!IIatT........ .. ...... 
BeDgaf' l t 

tOP'" 



S-P/f 1l,tJ1,t", Sluet_II-n, .... l . 

a ci I No. of I Ih>t~ of I J1roa. "~~-:;>,' glr; I Letter LoIter. -l'T." 
~ 1 

~ l;tm 1'{t:1" r ; 1 () 

:1 'I2l 

218 

~I lOO!l 

1101 .a3 

002 1 3eI
1 :i 1699
1 

l:;';~l 

50;' I 

. Xl 5116 

~! :m ~ 

60S 4:i7 I 

I 

e' ---""'I!---
f'harId..,. lrol N.,., 16111. 

"'fWD ,''''-2l,l14 O. P. _ f Provl. Ooll~ 

~/j 1". D. • •. J B""""t 1985-SII 

:rJ/. C G Trans l Tranlport 
port. 

J'y,ttu y. ~" ., aN 1891. 

1/5 L ..... /leI)! Inco_Tn 
I 

2/;; F.D • . , TI1Io\.~ .. all_ 

:Jf5 P.W.D .. S,:nJ .. B."d,r.p 
I 

8/5 I D. GPO. FOlt:.1 Gold;> 

28lf \ Mjt 0.111: I I li... O. O. C. C. Apt. '88 

2/1> Comy. Gepl j C"il Aceto C<>4<1 

:.>4 1 For. Dept. MulC&t 

) #± ; 

IS 
. IL , .. 

1). 

n. 
A-

.... 
D.l 4HlOIa. 

.• A-

1.1O~ 
copIa. 

A-IUi*-

1>.1 ..... .. 



QUA(>TER ~t. 

THE RECEIP r DIARY-DIARISINO. 

u..PCI/,;''im 6elwtell th~ Genel'al Regl8ter and the Reclfpt Diary-Gent"af form of the Diary-Etttr#u, 
Aotr 'tnatU-Neccssify for (etlet·! being pOISed at tacA 'tage through the Diary CU"I; -1'/i, '''porta'' 
aaJ .ufifU oj D.atie,-Sptcirnm Dia.!! Sheet. 

ALL Ie" received In 11 BIAlich lire first {'ntered in tbe Diary, each Branel, or 8ectiOll having. 
Illpalllte Diiify of its OWII (or Ihe letters rec~ived iu it. 

AI the General Registpr it B record of Ihe letters received in the office, so tile Diary IS \l record 
of tIle letters received in (be BrAnch. It is IlOwefcr mere comprehensive IIIAII the Register, Bod 
contAins fnllcr *114 more detailed particulars regnrdmg each lettcl', (rom Ita receipt to ita record. 

The follo"!.iog is the general (erID of tho Diary-

,,1 ~ . ..., jE ll 1'1~.d D.n o •• u.~.. I.£~ .s I!> Iwxm. R ...... 
... D",'I'B or i is E e -;! 8(0'" TO TRE Ie: ~ Q, SNOB 

Len_a.!: c; J .!!::f OFl'ICBJU; ..s~ ¥.Q ~ 

~ ~ :: I" 1~0!,!j I !"'.., ~ "0 ~ '. a Subjoot. i" ]" ~.d >. 11~~.a5.'j ') IR ...... ,_ 
III ~.ll 2 ,e,d I -;; 0 ~ ~ 0 .... ~ I ~ ~ A • 

.. _ 1 - .... g+>:::-\ a~ Jl 1::1 ..... ;1 :::... ":1 t 
.a~ e 3 ~ ~ a ~ ~ ~ ~ ~ 11 \; §:i- ~ ~ 1 fJ ~ ~ I a 
i! ~ 1 ! 1.3'" de 0 ~., I ~ ~! ... ~" I J. ~ J ~ 

~-f;...::.-I--- I-I-I-I-~I-I---I _I __ 
I. a., e I 0 _1-

10-

1

'_\11 11 r l' -1-11--1 ~ 
+ I ~ I 1 I I ..... . --- - - - ----~--

~ 

til 
" 
5 
po; 
rIJ" 

E e: r 



'FtO$tbepretedlng (Oor.ln it .iIlt.el!.id~t'~h •. ~._i, 
entl!f"lg·~.receipt tile particnh .... Oof tQ~:~!'t,"~~i _1_. 
ean ~ filled ill, tbe dllt!!B and enLri.r.rtM ;~i .. 

. being subsequently enterod llCoordintto. tl(9p~~~~lIr~~ 
letter. as it P~I\S~S thro\lgh en~h 8tng~, .li!\ttl it'iI~'~'" 

1llie Diary Numbtrs, liketljen.gister No.~ci.,!i'iue. 
in conseeutive <>rder, commencing' {WID the heima\b~ ' t}r, eaet! 
affieialyear. The Gene,'al Nlllnbl!f i, eppied into the Dill"f,ftolll, 
the top of tbe receipt iille\( wbere, as lias been stated,ltis en~ • .a 
by the Rt"gistry Clerk. 

Next are entered in oldat' tbe nnmber Oof tile lett!!r. its date, 
ihe name of the send"r, or (in the cnse of p.letter from an officer ot 
auother Government Offic~ 0\' Department) the Deplll'lwent f ... m 
which it liDS bt'ell I'eceired, and tl.e subject. The IIrst three 9f 
these are entered ill l;reciogely the sawe manner as tbey are in the 
Genal'al Register. ' 

Tile sl\bject, 1l1thongh necessarily fuller tbM! tbat ginn i. 
the General. Register, should be stated as brielly as p08si:bl~.the: 
~eal1y i~nt point or points of the letter ollly being gb"u 
!lu an official letter the subject is Ilsually stated in itsitat 
.l'aragI'Bph. 

The date of receipt of the letter ill ,the office is talten . b)' tbe 
Diarist frow the top of the letter wllere, us previously atated, it i~ 
noted by, the Registrar or Cbief Clel'k. In tbo Ramllrks calom", 
~re sometime. entered any references to the bnndle or0111e wi~ 

Wbie11 the letter is pllt lip t.O sene JIB II gnide to tracing it. 

I" j)rd8\'tha.t.t~e Diary.-,be k.ept regelarly, posted IIp,t~ 
ret~}}~ are pund at eQchtagetltr~I.1 ~~iaryCl8\'ltWll~~ 
~~~~ion''''_lI,thllj~te nndetthe pr9Per'~11I~1l~'])~~ 
·~'t'~1~tI'~t ... l<ltter iunhlllitted to th<l~~~.~';; 
'! ,. ~t~~DiiW" a.ri,·w~j)no~.dO"'II·<\It,.'~!f~ 

. fIi.:t1u,Dtal'Y •• Altertbe •• iltalltS.crmn-llai~ 



TIlB CLI'.BK·S MANU A' •• 

wit" the tetter, it is, pRvioos to lIeingslIbmitted to the next omeer, 
~gaiu 'ulI'l to tbe Thar, Clerk for entr, ofthe dtlte, and sO 011, 

The Dinrles (i.e., both Receipt aDd Despatch-) Bre the lllOS~ 

'mporttmt registers of an office, tiS w.11 as the most useful, II! 
onler to trace It letu-r, thnt is, to find out where it is, It is onl, 
necessllry to look into the Diary (If II receipt, In the Receipt Dinry, 

fond If an 16s11e,~in the D~SPBtch DIDry), lind fu'm the pnrticullus 

given therem, it call be Imowl\ Ilt once not only whele the lette, 

~, bl) ~ Ill~ at whnt stnge It may, at tlte time, hnppen to be. 



Sample of Recelpt Diary 
~ ... =: Q QQ) \ ... .,; 0 r-* 

.f;,. ~(J Atfb 'tI _ - ~ U-u DA'tE OF 8UBM.lS> -2"iJ ~ ltEcoRD REJ1I&. 

.... D.at&OP _ -= I e § Ii 810" TO THE I§Ci ~ to-. ENOS 

'\ Ltno. ii I ~ ~ I .!! ~ O"IC'" "Gl ~'ll 'll. I i! -; 1 "'.'" -Ii'll ~ &! I I 
s : --- ~ Su!» .. " II • I~~~ ~ I j ~ i.. l J 
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.& I ~ !~ ~~ t~ ~ ~)2 ~3 I ~$ ~ §<=I~..J ~ :I I 1 
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I \ illgPeollluch II I I I 
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'ouwtempvom 241 81 I I ~ 1 
"I..lU," t of)lr Stone 

'" I ~ l~~~e!:el~~ I !. . I Ikuown I I I $60 (D6241>1l' DO.. JI D _100' __ U .... 
Eqtrlpt' for Flt~ld .J m\ m \19.( I Bupdt. of l);l~';t:'.teo th.t 8 6 U I 1· 

I f [ 
..... -:rl:dmsd. paper 

03uuot b. ii-",""! 
• It.hout exp~ 
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No..AND 1 l.a .a I-! ~~ DATE OF "IUDMI! l.si.s ! RECO.D BEna 
l>.ua 01' ~ S § g SIO~ TO mE -=:i5 oN ~ I FN£'£., 
LrrtJ:& i ~ :f. t J: o.."'CI!8JI S !..c:: Q) 

-- ~ 1 ~ -3~~ b I I!-' -3 ~ ~ --,-~ If' ~ Subject. ~ ~ ~~i! tIl.z ~;Eo> s I 

~li NO. Dt.\e ~ ~ 3 ~~ IEE;I L ~"\ i '1~1~1 a ~ I P.rti ,;l I N. 'I i ~ I: e .sIS .sE: o~;;tl';~~.s f .e~i' gPo It g _~ 
- - ~ ~o ~cq +> POe ~o ~ G = oJ (.1 I~.sa:; ~8 ~ I ~ '" ~ - I j;I ~ ~ ";"'::::;110. Ji CI Q Z ..... 

< Endoroe. ri.w I I-I -1-- ----'--1-- -1--'- - --
ner t eaprc~8ed th'lt rn I I 

'" , ~hc i~,~~ o,::"::..t I 
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tI'h Indh 4-, I la.' SO<! 1I18! .; ! P W D , In tlm.te. that 

Indh ontwl of Govt I 
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tD61 ~8lt C I !s. IAdJt Genll\\~rd!,~n~bc (' H H I I for ApnllS'lS , 5 "} 
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CHAPTER VII. 

DOCKETING. 

()bjrrf qt J}ork,t-AcC/trOA.!I in m~mber8,'datF8 and designatio-.­

Thp 8ub)Pct-Cl".,Iji'tJtwn 'If official commu ... catimuo-Hmta 

'M to fi1!(b"" IhP ."bjrct.-Key-word8-Examples in~et~nd. 

THE buqinesq of a docket is to sho.w the purport of the 
letter at I!' glance In plain words it is the short subject, and 
mtended to s<'r' <' a" ap aiti III readily tracing a required letter. 

Inst~d of bemg oblIged to read through every individual 
letter in a filE' In order to trace a particular communication, 
the dockets can be readily glanced a.t, and the document needed 
found with Jess ~rouble and' ~n a. shorter spa<Je of tlml;l. A 
docket therefore should contain all the essentials to trace a 
letter, and these latter "re the Number. Date. Sender's name 
and Subject. 

Accurooy in docket entries is most essential. For in_hanoo 
it would be both wrong and misleading in :ntering NUIQ~ 1lQ 

Wf\te 112 for 121 or 1204 for 1240, or in regard to ~ tQ 

write 8th for 18th, Jan. (January), for Jun. (June) or }2.,9t 
(12th·.t\.pril 1899), for 4-12-99 (4th Deuember 1899). A..pin, 
a ~reali deal of confusion and waate! of time. may be ou. 'by 
wrlt.i~ the se~r·. name iooorrectly, as D. G. P. Q. (~tar. 
~ of the Post Qffice in India), fOi' n.. G. e. {Direo .. 

, ) "oj' 1 ~ 

~t!iI. of Ordn&JlCe in ~nd~ -ot )I~~ {~) ft>r :v.. 
. "1) r- P.)J. (1"-. Master). 4i" 14, (), <~ 

~). 



4@ THR CLERl\.'S MANUAl" 

The writing of the subJe<:t is not ~o mechanIcal and requirel' 
.intelligence and dIqCernment A letter contains some sp;cilic 
statement or object, and the docket should brtefly sta'.e what 

that statement or object 18 I; 

Speakmg broadly, official commumcatlOn< may be divided 
into "pven mam classe~, namely (1) order., (2) ~anct1ons and ap­
provals, (3) pt"vposals and 'Iugge.tlOns. (4) request". (5) explana­
tions, (6) enqullieg and (7) mformatlOn or report' ThIW direc 
tions, decIsions, rulIngs and rPAoll)tiOl" would cume under the 
general clI.tegory of order. grants and approvals under the' head 

ot sanction~ and approvals propo"tlOn statemcnt" letters bub 
)'nitting schemes or pro1ects or propo.ing merea"". or dpcrpases 
<If powers, expendIture or I'stabhbhrnents 01 tl", mtroduction 
of new measures "ould full uncle,' "ropoRab 0\ ,uggestions: 
applications, petitions and nlPmortals would be /(lOuJr'd und .. r 
requests; letters contaming reason", for or 8v;aln~t an) matters 
(lr explanatory of any conduct, c!,u'e or actIOn "ould fan under 
explanations; letters a.kmg for infonnatlOn "ould come undf'r 
enquirtes, whIle narratlOnq or the brmging to notIce of matter>r 
on wluch action mayor may not be taken would come Ufl~ 
informatIOn and report", 

A httle disc1rnF1ent "ould show at once" hether a Jetter 
aa,taUta an order, sanction, proposal, request, explanation, 
~i'Y 01' report; and thIS knowledge would help to SImplify 

in~dm considerably wheh about t" WTlte the .ub1ect 
As a further hmt, it may be stated that m actuul expei;~~ 

it will be found tpat a lette#' comprising several para~ .t! 
tlubject 01' DlaID point is u"ually expressed Or tontained ia ~ 
first or' l~st ·pllol'8.gr&pl~, the mtermediate pa~aph8 de 
rule wit\ observalaons;',or the ar,llUlRenttl or l"easonl! enJ 

A docket should p4t'1rittl'n in a large blM liIIrui' 
De easUy and quicldy te.d:lI.Ild sbould n~tl " 



·'f)O'OI.<ETn'IG. Ii1 
, "_li:._~: few '(Vords ~ pos~ible. In order;to aooompli$h tbe bli~_ 

sttbJect or abstract should commettee witA ",' lteyJw'(lM ~ 
would tdrnish a ready clue to the purpon· b1, tMt~tief. '. 
key.-word is usually, but noll. alwI\ys, a vet'b, ad ~e fol1Gw~ 
afe some of the mQre common in use: 

.Advl.~.. IntimlL* 
.... ppeal.. Juvites. 
.... pphes 
Appomt. 
Approv •• 
Cancel. 
COn),muulCatf>S 

Couthms 
Enql11rf"~ 

Expiltins. 
}'orward. 

NOIllIJI&tea 
Notifies. 

R~cnmmend" 

Reports. 
Heqnest •. 
SanctfOlls. 

SohClt •. 
Subullts. 

Or the noun equival.nL. may be employed, as _ 
Ad,ice of 

Appeal of or to. 

ApplicatIOn of OJ for. 
Appomtment of 

Appro~al of or to 
CancellatIOn of. 

9oromunication regarding 
Confirmatlon of. 
Enquiry as to IV regarding. 
Explanation J (lI" regal·ding. 

For ... lIording of. 
Inti~«:m of '11' regarding. 
lnvita; ~. 

~' 



THE CLERK'S ){ANl"AL. 

Report on or concerning. 
ReqUllst for or of. 
Sanction to ,I'/" for. 
Submission of 

We will now proceed to give some examples in docketing. 
These examples a.re taken from the larger book on docketing 
(The Docket ;". Short 1'reciR' How to do it], from which work 
the infonnation and hints contl~ined in the present Chat>ter are 

,mainly compiled.' 
liIxamples in Docketing. 

No.1. 

EoIJA'act from the ProcePd,ngN oj the (lovernmpnt oj lnd,a in th' Hom. 
Dllpart1lUJnt, .mder date S,mla, the :lOth June 1898. 

No.5St. MI'. DenzIl J. Ibbetson. (·.".I.,.,t tbe Ind ... n Civil Service, is 
appOInteu to be ChIef CommiSSIOner of the Cent ..... 1 Provinces, "ith effect 
from the date of a.suming char~e of that office. 

In the above Example the Department of issue is the Home 
Department of the Government oJ India. 

The number 1s 584, the date th" 30th ,Tune 1898. 
This clearly is an apPOIntment order. The official concern­

ed is Mr. penzil J. Ibhetson, c S.l., of the Indllm Civil 8erdCII. 
the appointment is that of Chief Commissionel' of the Central 
ProVinces, and its date is st&tl'd as that of assuming charge. 

The docket therefore would hI' written in tile following 
abbreviated form :~ 

HOME: IND!A. 

No. 5S4 dt. 31).6.'98. 
Appt. of Mr. D. ? Ibbet.()~ C.S.I., I.C.iI., .. s Ch: Commr., C. ~., t ... m 

date of .... 1iIning ch .. rge. 
No.2. 

EJltract fro". tM Pr_eding. oj the G,,~ .... _t Qj ''''''fa in tho ~ 
~, ""'"" dmu &""". au 218' Mw« 18118. 

No. 2. tli. ElCoelloncy tlMtGovernor-Genera1 ~ ~to'_ .. 
.. ~tl<ln by l4r. O. 0. ftteven,'!, C-M., of 1:\k . .,,,,* ~ 



~mrA'l'" 

M&mber of the Council of'tl!e Go.\>ernor..o.»enol for ~.~~ ,,~ 
J.l.WI and Reghl"tions, with effect from the 2odi~l, 

In this example the Department is ~llfl.,N~*e.~ 
m"n~ of the Government of India. 

The number is 2, the date the 21st Ap~ 18~ 

This, 'is "resignation. The official wncerntld"":.tf.f'~'c; 
Stevens, C.S.I. ; the office resigned,j$ tba.tof, Addi~".,*,\(t) 
of' the Oooncil of the GovernQr·GeneraL for llllIiking 1A1I'ii,!~ 

Regulations, ie., the Legislative Council, of ~i~"'-';" 
G.eneral. The date of resignation is the 2.o.d Aprir18~i 

Briefly, therefore, the sUbject may be stat.ed asthe~ 
tion of Mr. C. C. Stevens, C.S.I., a.q Additional )feinber oftb.! 
Legislative· Council of the Governor-General from tbe2nd 
April 1898. 

As however" Additional" Members belong only to' the 
Legislative" Council as distinct from "Ordinary" Members 
,who are said to belong to the ,/ Council," i.e., iltcluding EX6CU' 

1\h-e ,and Legislati ve, it is unnecessary to repeat the word~ 
"Additional" and "Legislative" ill the dackel ' 

Putting these facts into a docket form we get t~, follow. 

LEOSL: INDIA. 

No.2. dt. 21-4-98. 

,Resign:e>f Hr. C. C. Steve"". C.8.1., Addl.Mbr .• O. G.-a Conct.,,2.4,.\l8L 

No.3. 

~l#tr4ct.h'ti .. fiJI ~68dlflgll'" tI!e Go,~l1It;oll.dla in'" "'/iUil"" 
'JIpartmmt, .... "'" d~ 8im!,.;~'1t. 3rd J ...... 181l8. 



T1IIil culm'. MANUAL. 

D.8.0., nom luted for the ot!i.,..tlng com ..... nd of & tI ... t cla80 dlstricIt. 
D&t?l23rd Ma,. 18118. 

The Depa.rtment m tills casp IS the Mlhtary Departmoot 
of the Government of India, the numbel 619, and the dalR the 
3td JnnE' 1898 

The above order IS a nominatIOn. 

The nolbmated offtcer I. Colonpl W C Blac!.., of thE' IndIl.n 
Staff Corps, alld ASSIstant AdJbtant GenNal, Bombay Command 
Th,s officer IS nOlDlnated to a ~"coI1l1 dR'S DIstrict ComlllJ\Ild 
WIth til» te(uporary rank of Brlgvhp, Genetal, ItCf BrlgadlE'r­
(leneral R WPAtmacott 

The par~l(,ulars rpgardlng BlIgltdler General Wl'btmacott 
are not es"pnt.al III thIS ea.se '" till' oJ/ler h". speCIal referploC6 
to Colonel BIllck 

The docket would therefor .. he a' follow~ 

MILY INIlJA 

No 619dt 1698 

~omn of Col'Ji. W C Bla.ck, 1")( t A. A G, Bo Comd to. 
2nd Ll Dlf~1 Com4c with tc.mllY t o.nk tv·, Bt'l~ Genl I 1)1("i Bug GenL. R.. 
Westmacott 

No 4. 

f&#draot from tM Proe.lltl",u. of I h. IJo"", n" .. nt of Ind,a .n the P .. /JliI 
lY_kI iJ6partmtmt ... 11<1.,. date Calrtflta, tho l1,h Maych 189!1. 

No 108. M,. R B Buckle,., tillperlntendmg EngIneer, lot cl_ 
Benga], 18 promoted to Ch,ef RIlj(lDea and Serr .... ' y to the 1Jovemm .... t 
1\1 the Pubh~ Wo,k. Department. Bu,ldtnll8 and Road. Branch, Wltia 
,,!feet from tbe {o_n of the G-th Ma. oh t89f!. 

The D"pa.rtment of 18sue III this e&se 18 the Pub;lc Wol'Ita 
Department of the Government of IndIa.. 

Tha num bel 18 108, tHe date the 11 th March 1898 
Thl~ is .. promobon order. The officer concerned i$ M!. 

Buckles, Supenotendjng Engineer, tat clal!8, BeIlJ.,/! At ' 
.r&nk an~ offi~ b) wkUlh promoted is \bit 1>f:Olo' '. 



and Se~retaryin the Pablio, Woi'lrii J:>,,~~~,~~.',~ai, ~j~­
higs ' and ll./lnd. HrMlch;the date of, 'ihep, __ i~ ~i;8~ 
5th Mar\lh It!98 forenoon, 

Thedocl .. ,t would consequently . be i~tJi'H6Il~~~g!~f7 
P. W. D. INDIA. 

No. 1011 dt. 11·3'98. 

I'romn. of Mr.R. B. Bucldey, ~~t><'#IE~~.l~t I)I'~~~M~:~. 
Engr, & Seey., P. W. D., Bell!:,,1 (BI., ttR(JL BtaDCh.) ~ 

. Or,as the chief)>oint is the promotiqq, tbe prti!l.ent ,q&!ig~ 

. , . ' . ..,~,.""" 

tion, t>iz., ': Supdg. Eng .. " 1st Cl: Bengal "I'f'",t~~~itt\\d,., 
Aud the subject contracted as follows ;_ " .,r","' , ," 

Promn. of Mr. R. B. Buc1d.; t,o Ch: Ji!ngr. &.Se01., P. w'.n::'~ 
(Bldg.. & RIl •. Boh.). rh~·9S. .. ' 

No.5. 

}&",lr'I"1 jrll1n the Pror .. di"gH ~f th" G,,~"", ...... t 9/"Punjab I,, ' t/lf N_ 
, Depar'm,nt (Jails), "1/(I~r date Simla, tit_ HtI, April 1896. 

No. Hi!. NoUfl('aiion. Wit.h reference to the Re.Molution of the 
Government of India in the Home Depnrtm~nt No. 1-58'Z-594, dated tile 
!!Sth Atlltu.t 188H, laying down" scaM of remuneration tdrSuperintendent. 
of District. Jaiht, the following cla .. ified lillt of t.heDlstrict Ja,U. ill 
Pu~jab for the year 1896-97 is publi.hed tor gen#ra.1 informa.t;;'n , In 
oup.,,..., •• ion of P,mjab GoVnfl1ntillt O"zett. Notiftcati.oll No.lIi7,.datedtbE 
5t!\ '" pril 1S95 :-

PiTNt Cia", J«ilM. 

Rlltnu''''''' ..... R,. 1110 per men .. m. 

'Umba,J,la. M'Ooltan and Rawalpindi. . 

Ser-OM eTa .. iail •• 

. Rnn .... ,...atw,!- R •• loo.~ ~~, 
&l1>i.t, ... ·/Wlp<»'O; $ialkot, Qujrin .... l&; P\\ob""""';Dera 1.,.n.:rO..n 

and net& .GhiEil{ha;'. 

Third . Olall' J",I,. 

1U""~"4Iip" B.:. 75~ ..w.a.."" 
jJIW; R,oIltak; JuUulldu\',LudalaM,Jb8Illl.- A!JIrl .... /Oii~ 

_~J~:i~iiia~: . -'. -



Karnal; 
'Bumu. 

THR CL~BK'S , YA~UAL. 

,,~tion B •• &ip.r "._ ..... 
D_I&Ia., lI08biarpur, Gnjrat, Abottabad, KobAt and 

The above is issued by the Home of the Departmeot, 
,Punjab Govt-rnment. 

Themfllber is 151, the date 14th April 1896, 
The sufje&t is clearly £hycale of remuneration for Super­

in~nderits of District Jails in the Punjab for the year 1896-97. 
The' .Ie is duly giVIlO in detail, but tile inclusion of such in a 
~ple 'docket i~ \JnU~8ary. 
:':" ' ;1I,The entries to be made in thi. case would, therefore, be ~~ 
;Io110""s :-

HOME: PUNJAB. 
No. 151 dt. 14-4,98. 

'Scale nfremune1>ll.tion of E!updts. of Diet. Jail. in thePunjab. ]8IJ6.1I7~ 

Dockets forms are now done away with in 'the Secretariat, 
and larger " offices aud Note forms used instead. These latter 
have , spac96 of' cages for entry of the docket ~articulars, &Ild 
immediately belo? the\D follow the notes and orders. In (tIR\ 
~ample file scewtl in the succeeding Chapte., will be sElen h~ 
\he docket entl'ies.e made on the note forms. 



CHAPTER VIII 

SYSTEM OF K EEPING CORRESPON~NCE: 

The file sY8tem-ltll a1"1'flJJtqement-Stfb;JfJ(',t-Aeati,nf'''' 

Part~wl.ar subject under a ~J8ct-Madvng-(J, 

a file-System 0/ keep~"y the leiters ~ .tWteIi "~J>6ciQlllljl ..... 
We, Setr"Ull andpaqe .".mher8-AbsIItJCtV~t ~ 
Not, forms and Contt" .. "tum Note S~.Rott.UftI/f NOUl , 

FO'l'm-1:>ampl, FJ_- Worklny 'if jik ~~ a.,:' 
1M G"'>ernllll'nf "u'" dtrl'('tHul that "" ~ letM/'.tIwu!Jl 
trent rV p.4Je su.bJect onJy-.lf-tJwd 'if 1eeJnnff~ m1t<' 
ftle-])ock,t "ys'" Tn. ObRer111'd' ,n 80mp muU)9' 'if!ice8-lmer; 
Numbers-Sample dockel jurrn 

1'1 large pubhc .)/lic6s, such as the Secretariats, the corl'l;l­
~pondence IS kept accordmg t& the 'file' syst4fln which 18 &n 
&rr&ngement of papers by subjects • 

In such o/li~s subject headmgs indlcatl", the ma.tn de­
SOftptlOJlS of correspondence dealt With areJaatntameli. and a 

hIe 18 a set of Fpers on a partICular sublE'~ appert&inmg tQ 
some such BubJllCt-headmg ... Thu" for example supwsing • P4'n­
S1008' formed a subJect-headmg, then tl)e separate sets of papel'8 
~n ~e various ma.ttilrs relative to pension_ I ules and sanotions 
to gca.nts of pen810DS to individuals would all form fileo .under 
the<8uhJeqI;-heading of 'Pensions' A file 18 m two parts, ~z t 

{I) the oorreapon~enoe and (2).LhE' office notes • .. • 
"l'he ~pondencll comprIses all the letter6 r~eWlIP I$i 

i"ued 011 ttlJe su.bJoot,. w~ ~e~' (wluch are written_ 
preaonbed ~fQl'm8) contatn \the doole_ Ql' ~tllIei ~ ~ 
lett.e\'S ~ t.lIe ootes, ~1II&1'k8, IW~ ~~ oriI .... ~ 
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pa.sed o n e~ch. Nothing save 'luotl~tion8 of references are 
writteti ont~ letters themselves, .whereu..s all remarks, etc., are 
cou'tained in t.he ' noteR. 

A lettel' which i" not in continuation of current corros,.pon­

dence (i.i,., correspondence not yet finally disposed of arlif!lo . . . .," 
unre-cqrded) lorms the first paper of " new file, and sub8eq~t 

lettet*whetper received or iSRued in continuation are pla.ced 

"lith it i" .chfotlological order"Jihe ' .... l'!tllgement being the earliest 
pAoptrat tlie hot,tom ano the IlLtest ono on the top of the Hle. 

The Iffites follmv the H"me chronological orde,', but their 

gemont' iH i" im'el'se order to the correspondence, th",t is, 
. . mUlenoe~ith the first lette l' and proceed on to the latest 

<f]as~:" t h", p¥~grr.ph~ in a book, . . 

:;:~ ~~~9, 'of paperR :gets a ~Ie n~:n ber. t.s!1ome numb~r 
' .~a6J>g ,ell . e"ch letter 111 that fIl e . l.he~e file.,umbers run 111 

'a;nnual ~~i-i~t:_,~~mmnncing with No.1, for eacli calendar year, 
i .e., hegilllli~~·~,it:p 1st J anual')'. Again eaeh letter in a file i:~ 
numhered ~~ly,;)iz., 1, 2, n. etc., in order of date of iss~jl~r 
receipt, t,henr~t. paper being .eria1 No. J, Itlld so on. The ~f~l 
numb",,, cOlllmep:ee afr"sh beginning with No.1 for each t\le~ 

I
.. , . 

etters. . ', " ",1, 
. In addit.ion .fIif the above num berings, all the letters in ~ 

Ife are foli ned, ·i.: , number'ed ill the ,,,me m .. nn~ as tile p..ges' cif 

a. book: Bht "" letters al'e laid in t he file in tllesameotti~i.s 
the pages of "hook ill tlte P ersian language (thifkst.~~a.t 
the end "ml the last page first), they IIlUS~ also be~oo-:,!*>id. 
insly. . If 1\ lett.el' contains enclosures the .~, a~ inetjlueq 
in the p"ging, i.~., they be"r page numbers followill.!.! that-of the 

letter. 
The "ote sheets are al,~ paged; the nUlnb~g' being (jf 

&'~·. in .com''lrse order to th .. t &t the .lettenl.,~; f~m tdp 
f'·' '::: " 1 '\ :" , ' 

ao~~~2s. 



8Yijl'EH 01' KEBl'UlG OOllRIlBPONt>IINCIC. " 

Each current file contains alao what is termed an ,~ 
of Current Papers' or brielly 'CurreD~ Abatraot;. ' 

This.is a summary of the contents of t~ p&pers in the fil& 

in ~eir chronological order 

The note forms are • first "heets ' and 'conllinuo\s tlote­
sheets.' The first sheet is the top or opening sheet of t'be' 'SWtM 

and the continuation note-sheets are &<!ded to it as .':!quired. 

In addition there are routine note forms for routine entries, 
such as orders to complete the file, pv.t up preoedents and de!lli­
official correSpondence of a tri Vial nature and the lib. 

The following pages snow an example of '& lIe. ,. 
50 to 52 are the notes which, as th"y are plaqed OIl ... '~ 
come fi"'t, w~1e pages 53 to 63 are the correspond8noe ... .... 
arranged in exactly thl' llame orde"r as in a 6Ie. __ . thil t&tMIl 
letter first and' the earhest I~tter last 

Attention 18 drawn to the dockets of the t'eoeived letters 
among the notes and to the affiXlng of the General, Diary. File 
and Banal Numbers and pagmg. The pRging 0( the letters are 
from (I) to (8) (2) and (3) are omitted aft tkv were affixed to 

the original testithonials of the apphcant, Mr. Brow~. whioh 
were 8ubaequently returned. '4" 

Page 65 shews the Abstract of the Current Papers and p&Ip 

~r the Routiae Slip 
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1900. 

GOVERNMENT OF INDIA 

PUBLIC WQRKS DEPARTMENT 

General No 2247 
Diary No 341 

(S"&jPct ) 

File No 10 of 1900 
Senal No 1 

OFFICE ESrABr.ISHMENT 

A PPQIVTIIIiNT8 

From Mil F R BROWNE, Stmla 
No--
Dated 6-8·00 
R~CI' __ 7·800 

(Bm'.! ,~ubrct) 
A pphcatlon fOJ clencal emploympnt, P W 8@cretarl&t 

NOTES AND ORDERS 
Regr -

This apphoa.tl<m pre8umahl y refeN! to thp l'ppoUltme»t 
recently beld by Ba.bu Nobm Ch\lnder 

Pros (Hlk. ~ .. ~t., 
App-IL, No. 30 3fiA, July 
92 (nag A). 

G hose M r Brownp 18 All a8JlMll8Cl 
cllD(hdaw, and undpf Home Depa.rtment 

ResolutIOn No HH7, dt Jrd July 1892, he cannot be entel't&m. 
ed Perhaps the Home Dapa rtment may be asked to nominllr.e 
a pa~8pd candidate a.nd -'lr BIOWlle mformed &Coordmg.ly 

1 WOoS about to ,ubmlt the 'lue8tlOn of filling up the vacancy 
when:\ll B '8 applIcatIOn wa, recPl~ed 

Drafts put up 
AB 

78 
Under Secy 



!!YIlTEM OF KIlICPING OOBREfiroNUKNOE SI' 

Yes, Mr. Browne ~ get the pOIIt be appl_ t •. 
H'ome Dep/l.l'tment may be a..~ked as suggested ab,ove. 

C D.7·ti. E. F~., 8-8, 

File No .• lO. 
Serial N OIJ. ! Ii 3 . 

1'0 Mr F R Brol"''' _Vo 158~G, dt 9.8-00, and D, M. 
to 'Home Dppartmmt, No 1:JR1G, dt 9·8·00 

Of'oera.l}/o 263!l 
D,&ry No 369 

No. 33.1 
DatNl 3-9·00 

R'cd 4·900 

From HO\lK DEP" 

FIle No 10, 
Send No 4. 

E,.a<1lJ"re. tlU. 

Spctrp COptPS 1Iil. 

Tn reply to thiS Office Memo No 15800, tIt 9 8 00, inti­
mateR thf' ... ppt of Mr C B i:lllllth to th" V&<,BOOY in ClaAA V. 

Rllgr-

TIl!' Home Department do not gIve any date as ,00 whtltl 
Mr Smith i$ hkely to Jom th" othee Babu N C. Chose retired 
from the servIce on 1·80001 oV"r a month ago, and the sectio& 
00 which he belonged 18 gettIng somewhat Illto arre&r8. We 
may verhaps enquIre d 0 when Mr Smith iR likAly 00 Jom! 

A£ 
4·90 

Un~r-Sec!y. 
It 
yes, we cannot do without .. mall much 10llger 

C. D , u.9. 
E. Foy, &.,-, 



5~ t'811 CLKRK'lj J .... NUAI .. 

Draft d o .• ubmitted for approval 

A.B 
6-9 

C. D. 
6-9. 

Get thi~ out ('ariy pie,,., .. 

E Foy. 
69 

File No. 10 
Serial No.5. 

DemH>jficoal 10 U Law.on, Esq., C.S, U .. der-Secy., Home 
Dept., dl. 7-9·00 

General No 2801 File No. 10. 
Diary No. 410. SerIal No.6. 
From O. LAWSON, ESQ, c s, Under-Seey, Horne Dept. 

lfo-
Dated 10-9-00. 
Reed. 11-9-00. 

Enclosure. nil. 
Spare GOTHes nil. 

In reply to thh office d 0 enquiry. statf" that lIfr. Smith 
can join' 011 25th Sept. 1900 

Regr.--
This arrangement will SUIt us 
A. B. 

11-9 
C. D. 

12·9. 

Record. 
A. B 

26-9 

E. Foy. 
12-9 



SYSTRM OF KB'KPJNG CORRIIl>lI'O"<OE'IC 

Diary No 4]0 of 1900 
Genera.l No 2801,11-9-1900. 

My DEAR Foy, 

(8) 

File No. 10 of 1900. 
Serial No.6. 

Your Qemi-officia.l letter of 7th in.,tant Mr Smith O/Ul 

Join on 25th in~tant I:J;ope thIs 'VI]] AUlt 

To 

E Foy, Esq. 

Under Secy, 

P W.D 

YOUTH truly, 

G. LAWSON. 
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Ro/Mcnee 

Diary No. 369 of 1900 

• 
( 7 ) 

File' No. 10 of noo, 
Serial No.5. 

I Pl'IILIC WORK~ nllPARTMltVT 

I No.--

S,mla. 7th S~t. 1900. 

I To 

G LAWSON. ESQ., c s, 

Under-Secy., 

Home Dept. 

I 1\1\ DEAH LAWSON, 

,I Please see your Memo. No 

I
I 331, dated 3rd instant. When 

could Mr. Smith Join 1 The 
1 appointment has been vacant 
I for over a month, and we &Il1o 

I getting into arrea.rs in 00086-

I quence 

Yours truly. 
E F. 



To 

RYSTIIM or KISPING CORRBBPONDIINCe, 57 

( e ) 
Di"ry No. 369 of 1900 

. -Gene."l No. 2638, 4-9-00. 

File No. 10 of 1900 . 

Sen,,1 No.4. 

No. 331. 

GOVEHN\fENT OF TNDIA. 

HO\IE DEPARTMENT. 

PUBLIC 

Sun la, .Ird. S~"'rlib.r 19()(J. 

THE SECRETARY TO fHE GOVKRN'IIENT 01' INDIA, 

P,.blw W or'\;. Department. 

OFFICE MEMORANDUM. 

In accordance with the reque~t contained in Public Workl 
Department Office Memo. No. 158lG, dated 9th August 1892 
the undersigned is directed to ~tate that Mr. C. B Smith, ~ 

ploSsed candidate, has been appointed to the vacant p<lfIt'in Clr.sl 
V CBs. 80 to 110) of the eleneal i'lItablishment of that office. • 

2. Mr. Smith is at pre'!ent employed in the Office of tht 
Accountant-General, Lahore, and h8.11 been inHtructed to joiD 
hill ne ... appointment as soon lIS he receiVeR permi8l!ion from hi@ 
pre~t'nt superior to do so. 

G. LAWSON, 

Qj'g. Untkr-S .. cy. to the GO'Dt. of 4ncl.ta. 



SYSTEM OF ~EPING CORREbl·ONDENCTl. 5~ 

Rifer6nce 
DIary No. 341 of 1900. 

Out early 
F F 

8-~ 

( 5 ) 

File No. 10 of 1900 

Smal ~o 3., 

PI'IIL1C \\"ORK., ~I'ARTMEN r 

No 1581G 

Simla, 9th Aug,," 1900 

To 

Hom!' Dppt 

OUIC •• 1\1.EMO 

I 
A vacancy havlIlg occurred 

in Clasq V \R~ 80 td 110) of 
tht> clerical establishment ~ 
thIS Office, the undel'signed 

is directl'od to request that a 

passed candidate may be ap 
pomtt'd to fill it at an early 

date 



IlYS'fIUI OF KUlPlNG CORRKSPONDI<.NCK. 61 

Rere,·ence. 

Diarj No. 341 of 1900. 

( 4 ) 
File No. 10 of 1900. 

Serial No.2. 

PUIILle WORKS DliWARTlIII:;Nl'. 

To 

No 15800 • 
,'!,mh" 9th Al'Y1lBt 1900 

MR. F. R. ·BROWNE, 

Clerk, 

United Service Club, 
Simla 

OFFICE l\h.MO. 

With refce. to hie appln 
t 6th August 1892, Mr.'Brown, 

lb informed that as he has no~ 
passed the Govt. Clerical Test, 
his appln cannot be entertain· 

ed for the appt. applied for 

by him. 
2. Th!" original testimonials 

are returned herewith &8 rtl-

quested. • • 
E.F., 

UfiMr·&ey. 



To 

-HIR, 

SYSTIUI OF KRSPING CORRKSPONDICNCK. 63 

Diary No. 341 of 1900. 

General No. 2247,7-8-00. 

( 1 ) 

File No. 10 of 1900. 

Serial No.1. 

Unit,d S,""tcP Club, 

Simla, tlv- f!th AUQnat 1.9()(), 

THE HFA"IIR1'AIlY TO THK GOVKR!lMEST OF INDIA, 

"",b/ir Works DepartmPnt 

U wlerstanding that a ':I!.cancy exi.t. in your Office in the 

gradE' of Rs. 80, rising to Rs 110, per men.em, I beg respect. 

fully to offer my~elf as I!. candidat.e for the appointment. 
I aDl at present employed.&< a Clerk in thE' OfficI' of the 

United Service Cluh, Simla, and beg to .. nc1()~e testimonials in 
{)riginal for flLvour of perusal lLucl return. 

Await,ing a favourable reply 

1 alii, 

Sir, 

Your most obediAnt servant, 

F. R BROWNE, 



RYFlTBM OF ,KBBPING CORRESPONDENCE. el 
f~ ilt 

PUBLIO WORKS DEPARTME"NT 

ABSTRACT OF CURRENT P AP8llll: 

Riference. } 
PrOS Office Establishment, 

Appomtml'nts File No 10 of .1900. 

Nos 3Q 3', A, July 1892. 

(Subject H ead.ng ) 

OFFICE ESTA8LISHMENT 

ApPOINTMENTS 

Number and Date of LettelS and 
OotK.ent •• 

OPFn E NOTES. 

:141 No.-dt. 6800. From Mr. F. R. 1 

2801 

OJ( 

gf."v~~ p ~W~i~:!~~~ for va""ncy In 

""d No. 1580-G., dt. 9-8-00. To Mr. F. R. 
Bro,vne. He cannot be appointed, 
not haVing paII.ed cler.",,\ test • 

• Ind No. 1581 G., dt. 9 M-OO. To Home 
Dept. AlIks for a "",.sed ca.nd.date 
for vaoancy In 01. V. 

:169 No. 331, dt. a II 00. From Home 
Dept. Mr. O. B. Smith, a paooed 
cand.date of Acott.·Genl.'8 08100, 
Lahore, bas been appointed to the 
vacancy. 

1JJ.d. D.O., dt. 7·9-00. To U •• S.! H .. D. 
Enquire. wlien Mr. Sm.th can 

I JOlD. 

410 D.O., dt. 10 9-00. From U • ..s., 

I H. D. :Mr. Smith can join on 
2119.()(J. 

2 

3 

4 

. . 
6 



SYSTElI OF KBDING CORBEI'PONDBNCB 61 

Govt of I1ulla. I 1900. f' W. D. 

Office-

ROUTINE SLIP. 

[Not to be sent out of the office or prin~.J 

(Subject 0/ F,le.) 

OFFICE ESTABLISHMENT. 

A PPOINTlIIEKTS. 

General No 2247. 

Diary No 341. 

K. W . of 

Pro~ 1900. 

Nos 

We are allowed to bestow one a.ppointment out of 

every three Ca.nnot we get Mr Browne under this proviso 1 

E. F, 8-8. 

Under-Suy.-

We have a.Jready exerCised this privilege in the ca.se 6f 
Mr. Jackson; 80 until the two next vacanoies a.re disposed of by 
the B. D. we will not have another in our gift. Perha.PI! 
H. D. may be asked to makE' a.n exception in MI". Browne's case 1 

O. D., 8-8. 

Thanks. I do not think H. D. rWH should be broken. 

E. F., 8-8. 



IlYBTRM OF KElIIl'lblG OOBIUISPONDENOlll_ 69 

By me&IlS of the tile system the entire correspondence 011 

anyone subJect 18 kept together and so can be ,ee.d1ly ob~ 

whenever .eqUlred The workIng of the system 1$ Simplified Ity 
the Government rulmg, whICh directs that an 9fficmlletter should 
treat 'of one subject only Should thIS rul~ how4lVfll', nqt b8 
ob.erved In any partICular case, the letter IS regIstemd under 
.. IIoch of the subjects referred to In it, and the ongtJ:#lll~ kept in 
one file aud caples of It 1U the others I 

In a file the pa.per' are kept open IIond pilloced flat on ~ mll!. 
boald, tho whole beIng tIed togf'ther by a pIece of red or blue 
tape As the papers are all ,)f a umform (foolscap) SIze, tbey 
fit evenly togeth .. r on the board, whlCh hk;ewlse IS cut foolscap 

"'Ire 
In some mmor olhee" thl' notes are not qeparated from, but 

kept together wlth, thC' 'lettel' Eadl letter ha. a docket form 
affixed to It, on whI"h th.. note, pertammg to It are wrItten 
Theqe files or bundles, In addItIOn to theIr subject headmg, have 
numbers also gIven to them, .tnd <'very pap!'r or document til 
the hi!' bear~ two number., whIch are wrItten In the form of 

.. fractIOn, a" J, the numerator or top number denotmg thf' 
number of the }<'lle, and the denommator the number of the 
letter or document m it correspondmg to the 8el'1al number ThlJt[\.. 
for llIstance, If the number of a FIle I" 43, the lit st letter m It 
W:;Hlld be numbered \" the second 'l, the thIrd V, and 80011 

Such numbers are termed Index Numbers 
The followlllg I~ a sample docket form as above descnbed 

The entne!t In It bear referenCf> to Seri.a.1 No, 4 of the sample 
file gIven on page 57 above 
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---DEPARTMENT 

FitOM HOME DEPT. 

No. 3.~1 

Date 3900. 

Dl\te of Reoe.rt 4 9 00. 

10 
Index No. "1" 

8U&JE(,'T. 

Olhce Establishment Appomtments. 

ABSTRAI'T. 

Inttmates Mr. C. B. Sm.th, a p .... ed 
cand.date of Acctt. Gen\.'. Office, 
Lahore. has been appttd. to the 
vacancy 

NOT"'~ 



CHAPTER IX. 

REFERENCING. 

]}~finition 0/ te"m-Letters treat.ng oj IfU!Jje-ets ~,ever previously 
tUalt with or 0/ whtch. t!;ere are no previoU8 "milar C/J86//­

Letters which are replies to prewrus ~ eflrenc6l-Metlwd.of 
tractng the correspondence on the subject treated of m a letter­
Binu 'with regard to rife16nt).1.,!/ a letter-FurnuMng pr~e­
dent8-IndexeR-]}ata "fqtnrpd to be known i1l order to trace 
a letter-Qual1jications f16cessary to be a good rpference clM'k. 

REFERBNCING is the term u8~d in oflices for putting up letters 
in their proper files, i.e., with thE' Rf6vious paper. oroorrespondenoe 
referred to in the letter', or, with similar correspondence. 

Received letters, after they have bl'en docketed and diarised. 
are put up in files containing the previous references. ~. 

Should a letter be reooived treating of a subject .... hich J.s 
never been previously dealt with, or of which there are no similar 
OARes among the office I'ecords, it IS submitted for orders by itself ; 
but when a. letter is a reply to a previous reference made by the 
Office, it must be put up with the file containing the reference to 
which it is a reply, together with any other cOl'Q!spondence which 
there may be on the same sub]ect. 

Every official letter treating of a 8ubjeet on *b1\m there 
have been previous correspondence ia required to Btate tb& pl'INliile 
nwOOef MId <lete of either the l~ter to which it is.a reply or We 



last letter, received or sent., on that subject. The letter quoted 
ca.n then be tra.oed from the Diaries and the corresp<>ndence put 
up. Occasionally, however, lett ... rs are received withe ut any or 
perhaps very vague references to previous cOl'1'ebpondence, and 
then, unless the subject is clearly stated, the new clerk is likely 

,to experience some difficulty. 

The foUl'wing hints are given with regard to referencing a 
letter :-

(1) Read carefully through the entire lett"r and see 
whether any refeMtlCeS are made in it to previous 
lettel'l!, &c. If any enclosures are forwarded with 
it, see that they ha.ve been correctly received and 
put. up. 

(2) If references are ILacie, search for t hem through the 
Diaries, noting in the margin of the letter the 
general or ind<lX numbers of the referencE's. 

(3) When the bundle or file has beeu found assure 
yourself that it is the correct one by noting its 

suhJect and se:ing that the cOlnwunica.tlons 
referred to in the letter are in it. 

(4) Exaruine the file and see that it is complete, I.e., that 
no letters or papers are nlissing from it. This can 
be done by seeing that the paging or index num­

- bars arll in COllS6clltive order. 

(5) If the file is a bulky one, affix ~Iips of paper Qr 
otherwise Ui&rk the letters in it to w hieh reference 
is ma.de, 80 tha.t they can be readily found when 
wanted. 

In &etet~at offices the lett$F iteelf under di~l is 
iI1d~tJed by a slip beariDg the words Pape,. .~~ ~ 
and l,.bt~ ,}ipiI, A. B. C, etc .• ,.~~ to the ref"renOOll. ~ 



slips are to be used ill. alphabetical order, A to M being _"~d 
for uee by officers a.ud N to Z by alerkll, 

It is ilot sufficient, howe\-er, to be..we w~, put IIp. 
file containmg the referenctl8 given in .. letter. ~uent1l' Itt 

prev;ou8 similar case is wa.nted ill order to _\Ie 44 ~ ~~ 
(a likely ma.oter, espeClally in the C8.1!e of oorreBpoude~hltb. 
not originate in the office itself), or a side questi~ ma.t',....se 
requiring a search among the recordll \ WIthout su.oh ~ 
as numbers and dates. In .uch cases the reference clt!r~ 
unles" he has long personal experience of the records and it\ 
endowed with an excellent. memory, must depend on tbe 

Indexes. 

In Sec~etanat Office. Indexes (8ee Chapter XVil1) are kept 
up wherein the subject-matter of Bll letters, including both those 
received in and sent out 'of tne office, are indexed. By referring 
to these Indexes a clerk can read~IY"a.scertain whether any, and 
If so,-what similar corrf'spondence exists in the office, and from 
the partIculars gi ven in them be a,ble, if necessary, to obtain ,the 

papers 

In offices where no Index Books exist, it is advisable fOl' 

the reference clerk to keep up a Note-book in the form of an 
Index for noting the more important letters. By this mean~ lw 
will be able to say when he gets a letter whether any similar C_ 
has previously pas~e<l through hiR hands, and from the particularH 

entered in his Note-book he can, by furntshing the na.rne or 
number of the bundle or file, readily obtain it. 

In order to trace an offiCIal letter or docu~ent one of the 
fqll~ data are required to ~ known, mz.-

{I) The number and date of the letter, &nd ·th~ naftle 
of aender. 

(2) The name of the send~d the ~ubje()t< 
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WIth eJther of these particulars given the letter can he 
traced through the Dlariel1; but in the event of a precedent or 
~lInilar preVlOUq case being wanted, t.e, when the subJoct only IS 

}tnown, the Indexes must be referred to 
Dl'Sp,tf', however, the facilities offered by means of })iarie« 

And J;"dexes, In order to be a good and ready referenoe clerk, a 
pel'!lO~al knl'wledge of the office record8 is eqsenti&l, and a good 
memory reqUIsite The former can only be acquired byexperienl'fl, 
wbile the latter can be cultivated onlv by habits of carefulness. 

'dif1gl>noe, sl.d attention to detail~ 



CHAPTER X. 

~RECIS-WRITING. 

V_jimtion qf a Prtfcis and Prfci8.w,·.ting-OI'.i~ct qf a Prtci.*~ 
ad"antages-Preri8 to (lP 'complete, accurate, clear IJnd b"wf"'­
lT81UJlly writtm onhaTf-margin-llulesfot· wrfting a Pf'!o;6 

E mml"es qf a Separate and a Conhnuou8 Preci8. 

A Precis may bE'st bf' defined as a summary, and P~writ. 
iug may be '>aid to be the procesyf .electing and ex~ in. 
brie~, the esst'ntial point" of a letter or series of letters. A Precis, 
therefore: can be madE' of the. contents of eithE'l' (1) a lIin~e 

It'tter or (2) a correspondf'net'. '.f , " sE'ries of lE'tters on the he 
subject. ;>'" "I; 

The object of a Preet" 18 to enable anyone who hail not the 
time to read through the original letter or cOl'Tespondence to get 

possession of the prinCIpal point~ or leadfg features eontameJ'in 
them by reading the P~cis only. The advantage U. a Precis, 
4;herefore, is that it saves time, a matter of the utmostimpor'talloe 
in & Secretariat or Head Office 01 a Department, where If m .. of 
C()treSponiIence bas daily to be got through. It would be q_ 

inc.ll&ltiblle with the speedy despatch of huliliu.""" if otBhlra Weft! 
to read ttl estenso th~ Jetteta of each Ille IitlblQittE!d lor 

and Secretaries and Heads of Oftioe8 would ~ 

Iio dispose of OM-third 01. the w{)r!l; they~~.~~ 
mstace. it were __ .,for:them 10 .... ~ .. 
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(lol'l'espondence in each bundle or file in order to obt:ain .. know­
ledge of the ca.~e prior to passing orders on it. 

A Precis is always written in the form of a narr"tive and 
shOilid (1) contain a complete lind accurate statement of the 
principal faci.<I or chief points of the letter or correspondence 
abstracted, including all tha.t is important and omitting every­
thing that is 'mimportl,nt; (2) preH6nt this in a consecutive and 
readable shape expressed as clearly as possible; and (3) be 
&8 brief as is compatible with completeness a.nd clearness. Tn 
lIhorter language, a Precis must be-

Complete, 
Accurate, 
Clear, 

Brief. 

Complete, because it is intended as a substitute for the letter 
-or correspondence of which it is a Precis, and if any of the essen­
tial points in the former u.re left out, the Precis necessarily 10S68 

lts value. 

Accurate, for the same reason tbat it should be complete, viz., 
because it is a substitute fo.· the original letter or correspondence. 

Clear, becauHe if there is any ambiguity whioh makes are· 
ference to the original t"'pers neeessar!,. it is useless. 

Erief,. because its object is to save time. 
In writing a Precis it is ueual to keep .. margin of one-half 

~f the breadth of the paper, which margin is usedfor noting 
the references to the different paragraphs, or in the " __ Of a 

Precis of a series of letters, to the various letters abstracted. 
There are two methods in which the Precis of ,. co 

d'lnce may be written, .nz. (1) the contents of each letter m.,. 
writtea -.para.tely, or (2) a continuous precis may be made giring 
tbe ,p.t of aU title papem in the form of .. consecutive n ...... 



PREt'lS-WRlTING. 71 

The be.t method of writing a Precis may be gatqered fl'ODl 

the follow in I( rules ;-

J 1. Oarefully read through the entire letter or corres­
pondence and underline or otherwise mark wit.b a pencil 
the 'important parts. ~n the case of co~pqndence 0_ 
should be taken to first arrange the letters in chronological" 

order. . 
• 

• J 2. Write out each of the marked portions in the fewf!8t 

possible words. It is always best to use as far as possible the 
identical words of the letter, since the introducti(ln of other ~ 
words may not convey the e}<act meaning of the writer, and 110 

render the precis valueless. In the 8am~ way if there be any 
ambiguity in an expression it is prefe ..... ble to qllote the exact 
wording rather than run the ri.~k of committing an error by 
making a mis-statement: 

3. [In the case of a Con$lUou8 Precis. ] Colln6ct the 
different portions by putting the whole in the form of a con· 
tinuous narrative. 

4. Enter the necessary marginal references to the varipus 
paragmphs or letters. 

The follo"\Ving extracts taken from the larger work on 
precis-writing [The P"';cis, Sepal'ate muJ Oo.tim,ouB; How '"to 

write it] contain additional hints that! may prove useful to 
clerks as to the mode of drawing up a precis :_ 

Preces are usually drawn u the CBSeil of QOrreswwience 
conI ainin~ a series of eveD ts, Or describing ~be course of .. 
particular matter or embodying·& colleotio~ of opiaioM or 

on any particular quesfion or £act. 

an example of the first may beiDStanoed ~ 
1lCIPtai.nin8 the history of a partioular case, 11'-' how it 
~ tbe oourse it IIOOk, ao,d how it terllli~ x. ..... 
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ease, the simpler plan is to fil"St arrange the se"eral letters in 
chronological OI:cier, i.e., accotding to sequence of dates, and if 
we may ventu!"1! a hint, we would ad"i e the clerk to. carefully 
read the first and last lettel's first, thus securing beforehand 
an insight inpo the subject and how it ended. Having become 
&ware 'of this, he could more readily follow the course, of events 
when going '.~hrough the cOl"respondence just in the same. way 
as a person who looks through the opening and closing chap~rs 

of a story, is easier ahle to follow and understand the drift of 
the tnJo in Lt. .. "ourse of its reading by being alr'eady aware of 
the nature of its termination. 

In the case of correspondence fOl'ming a collection of 

I opinions or reports any order of chl'Ouology would not be AO 
important. The clerk should ~arefully read the 'Ietter calling for 
the report or settiug forth the matte.. ou which opinions are 
invited and note the several points 011 whicb report is. called for 
-or enquiry made, and as he goes through each reply, r\ote whethl'l[ 
it is complete, i.e., if all t he points mil!Cd have heen 
replied to or touched ~pon and briefly 'Hite down theil' 
import. 

It i~ usual to draw up precis in half·marginal form, writing 
the precis On the outer half of the paper and hoting the refer­

' eir.Ce.~ to the origi~ papers on th innol' half. It is clenr that 
a precis ahould \lot include a single statement which is \lot 
contained in or supported by the ol'iginal papers, and the lDargin 
is intended for noting thereon the reference to the several 
letters or paragraphs in the 8ubject.matter and hence hndicating 
the authorities for the several statements made or matters 
contain~ i,ll the precis so_.to enable a reference to the ori&bJfl 
,documents being readily available. 

In riting a precis, moreover, endeavour should al80 be 
made to draw it up in a fonn easily distinguishable and ,80 ir.s to 
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I'eadi,y catch the eye. Hence paragraphs should be employed, 
a~d if t here> al'e several distinct points they mig~t advantageyss. 
Iy be listed as 1st, 2nd, 3rd or (a.), (b), (0), etcete'·o,. For exampl(' 
if there are four points or matters in a subject they migh t fil">lt 

be enumerated and then each individulll point or mattel" dealt 
with in distinct paragntphs. Whenever possible al~o, especially 
if such c~urse would tend to mllke tlie prtlcis clMrer or more 
concise, the subject-matter 'may be \ th rown into t'he form a 
statement, 

A precis obviously should COiDmence with a briof statement 
of its subjeot-matter, This a.hould be contained in a8 f words 
a posltble, and is as essential to a precis !Ls a title is to a book 
..s giving the reader at first glllnce an idea' of thE! matter trea.ted 
of or dea.l t with, For this purpose it is essentia.l that the 
student of precis-writing should know how to docket, i,e" express 
in a. few words the subject-matter of a document or connecterl 
correspondence. 

W e give an example each of Il Separate and a Continuo~, 
l'r6cis :-

[Oonl< E8PONDI!NIJE oil W,IJlCU A PRECIl! IS ) IADE.] 

(1) 

From Mr, J ames Sutherland, to the etary to the Government of 
miia, dated, 10, Olive &w, Caloutta, the 20th December 1891. 

A Mr. Jooeph Gill came out to this countt'Y with 'l&tte1'8 of introduc. 
tion to me. o.nd died very Buddenly at the General Hospital, Calcutta. 
On a ...terence from the hospital ·I!.uthorities I had h.Jo body iatoned in 
tile Catholic portion of the Mj)j~ Buri&l.Ground at Bbowanipur. Hio 
...... now resident in Paris, writes IiIl IlIe to have his body 8"horued 
.. .r1lwied in a family vault in the &maPcatholic CHurch at Dhurrum. 
toIlIIIl; but I a m advised that the GarriI<M Chapl&in, under .. hooe care the 
BurIal· GrouO<! D, requires tbe IIIUIct.ion of Government (Home J)epowi. 
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,nent) beiore permi ttnK th ' to be ctl.rried out; .. nd 1 would be much 
ohlieed if you would 'be gpod enough to give me the n..""..ry ""notioo. 

, tho l;ooy ",m be interl'ed ill another gra\'e without 1088 of time, I 
would .. Iso Ur ohli&:ed if you would dispense with the necessitg of .. zinc 
oofIln, which, from its impeJ'i!'h"bl<~ nature, is likely to fonn n. serious 

obltruction in ~ fu,mily va.ult. 

(2) 

From F . C. D.-uk .. , Roq. , l~S .. Vnder·Secretary to the Government 
of India.. to tb. Secretary w th Government of Bel\j(9.l. No.1 , <lilted. Ji'ort 
W\Jli3 m, t.he 3rd J .. nnnry !892. 

I a.m directed to forwl\rd the u.coompa.nying letter, dl\ted the 20th 
ultimo from r . Jalll;- I1therl&qd. asking for permll!l!ion to l'emOl"e the 
body of one Joseph Gill froIU the ilitary BUI·ia.1 Grounu at nbow .. nipur 
for 1 ... ·intermont in f\ fa.mily vault in the DhurrumwUah UOIlUlD Oathelic 
Oburch, a.nd to e.!!.9l1im wha.t is the rills or practice in 8uch cases, a.nd 
wbothel' there is any objection to permi!ll8ioll being granted to remove 
the body (or ro-int I'ment. 

(3) 

Fr\>ul R. Ii. RiBley, Esq. , UDd .... Secretary to the ao .... nmoot 0' 
Benga.l , Genm'al ])cpllrtment, to the Secreto.ryrto the Government of Indh. 
No.3,n , natl<! V"knt.t:J., the 25th J"nn"ry 189'2. 

Will, I'efol"ncc to your Office I ~tter No.1 of tho 3rd instant, ... d ._ 
enclosure, on U\e subject of t.he removal of the body of Joaeph Gill from the 
M ili to.ry Buria.l Ground at Bbowanipur for re-interment in &, family vault 
in tho Dhurrumtollah Roman Ca.t.holic Ohurch, I am directed to Bub-

o. mit herewitll a. copy of 0. letter· from the Venerable 

l~t;1 ~~;'I:2:~. dl'q~ tho A~deacon of Calcutta, and to say that under 
the condition. specified tllercin , the Lieutenant-Go .... 

crnor think! that permi..!.sion to remove the body may unobjectionAbly 
be gn,ntod. 

[l!:_ CLOSURE.) 

From the Veoeru.;"e J. n"ly, Al'Cbdeacon. aleutt:J., te the ~I'ehuy to 
tb Guvuromeot of nengl.'. 

No. '102. dcted Mo't<:/fr.p:;"" 1M ~I", Jlt ....... 'lIlB92. 

Witlf l'<Jel'eooo to ~ O( no N". J.22 f 8th J<1DU.UY lim, fo ....... 
iIlg ooPJ 01 letters .... hling to the =c,,"oY!oI 0: ,,:;OOy from \.I." uhowanlpar 
eemete<y to tho Roman .. tJlolle OhIll'Ch in Dhnrrumtol.!Ah, r ha .. the 
bOllor to 83." Uaat there iB no C-ov8''O\4eO~ order bearinll' exactly on ouch 
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a """e, but tbat thoro i ... regulation rooootly JllL886d that ~o htcII<r 
wavo should Iwopeoed for purpose of oonvorting it ioto ... malOnry g .... ft 

. or vllult without previous reference to the Archdeacon and the certificate 
of the Prillclpal Medical Officer th .. t no risk .. ould be incurred thereby 
to the public h ... lth. 

If 'this i. certified with respect to tho removal of tho b<1dy referred 
to, a.nd the Roman Catholic a.uthorities mn.ke no objection to it. re-inter· 
mellt in the Dlmrrumtollah Ohurcll, I Bee no particulor r.,...oo why the 
::-erno\'a.l should not be anctioned. [think. however, tba. the cofln 
8ho~ld ccrta.inLy be cased with a &inc co\"er.n~ while it is being removed, 
wbich could be takcn .. way, ir nOCO!ll:Lry. wbon tbo coffin is ftnl\lly deposit· 
~d in the mll it . 

(4) 

FrOID J. U'Kinealy, Esq ., Offici;ting . ccrt"tary to the Government 01 
Indio.. to IIlr. ,James Sutherl" nd , 10, Clil'c ltow, Ca\d'utta . .No. 44, dated, 
Fort Willia m, tho 3lBt J anuary 1892. 

In reply to' your lettcr dated the 20th .,ltimo, I am diroctod to ... y that 
tbe Governor-General in Council i.s pi to gmllt permission for the 
remov:>! or the body of J ... pl, Gill from tbe MHitary Buri:>! Ground at 
Bhowanipur for Te-interment in Ii family vault in tho Dhurrumtollah 
ROlllan Oatbolic Ohurch on the [ol\o\\'inl: conditions:-

(1) Th .. t you obtain .. certificate from tho Principal Medical Offioor 
.. t tbo Presidency tbat no ri . k to the public hcalth will be in· 
curred by the removal of tbe body ; 

(2) Th .. t the Rom"" C .. tholic &nthoritie. bave DO objection to the ",. 
interment of tbe body in the Dhurrumtollah Oburch ; d · 

(3) That the coffin be enCllJled In II. nnc covering while it is beinll • 
removed, which co\'cring m&y be t off when the coffin jl 

filially deposited in tbo "a"lt.. 

. . 

I 
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Mr. ::ras. Sutherland to H. D. , 

dt.20-12· 91. 

H. V . to Betlsal Gov t. 
No. 1, dt. 3-1·92. 

Beng~1 G nvi. (Geul. Dept.) 

to H. D., No, 377, dt. 25-1-92. 

1:1. lJ. to Mr. Snthcl·' .. IIU. 

No. 4i. de.. lll-I ()2. 

Asks permission to remove the 

bony of olle Jos~ph Gill from th. 

M ilitnry Bur inl Grouud , Bhowani· 

pur, for re-interment in " family 

"unlt in the R. C. Church, Dbur­
rumtollah, and requests that the 

necessi ty of a ziuc ·coffin be dis­

pensed with. 

Forwards the .. bove "itr . an 

ellqniry as to whether there is 

any ohjection to permission being 
• granted. 

Bnbmits a lett,er from the 

A rchd~flcon lind sta os that IInder 

the conditions pecf~ed therein 

permission may b~ granted. The 
cond itions are ( 1) at a cer­

tificnte be obtllin ' om the P. 

M. O. at the PO'eado . ti,,,t no risk 

to the public health will lie incur­
red by the removal of the body; 

(2) tha.t the R. C. autho*iea ha •• 
no ohjedion to the iutermeut liD 
th e Dlonrrnmtollab ahuroh; (3) 

• that while beillS removed, the 
coffiu beeneGsed iUGzillocoveriDg 

Permit.. 0 he removal of 'the 

body VII UJe CuuJiLiull1 'peclfilld 
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PRECIS ( CONTINUOUS). 

Letter from Mr SuttJerla J<i , , 011 20th December J 891 Mr. 
ti t. 20-12-!1I , .Tns. Sllth crlanll nsk:d permission 

1f the B . D. to remove the bod, 

of one Jos. Gill frf,llll the :Mily. 

Buri~1 Ground, Bllownnipur, for 

r e- it) ' e rtLl~lIt in a f~mily vnult in 

the R. C. Cliureh, Dhllrrumtollnb. 

No. 877;dt. 25-1 -9:t. T~lO Bengal Govt., on e matter 
b.ing referred to t1l em, sohmit­

led a letter*fr<Jtl the Arcbdellcon, 

and stnl"d that permission mny 

bo grunted on the conditions 
&pecifiod therein , viz., (1) that 

a certificate be obt"ined from the 
P. M. O. at the PresdC)'. that 
no ri sk to the public hQnlth will 

be illcur,ed by the removal of tlte 

body; (2) thnt the R. C. authori­

ties hnve no objltCtion. to the re­
interment in the' Dhurrumtollnh 

Church j and (0 ) Ib"t while being 
removed t Ie collin b.e encnsed ill 

a zino covering. P ermission to 

the removal of the "body was 

accordingly given by the B. D. 
'lndcr these condition •. 



CHAPTER XI. 

NOTING. 

ilfoaninll of t81.".,-Notes to b" in accordance with either some estab­
lished ruling 0" slamiiff{! of'der qf Gove"ument, or a precedent 
or similar prc~-wu.. caBe-To be'short and to the point-Proce­
dure whenlhe leam' is a lengthy one- When pm't of pret>iom 
corre'1)o,u/.nce-/ nlltructions for noting i.. Sec"elariats­
Qualification" necessary to be able to 'wte-H intB. 

NOTING is the term u~ed in offices for writing notes or offering j " 
~uggestions on a letter or case. .-' 

After a letter has been put up with its liIe and ' I~Ced: 
the Senior Clerk or Superintendent of the Branch dealing wit.h it 
h to note on it stating what nction is neQessary, and making 
suggestions ~ to its disposal; t he notes must. be in accordance 
with either (1) some established ruling or standing order of 
Govemment, or (2) a precedent or gimilar previous case, For 
th former the clerk's own knowledge of the Government oodes 
and rulings must assist him, for the latter he will be ahle from 
the papers put up with the letter to readily see whether there are 
any precedents which may serve &8 a guide, 

In noting dol a letter, the clel'k should be careful not to 
be too v.er!>ose, A short note to'the point is all that is required, 

hould the letter be a lengthy one, or contain a number of enclo­
HUres, a brief precis of the contents may advantageously be made, 
uut when the letter is part of some previous corresponden~'Il, the-

. \ 
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following poin ts are to be observed when noting on cases 
. in ecretariits:-

(1) E very note must be legibly written upou paper 
-employed for the purpose which is of foolscap size with & 

qu&rter margin "unning down the length for reierences and 
remarks. 

(2) Ouly one side of the page is to be writte~ on. 
. (3) Notes contained in more than 0 e paragr&ph should 

nave the p&ragrllphs numbe,·ed. When the notes extend beyond 
.a single page the p"ges should al so be numbered . 

(4) Only one note ig Lo .", submitted by the office on a 
letter. The p"actice of an A~siRtant, the . uperintendent &nd 
t i,e RegistJ'll.r each writing a separate note is proh·ihited. If the 
senior accepts the note written by ·his junior, he merely adds his 
initials. If he does not acce(lt it, he can modify or, if nec 8sary, 
re-cast it, and either re·write it himself or retul'll it to he ra­
writt.fln IVl corrected. Tf the lette,· is "equired t.o be s en by two 

ill' more ' branches each brancli rnay put up it" own note 

separatel y. 
(5) As the ca.qe passes on to seniors and superi "R, if the 

... tter .. grees with the preceding note Or recommendation, he 
inHials or signs it. Superior office,'. frequently make marginllJ 
notes to emphasi!1e &ny special point. 

(6) Office Assistants initial noteR, while gazetted Officel'S 
append their signatures. The forme,' on the left and the latter 

on the right hand side. 
(7) The language employed must be temperate and free 

from personal rem&rks. ObsQrvations on errOl'S should be 
courteously worded and criticisms on the opinions of-sepel'iors 

avoided. 
(~) The use of the words "J" or "we" should he 

avoided in notes. Abb"eviationB of designations a.nd words 
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~hould be employed, but mwe should be t.aken that only reco;(­

nized fOI1D S of dbbre\;"l;fons are used. 
(9) ' Linked fil es put tIP with " case should be properly 

I'efe"red to in the notes by thei r file numbers. imilarly letters 
Hind proceedi ngs should be referred to by quotations of their 
nUUlb~rs and dates, and these should be /l""ged or slipped, that is, 
have disting',ishing lette" -slips as .&., B, C, et,c., affixed to tht'm 
and the letter-slips ,,1'0 quoted under the respective refer-

encss. 'fit following Hample will illustrate our meaning :­

III ti,e A . G.'. lette,· No. 249, dt.12-2·OI, 
SlipI!-.. put lli} it will be seen that .there i~ no 

a.udit ohjection to the proposal : but the Oommr., Patns. On. (No. 172 G. p 

,It. 24-1·01). states that the change wiII 
ijUp B. 

entail lUore clerical la.bour, in his office, 

0 " t,he l' ferences may hp enti ,7ely thrown out in the margin a;, 

i No. 172 G., dt. 24·10.1, Slip B. 

clel'ic;al lo.bol.1l' in hiR otf'ice. 

'l'he A. G." has no aud it objeo· 
t ion to the pl'opoHal, but the 
C01U1U1'" Patns. Dn.,t states tha.t 
the change win entail more 

The number" .md dates of the letters in tho margin 
. hould be written in ink as being a pel'manent I'ecord, bu t the 

r,eferences t.o the letter-slip" as 'slip A ,' ' slip B,' may be entered 
in penril. 

10. In the cnse of fil es I'ecei" cd from outside nepal·tment. 
£01' opinion or not,e, the ,tote. of the deplll·tment referred to 

should corumence as a separate note form. 

11. Pal'Qp~r ... "es !Lnd ve l·bati m reproductions v" e><;tmcts 

of letters should not be entered in the notes. If the Jetter 
under d'i8~osal is of great length or complpxity a pl'ecis should 
be prepared, but the I ... tt.er should not o"dinarily be made 

without special orders. In sucb case " pl'<lcis note should 
be made, i.e., a precis of the oontents combined with notes or 
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auggestio'," M to proposed disposal. The letter 0" papers sbould 
- be lrriefly summarized, .md then tbe points for consideratiJ)n 
or decisiov. clearly set. forth with references to any law, 

rule, regulat,ion" precedent or parallel case, and the procedure 
indiO/ited 0" definite suggestions made for tbe di poRal of the 
case itself, 

12, There are speci,,1 fo"fis {o,' writing ,'outine "Iotes which 
sh<!uld be kept sepal'l.Ite from the ordinary notes which are of a 
more pe,'manent character, By routine notes are meant en­

quiries as to delays, requisitions for papel'S and such like 
lJ\l\tte,'s of 1\ rontine natu,'e whjch ~re not essential fo,' pe,'manent 

,'ecord, The clerk, inste"d of writing 0. fre$h story of tire entire 
case, should so word his notes that they may be rend in conti· 

nuation and'l\S part of bhe pl'e viou~ notes in the file, 

The chief quahficatibns necessary to be able to note al'6 an 

intimate knowledge both of Government rulings and the ofl:ice 
,'ecol'ds so as to be able to quote the correct ruling 01' fnrnish a 
p,'ecedent if necess","y, The following hints, however, may prove 

nseful to t he new clerk wben noting 0" a letter 01' case:-
(1) The structure of 0. note is first a brief statem~t of the 

facts contained in the matter under dispo.al ; <!econd, 
th", point or point, involved, third, the argument. fo.!' 
0[' against, fourth, comparison witb precedents and 

agreement 0 " confliction with rules if any, fiftb, 
deductions arrived therefrom and conclusions wbich 

should state how tbe case can be disposed of, 
(~) Tj. the letter is a reply to a previous reference made by 

the office, sec wheth.er it contains arr the information 
asked for in that ,'eference, and that it is . cQruplete, 

If it i~ in any way in complete, point out in wbat 
respect it is 80, suggesting whether Po furth er "eference 
\Vill be necessa,'y, 
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(3) ee if the letter contains information on any point Ol' 

letter which is unanswered or undi, pOsed of in the· 
file. If 80, dr&w attention to the fact by referring 
to the letter which may now be answered . 

(4) Sell whether the opinion of any other officer or depart . 
ment is necessary, previous to any action peing taken 

o n the letter. 
o 

(5) Dra.w attention to any parav;raphs of the letter which 
specially call for or require an answer. 

(6) If any statements of figures are forwarded, see whether 
they are capable o! be~ng checked in the office, from 
previous papers or otherwise, and, if possible, check 
thtlm. Check the results or totals of any calculations 
given in the letter. 

(7) Likewise, if any statements arll made in a letter which 
admit of being checked by otber information either 
in the file or elsewhere, they should be checked and 
any differences pointed out. 

(8) In putting up precedents see whether they merely 
indicate the practice of the office or whether they 
are based on any authority. See also whether the 
precedent is exactly similar to the case under dis· 
posal, or whether it differs in any reg"rd, and if t he 
latter, note the point or points of difference. 

(9) If a letter contains ,;. request which, if sanctioned, would 
require to be intimated to officers 01' deparLments 
other than the one making the request, th" namllll of 
the 6tficer or departments to be informed shoulcl be 
stated. 

(10) If a subordinate office, state whether the r quest requires 
the approval or sanction of any Department of the 
GovernlDent of India or other superior authority. 
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If the sanction is within the powers of the Head of 
the Department or Offioe, say so, 

(11) If the Jetter treats of account matters see whether the 
Accountant-General or Examiner of Accounts (8011 the 
case may be) has been informed, and if Dot, ascertain 
from previous similar cases whether he shouid be 
informed or referred to, • 

. (12) If any General Orders or Gazette \INotifications are "e-
quired in conneotion with the letter, draft the neces­
sary order or notifitation following the form of sumo 
precedent. 

( 13) If an application for Lea va or Pens.ion is su bmi tted, see 
that it is in proper form and in accordance with 
Code rulings. If in· connection with travelling 
allowances see thll.t it is conformable with t he rules 
of tbe Civil Service Regulations. In the case of an 
application for leave from a gazetted officer see that 

the Accountant-Genei'al (or Examiner) hM certified 
to the title w leave. 

(H) If sanction is asked to an increase of establishment 
SAe that the proposition statement required i'll such 
cases is in propel' form, und that the presen~ 

existing e tablishment is sbown oorrectly. Draw 

attention to the gru~nds put forward for the 
increase. 

(Hi) In the case of pensions note the cl&8s or kind such as 
• compensation, invalid, 
ing ; also see that, th 

the Audit Officer have 

superannuation, or retir­
title aud 'certificates by 
been furnished . • Pension 

cases are to be treated as urgent, as any delay is 
likely to' cause incom-enience to the pensioned 
officer. 
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. ( 16) In drawing up or cbecking tra\'ellin~ l;iJ]s see (1) that. 

the 'object of the journl'.y is cle ... rly stated in t he 0 

dates of its occurrence ; (2) that the shortest and 

cheapest routes are taken and ,correct; (3) t.hat the 

~harges fo.' l'aihvay and steam~r fl\fe.~ as well as 

milea:ge and ha lting allowances arc made according 

h the class of the officer ItS 1st., 2nd, or 3rd a~ laid 
down in t he Civil Se,'vice Regulations relating 

to tr!Lvelling allowance, ; (4) that uDllecessa.·y or 
unduly I'mgthy IlIL1M are not made ; (Ii) in cases of 
transfer that the period of joining time is not ex­

ceeded ; (6) tbat ti l(; necessary certificates arE> 

fu~nished ; and (7) t.hlit .the hill is c':lUntersigned 
by phe controlling·officer. 

(17) Tn Ilpplications fol' extra'o r ~mporllry establishments, 
rapail's to or erections of buildin gs, indents for stOl'es, 
and all cases wh~rein mOIlPY is required to be ex­

pended, see whether the Accountant-General (o r Ex­
amine r) has certified that funds a .'e available from the 

Budget p"ovision to lDeet the costs. 

(1 ~'> I" cases of report s of transfers of charge, Or an 
officer proceeding on or retnrning from leave see that 
the date and time, foronoon 01' afternoon, are in­

var-iahly stated. • 'l' his is import.ant to cbeck over­

st.ayal s of joining t ime and Jeave. An officer 

joining 01' vacating an appointment in the fore­

noon, coun t~ t h ... t day as having joineC: or left his 
,\pp~intment, but if iu the a(tem oon, his date 

of joining or vacation of offi ce coun ts frOID the 

n ext day, 
(19) Til cases of cer ti ficates see than they are iu order 

o.nd properly signed, and in documents when. 
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a lternate certificates I\re pl'ovided, see that t he 

proper one i signed , When certific"te aI'" n coo· 
,sary bnt have not bpell furnishl'd, promptly call 

for t hem. 

When a medical cel·tificate is submitood, see that it is 

in orde; and signed by <> pl"O~r medical office~ or 

officers as laid down in R.egulations, I' the cas 
of an officer iO\'alided for pell 'on, the date he is 

struck off duty m ust, unle s especially prolonged 

by a written ordel' from the Local Government, b 

the date of the invaliding cel·tificate. 

III the case of a I'eminder, ascertl~ill /md note the cause 

of the delay in I' plying to t he lettel' refel' l'ed to in the 
r~minder, 

1n the case of pe~iodic"l reiJorts required to be sub· 
mitted on pI'esCI'ihed forms, s e that they l\I"e both 
cOll lplete and CO ITec t. See tha t obsolete forms 'He 

not used, and note any delay in submission from 
pl'escribed dates, 

(23) Til the cllse of annual returns and repOt·ts sec that they 

have bee ll pl'escribed by Government, dl"l\wn'up in 

the presc l'ibed manner, and contain the prescribec!" 

information ; tha t the orders I'6quiring special 

notice 0 1' mention of any' matter have been I~ttended 
to; that standing orders in regard to avoidance of 

\ ernacular terms, spelling of vernacular names and 

'form of statist ics have been complied with, and that 
no modifica tions in tbe prescI'ibed fo:ms have been 

made without sanction. 
'(2+) Lastly, never make a s t'atement which you can 1101, prove, 

or in support of which you can produce no documen· 
tary evidence. Always enter in the mMgin opposite 
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any references to previous p~per~ or Code ruliugs -in 
support of your statements. . . 

,In noting, moroover, it is not merely ~ufficiene that the 
note should be brief. but abbreviations of names and >vords 
-should also' be used. and for this reason the clerk' should 
acquaint himself with the abbreviations given in Appe)ldices I, 
U. and nipwhich are mostly in common use. 



"~ tbe 1st nnd 3rd, 'and to 'be riKl" 0 11 Ihe even unmber P">:tl~, 
... tbe 2nd and 4lh. 

The ~.Bpatching office leaves the llI:lrgin of nil letters hlnllk . 

which margin is nsed by ' '' e receiving office for noting references 

~o pcllviolls corre poudence nnd eutering remark! 011 . • 

Lette~ nre usn lIy copied on not less than half a sheOt of 

foolscap, and must be written ill II cl6llr, legible hnnil , with tb e 

lines of writing at least ooe- t.hird or itO inch a pnu. • 
. The different parts or .~etter _ e (1) WI t bpnding or It per­

scription, (! ) ibe address, (;; I the body or' text, and (4) tbe 
c:nhseription or terminal,joll. 

1'be hending of a letter co~si8ts of the fn liow.ng entr>es:­

Number. 

Official Designntioll of Sel'det'. 

Official Designation of Addressee. 

Plnee and Date "f Despatch . 

n,ese nre written on th e top of the fi r'st pagr. In some offi c~s 

the subject-hend ing of rh . letter' ill also iltcl uded in the head ing. 

The Numbers COllimence with the beginning of the 11ffi ciul 

year, i.e., \he 1 t April. 
Sometimes the Sellder's Designation is omitted anil the 

lIame of the depArtment 01' offi ce ins . .. t. d instead . 

The J:lace i. that from \vhich the I.tte,· is written. 

The Date i. ti~e date of despatch. 8110uld n letter, howe, er, 

IIOt be d\spntched on tbe same day 118 it is dated, tbe dnte of 
:tctnal despatch s \r onld also be entered, it bein r writtell bel , w 
,he first date. 

The precise order in which bhe heading i wt itten val'i es in 
di fferent offices. • .-

. The nnmber is the first part of a communication, and is 

usually plnced either in the centra or in the left hand top corner 
of the page. 

eM Ii. 
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Next is written tbo official de.signation, somelimes both 0!lm6 

and,official designation, of lbe sender, and under that the official 

designation of the addressee: as-

From 

From 

To 

Or­

From 

To 

The Director-General of Ordnance in lodi., 

The Aujutanl-Gene¥lll in Indi ... 

r.lnj or-Generol T. E. Hnghes, 

Director-General of Ordnance in ind ia, 

The Adjutnnt-Gencral in Ind ia. 

Colonel Sir R. M. Smith, R _E., K_O. M.G.; 

Director-in-Chief, 

Illdo-Enropean Tel egrnph Del'urtmcnt, 

Tbe Secretary to the GOrt'rIIlueut of Indi n, '" 

Pnblic W ul·ks D epartment. 

.: 

The lu st exampl. shows lhe title of the sender together " ith 
hi s nnme_ 

Th e name of the addressee (exce pt in the cnse of ~ personnl 

communication) is never given, tbus the entry-

From 

To 

The Director-General of the P ost Office of India, 

R. n. Ohapman, E~q.,. 0 . 8., 

Secretary to the Government of India, 

Deportment of ~innnce and Commerce. 

would, exoeol when the letter is of a personal natllre, be iu­

correct. 
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III letters from n Secretnrillt the designation of tile sellder is 
~sal1l1y omitted, and the Dame of the de'partljlent inseneq in­

stelld, which entry is written jnst below the Du mber. 

The'Place nnd Date of despatch of the letter come next, and 
nre ~snally written below the official designation of !he addressee 
in one line towllrd the right hllnd side: thus-

Calcuttfl, the 18tlt JafllJary 1892. 
bu~th ere is 110 fixed rule us to ti .. >i . plnce. • 
. Below is II series of letter-heaJings U nctually w,iUen in 

• cerlnin offices und dcpllrtment8 :-

To 

' 0 

E:r;o1llpie I. 

Nn. 121. 
GOVER.Tl'JEXT OF INDIA. 

DEPARTMENT OF FINAN. E AND CUM~l El.cR. 

('lIlcU lt • . (71~ 3rt! Ja .. uory J 89~ . 

Tilt A CC.WHMli · Gcue7"ul, 
Bomba! 

E XIII,,';1. 2. 

Ko. 37. 
GOVERN?>1ENT OF INDIA. 

PUB 1. l ew 0 It K S \D EPA R T MEN T. 
CIVIL W ORKS. . 

Th, Director. Gel/oral of Telegraph •. 
Simla, Ihe 22"d May 1892. 

Example 3. 

No: 482. 
OOVERNMENT OF INDIA. 

EO tIl: DEPARTMENT. 

P UBLIC. 

Simla, the 19th April 1~9a. 

'I'h. RtJ(i'/1'Or of the Hiflh Court: 
Calculi". 
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''''pie f . 
rOST OFFICE. 

:-10. 813. 
Sillll" , tlte HI< JU1UJ, 1892. 

FRO)! 

THE DIREOTOR-GENERAL OF THE POST OFFIOE OF INDIA, 

Til, P"./-Jfaltel'-Oe1Wral , 

IAJ'M'e. 

&ample 5. 
No. 242. 

F RO)I 

TaE ntRHeTou·OENEUAL Of<" TELKGRA1'HS, 

To 
'I'lIr E;r.amillrr of 

1'tolegrfLpil Accou.t.. 
fall',l/tn, til, 11th of A1Jrill~92. 

Era I1tlJll' U. 
ORDNAN CE DEPARTMENT. 

No. 323. 
FROM 

To 
'fHJ~ DIRKCTOR.G,lCNERAL Ol-~ O RDNANCE IN INDIA, 

11,,· hllpc{'lor- Ctlli!rall~r OrdH.ll1U:e, 
Bf"fJal ('in·lt·. 

DfIUi!. imla1 hi OrtlllJ,.,. lRH2 . 

. 1!)~a Ntl}l~ ' . 
,:to. 7H, 

1'1,,· MUitory Senetory 

Itbjet'l- [[eadiltg-

Al'plJini111.l'llt. 

FFIf''\? OF THE QUARTER-MASTER-GENERAL IN INDIA. 
ARMY HRAO-QUARTEBS 

1m/a, Iho 2nd Deer. 18111. 

Examples I, 2, and 3 iIlui>t.rate how the heading is written 
.in the S cretariat Offices of the Goyernment of India. In these 
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• it will be observed that the designatIOn of the sender is omitted . 
and the oame of tbe depllrtment inserted iostead. Example 4 
gives an instance of the place IUld dalle of despatch being pot 
above th ~ designations of both sender and addressee, while Ex­
au'Jple 7 shows the name of the department bel~w the ~esignu­
tion of .the addressee. . 

The form of nddresH in an 9f1i.cial letter is inhriably " Sir .. 

We now come to the text or body of l the letter. 

Letters when not complete in one paragraph are divided into 
paragraphs, which are n umbered, with the exception of the first .. 
Ench pnragraph commences with a new line. In denoting tbe 
numbers. of paragraphs Arabic figures nre used. These sbould 
not be placed within brackets lis (2), but so: 2. The parllgraph 
number is written Oil> the left hand side, close to either the mnrgiu 
or side of the pllge, but the first line of the pal'llgraph itself 
is commenced about au inch further to the right of its number. 
It is essen tial that the distance between the first line of each 
paragraph and the margin be leept the same throughout, so as tp 

give the text a uniform appearance. 

In a sub-pllragraph the lines are indented, i.e., th'ey do not 
extend throughout the entire breadth of the paper 118 in the euse 
of n paragraph, but are writ tell an inch or two further tOlfllrds 
the right, leaving a blank space between them and the murgin 
or side of the paper, the same distance being observed in the 
case of each I ine of the sub-paragraph to its end. When there 
are two· or more sub-paragraphs to a paragr~pb, and they are 
numb.red, the figures us.d, for their numbering should not 
he written in the same wily as those used for the Paragrapbs. 
Arabic figures in brackets may be used ai (1), (2), (8), or Roman 
fig~res .. I, II, III, or English letters in brQckets l1li (II). 
(b), (c). 

• 
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Below is an example showing how the ,e llt ala letter contain­

ing PI1"ugl'l1pUS und sub-paragraphs should be wr;t.t.oo, the sub­
pomgraphs being nnmbered in letters :-

I am directed to .. cknowledge the receipt of your letter No. 210. 
dater! t.he 17tlt January 1892, regarding travelling allowance. in Af­
ghanistan. 

2. The grQunda on which an enhanced ra.te of tr!wel1illg a.llowa.nce in 
Afgba.-niBtan is !Caked for, as contained in your letter, may be enumerated 
as follows:-

(al Difficulty in obtaining t .... n.pol't. 
(bl The (l.bsence of rest·bouses and the grC!lt distances which 

exist between the different villages thl'oughout the cou ntry. 
(c) The consequent Dooessity of hll\'ing to carry a larger a.mount 

of baggagP. cquipmellt than i8 essentia,l for travelling in 
India. 

3. In reply. 1 am to state that the Govemment of India is sati.fied 
that the claim 1, ... been fully established. and a.ccordingly .anctions the 
grant of double the ordinary rates of tmvdling allowance for 0.1) journeys 
made by its officers in Afghanistan. 

W'hen marginal references oecnr in a letter, they are written on 

tb. side of, but not in the margin, being inserted within the body 
of the letter and separated from the text by lines. The writing 

in a marginal reference is usually smaller than tbat uf the text, 

and it is written in closer form. The following is an example of 

a fnragrllph containing a marginal reference:-

I ha.ve the honour to forward copies of the correspondence DOted in 

Letter No. m, datod 
the 15th Juno 1802, from 
t Dome Department. 

Lotter dated M.h J \llS 
lsgj from Mr. J. lvos. 

the margin, relating to .he appointment of Mr. 
J. hes, a p .... ed candidate of the Upper Divi 
lion, who baa recently been posted to the Public 
Works Department. 

An official letter is invamLiJly tprminated as follows :-

1 have tbe honour to be, 

Sir. 
Your mOAt obedient servant, 

with the .ign.t IlT~ dnd "ffiei,,1 designation of thA .ender. 


