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(from the old l Persian department ') : and loose 
papers on different subjectS..", g., a ''lPllection, 
partly in Persian, partly in Urdu, of documents 
bElfl1ng on the Indian Mutiny). The original 
letters are on loose sheets, tied. up in bundles 
between small boards; the remainder are mostly 
unbound volumes, the Persian copies being in 
small quarto-size ones, the English abstracts and 
translations in big folios. 

ee. LIsting. See Liat of Foreign he part­
ment record8, pt iii, in order to ascertain 
what papers are available for the year which is 
to be listed. The materials are complete if 
there exist the volumes of (a) copies, (b) English 
translations, and (c) abstracts of the letters. 
Those in (b) and (c) are numbered; those in 
(a) are not. Number the copies in peneil, 
beginning a fresh set of numbers with each new 
volume. 

Arrange the letters in chronological order. 
List them in the appointed Register, giving the 
following details: (1) Serial number, (2) Dates 
of receipt, of writing (D#tes in the Moham­
medan era can be converted into the Christian 
era according ta F. Wiistenfeld's VergZeicn.un!llf­
tabeZZen de, Molammedaniscken Zettrecknung.) , 
(3) Prom, (4) To, (5) References to the 
volumes of copies, Abstracts, TranslatioTls-if 
available. (Give number of volume, as shown 
in the Lid pt iii, pa.ge and number of letter 
in volume-if knoW1\'.) 
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97. Repair. The original Persian letters 
received.ue taken out of the small bundles in 
which they have been kept, are 1lattened) repail'­
ed and sewn into covers by the da.ftaris unier 
the supervision of one of the 'Maulavis. They 
are ultimately placed between large boards 
and arranged on the shelves in the record 
rooms. 

'Every morning he gives them their work fOr 
the day, as much as he thinks fit, and examines 
their work of the previous day. When he wants 
a fresh supply of boards he should inform the 
Cashier a fortnight in advance. 

Every afternoon he gives the daftaris a 
certain number of covers, marking their names 
and the date inside. Before leaving office he 
notes ill a register the daily out-turn of work of 
each daftari. This register he submits to the 
Superintendent every Monday. 

Some letters are so well preserved as to need 
no repairing, others need a little, others are so 
badly damaged as to need building up again. 
The "general rules should be: to repair as little 
as possible; to preserve the original state 
and appearance of the letter; to make the 
repairs inconspicuous. 

Every letter, whole or damaged, is mounted 
on a guard of special paper J!asted along its left 
side, and through that guard (not through the 
letter itself) passes the thread which attaches it 



to the cover. ,The a~ mlJii not~v. ~y 
'~ '" 
',. ,.;n~: 
, ~tters ~ ~ ,btdly c~ If,P.d ~ot twa 

~ 
~~a w>uId lip, W/.w.~d qp the ~k 

i ere tperp":is no wi-itblg,' ~ ~~ pre_ 
'~~ w~n tip. 'S~t8 ' pi' r o~' PllpPf/Un}ess 
th,e papl"l' ,IS ,weak or torn wq~re .# PJIBlI~l1 
creased, there is no need to paste a' slip of pt~r 
alpng it. 
, 'Le~er8 s~g~11 ,~aged shp~Jd ~~ a 

J)4tph 'or ;i. strip of paper ~cl over ~he 
Paxn&ged part. If the new paper coven! fllJ 
writing; 'that part pi tqe naper should 1!e jar. 
out (not cut out with ~~sors or lqQf,e). 
Letters badly daipaged, on which paP'll' can~ 
be p~ted witho-t'hidins.: some of the ~ting. 
~lioula be covered e~tirely with .chiffon. This 
inJist be 'done in the case of letters written .Qn 
both sides of tlie paper. .But ch~,ffon mUst 
never be left exposed, that is, unbacked hy 
paper; by itself) it has not suftlcient' strength, 
and may 'fray and tear. So that jf it is 
strej;ched across large hol~ in a. document) 'a 
fresh piece of paper, slightly larget than the 
bole, must be pasted over it; Small occasional 
worm-boles are of no CODl!equence. " 

Avoid putting a new pakh on top ot an old 
<\~e, especiapy ,~f ~h~ old 0IJ~ l:I~ ~o:rp ~r hll.s, 

=~hedl;:~~ 1:~~~8lc t~~~~bf ~ , 
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for.an hour or mqre until the old ,patches Me 
loose enough to be ilifted at,the comer with ,.. 
bone paper knife and drawn oil. Old documents 
being mostly of soft, fragile paper are to " 
laid on a sheet of strong new pa.per before they 
~ SQaked in water, or else the weight of the 
water will tear them when the daftari triEl$ to 
Jift them out. He I1hould lift the new sheet 
witiJ. the old one lying on it. 

Do not touch the ink of Persian documents j 
unlike the ink of old English one~ it is easily 
smudged and spoiled. On removlng a paper 
from thfl bath, p~e it between sheets of 
blotting paper until it is nearly <h:r. It can 
then be pressed, and when dry J;epaired. 

Some documents consilii; of -a number of 
sheets joined lengthwise in such a. way 8B to be 
far too large to go into any cover. Number 
the sheets and then soak the joints in wat.v 
until it is possible to separate the sheets. 

It .is often possihle to mount a tol1l letter on 
a whole ,sheet of pape.r;,. -

In no CII8e may the e~ges of a. docuqlent be 
trimmed or cut down. 

Shortly after they are repaired, before the 
paste gets dry, letters are to 'be placed in the 
press between two sheets of oiled paper, ami 
the press just tightened, not screwed fast. 
These sheets of oiled paper are to he constantly 
washed Qd kept clt}4Wl ~ pe.sfie Qd ak ~. 
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98. PInc1ing. Penian c:wies are boun~ in 
t Crimson English Morocco, with Green .Art 
canvas aidee. They are sewn on 6 tapes. For 
farther directions see Bi",diny oj Mam.tleript,. 

99. Calendar. See Rule, Jor Calenda1'iny, 
issued by the Master of the Rolls, and refer 
1:«> the volumes of the Persian Calendar already 
issued. The calendar is compiled from the 
following sources :-

(i) RECEIl'TS: Original Persian letters 
received, 

(ii) their copies, 
(iii) their English translations, 
(iv) their English abstracts. 
(v) IsSUES: copies of letters issued, 

(vi) translations, 
(vii) aLstrlttlts. 

Some of these seven classes are occasionally 
missing. Number in penCf,l all the pages of 
the volumes, writing the figures neatly at the 
top of each page near the outer margin. 
Assistants should make tn effort to copy the 
style of figures known as f Old Style.' (The 
particular advantage of this style is that the 
figures are less liable to be confused with one 
another than the figures of otherstyJes.) They 
are shown here : 

I 2 345 6 7 89 0 

Blank: pages are to be numbered as well. 
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Write On special oblon~ slips of ruled, bu! 
paper, leaving half as margin for corrections. 
At the foot of each letter give in italics tile 
references to the volumes, C (Copies), R -(l\e­
ceipts), I (Issues), T (Translations), A {Abs­
tracts}, followed by the serial number of the 
volumes as shown in the Liat pt iii; the page 
and the number of the letter. Thus : 

} 

OJ 34, p. 104, no 89 
:I'll 62, p. 67, no 30 

R and ~ are separately calendared, and then 
amalgamated in chronological order; the R 
under any date being placed before the I under 
the same date. The date of R is written in 
Roman, of I in italics. Discrepancies of date 
between C, T and A are noticed in a footnote, 
the date of T being followed in the text. It 
should be determined beforehand how many 
years are to be included in one volume, and 
until the manuscript for that volume is com­
plete, none should be sent to Press. Each 
volume will contain ~l) an introductory narra­
tive, with a list of the remarkable expressions, 
etc., (2) iii list of abbreviations used, (3) the 
Calendar, (4) a full index of names and 
subjects. 

The letters are given one serial number, 
and references in the index are to these serial 
numbers, and not to pages. Therefore &8 soon 
&8 a letter is numbered it can be indesed. 
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¥&IlUICript ~ _ to ~ with form S. 99. 
'l'br.e copies 01. each ~f We aa1le4 ~or> and 
,there are geDera.lfy not m.~ than two proofs 
~l. 1st prOOf> "nd J revise'i before the order 
t.O I print o~ , i.e given. Two ~ copies ate 
~, .some are distributed free, the remainder 
are placed· on sale with the Superintend., 
Government Printing. 

The Calendar is bound in, eitkr 
1. Board binding-Yellow paper sides, 

khaki cloth back, on 5 tapes, or 
2. Cloth-Yellow Art Ca,nvas, on 5 tapes 

or 
S. Leather-i dark ~n country calf, S 

19 green cloth sides, on r, cords. 
The ma.nuscript indeJ:-.uips ca.n -be desb:<wed 

&II soon as the index ~ been written ont ia.ir 
&DI1 approved by K. R. 

100--10. PUS8-Ll8T iBOTlON. 

100. STp'. 
10 .Assistants. 

DtJ'l'I.£S. 
1. Press-listing and calendaring of records. 
~. Printing the presa-1iete, et.e. 
S. Indexing the above. 
4 .. Cases connected with I-S. 
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JOl. ~ Tb.ere are ~ ntles 
f~r b4 Pree8-listin~ p'd pa~rinl" ~ 
ap~ wbp ~ve done Deltbpr sb~d wQl'~ ~ ... 
~n~or man, until thel b-.ve o~~ ~ 
knowledge to enable ~ ~ work ~n.e. 1&e 
senior Dum revisefJ th~ manuscript before it WI 
submi£W to K. R. t cqm~g their SU1JU1la.rMs 
with the original, correcting mistak_ et/:l., aDd 
poin/r.inQ tltem out to 1M j~",ior 4,Bi.eaat. It i.s 
utterly useless to revise and correct, unless ~ 
junior Assistant is ,!town what hi~ mij1i;akes are, 
what might be improved) what should be left 
out, what :put in, how to verily da~, n~mes., 
facts of hIstory-in a word the elemen~ o~ 
research. 

The big PJ'QCeedings volumes are to be pJaped 
on a Look-stand in front of the Press-lister, 8.Ild. 
he is not to }ouck the pages with his fingers more 
than he can help. 

Batches of manuscript are submitted to Jr. R. 
once a week on Monday. As soon as he has 
corrected them, the Assieta.nts carry out the 
corr~tions. (They 110m forbidden to wrioo in 
ink over K. B..'s pencil corrections. Th.ey should 
ntb out all pencil ~JB and make the required 
alteratiOJ).s afresh in their own handwriting.) 
This they 'are to do immediately on receiving 
the m~~ript ba.ck, suspending other work. 
Qlleries by K. R. a.re answered in ~. by the 
Prese-lister in whose work they occur. . 
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102. foreign .1aDriact&.. Doduments in 
'European lan~es other than Ecglish are 
submitted to K. R. who will provide for their 
.... nslation. The translation 18 to be typewrit­
ten and sewn into the same cover as the original 
documentl • (If the' Original' should happen 
to be part of a Proceedings volume, the transla.­
tion is put into .. cov~r by itself a.nd treated like 
any other O. C.). The fact that a translation 
has been made is Mted in the Press-list. 

103. Printing. I t is usual to send to the 
Printer enough manuscript to make a press-list 
volume of not more than 500 pages. (About 2t 
pages of foolscap manuscript make 1 page of 
print.) 

1CM. Prefatory matter. Each volume should 
be prefaced hy a summary of the contents, 
in the form of a historical narrative of the main 
events described or referred to in the documents. 
(See for example, Secret lJepartment p"e88-liat, 
vol. 1.) 

In arranging the prefatory matter to a 
volume the following order is to be observed. 

1. (p. i) Half-title (also known as C Bas­
tard title J or short title). 

2. (p. ii) List of Agents for ~vernment 
Publications. 

1 Some people would paate jJ tn>~mten trQl/l8~4tion 
of the 20th century into an 18th century XANVIICBIPT 

• 'VOLUXll !!! 



PREFACE ETC. 

s. (p. 'iii) Title-page 
(u. iv) [Blank] 

tiS 

4. (p. v) Series to which the book be-
longs, if any • 

(p. vi) [Blank] 
5. {po vii, etc.) Preface 
6. Table of contents 

'''7. List of Abbreviations 
8. Errata. 

lOG. Indez. An index is prepared from 
the last proof. No indeX' is published with .. 
volume that is only part of a series and is not 
complete in itself, unless it happens to be the 
last volume in a. series. But a. manuscript 
index is prepared and kept on cards. (See 
further below, Inde$'~n(l,) . 

106. Proofs. Three copies of each proof art! 
called for. There are generally not more than 
two proofs, the first called a < galley-proof " 
the second, a < revise' or < page-proof '. A 
proof of the cover should also be a"kod for. 

107. Errata. As each sheet is printed off, 
one copy is sent to the ~mperial Record De­
partment, and an Assistant reads through them 
to collect the Errata. The List of Errata.Jt<l 
&ent with the preliminary matter to be printed. 
Mistakes in Imperial Record Department pub­
lications already printed are to be saawn to 



e4 STAFF MA.NUAL 

Superintendent who WIlt ~ their " correction 
in all other copies in the 0.8: " 

lOS. PabliC8tioh of·....... Permission 
t~ publish" ca.lendars of or aelections from 
Government records must be oQta.ined from the' 
department to whom they belong. .. c().lnplete 
copy of the first proof is sent direct to the 
department -mth' a request to be allowed to 
publish. 

In the case of Press-lists the date on- which 
the last ba.tch of the last proof was sent to 
Piess witb: the t print order , is written at the 
end of the thtter on the last page, i11 ita~. 
When the whOle book (cover, prefatory matter,­
~, index) h'as been ,printed, directions fvr 
binding are sent to the printer. (See below, 
Bindin$, § 1 U':S.) , 

100 copies of the P~list are generally 
struck off j 4 of these' &1'e cased in cloth, 8 are 
bound in t col\ntry calf for the use of K. R., 
Superintendent and the Im~rial Record De­
partment j' the remainder, m boa:d binding, 
are distributed gratis or Pnt on sale with the 
. Superintendent, Government Printin$r. One of 
them ill aent to' ,the Depa.rt1nent of Education &8 
loon as receiV'ed. . 
. The distnontion of the Press-Jists, tmd of all 
other works published.\ by' the Itn~l Record 
Department is in th~ hwbld. of tiie Boob Dis­
Vl'btttiun section. 



J09.~ fIt,~ ..... · &be 
Inaia ptIltle. Tftbtt copies of ~h ~lDlt' 
we sent \0 t\~ iJLdia. O.diee'. Tbey are 
compared ~'th tb~ -COPies of the-~ th.~ 
disorepanciaare notecf"and the SeCretaJj of State­
~ds IL despatch together 'itith' a list Of1hese, 
ab'ti of the ~rdI missing from the India: Office 
and- from the Iui~rial Rooord D~ment. 
Copi'~ of those missing from'the Impenal Record 
Department are aiso forwarded, while the Record 
Department ~ fyped copies of those want­
ing in the India Offi'Ce. Correspondence on this 
subject is by means of 'un~official files' sent' 
between the Department of Edu-eation and the 
Imperial Record Department. 

The list of discrepancies sent by the India 
Office il> compared with our records to see how 
far they are real and how far they are mere 
slips. Those that are real a.re ~ted as .. 
'correction slip', which is inserted in the 
copies of the pres~1ist in office, and distributed 
to the varions recipients. 

The copies of records sent by the India Office 
a.re bound when enough have been received, to 
make a deceat-~ized volume. The method of 
bin{}.ing is to be seen in those copies of the' 
Public Deparimept records alrt'lady received: 
Thl:l jlage& are to be numbered in pencil before.­
~ to Press. These copies are preas-1tsted 

., in'the ordinat')* fHa1, the pre8s-l:ist befar ~rinted 
as • supplement to the main volume. < 
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uo. ID4eJiDI. The rUlea for indexing and 
the various processes have .... been described in 
the pamphlet Intkmi.nfJ of RecorM. fn pt\d;ioe 
~rta.in modifications have been introduced, e.g., 
the slips are copied onto ca.rds and the ca.rds are 
arranged alphabetically in the Index cabinet 
(Almirah no 47). In order to facilitate refer­
ence when they rea.ch a very large number, 
Guid&-ea.rds are inserted. There should seldom 
he more than 25-30 index cards after each 
guide-card. (It is hardly necessary to say that 
these guides are removed when the cards are 
sent to Press to be printed.) As each press-list 
volume is printed an index is prepared j but 
unless the volume is complete in itself or is the 
last in a series, it is not printed with the volume. 
It is preserved on cards, and as each subsequent 
volume is completed it is similarly indexed and 
its index amalgamated with that of the ea.rlier 
volumes. When the end of the series is reached 
or whe,n a sufficient period has been covered, the 
ipdex is printed. It is obviously desirable to 
make the index cover as long Ii' period as 
possible, always provided that it * not when 
pIiated, make a. foolscap volume Elf more than 
about 500 paget;. A large number of str.l:all 
indexes. covering only a short period of time are 
more tr'QUblesome than one bIg Qne embi'acing 
a long period. r ' 

The small, il'ldex slips may .1Ie destroyed as 
soon as they have been amalgamated, written 
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out fair and the whole index to the volull1~ 
revised by K. R. 

111-51. RECORDS SECTION. 

111. STAFF. 

10 Assistants. 
14 Daftaris. 

8 Coolies. 

DUTIES. 

1. Care of the records of the Government 
of India, and of Gazette ... 

2. Attention 1.0 requisitions for original 
papers, and search cases. 

3,· Dif!tribu~,i()n I)f pa.ssports for the Redial:. 
4. Compilation of celiain printed lists. 
5. Recording of I. R. D. cases. 
6. Miscellaneous. 

112. For a summary list of recortlB see 
above, § 2. The care of the records mlty be 

. divided into the following heads: (a) cl8.'!si­
fication and arrangement, (II) storage, (c) repair, 
(d) .binding, (e) dusting, and ~tion ef 
illsects, (f) Gazettes. 

113. (a) ClasIification. The ~rds of each 
department a.re 'kept eeparttte fr()m those of 

'I 
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another department and ..i# each. d6partment, 
different branches are kept 'separate. In each 
branch or depa.rtment bound volumes ~are kept 
fi~ and bundle$ of loose papers second. Ea.·h 
(Jollectio~ has its own series of ,numbers. (See 
the 80 Luta.) . Records transferred from some 
department to the custody of the Imperial Re­
cord Department are to be catalogued as soon 
as possible in the style of the Octavo Li!!ts, 
with a table of contents and an index. 

The Weeders of the various departments, 
after weeding the records return those that are 
to be preserved, together with a list. 'l'he 
A. C. checks the records with the li"t, 
and then sees to their being done up in bundles 
and placed on their proper shelves. Tho lit.t i" 
initialled and returned to the Weeder. 

114. (6) Storage. 01 iginal papers, pro­
ceedings, and all loose papers are kept in 
bundles between boards, which bear labels 
showing the departments to which they belong, 
what they 4re, and _heir date. 

,11'" (c) RePair. This is done by daftaris 
under the supervision of an Assistant, who 
distributes their work daily, notes their out­
turn in a register, gives them the covers ~or 
the original consultations, and suhmit. a 
weekly report to the Superintend6l1t on Monda.ys. 

Pre-Muwny papbrs when not bound were 
usually folded severa.l tim~s,and tied in sma.ll 
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bundles. They are now flattened and each 
separate document is sewn into a thick paper 
cover. M1ny need repairing before this can be 
done, being worn or badly creased by folding, 
sometimes even -torn or decaying. They ue 
repaired with chi:!on and hand-made Or strong 
machine-laid paper, and wtt1t tn,ta8 -only. 
Dextrine paste supplied by the Bengal Phar­
ma<llb.tical works, and thu paste ont!!, may be 
uaed for the purpOse. The general principle 
should be to preserve as far as possible the 
original condition and appearance of a paper 
and only to repair it when it is absolutely 
necessary, in order to keep the paper from 
decaymg or tearing further. To stick new 
patches onto old papers when they are not 
needed is to weaken them, and to make the 
unpatched parts more HaLle to tear. Patches 
are not to be put on simply with the object of 
flattening out a crease. 

In order to :/latten folded papers damp them 
with a little water and place thelll. in the hand 
press, inserting clean sheets of ! oiled paper 1 

between each leaf. Leave for a few minutes, 
then press between pulpboards until dry. 

When dry the papers are ready to be sewn 
into a cover, or if ~e&Sary, re~red. Single 
sheets should be mounted op a guard. of new 
paper, and through the guard (not ~e bl'iginal 
paper) the t'lread ,Pasloes which holds it"into the 



70 STAFF ¥<\JJUAL 

cover. Collections of ~ sbeets- are to be 
made up into pairs by' inea\ts of guards (for 
further directions on this m~tter, ~ below, 
Btnrkng of _VanU6C1'i,pt8) , and the thread is to 
be passed through the fold of th", guards. No 
patch or guard or strip o( r.aper should be 
allowed to cover any writing; if it does, that 
part of the patch should be torn (?lot cut) 
out, lea.ving a frayed edge which sticks more 
closely tha.n a sharp edge, to the old paper. 
If thare is too muth writing to a.llow of the 
document being repaired with paper, or if the 
whole is brittle, it may be covered with chiffon. 
The document is given a thin ('oat of paste and 
chiffon stretched tight across it. 1£ this is 
properly done thf're E.hould be no creases or 
bubbles in the chiffon, and when dry it should 
be imperceptible to the eye, and almost so to 
the touoh. Brittle or fragmentary paper!', 
written only on one side, can of course be 
mounted entire on a. sheet of paper; and where 
this is possible it is better than placing 
a number of little patchelO all over the paper, 
which gives a.n ugly and untidy a.ppearance 
besides being no rea.l protection to it. It is 
especia.lly better to put one 8ingle strip of pa.per 
all down the outer edge of a. document whose 
edge lS. /;orn. here and there, since the edge is 
always most liable to damage; and the strip 
should come 'I'ign.t up to the edge so as to 
protect it properly. 
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No pa.rt of an original document should be 
cut or trimmed; and in cutting down a shell­
cover, see that the paper inside it is now~ere 
near the edge or likely to w touched by th\ 
8cisgors. 

1'1 
116. (J) Rules lor binding manuscript 

volumes. No manuscript is to be sent to the 
binder without Leing shown to K. R. 

1. Manuscripts must be bound in such a 
way as to preserve so £ar as possible their 
original condition and appearance. It is no 
uucommon thing to see books bound so tha.t 
some of the words can no longer be read j 

either because the outside edges ha.ve been cut 
down by the binder, or because the binding 
has encroached upon the inner margins and 
covered up the words or parts of them, so that 
they ca.nnot be seen without forcing the 
binding open and tearing or destroying the 
book. 

!. Before sending any manuscript to the 
binder, number the pages in pencil. 

3. Take it to pieces, if it is in a covElr. Cut 
the cords or tapes, which hold the covers onto 
the pages; then open the book, turn over the 
pag~ and cut the threads wherever you' see 
them. They will probably appear at every 
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-' 8th or every 16th page. 1£ at every 8th page, 
the book is said to have been (gathered in 
fours' j if at every 16th, (gathered in eights", 
'.vlIich means, in the fortner case that two 
sheets were placed one inside the other and 
sewn through, in the latter, four shoots. 

Cut the threadl:l outside, which hold the 
pages on the cords etc. If the back has been 
glued and the threacls are imbedded in lthe hard 
glue so that they cannot be cut, the glue must 
be 86ftened. 'I'ie r the book tight betwep.Jl two 
boards and stand it upright on its ba('k in a 
shallow tray with very little water in it­
just enough to wet the back-until the glue ih 
softened. Then rub off the glue before it vets 
dry, and cut and pi('k out the threads. 'I'he 
( gatherings' should now be loose, and with a 
little coaxing should come apart. 

4. The book is now lying in sheets. Gc. 
through them all and see if they want mending. 
Rub out all pencil marks (not notes, memo­
randa, observations) with India nlbber. 

1£ the pla.cfS through "hich the sewing has 
passed are very much torn so that the leaves 
('an scarcely hold together and so that they 
cannot be sewn in those pla.ces again, two 
courses are open. Either the leaves must all 
be cut into single sheets and the whole book 
'guarded,' or, if only a few leaves are badly 
torn, the torn places can be mended with 
atrips of papers. 
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GUARDING. 

Take A. sheet of paper (any size) and fold it 
down in the middle; YOIl then have two leat)e8~ 
or four pages. Books whether JllanU8C~pt 
or printed, are made up of a number of sheets 
1M) folded and placed one inside ~e other. 
Ge~J3rally not more than four sheets are so 
plaad; groups or { sections' of four, placed one 
a.bov~ the other, make up a book. Through 
the fold (that is, the line down which the 
.heets have been folded or doubled) the threads 
pass from outside to inside and from inside to 
outside, and hold the leaves together. Suppose 
the book has been much nsed and roughly 
handled, these threads will tend to break, and 
perhaps here and there the leaves have been 
pulled loose or torn out-first one, then another, 
and then more, until at length the book ilil a 
mere bundle of single leaves. Single leaves, 
or half sheets, obviously cannot be sewn through 
at the fold. How then can the book be 
bound again? One way is to arrange these 
loose leaves into sections again and to 
overcast the sections, that is, to sew through 
the leaves about * inch from the margin, 
passing the thread from above to below, 
starting at the top of the leaf and going down 
to the foot. The result of this is that the 
leaves will not open fully to the back; force 
them open and you tear them &gal!!, and the 
last state of the book 'is worse than before. 
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This way of inflicting a litlgering death on 
books is very popular in India. The pnly way 
to treat such cases is to ' guard' the leaves . 
• 'l'ake a strip of paper 2 inches wide and the 

!:lame height as the book, double it down the 
'middle and apply a. streak of paste, i inch 
wide alohg the edges of the first and third 
pages, so to speak. Now take leaves 1 and 8 
in the section, and place each on the haJ.£-inch 
",treak of paste and then rub them well down. 
Then take leaves ~ and 7 and do the sameJ then 
leaves 3 and 6, and lastly leaves 4 and 5. 
Fr.om 8 loose single leaves you have now got 
four sheets, one inside the other, and a complete 
",ection which can be sown through the foid. 
(Do not make the silly ·mistake of pasting 
leaves 1 and 2 together onto the 1st guard, 
leaves 3 and 4 on the 2nd, leaves [) and 6 on 
to 3rd, and finally 7 and 8. There would be 
an end of any' gathering ill sections' !) 

No guard must cover any writing. Most 
Vlanuscripts have a clear margin on the left 
side of each page, which means that it is the 
odd pages 1, 3, 0, 7, etc., and not the even, 
that will have the strips or ' guards J pasted on 
them. Any book that has boen so guarded is 
of course much fatter at the back than it is at 
the front, because of aU the gqards at strips of 
paper that have been pasted on. This however 
does not matter, so long as the book is preserved 
and can open fully and easily right to the back. 



BINDtNG MSS 75 

5. No mending must he left for the binder 
to do. 

6. Manuscript!! must be honnd in one of two 
styles; (1) t l\{oro('('o with green art canvls 
sides and vellum tips, for the largetlt books, 
(:>.) full green art canvas, for thin and small 
book~. No manuscriptl is to be bound in full 
leatKk 

7. All edges are to be left uncut. 
8. Manuscripts in the' Imperial Record 

Department are mostly of three sizes: {i) The 
tallest and thi('kest, folio Proceedings volumes: 
these are to be sewn on I) bands of webbing. 
A leather handle is to be fastened with rivets 
half way down the back, so that the book can 
be pulled out of .the shelf more easily. (Some 
volumes of the Select Committee have bpen so 
treated.) (ii) Mis('ellaneous records of the 
various departments: Mostly thin folio 
volumes. Sew on 5 tapes. A cloth hinding 
will generally do, and they do not need handles. 
(iii) Persian records: Almost all small quarto 
volumes. They are however thick and require 
lea.ther (not cloth) , hut no ha.ndles, and 
webbing. 

9. Wherever leaves are missing, insert the 
requisite number of blank leaves, unless they 
are too numerou8--say, more than ten • . 

1 Or printed bobk either, fIJI: ~ matter. 
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10. Insert si~ bla.nk leaves at beginning and 
end of books. 

H. Title (1) at the top, the name of the 
department, 

(2) the name of the volume, 
(a) the date of the records in the 

volume, 
(4) 'Imperial Record Depart­

ment,' or t 1. R. D.' 

12. Volumes which are too thin to be 
conveniently bound, I;huuld have extl'a blank 
leaves added at the end to make a decent-wed 
volume. 

UR. Inlaying. This is a lengthy operation 
and is generally only resorted to in the case of 
books, occasionally of sepa.rate documents, the 
paper of which has decayed and become roo brittle 
to handle with safety. The sepa.rate leaves a.re 
then t inlaid' in new sheets of the special paper. 
(In the case of books these new sheets are of 
cOUrse to be r gathered in .eights'.) Briefly 
the process may be described thus: ta.ke the old 
sheet, f!a.ce it in the mit%!le of the new sheet, 
which IS 01 course large~ ;> mark the outline of the. 
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old sheet on the new one; an~ then cut out ~ll 
the Dew paper • 
inch within that 
outliDe; paste .the 
• inch between the 
cut edge (shewn 
by a dotted line) 
and the pencilled 
outline, replace the 
old sheet as ~efore 
on new one, and 
put them in the 
press with a sheet 
of oiled paper 

Itlill n,", 
• ."H unll 
IU ... 111111 
IU'" lUI" 
IIUII 'U'tI 
,um "Nfl 
'U'" 1111" 
nUll ,IIIU 
nun 111111 
ultn .11111 
IIIIU .n,,, 

above and below. 
Leave them there 
some hours. The 

~ larger your new 
sheet is, the easier 
it is to cut 11 piece 

out of the middle and to tnanipulate it without 
its getting out of shape', It is often advisable 
to put chiffon all over the underside of the old 
sheet before inlaying it. 

118. SheD covers. The Original Consulta­
tions when flattened and repaired are sewn by 

I If the book is an 8°, allow • ma1'8in ~t 3 in. ail 
round. I 
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daftaris into shell covers Qf (Ji:fferent colours 
according to the aepal'tmtiilt' to which they 
belong. 

Rome, Education • 
Foreign 
P.W.D. 

Granite. 
Buff. 
Blue. 

Military Light ma.roon. 
Legisla.tive Pink. 

The Assistant in charge should see that they 
have been put in the right cov('rs, tha.t no 
pages are mIssing or out of Ol'iler. He will 
then write on the cover in Chinese ink, the 
year, day and month, and serial number of 
each consultation. The figures should reserr..­
hIe as nearly as possible the style known to 
printers as 'Old Style' (see above § 99); 
the words, that known as I BanB-Berif 
Italio, I because they are both of them easier 
to read, being free from unnece8sary flour. 
is,,6S and ,ornament. This i8 an example 
'both of the style, and .of the method of 
writing dates. 

80 Jan. 
19 May 

28 Aug. 
7 Dec. 

(Ob,.-Only the first 3 lettera of every month 
are to be written: Apr., Jun., Jul., etc. And 
not f 30th,' , 28th.') 

In atta\.lging and labelling the O. C.'s it 
~ay be necessary to consult the Proceedings 
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volumes, when, for example, d!l1;es or numbers 
on them a.re illegible, when two bear the ilIIome 
date and it sooms to be wrong, etc. 

119. Bundles. The O. C.'s when ready &re 
arranged according to their da.tes and numbers 
a.nd tied between two boards; no bundle should 
be more than 6 inches deep. On the upper 
board is pasted a label showing the department 
a.n~\the contents of the bundle. (Those O.Co's 
wh1Jh are very much larger than the average 
are placed by themselves between specially big 
boards'. Their absence from the smaller 
bundles is noted on a label' for that purpose 
which is pasted on the upper board of the small, 
bundles. The same appliel> to unflattened 
O.C,'s which have to be withdrawn from the old 
small bundles, repaired, etc., before they can 
be sent out on requisition. These, when 
returned are not to be folded, and replaced in the 
small bundles; they are to be placed fla.t be­
twe~n large boards, their absence being noted 
on II; label, as before). The bundle when ready 
is placed in its appropriate rack and shelf, and 
the Octavo List is corrected, if necessary. 

1 These big bundles must of course be arranged Oll a 
shelf conl'eniently near the small ones; if possible, the 
lr>cceat shelf in a. rack. • 

, The label is printed: 'See Big Bundle ... ~o .. .for 
O. C .. .' [Here follows a Hst of the big 0.C:8. to be 
written neatly by an Assista.nt.J The large.t bundle. 
are called A ; the second size B; the 00Dl1lltiD fool_p 
.ize C. The letter is written before 'no '. 



so STAFF MANUAL 

120. The A. C. kee~ a ' Flatteiling 
Register/ i.e., a. list of the di1fy out-turn of the 
da.ftaris, the number of papers flattened and 
repltired being shown under their respective 
departments. 

When new boards are required for the 
bundles of records, the A. C. should inform 
the Cashier 15 da.ys beforeha.nd of too number 
needed and their size. 

121 (e) Dusting. etc. Eight cooties dust 
the records, open and tie up the bundles, shift 
records, and do other work connected with 
them. A report of the dusting is submitted 
da.ily to the Superintendent in a register. 

One Assistant in the Records section inspects 
the record-rooms every third Monday morning 
to see that the bundles are securely tied, that 
they and the volumes are standing properly 
and are not damaging onEl another, that they 
are kept decently free from dust, that the 
shelves are not in need of repair, that there are 
no traces of white ants, mice or other vertnin, 
that the place is tidy, al\d that litter and 
rubbish is not secreted or thrown where it 
should not be. The presence of WRITE ANTS is 
to be REtoRTED IMMEDIATELY to the Superintend­
~nt; the records are to be removed from the 
place where they have appeared, and a mixture 
of phenyle and kerosine is to be applied to it. 

122 (ji.) Gueites. (For a lillt of the 
Gazettes now and formerly received ia the 
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I. R. D: see the manu!'Cript handlistJ kept in 
the Military room·d-room.) They,. received 
weekly. A daftari checks and ~orts any 
deficienciesl • If missing parts are not receiveq 
by the following week, the A. C. puts up & 

note, together with a draft requCBting_ the 
publisher to supply it. The rase is left pend­
ing until a final reply is received. 

Un~pllnd Gazettes are never issued on loan. 
They are sent ha.lf-yearly to the Binder. Be­
fore ser-ding them a. daftari examines them to 
see that the pages are in their proper order 
and complete. They are bound in half crimson 
('ountry calf, with S. 19 green cloth sides. 
On the back are printed the title, part, months, 
year, and (at the foot) I. R. D. thus: 

~ALCUTTA GAZETTE 

PARTS I-III 

JAN.-JUN. 

1917 

I. R. D. 
t 

IO~8. Not I The Calcutta Gazette,' nor (Parts 
'!lOS I to III,' but exactly as given above !Iond 
not otherwise.) 

1 Only the Gazette of India and Oa,lcutt4' Gazett. 
ueed be cut. 
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On returning from the PrellS, they are 
e~t~ed in ~ handlist, lab~ with a uumbh 
aQcording \I their place in the series to which 
they belong, and placed on their proper shelf. 

'1.23. Requisitions. A department or a 
Government officer wanting some record fills 
in a printed slip with the description of the 
, paper' wanted. The A. C. (i) enters the 
details in the' Reqrusition Register', (ii) writes 
the serial number of the requisition as 8hown 
in the Register, tbe mitial of the requisi­
tioning deptartment, and the year, ~n tnA: on 
the slip, as 2~~1~ (H = Home Department), 
(iii) gives the slip to a daftari who fetches 
the paper required, plaring the slip in tl::e 
'btllldle in its stead. (If the requisition is for a 
1,oZume the slip is pasted on a card and put, ill 
the place of the volume), (iv) on receiving 
the paper, writes the same countersign tn 
pe1Ictl on the cover. In ('om plying with re­
quisitions for papers from the Military 
Department the A. C. should use the 'Mili­
tarv Dept Bundles book'; it shows in which 
bu~le any given paper may be found. 

There are three Requisition Registers (for 
the main record room, the Revenue and 
Agriculture, and the Military). The papers 
are entered under the name of the department 
that a.sks for them (1Wt under the namt\ of the 
department to which they belong). It is thu8 
easier wten isauing Reminders (t.e., requests for 
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the return' of papers) to find out wh'at paper. 
are with each. 1'he papers of any .epa.rtmen\ 
may be issued to any other dept but not to aliI 
local Government or pri'/'ate pe1'80rt wit/tOut t'4/ 
lJf],nction of the department concerned. Re­
minders are /lent every 3 months. 

It usually happens that slips are sent with 
a file or a note, or that a note is sent simply 
with a »tt of papers wanted. In the latter case 
the A. C. himself prepares a separate slip for 
each single paper asked for. The papers with 
the file are submitted to K. R. and then sent. 
Hefore the file is returned to the department 
that sent it, a (,elpy of the note is typed for the 
Imperial Record Department, or the dept' i8 

, RIlked to supply a copy. 
Requisitions by telegram are complied with 

ill the same way, on the understanding that 
slips will follow. In the meantime the A. C. 
prepareH slips etc., which are replaced by those 
from the requi8itioning department, when they 
arrive. When a bound volume is issued a 
label is pasted upon it directing its return to 
the Imperial Record Department. 

11M. Connected papers. When a certain 
document t and connected papers' are asked 
for, the A. C. is required to put up the papers (if 
any) mentioned in the' Previous' and (Later 
references' (known also as (counter-marks ') on 
the shell "Cover flf the particular ~umeDt 

o 
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and further to search the Indexes and PlIO­
ceedings volumes to ascertain what connected 
papers there are . 
• 125. Search cases. This means a searc h 
for unspecified paper!! on some subject, and may 
occupy any thing from a few LOlirs to several 
months. If no date is specified or even indi­
cated by the party for whom the sea.rch iH 
undertaken, it. is safest. to begin by romuiting 
the latest indexes to the record!:! of the & ppro­
priate department, and t.o work backwards, 
looking up in the indexes aU the likely head:n{,"S 
under which the subject may be mentioned or 
alluded to. It Dlay also be necessary, seeing 
that the indexes are seldom exhaustive, to 
examine the Proreedings volumes, the Gen&ral 
Letters (now known as 'Despatche>l to (aud 
from) the Serref-ary of State'), the Miscellaneous 
records, the Diaries of receipts and issneH, and 
last but not least, any pl'inted reports and book~ 
that bear on the queBtion. (For this purpose 
lie will find the Catalogues of Books in the 
Imperial Record Department, of the lm}lerial 
Library, and the Subject-Index of the London 
Library useful.) 

No paper may ever be issued until it has . 
heen properly f18ttened, repaired and put in a 
Ahell-cover, which is to be duly inscribed with 
the date etc., as directed above. 

126 • .fapers not available. When papers are 
not forthcoming the A.' C. should first consult 
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the printed 'Form F', that is, the printed 
list of papers destroyed by the weeders. If the 
paper ill in those lists, the remark " Weeded" 
is written on the requisition t>lip and in fJle 
Requisition Register. If, however, the paper is 
Mt in the' F ' Lists and still cannot be accounted 
for after a thorough search, the words 'Not 
available' are written, and the slip is sent back. 

It nust be borne in mind that miHtakes of 
date and Dnmber mlly be made in requisitions; 
and that it is not safe to say that a. paper Ilsked 
for is 'nut available' until the A. C. has made 
ceridin from the Indexes that not only is there 
no such paper bearing the date and number 
given, hut there is no such paper on the suLje('t 
mentioned, at all. SUI'h mi!.takes (if they be 
mi!>taln'~) should be pointed out to the depart­
m('u.t concerned, as 'Number and date do not 
agree.' 

127. The Public and the Records. Searchell 
are underlakl;ln on behalf of Governments, 
their depn.trments, Government officialH in their 
o./fi<'tal capaczty, foreign Consuls, free of 
charge. Searches on behalf of private persons are 
subject fA) various conditions. (t) Theyat-e not 
permitted themselves to handle the records., un-
1(:08<; the Government recognises that they are 
serious students of history, or that their qualifica­
tions are such as to render them, in the opinion 

-;-B-.Au;l902 no 194. B Jan, 1000 uo II. 
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qf Government fit to do SOIl and u1'l1ikely to use 
the privilege for improper en~8. But they may 
not take copies of any paper without the permis­
~i~l of the department whose the pa.per!!! a.re. (it) 
MOlit searches then are undertaken by the 
Htaff of the Imperial Record Department, 
the applicant bearing the cost. (a) If he 
only wants information supplying, without a 
per.lOnal inspection of or extracts from the 
records, and no extra staff is needed in order to 
find the papers, he will first depOl,it Rs 102 

and will pay for c8.<'h day or part of a day that 
the search lasts, a day's pay of the AbSi!!t.:tnt. 
who makes the search. (b) If he want!! to 
examine specified paper8, the !!!anction of the 
Government mnet be obtained, and again 01-
tained if he wishes to copy or extract them. 
']'be fees are the same. 

rfhe office charges for typewritten eopies I 
anna per 50 wordss, 

(c) When a Court of Law calls for the pro­
(Iuction of records the party at whose instal)('e 
the summons is issued has to pay all attendant 
fees", ' Ordinarily ('opie .. of records are not given 
to ~ri\'ate persons for purposes of litigation li• -- ----------

I A. Alit, 1911 nos 36 -7, A May 1910 nos ~6-7t. 
Deposit Feh. 1912 no 20. 

~ B May 1908 nos 24-6. 
'B S~pt. 1900 6:2o-A. 
• A .JUIP 1916 nOH 126-36. 
• A Jun. 1911) nos 28-47. 
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It rests with the departments of the Govern.. 
ment of India to give or withhold their sa.nction 
in every case. The Home department! alone ha.s 
deputed this right to K. R., but doubtful ea!es 
are of course referred to thew. 

128. Restoration 01 records. When records 
are returned with a memorandum slip or 
file, 1he receipt is acknowledged on that. They 
are then given to a daftari who replaces them in 
their proper bundles and withdraws the slips. 
The A.C. marks off the entries in the Requisition 
Register, writing the date of the return of the 
papers in the' proper colttmn. The slips are 
then either destroyed or retut:ned. 

There is no register for volumes and papers 
which arc supplied to Assistants in the office in 
connection with their current work. 

The number of papers restored daily in ~'h 
department is noted in another register. 

129. Pilgr'm Passports. These ~re distri­
buted to local Governments. There are tW(} 
forms of passports for the Hedjaz pilgrimage, 
one is issued to the Government of BombDIJJ the 
other to all the local Governments. They are 
tltamped with the signature of the Secretary for 
the t~me being in the Education Department and 
issued without a forwarding letter. -

J A May 1909, n()l 40-1. 
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130. Lists. (i) C List ~, the Heads of 
Administration in India and of the India Office, 
cQrrected to 1st July.' This is normally issued 
every year, after the lists have been corrected 
and brought up to date by reference to the 
mrious Government Gazettes, departmental, 
India Office, Civil and Army Lists. 

Copies are dibtributed by the Books Distri­
hution section. 

(ii) C Lists of the Private and the Military 
Secretaries to the Governors-General and 
Viceroys.' TLese are corrected and revised 
from time to time in consultation with the tW\J 
officers named, under whose direction presenta­
tion copies are distributed!. 

(iii) 'Lists of C0l'8pants of Indian Cil,i­
lians.' Covenants are received every year 
from the Home Department, the names are 
added in manuscript to the latest ibsue of the 
libt, and in the index, and numbers are pabted 
on the covenants which are then deposited in 
A1mirah no 7. 

The jist is reprinted every 4 years. It is not 
for sll-Ie. Copies are !>ent to the Imperial 
Library, the Home and Education Departmentb, 
the local Governments, the Accounts officers·. 

181. L!sts 01 Records. When a department 
transfers its records to the cWltody of the 

I New edition shortly. 
I B Aug. 1916 nos. 1-20. 
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Imperial Record Department they are to be listed 
as soon a.s possib\e, on the model of the existing 
Octavo Lists. The list is to be printed with 
8 table of contents and an index. One COPY.8 
quarter-bound in brown country calf and 
yellow buckram. It is kept with the Superin­
tendent a.nd is the one authoritative Standa.rd 
Copy 1l, which all other copies are ('orrected. 
No oni 'is permitted to make any mark, note 
entry, or corrections in these lists without the 
permission of K. R., who will if necessary order 
thl' proposed ('ol1'e('tion to. be made in all other 
copies by an Assistant "elected for his good 
hand-writing. 

132. Annual Report. The Records section 
collects materials from all branches of the 
office for the Annual Report whi<·h is submitted 
to the Department of Education at the beginning 
of the year. ']'he latest report shows what 
informat.ion is required. It is written by K. R. 
One printed copy is signed and sent in advance; 
50 spare copiel> are sent later. 

133·9. RECORDING OF 1 R. D. CASES. The 
records of the office are kept in CashieFsoroom 
under the charge of the Registry and Cash 
sections' daftari. He complies with requisitions 
in the same manner as the Records section, only 
no register is kept. The procedure and method 
of k~ping the records is the sa~s in thQ 
Records section. 
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, 184. Clasailoation. Tbe'-..:eeoms of the'I. R. 
D. are of two -kinds, viz., (i) cases that are 
J'ecorded, and (ii) papel'8 filed. 

t-136• BecordiDg. The different sectionB when 
sending papers to the Recorder will give him 
directions on the following points: (i) how 
they are to be arranged, (ii) whether they are 
important (these they will mark with an 
asterisk *), (iii) whether they are to be kept 
permanently ( A ()8JS6S' ), or destroyed after If) 
years ( (B cases' ), or after 3 y\!arB ( C case!> '; , 
(iv) ",hether they are Takiit1 (call or reminder) 
cases, (v) what papers) if any, are to be made 
an appendix or a ' keep-with' to the main ca..e, 
(vi) what papers are useless and can hp. des­
troyed at once. 

Books, ;previous papers etc., put up with a 
case that IS being recorded are to be restored to 
their owners, replaced in the bundles, filed or 
otherwise dealt with. 

The Recorder will see that the papers sent to 
him are complete; he will arrange them in t.heir 
right order, paginate them and place them 
loose'inside a docket-cover. These papers are 
called a (file' or a ( ca,se.' . 

1 Cases on which further &etion is to be tl\.kl"-l, or in 
.,,-hieh reminders have to be issued, and whioh are there­
fore not closed but have to be called for again later. 
They are lK: ... ertheless recorded be<-.anse it is undesirable 
.to keellliles in S1lIlpense for all indefinitely long time. 
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He will'enter each case in the 1teeord-Regis­
ter. Eaoh case has Iii seria.l number, and each 
month begins a fresh series of numbers. Write 
(i) in the margin, th~ number of the cate, 
(ii) in the next column the letter B or C, 
or T. C. (for' suspend J cases) in pencil, fol. 
lowbd by the subject of the papers, (iii) import­
ant ~ses in red ink, with the initiaJ of the 
secti\{n, whence they came, in the margin 
below the serial number, R. for Rerord section, 
P. L. for Press-List, S. C. for Spare Copy, Reg. 
{{)f Registry, C. for Cash, P. for Persian; and 
(iv) the word 'printed,' if the case ha.s been 
printed. 

The following specimen (in which italic8 are 
used fOf ,'ed ink) will explain the rules, 

JANUARY, 

Rilles regulating private researches 
in I. R. D. 

----- ----I--------~--------------
TO 
C Beveridg~'s 'Hist()ry' Jent to the 

Imperial Library. 

___ 3_1_ ~ _C_OO_h_' et!_di_;_8JD..1._·_sB_ed_fOT-=--D_eg:_11lC_t _of_il_u_ty_, 

B·~·I Spare GoP!} room weeJetl and r~· 
CI'I'fIani8ed. 
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186. DoGIret-covers. He-will write (a) at 
the top of page I of the case, in 'fea ink, the 
year, month and serial number of the case; (0) 
01» the Docket-cover (i) the year aoo month of 
the case, (ii) its serial number in that month, 
(iii) its subject, tiv) references to previoml 
papers, if any, thus, '1917 Dec. 38'. These 
references are obtained from an examination of. 
the papers themselves. On the covers of the 
earlier papers he will likewise write the late?' 
references. ( v) The letter B or ('. 

137. lndez. From the summaries on ~he 
docket-cover the Recorder will prepare an index 
(see Indexing oj BeI'M'tis). The indexes already 
printed will show the method. Each case will 
require one or more index-slips preparing for 
it according to the number of important matter:: 
in it. 'rhe matters on ea<'h slip consi~1; of 
(i) the heading, (ii) the subject, followed by a 
dash (em-rule), and (iii) the reference to the 
t Proceedings', i.e., the month followed by the 
serial number of the case in that month, thus-

SP ARE COPY ROOM 
weeded and re-organised - Aug. 56. 

In the case of files which have been printed, 
the word p"intea should follow the referE'nce, 
in italics between round brackets. Uniess the 
recorder is sufficiently experienced, he will 
prepare tJ:>e iuuex first of all in pencil on sh!*lts 
or small slips of paper,. and will have them 
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corrected by K. R. When approved and cor­
rected the entries are copied on cards. 

The index-cards for each month are arranged 
in alphabetical order and amalgamated with too 
cards for the precedin.g month. At Lhe end of 
the calendar year the cards for the 12 months 
are re"ised and corredted and made ready for 
thE.' Pwss to print. Thread them on string and 
make up bundles of about 50 cards; number 
the bumBes. 

The R~corder will note the dates of (iJ send­
ing the manuticript to Press, (ii) receiving proofs, 
which it will be his duty to correct, (iii) giving 
the final print-order. 

Eight copies are printed for Superintendent 
and the five Sections (riz., Per., P.L., R., Reg. 
and 3 copies for S. C. ropc.) 

138. Registry Section. All papers when 
recorded will be sent to the Registry section. 
A daftal'i will stitch them into their docket­
covers, and the Assistant in charge, Registry 
section, notes in the 1'eceipt and i,Y8Ue regh,terl! 
the Proceedings nnmber etc., (as' 1918 May 
25 ') against each case. They are finally pl~ed 

. in the labelled bundles. 
J'al.·id cases are sent to the sections concerned, 

who will give the daftari requisition slips to put 
in their places in the bundles. 

Cases sufficiently important to be pWtted are 
edited, revised, with the unimportant matter 
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cut out, ek, a.nd sent--to Press ~ith an ' A 
form'. Six copies are printed and incorporated 
with the originals in the hundles; other copies 
~ sent to any department that may ask for one. 

189. Filing. Papers not worth recording are 
'filed' j no list is made of them, but they are 
put into covers, and just stitched and pla.ced in 
the bundle labelled 'file'. N I) filed papers need 
be kept more than 3 years. 

140-6. WEEDING. Recorded cases are divided 
into 8 classes-

A papers to be kept permanently. 

B " " "for 10 years only. 
e » )) )) » 3» ») 

The first class bears no mark; on the dot'ket­
('overs of the second an~ third the letters Band 
e respectively are written. 

In determining the class to which any given 
paper should belong ilections will be guided by 
the classified lists of papers given below, and 
will give the Recorder the proper instructions. 

Records will be weeded every February under 
the supervision of the Recorder by a daftari. 
The former will draw a line with red, ink 
through the serial number in the Record-Regis­
ter of the case destroled.. Weeded papers are 
to be ton. up IItnd given to the Men's Industria.l 

. Hpme, Calcutta.. 
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141. RECORDS SECTION. 

A.-Keep permanently 
Papers relating to-
1. Search of records on behalf of Governme~t 

or private parties; supply of copies. 
2. Lists (i) of Heads of Administration, 

(u) ~livate Military Secretaries, (itt) Covenantfl 
of lri<lian Civil Servants. 

3. Government Resolutions, Memoranda, Cir­
culars, Orders. 

4. Arrangement, transfer of records. 
B.-1Je,ytroy after 10 ;yea1's 

Papers relating to-
1. Annual report of the I. R. D. 
2. Repair of rel'ords; damage by white ants j 

binding of old MS volumes. 
3. MS of printed 1. R. D. cases in all 

branches. 
C.-lJestroy after 3 years 

Papers relating to-
1. Passports for pilgrims to the HedJaz. 
2. Reminder for records due from t4Jpart-

ments. 
3. Waste paper for sale. 
4. Printing of labels, office forms. 
5. Orders affecting temporary pieces of work. 

N.B.-There may be exceptions to theat TIl" 



96 STAl<'F MANUAL 

142. PRESS-LIST-SECTION. 

A.-Keep permanently 

, 1. Orders from Education Department or 
Secretary of State about prellll-listing and ralen­
daring. 

2. Correspondence with Eduration Depart­
ment or Local Governments about the ",arne 
subject; permission grant.ed by a department 
to publish its records. 

3. K. R.'s notes on Education Department 
files about the ",ame. 

4. Exchange of copies of records with thl! 
India Office; discrepancies between the lndu.l. 
Office and the 1. R. D. records. 

5. Di§tribution and sale of press-lists. 

B.-lJestroy alter 10 years 

1. K. R.'s specific orders on binding, repair 
and preservation of old recordtl. 

C.-lJ~stro!/ after 3 yem·s 

J. Papers relating to examination of proofs, 
and of manuscript press-lti,ts by K. R. 

'N. B.-ftore may be exoeptioua to these rules. 
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143; SPARE COpy SECTION . 

.A.-Keep permanetdly 
Papers relating to-

1. Organisation of the Spare Copy 8ectj~n, 
treatment of the books in it. 

2. Standing orders regarding the work of the 
't' sec lQjl. 
3. K. R.'s opinion on cases from the Educa-

tion Df'partment. 
4. Patronage of Looks. 
5. Weeding, sale and disposal of books. 
6. PJ-inting of books. 
7. Stock of publications issued by the Edut'a­

tion Department; List of non-confidential worb 
lSfmoo by the Imperial Record Department. 

R. As .. iBtants and Daftaris. 
B.-])estroya/tel 10 !Jean 
l l apers relating to-

1. Information from or about old or rare 
works. 

2. Acquisition of books (other than mere 
routine papers). • 

3. Discontinuance of supply of books} reduc­
tion of supply. 

4. Supply of books or'information asked for 
by Government offices or private p~C/l (not 
routine papers). 



STAFF :M\\NUAL 

C.-lJeatl'o!l after 3 years 
Papers relating to-

1. Annual subscriptions to periodicals . 
• 2. }<'ormal receipts of books and pal>ers. 
3. Formal acquisitions of books. 
4. Loan and return of book!. to and by the 

section. 
5. Annual reminders for outstanding boob. 
6. Loss or damage of books. 
7. Binding of boolul. 
8. Routine remarks, queries etc. auout Lind­

ing, cataloguing, arranging etc. of books. 
9. Correction of Codes, Manuals, etc. 

10. Distribution of Government Servants' 
Conduct Rules (when next edition it; distribu­
~d). 

11. Shipment of consignments. 
12. Arrear list of work standing in type at 

Government Central Press over one month. 
13. Unimportant K. W.'s; formal routine 

matters. • 
14. Weeding of rubbish. 
N. B.-There may be exceptions to these rules. 

144. PERSIAN SECTION. 

A.-Keep permanently 
1. Orders from, c~rre8pondence with Educa­

tion DeJ.>&rlment regarding publication of Ca.len­
dars) Catalogues of records) preservation) etc. 
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2. Standing orders upon tlJe work of the 
sl!dion. 

lJ.-lJcatr0!l after 10 !lears 
I):.pers relating to-

]. Sale and dist! ibution of calendars. 
2. T~e manuscript of calendars, submission 

to) K . .n., st\nding to Press} and their proofll. 

(,.-Deatro!l after .1 !lears 
])a pers relating to--

Temporary order8, routine papers. 

N . B.-There may bo exoeptioll8 to these rules. 

145. C.\SH SECTION. 

A.-Keep permanentl!l 
Papers relating 00-

1. Annual Statement of Establishment on 
1 ApI·iJ. 

2. Revision of Office Establishment, \yhole 
o.~ partial, permalltlnt or tenlporary. 

3. Proposed Butlget Estimate. 
4. Sanctioned Budget Estimate. 
5. Comptroller, India Treasuries) itliltruetions 

for pre\!8nting bills on certain dates) suf;n1itting 
Jlrescribbd certifica.te& with bills etc. 

H 
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6. Comptroller, India Treasurie.r' objections 
to items of expenditure. 

7. Bills: Salary, monthly, supplementary 
eSi,ablishment, grain compellllatiotl allowanl'6,,, 
Mntingent, travelling allowance. 

8. Circular Letters, Resolutions: Re(>flipt~ 
and expenditure, Pay and allowanees, Stationt'J'Y, 
Income~tax, Amendments of Ci,il f,(>rvi",' 
Regulations, Civil Account Code, General Pro­
vident and I'ost Offietl Insurance Funds ek, 

9. Appointments of Assistants, Dafta1is, 
Menials. 

10. General Provident Fund: Rules aN.! 
amendments. 

11. General Provident Fund: Temporary 
discontinuance of subscription to it. 

12. Grant of l)ensions to Assistants anti 
daftaris. 

13. Charge certificate on change of the K. H. 
14. Registration of European Britibh SlIU­

jects; their enlistment in V oluutecr corps. 
15. Alterations in fabric and permanent fur­

niture of the office. 
16. Municipal taxes fOl' rooms in LegislaiiYt: 

Council building. 
" 17 . .A ccommodation of farashl''' in oJ:fic(: 

building._ 
IS. 'relephones: insb'UctioDs for use. 
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B.-])cstroj; after 10 !leal's 

Papers relating to-

101 

1. Reappropriation of money from dif£ere'tt 
b"'ad:;; of expenditure to meet excebS expenditure 
ullder other head ... 

2. Btationery, "tores etc., supplied to Educa­
tion D;lpartment ". ,·eder. 

3. Cold" eat her Liveries, granted to J ama.­
dar and Chaprasib. 

4 . Claim for refund of Im'orne-tax on in­
('om C's belo", the amount on which it can U6 
le\ ied. 

r). Applieationlo: for Insurance and Endow­
ml'nt J)olieiel> in l'ost Office Insurance Fund. 

n. General Pr'o\ident Fund: Grant of tem­
porary advau('c. 

7. GE.'ner al Provident Fund: Final with­
drawals, on retirement eL(·. 

S. Pel'miSbion to apply eh,ewhere for appoint­
meuts. 

u. War Loan. 

10. Statilotical repOli; (Ill the posts in' ImJferial 
Record Department fill~d by EuroIJeanS and 
ludiant> in the last 10 yellors. 

11. Grand Staircase and Corridors: ordera 
re~t.I-i('ting their use to gazetted officel'~._ 

12. Office orders. 
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C.-])C8troy after 3 yca'T8""" 

Papers relating to-

e 1. Acknowledgment of Permanent Advanl'e 
held by K. R. and Superintendent on 1 April. 

2. Applieations for appointment in the 
Imperial Record Department. 

S. Confirmation, promotions, periodical in­
crements of Assistants, Daftaris, Menials. 

4. Application~ for appointments els,~wht'rlJ 
llubmitted through the Imperial Record Depart­
ment. 

5. Resignation, dismissal etc., of Assist'Hlt" 
etc. 

6. Leave (other than casual) granted h 
Assistants; Acting promotions. 

7. Late attendance; Turn-lists, attendanc'c' 
on holidays; general conduct. 

8. Fines of Menials; Punishments. 

9. Grain Compensation allowance: orders re 
g'l'ant to Menials. 

10. General Provident .Fund: alteration in 
the'rates of 8ubs('ription. 

11. General Provident Fund: revi .. ion of 
iluhscriber's declaration for ditltribution of 
General Provident Fund money. 

12. t~ urors: Supply of list of Assistant!; 
qualified to serve, to the High Court. , 
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13. Khaki Liveries and Umbrellas..granted 
to Peons. 

14. Stationery Indents: (i) annual and supple­
mentary, (ii) forms from Ben~l }'orms Depal"~ 
m~l ' 

15 Stationery Indents (old): returned to 
Pre,'1s} • 

16. Furniture: (il purchase of new, (ii) sm~ll 
repairs to (lId, (iii) sale of old. 

17. Holidays. 
18. Telephones: rent; delivery of Telephone 

Direetory. 
HI. Additional expenditure on account of 

the war. 
N, B.-Thoro may be exoeptions to those rulel. 

146. GENERAL. 
IJf'8tro,1I alter 3 years 

Progress reports. 
lJest1'O!/ a8 ,won as the finally printed copies are 

l'f'cei7'erl It'om Pre88 
All MSS and proof-sheets of 1. R. D. publica­

tions, Proceedings, forms, li&1;S, indexes etc., 
whether ( confidential J or otherwise . 

. 147·51. Ifbcellaneous. Weeder •. 4Depart­
mental Post-Mutiny records are to be supplied 
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to the valious weeders Jpl" thpm to examine. 
They return the papers which they decide 
Ilhould be kept. Th ... ose that they reject and 
~!.il"oy al'e entered in a list known as 'form F,' 
:> printed copies of which are supplied to the 
I. R. D. 

148. Labels. There are various tall slips or 
labels of thick paper of different ('olours, whieh 
are placed on the top of Jiles demanding specia.l 
attention. They a.re-

bille for' Immediate' cases 

red ,,' l'I'gCllt' " 
green " '}~ady' " 
yellow)) 'Confidential' " 

There are also labels which are pasted onto 
books: 

(a) 'For Ofii<-c Jse only.' 

(b) 'Plealle JetlIrn to the Impelliai 
Re('ol'd Depariment when dont! 
with.' 

149. Official Pnblicatio!lS. PI'jllting. and 
publlCation under the ortlers of the Government 
of India., including the preparation of pla.te-; 
and maps required for the illustration of works 
intended to be issued in India, shall ho done in 
India, except in speeial ca~ whel'e there i"! 
good r~:'_lOn to the cOI,ltl'&ry; in such cases, 
the proposal shall be laid before the Secretary. 

\ 
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. .0£ State with a. view to the necessary arrange­
'1lltlllt" being made under his orders. 

. 150. The • Pioneer' newsp&per. Every 
Tuesday the 6 numbers for the preceding w~eli 
are sent to the Imperial Library. The ('opies 
fire on no ac('ount, to be ismed to any person 
not connected with the offiee. 

161. Registers kept by the Record" Section: 
'I. Re11118ttlon or IWt8 R. no I (Main 

Record room), for papers helonging t'l 
the Home, Ed., POl'., P. W., C. & 1., 
and Railwa.y depts. 

2. Bpquislttrll! or bwe R. no 2 (Revenue 
and Agriculture room) foJ' papers 
is~ued to the Rev. and Agr. dept. 

~. Reqlm~tlOn or bS1/1' R. no ;~ (Military 
I'u"m 1, for paper8 is">ucd tothe Military, 
}'inance, and Legisla.tive dept8. 

4, 5. Rf'!tol'erl jlflpel'8 R. (Main and :Mili­
tary Ret'o)(I rooms) for the tot:tl 
numbel'fI of papers restored each day 
in the separate dept~. 

6, 7. Prc88 Book (as above) for volumtl~ 
Hent to the binder. The lillt ai~ writ­
ten in duplicllte one copy being Rcnt 
with the volumes to Press. 

8. Flattenmg R. (Mal'h. fl. room) for 
recording the quantity of repairing 
etc.) done by the daftal'is 
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U2- 9. BEG!S'fBY SECTION' 

152. STAF}'. 

1 Assistant. 
1 Dd:ftlil'i. 
1 Peon. 

DUTIES. 

1. Maintaining the following Registers: 
(i, ii) Receipt and bsue registers of the office 
(·orrespondence. (iii; List of Un-official ~'ast)o 
iboUed. 

2. Typewriting letters, notes etc. 
3. Despat('hing of letters, files etc. 
4. Arrears list. 
5. Care of I. R. D. Proceedings and filed 

papers. 
163. ~ceipts. The Superintendent receives 

all letters and stamps them with the date. IIe 
passes them to the A. C. Itegisb'Y Section who 
enters them in the Recei~ regil:lter, which is 
divided into 8 ('olumns. Columns i-iv are filled 
up when receiving a letter; col. v need never be 
tilled in ; col vi when it is submitted to K. R., 
and when received back from him; col. vii when 
the case is sent un-efficially to "orne other 
del al tme~, col. viii Dot until the case has been 
tinally disposed Ofl ha.s been recorded and 
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indexed in 'the Records 8e<'tion, and is sent from 
t here to be stitched and deposited in the I. 
n. D. records. 

164. Issues. As soon as K. R. approves- It 

<h aft letter the A. C. of the bedion to which 
the case belongs writes' Issue' (with his ini­
t ials and date) on it, and sends it to the Regis~ 
try section, where the A. C. types it, compares 
it J)ith the draft and sends it in a blotting 
hook to K. R. (01' Superintendent) for him to 
:-.ign. W hen it is signed he fi lls in the t> 
('olumns of the Issue register. Cols i-v are 
fIlled lip when issuing the letter, col. vi when 
the rase is recorded. 

155. In the Un-official Cases regitlter are 
pntercd in "pd 1'nk cases sent un-officially to 
<)ther departments. A list is made of all the 
papers sent, which is checked when the case 
i-; returned. 

156. Typewriting. All official and demi­
Moria! letters issued from the offiee, many notes, 
particularly those on files whirh ('orne un­
officially from other offices and which are ~opied 
for the records of the 1. R. D., copies of 
r{J(·ord.s, etc., are typewrittpl1. 

The Remington Typewriter Co. has been 
instmcted to overhaul, clean and oil all machines 
ill regular daily use twice It year, on J..February 
and 1 Augu~t. Typewriters should be used for 
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only one week at a time. On the' first day -- . before nse they should be dusted, the types 
cleaned with & brush, the wheels on which the 
c~'riage runs oiled. 

157. DespatcUng. The serial number of each 
letter issued, as it appears in the Is-me Regi8ter, 
is written on the letter itself, and OD the 
envelope in which it is to be sent. 

Letters for Local offices are entered in a 
Peon-book and despatched by peon; letters for 
persons outside .Calcutta are entered in a Ditk­
book and sent by post. The De8patcher keeps 
the stamps and writes the Dak and Peon-book>:. 
In the DAk-book he enters the amount of the 
~postage of each packet or letter. 

Note that letters sent through the post are 
to be in strong envelopes of hetter quality than 
is required for those sent by peon. Linen-lined 
envelopes to be used for heavier packets. 

158. Arrears. At the end of eal'h quart,e!' 
the A. C. prepares two statements (i) of tho 
cases issued and received which have not yft 
been marked off as 'recorded' 01' 'filed', (ii) 
of tlte cases referred unofficially to other 
departments, and not yet returned. These are 
<,irculated to the different sections for necessary 
action. 

159. Cl.rIe of 1. It. D. records. (i) All the 
records oT the office itself are under the care of 
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the Registry section. The Daftari supplie:,t 
paper>! when asked fol', and re~tores them to 
their proper bundles when returned. 

'l'he Daftal'l every evening before leating 
office will alter the date-stamps and date-c31'ds 
in Superinter.dent's room for the next working 
Utty. 

iii) Weeding of Registry section papers (not 
I I'ccords '). Destl'oy-

I. R. D. cases u.·o. issue list aftel' 1 year 
}lostal receipts for registered 

articles 
List of eases sent to and received 

from Simla and Delhi 
DAk and Peon-books 
Recci pt and issue registers 

" 1 JJ 

" 2 
,. 3 " 
,,10 " 
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160-82. SPARE CO~,SEC'fI():J. 

160. STAFF. 

6 Assistan~s. 
7 Daftaris. 
8 Coolies. 

DUTIES. 

Care of all printed books in I. R. D. 
1. Receipt ana issue of books. 
2. Cataloguing. 
3. Binding. 
4. Parliamentary Blue Books; Acts. 
5. Code ('oITection. 
6. Weeding. 
7. Miscellaneous. 

161. Beceipt and issue. (1 Assistant) The 
books received in the Spare Copy room fall 
,into three classes: Indian Arts and offidal 
publications, English Actio and Palliamentary 
blue books, books (by private persons, or 
published by private firms), a few periodi('al 
works.· The Indian official publications are by 
far the largest class. Books are received from 
various BOlll'CeS : the local Governments, depart­
ments of the Government of India, Govern­
ment Printers; 'private' books 1 'lom the 

;-AU 'Dl1WCla books are to be submitted to K. n. 
iflu,.«litJtel, on arl'ival, beft>r6 they are stamped. 



LIBRARY Ill. 

IHlbli"ters or booksellers (The annual grant 
fur books is Rs HOi; English official wOl'kl:l 

flOm the India Office, London. 

162. Rubber SUIlI. The A, C. keeps-the. 
following )'ubbel' stamps:-

1. Rereived (with dat.e) '} for books 
2. I Sb\\ed (with date) . and requi-
3. Imperial Record Depart- sition slips. 

ment. 

~. Cancelled 1 :.} 
5. hlmed (with date) for cards. 
0. Returned (with date) 

163. Registering etc, 01 new bookl. On 
I·.~<:t:lidng a new book the A. C. (a) sees if any 
previous iSto'Ues (of a publication 'in pl'ogreslil ') 
have been r~cciv('d, (b) advises that the number 
of copies be curtailed if they are unnecessarily 
numerous, (e) stampfl them with the Receipt 
/-tamp (no 1) on the back of the title page in 
the (entre; with the Imperial RecOl'd Depart­
ment stamp (no 3) on page 15, on the last 
page anel on the back of all plates, maps etc., 
(11) cuts the pages, (e) examines the book and 
reports any defects, sees t<> the pastin'g -in of 
correction slips, (t) attends to any receipt or 
forwarding letter, (g) enters in the Register 
official publications under their 8ubject, books 
under their Author. In the lfemarK8-co)umn, _._ -.,.....---

1 The Head Aaaisant hal 2 identical ('~llnl.t&ml)f. , 
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he wlites the source of ~pt-ana i!;l 'fed 
inle the word CO'fljidcnttal, aga.m .. t web works, 
(h) sends the book to the Cataloguer. (S~e 
fUI'\bel' § 178 Pa,.z~at'ltentarlJ Bllte Books.) 
Until the cata.logue slip for any book has been 
printed and placed in the catalogue cabinet. 
the book is to remain on a special shelf above 
the Cataloguer's tahle. 

184. lnue. Books are is~ued on receiving 
a written requisition, which is kept filed under 
th~ department 01' office to whieh issued. The 
A. C. refers to the catalogue (see below § 
169) to find whether a book asked for is avail­
able. If it is, he gets it from its shelf, entel's on 
a ('ard (a) Author or title, (b) to whom issued. 
(1'/ datI! of ii>sue (Rubher stamp 5). The bool.. 
is given to the peOri to take or sent to the des­
patcher to post, the caJ·d is plaeecl in a draw,er, 
with others a1'l'anged alphabetically. Anothl'l' 
card is put on the shelf in the pla('e of any book 
which is sent outside the office. When no pro­
per requisition slip is J'e('eived an acknowledg­
ment voucher is written and sent to the requi!.i­
tioning party to sign and return. 

Boot!! is!!ned permanently are similarly treat­
('d, but the cards are placed in another drawez·. 
1.'he number of copies given in the catalogue 
slip has to be cOITected; also of course, ~rhen a 
book is loit. '","" 

AS8i8ta~'l who want books will get them 
themselves, will give the A. C. a :requisition 
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blip, and will place a card on the shelf for the 
book. 

'l'he procedure is the same when Blue-boob 
01' A(·ts al'e issued, ext'ept that, instead of tfle 
Catalogue, the Parliamental'Y lists, indexeN, 
"tu('k-I'tlgisters have to be consulted. Slips are' 
bimilarly kept. in the bundles in the cue of 
buol~ issued temporarily; if illsned permanently 
the liumbel' of copies shown in the lists ml'st be 
eOIT{'('ted. 

165. Return. When a book is returned its 
('aJ d is removed from the drawer; the date of 
retm n is ktamped 111'011 it (Rubber stamp 6) j it 
ilS plal'ed ,\ ith other retul'l1ed cal ds in a separate 
drawer. 'ehe book is returned to its shelf; the 
dummy l'ard is lemoved; the requjliition slip is 
destroj ed. (It is only returned to looal offices 
ill Caklltta and to I. R. D. Alisibtants.) Books 
askt'd for but not available are similarly elltcren 
on calds, which are placed in a drawer (but not 
amalgamated) with the 'ISbued permanently I 
cards. 

166. For fhe Annual Report the numbers of 
books (a) issued, (6) returned, (c) i88Ued 
permant'ntly, (d) not available, are asceltained 
aIld shown in a table. 'l'he cards for (b--d) 
('an then be destroyed. No Issue card (a) mav 
be destroyed if the book h8.!l not yet been 
l'.lturned. 

187. Reminders. The names of difartments 
with whom books are o~tt;tandillg are collected 
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from the Issue cards at th~beginnirig of each 
year. For each department~a separate lilrti t 
compiled of the books owing. A printed letter 
is • stam ped with K. R.' s signature and sen t 
with the litlt to the Registrar' of the department 
ooncerned. Within the office reminders aN 

issued twice yearly on 1 April a~d 1 October.' 
188. Cataloguing. (1 Assi&iant) On recei\;ng 

new books which have been duly stampal 
a.nd regi\!teroo tb\l A. C. has one of two > 

things to do: (i) if, as in the ('ase of 
many Government publi('ations peJiodicltlly 
issued, previous numLJel's of the t!ariat! hr., Ij 
already been catalogued, he has to pl~ce tile 
new number on its propel' &helf and have It 
labelled. It is not Ilcces;,ary to pl'~plU'e a new 
ea,tatogue slip, the new number being compre­
hended without further specification in the 
\Vol'ds 1111 prop1'ess' pl'ink'<l at the foot of the 
card in the Cat~ogue Cabinet. (ii) If the 
book is ent.h-ely new, and no previous part or 
number has been entered in the catalogue, he 
has to prapare a catalogue §lip for it, and then 
place it and have it labelled as above. All the 
prOf'e~!l of ' cataloguing' are !let out in full in 
the Imperial Library Catalo,fJ1tini Rule8 and 
the 1. R. D. Supplelnentar!l CataloQ1li1!!I Rule.f. 

169. The catalogue 01 printed boo. 1f1. the 
'office is composed of C8rili1 upon which the 
printed slips &1'C pasted. They are kept in 
~8 drawers in a eabinet (no 87). Official 
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_lieatioDS are entered under their subjf,lCt 
ClI/.y1 books under the author's name tiM under 
the subject, very rarely under their title, \0 
certain cases under the 'fortll' (e.,. ~, 
Dicti01laries). Subject ~~ autMrs' names, 
titles, t form I names are all arranged in one 
alphabet. (Thia is what is known 88 a 'Dictioll'" 
&7.'1 • ta1?rle.' It is perha.ps worth remarking 
that ~his kind of catalogue is by no means ~ 
be recommended for large libraries, sinee it 
would increase the bulk of the catalogue ~ 
an almost immeuurable extent.) Bemg 00 
cards it can always be kept up to date, as a 
fresh card can be inserted anywhere clireetJy a 
new work is added; if it were .. book, it eGu1d 
not be, unless ' Supplements' were ec>nstautJy 
being printed and this would mean that in a 
short time there would tae ten or a dozen small 
catalogues to searc'h through to find any single 
book, instead of only one lure atalo«ue in 
oli.e alphabet. 

118. QudI. The cards used in the cat..­
logue are to be liaen.lined, in order to strength­
en them. They should llave .. rough, i,ard 
surfaee which will take ink well The Giiid~ 

. earQs are ~ be azure, ad should have .. good 
writing surle.ee. 

1'71 ..... ~ pabJiaatloDl. A list of 
works (other ~n confidential) _ned bL.~: 
I . R. D. and exempt from registratioa' 
.p in a prescribed in from WomtatiOIl 

1 
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supplied by the dUfereiifr sections, and jJ) 
printed copies a.re forwarded to the Departm.t 
of Education at the beginning of each year. 

172-8. Bin4iag. The catalo~er collects once 
a week some 20-80 books which require b~ndipg. 
In choosing books to be bound he should be 
guided by the consideration: what books are 
most otten in use and therefore get most wear 
and tear; what Books are valuable and are 
likely to suffer by constant shifting and dusting 
if they are not protected and strengthened by 
cardboard covers. "It is mere waste to bind 
books which are never called for (e.g. technical, 
military, scientific books), or which are likely 
so()n to become obsolete, or which are of ilIDal1 
interest and value at any time. 

Successive numbers or parts of a book can 
often be bound together, and it is generally 
undesirable to bind thin volumes of only a few 
dozen pages singly; two or three 8u('h booJ& 
can be put together and bound in one ('over. It 
is understood that this applies to works all of a 
kin4,red nature, or of one series; though works 
ot tLe 'Pamphlet' style and size are sometimes 
better bound in batches aooording to size. 
Such composite volumes should, if .r~bleJ not 
be more than 2 inches thickif in 8 6iZtl, or 8 
inches if in 4° or folio size. Directions for 
bindint"'".,re given in the Supplementa.r1 CattJo 
l()pue Rul~ already mentioned. 
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When the books are collected, the A. C. 
~tes (a) on slips, one for each book, the title 
which the binder is to print on the ~k t t.his 
he inserts in the book (it is '!tot tQ be pas~ 
on to the book), (b) in the Binding Register 
(in duplica.te) the 'BiBder's title' of each book 
and the direcpons for the binding. (Tb4! 
orig~~l page is tom from the Regj,stel,' IUld 
sent, with Form S. 99 and the books, t,o K. 
R. for approval.) When approved they are all 
sent to the Press. Boob usually remain 2-S 
months with the binder. On their return the 
A. C. examines them to see' if the instn1Ctions 
have been properly followed and infor~s 'K. 
R. They are then labelled and placed. 

173. Gathering. When it is necessary to 
bind into a volume a collection of loose sheets 
(or half sheets), whether manuscript or printed, 
these loose' papers must be made up into 
sections, and folded so that the thread which 
l10Ids them into the binding may pass through 
that fold. Therefore, before writing any manus­
cript which will ultimately have to be bound, 
place.fou, sheets one inside the other. (4 sheeiB 
=8 feaves=16 pages.) 'The volume is·tken 
said to be 'gathered in eights! 

174. 8aardiDc. On the t guarding' of half 
sheebJ see § 116 Bindi"" of mas.,cripe ,.,eord •. 
Books which have become torn and 1'81:1_ 
guarding, must of coqrse have ~ lleavea 
gathered as they wsr • .prigin.u,1' that ill to 
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.. y a 4° must have itJ~es (fathered m 
fours' (not in eights). 

~ 171. IlissiDg leaves. Where leaves are; mis­
smg and cannot be found, insert blank leaves. 
(If the missing leaves are numerous, two blank 
leaves areeMugh. Write on them the nnmber 
missing, as rpp. 19-27 missing.l) 

1'16. PampJJlets. Most people know what It 

pamphlet is without necessarily being able to 
define it. Here it is understood to mean a.ema11 
,book of not more than about 100 pages in ~r 
eovers, generally of octavo size though IWme 
times larger. Such books ~e seldom boand 
separatel,., 8(l that if there are DO others of the 
same size, keep thelfpamphlet in one of the 
pamphlet-boxes. Pamphlets are first sorted 
a<lcording to their size, then according to their 
subject, and are then bO\l.,nd in volumes of not 
more than 2 in. thick if octavo $ize1 or 3 in. if 
quarto size. Bind in-

~ light O{)untly ~ 
green art ~V8ilil iides, 
top e4ges red, • 
e..-ad Jet.ther label, with title c- PU%phlets. 
Paper covers to be bound ;iQ. position. 

-The reuon of this last directio~ i8 thtat they 
.are often of coloured paper and.sO h,Jp to show 
"bere one ends and another beKinIt. Num.~r 
each paltq:".hlet in .. vDbune ill the top outaide 
eoruer of the title page eI' COV$'. 


