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(from the old  Persian department ’)’ and loose
papers on different subjects (e, g., & ‘cpllection,
ly in Persian, partly in Urdu, of documents
egring on the Imﬁn’ Mutiny). The original
letters are on loose sheets, tied up in bundles
between small boards ; the remainder are mostly
unbound volumes, the Persian copies Leing in
small quarto-size ones, the English abstracts and
translations in big folios.

98, Listing. See List of Foresgn Depart-
ment records, pt 4, 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, (3) English
translations, and (¢) abstracts of the letters.
Those in (8) and (¢) are numbered; those in
(a) are mot. 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 (Dptes in the Moham-
medan era can be converted into the Christian
era according to ¥. Wiistenfeld’s Vergleickungs-
tabellen der Mohammedanischen Zestrechnung.),
(8) From, (4) To, (5) References to the
volumes of copies, Abstracts, Translations—if
available. (Give number of volume, as shown
in the Lis# pt iti, page and number of letter
in volume—if known.)
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97. Repair. The original Persian letters
received @re taken out of the small bundles i
which they have been kegt, are flattened, repair-
ed and sewn into covers by the daftaris under
the supervision of one of the Maulavis. They
are ultimately placed between Iarge boards
and arrangedy 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 in 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 lLittle
as possible; t0 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 pasted along its left
side, and through that (nof through the
lotter itself) passes the thread whick attaches it
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to the cover. .The guard must not pover any
wntmg

Letters that are badly cressed and cannot be
h{[yﬂnttﬂqqﬂshnnld dmp&dquthebmk
whe

by B T o R L e

thepa mwea'kor torn whemat bna been
, there is no need to paste a slip of paper
llpng it.

Letters slightly damaged shonld have a
ﬂi;;h orastn of paper pasted over the
tﬁzxt. the DeW pAper COVers gny
writing, that part of the paper should be Zors
;it tfe?:oltad Liut out with mhlfsfam or knife).
damaged, on which paper cannot
bé pasted mthont hiding some of the writing,
should be covered entirely with chiffon. This
must be done in the case of letters written on
both sides of the paper. But chiffon must
never be left exposed, that is, unbacked by
paper ; by itself, it has not sufficient strength,
and may fray and tear. So that if it is
stretnh across large holes in a document, a
fresh piece of paper, slightly larger than the
bole, must be pasted over it. Small occasional

worm-holes are of no consequence,

Avoid putting a new patch on top of an old
ope, Yeclally if the old one be torn or has
been clu plied. ﬂocnments ‘badly
patched are best left ﬂsoa]: a bath of wajer .
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for.an hour or mare until the old patches .are
loose enangh to be lifted atthe carner with a
bone paper knife and drawn off. Old documents

ing mostly of soft, fragile paper are to be
laid on a sheet of strong new paper before they
are soaked in water, or else the weight of the
water will tear them when the daftari tries to
lift them out. He should lift the new sheet
with the old one lying on it.

Do not touch the ink of Persian documents ;
unlike the ink of old English ones, it is easily
smudged and spoiled. On removing a paper
from the bath, place it between sheets of
blotting paper until it is nearly dry. If can
then be pressed, and when dry repaired.

Some documents consit of a number of
sheets joiued lengthwise in such a way as to be
far too large to go into any cover, Number
the sheets and then soak the joints in water
until it is possible to separate the sheets.

It is often possible to mount a torn letter on
a whole sheet of paper, g

In no cage may the edges of a document be
trimmed or cut tfown,

Shortly after they are repaired, before the
paste gets dry, letters are to be placed in the
press between two sheets of oiled paper, and
the press just tightened, not screwed fast.
These sheets of oiled paper are to he constantly
washed and kept clean of paste and ink stains.
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98, Floding, Persian cgpies are bound in
4 Crimson English Morocco, with Green Art
canvas sides, y are sewn on b tapes. For
ferther directions see Binding of Manuscripts.

99, Calendar., See Rules for Calendaring,
issued by the Master of the Rolls, and refer
to the volumes of the Persian Calendar already
issued. The calendar is compiled from the
following sources :—

(i) Recrrprs: Original Persian letters
received,

(i) their copies,

(i1i) their English translations,

(iv) their English abstracts.

(v) Issuzs: copies of letters issued,

(vi) translations,

(vii) abstracts.

Some of these seven classes are occasionally
missing. Number ¢ pencel all the pages of
the volumes, writing the figures neatly at the
top of each page near the outer margin.
Assistants should make an effort to copy the
style of figures known as ‘Old Style’ (The
gmﬁcular advantage of this style is that the

gures are less liable to be confused with one
another than the figures of otherstyles.) They
are shown here :

12345678090
Blank pages are to be numbered as well.
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Write on special oblong slips of ruled, buff
paper, leaving half as margin for corrections.
At the foot of each letter give in italics the
references to the volumes, C (Copies), R “(Re-
ceipts), I (Issues), T (Translations), A (Abs-
tracts), followed by the serial number of the
volumes as shown in the List pt 417; the page
and} the number of the letter. Thus:

CI 34, p. 104, no 89
7R 52, p. 67, no 30

R and I are separately calendared, and then
amalgamated in chronological order; the R
under any date being placed before the I under
the same date. e 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 beforchand 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 #1) an introductory narra-
tive, with a list of the remarkable i;sressions,
ete.,, (2) a 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 as soon
as & letter is numbered it can be indexed.
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Manuseript is sent to Prgge with form 8. 99.
Three copies of each proof are cslled for, and
there are generally not more than two proofs
(%, 1st proof’ and “revise’) before the order
to ¢ print off’ ia given. Two bhundred copies are
prirrted, some are distributed free, the remainder
are placed -on sale with the Superintendent,
Government Printing,

The Calendar is bound in, esther

1. Board binding—Yellow paper sides,
khaki cloth back, on b tapes, or

2. Cloth—Yellow Art Canvas, on 5 tapes
or

3. Leather—} dark green country calf, 8
19 green cloth sides, on b :;yrda

The manuscript index-slips can be destroyed
28 soon as the index has been written out fair
and approved by K. R.

100--10. PRESS-LIST SECTION.

100. Starr.
10 Assistants,

Durizs.
1. Press-listing and calendaring of records.
2. Printing the press-lists, efe.
8. Indexing the sbove.
4.. Cases connected with 1—3.
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101. Presg-listing. There are pripked rules
for both Press-listing gnd Calendaring. Assist-
ants who have done neither should work with-a
senior man, until they have obtained |
knowledge to enable et{mm to work alone.
senior man revises their manuscript before it is
submitted to K. R., camparing their summaries
with the original, correcting mistakes ete., and
poinking them out to the juntor Assigtant. It is
utterly useless to revise and correct, unless the
junior Assistant is skown what his migtakes are,
what might be improved, what should be left
out, what put in, how to verify dates, nam
facts of history—in a word the elements of
research.

The big Proceedings volumes are fo be placed

tl)ln a Look-stand in front of the Press-lister, and

e 18 nof to fouch the pages with his fingers more
than he can help.

Batches of manuscript are submitted to K. R.
once a week on Monday. As soon as he has
corrected them, the Assistants carry out the
corrections. (They are forbidden to write in
tnk over K. Rs pencil corrections. They should
rub out all pencil marks and make the required
alterations afresh jn their own handwriting.)
This they are to do immediately on receiving
the manuseript back, suspending other work.
Queries by K. R. are answered in person by the
Press-lister in whose work they occur. ;
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102. Foreign  languages; Documents in
European 1 es other than Eaglish are
submitted to K. R. whe will provide for their
tesnslation. The translation 1s to be typewrit-
ten and sewn into the same cover as the original
document!. (If the ‘Original’ shonld happen
to be part of a Proceedings volume, the transla-
tion is put into a cover by itself and treated like
any other O. C.). The fact that a translation
has been made is noted in the Press-list,

103. Printing. It is usual to send to the
Printer enough manuscript to make a press-list
volume of nof more than 500 pages. (About 24
pages of foolscap manuscript make 1 page of
print.)

104, 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.
(Bfelf())r example, Secret Department press-list,
vol, I.

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

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

2. (p.ii) List of Agents for Government
Publications,

L Some le would paste a typewriten translation
of the %tmoantury into an 18th century MANUSCBIPT
. voLuMe !l
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8. (p.iii) Title-page
(& i¥) [Blaak]

4. (p. v) Series to which the book be-

longs, if any .

(p- vi) [Blank]

5. (p. vii, ete.) Preface

8. e Table of contents

1T — List of Abbreviations

8. — Errata.

105. Index. An index is prepared from
the last Eroof. No index is published with s
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 manuscripb
index is prepared and kept on cards. (See
further below, Indexing.) ;

106. Proofs. Three copies of each proof are
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 asked for.

107. Errata. As each sheet is printed off,
one copy is sent to the Imperial Record De-
partment, and an Assistant reads through them
to collect the Errata. The List of Errata s
sent with the preliminary matter to be printed.
Mistakes in Imperial Record Department pub-
lications already printed are to be shewn to
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Superintendent who will o#@ef their 'Sorréction
in all other copies in the office. .

108. Publicstion of’ M Permission
teF publish” calendars of or selections from
Government records must be obtained from the
department to whom they beloni A complete
copy of the first proof direct to the
department with a mquest to be allowed to
publish,

In the case of Press-lists the date on- which
the last batch of the last was sent to
Press with the ¢ print order’, is writtén at the
end of the matter on the last , in italies,
When the whole book (cover, préfatory matter,
text, index} hds been pnnted directions for
bmdmg aré sent to the printer. (See below,
Binding, § 172-8.) _

100 copies of the Press-list are generally
struck off ; 4 of thésé are cased in cloth, 8 are
bound in 4 country calf for the use of K. R.,
Superintendent and the Imperisl Record De-
pertment; thé remainder, in board binding,
are distributed gratis or put on sale with the
‘Superintendent, Govérnment Printing. One of
them is sent to'the Department of Education as
soon a8 received.

' The distribution of the Press-lists, and of all

other works publivhed by the Im?em.l‘ Record
Depértment 1s in thé hands of the Books Dis-
tribution section.
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Lokt oy Tty conv o s preie

te. Twehty copies eng-list’
mseg?hﬁu'hdinﬁml | are
compared with thé éopies of the retofds’ theres

i nci¢sare noted, and the Secretary of State
sends a despatch together with'a list of‘these,
and of the records missing from the India Office
and from the Iuipérial Record Department.
Cop¥k of those missing from'the Imperial Record
Department are also forwarded, Wh;}_!& 1];;he Record
Department prepares typed copies of those want-
ing in the India Office. Correspondence on this
sui]wt is by means of un-official filés’ sent’
between the Department of Education and the
Imperial Record Department,

The list of discrepancies sent by the India
Office is compared with our records to see how
far they are real and how far they are mere
slips. Those that are real are printed as a
‘correction slip’, which is inserted in the
copies of the press-list in office, and distributed
to the various recipients.

The copies of records sent by the India Office
are bound when enough have been received to
make a decemt-sized volume. The method of
binding is to be seén in those copies of the’
Public Department records alréady received.'
The pages are to be numbered in pencil before ,

to Press, These copies are press-Histed
in'the ordinary way, the press-list betvg printed
s ® supplement to the main volume, -
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110, Indexing. The rles for indexing and
the various processes have been described in
the pamphlet Indewing of Records. In phhctice

rtain modifieations have been introduced, ¢.g.,

o slips are copied onto cards and the cards are
arranged alphabetically in the Index cabinet
(Almirah no 47). In order to facilitate refer-
ence when they reach a very large number,
Guide-cards are inserted. There should seldom
be more than 25—=80 index cards after each
guide-card. (It is hardly necessary to say that
these guides are removed when the 8 are
sent to Press to be printed.) As each press-list
volume is printed an index is prepared ; 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 subsequert
volume is completed it is simflarly indexed and
its index amalgamated with that of the earlier
volumes. When the end of the series is reached
or when a sufficient period has been covered, the
ipdex is printed. It is obviously desirable to
make the index cover as long e period as
possible, always provided that it ddes not when
priated, make a foolscap volume ef more than
about 500 pages. A large number of small
indexes covering only a short peried of time are
more trqublesome than one big qne embracing
a long period. ' ’

The small. index slips may be destroyed as
soon as they have been amalgamated, written
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out fair and the whole index to the volume
revised by K. R,

111—51. RECORDS SECTION.

111. Starr.

10 Assistants.
14 Daftaris.
8 Coolies.

Dumaes,

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

2. Attention 1o requisitions for original
papers, and search cases.
3. Dirtribulion of passports for the Hedjaz.
4. Compilation of certain printed lists.
5. Recording of I. R. D. cases.
6. Miscellaneous.
112, For a summary list of records see

above, § 2. The care of the records may be
. divided into the following heads: (a) classi-
fication and arrangement, (&) ntomge {c) repair,
(d) ‘binding, (¢) dusting, and p‘ra!entlou of
insects, (7) Gazettes.

113. (a) Olassification. The mmdsof each
departroent are 'kept separate from those of

F
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another department and dp each départment,
différent branches are kept ‘separate. In each
branch or department bound volumes “are kept
firg: and bundles of loose papers second. Each
collection has its own series of numbers. (See
the 8° Lists.) Records transfarred from some
deparbment to the custody of the Imperial Re-
cord Department are to be catalogued as soon
as possible in the style of the Octavoe Lists,
with a table of contents and an index.

The Weeders of the various departments,
after weeding the reeords reburn those that are
to be preserved, together with a list. The
A. C. checks the records with the Hhst,
and then sees to their being done up in bundles
and placed on their proper shelves.  The list is
;nit-ia:lled and returned to the Weeder.

114. (5) Storage. Oiiginal 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 dre, and $heir date.

118 (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 for
the origingl consultations, and submity, a
weekly report to the Buperintendant on Mandays.

Pre-Mutiny papers when not bound were
usually folded several times.and tied in small
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bundles. They are fiow flattened and each
separate document is sewn into a thick paper
cover. Many need repairing before this can be
done, being worn or badly creased by folding,
sometimes even ‘forn or decaying. They are
repaired with chiffon and hand-made or strong
machine-laid paper, and with these only.
Dextrine paste supplied by the Bengal Phar-
mactiitical works, and £his paste only, may be
used 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
decaying or tearing further. To stick new
patches onto old papers when they are not
needed is to weaken them, and to make the
unpatehed parts more liable to tear. Patches
are nof to be put on simply with the ebject of
flattening out a crease.

In order to flatten folded papers damp them
with a little water and place them in the hand
press, inserting clean sheets of foiled paper’
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 necessary, repaired, Single
sheets sh&m]d be mounted op a gt:ird of new
paper, and through the guard (nof the original
paper) the thread passes which holds it‘into the

e
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cover. Collections of single sheets are to be
made up into pairs by mesns of guards (for
further directions on this matter, Bee below,
Bindeng of Manuscripts), and the thread is to
be passed through the fold of the guards. No
patch or gt:ﬁ or strip of paper should be
allowed to eover any writing ; if it does, that
part of the patch should be torn (nof cut)
out, leaving a frayed edge which sticks more
closely than a sharp edge, to the old paper.
If thare is too much writing to allow 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 coat of paste and
chiffon stretched tight across it. 1f this is
roperly done there should be no creases or
Eubbles in the chiffon, and when dry it should
be imperceptible to the eye, and almost so to
the touch. Brittle or fragmentary papers,
written only on one side, can of course be
mounted entire on a sheet of paper; and where
this is possible it is betler than placing
a number of little patches all over the paper,
which gives an ugly and untidy appearance
besides being no real protection to it. It is
especially better to put one single strip of paper
all down the outer edge of a document whose
edge 15 torn here and there, since the edge is
always most liable to damage; and the strip
should come right up to the edge so as to

protect it properly.
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No part of an original document should be
cut or trimmed; and in cutting down & shell-
cover, see that the r inside it is nowhere
near the edge or likely to be touched by th®

scissors.

i
116. (4) Rules for bhinding 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 far as possible their
original condition and appearance. It is no
uncommon thing to see hooks bound so that
some of the words can no longer be read;
either because the outside edges have 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 cannot be seen without forcing the
binding open and tearing or destroying the
book.

2. Before sending any manusecript to the
binder, number the pages in pencil.

3. Take it to pieces, if it is in 8 cover. Cat
the cords or tapes, which hold the covers onto
the pages; then open the book, turn over the
pages and cut the threads wherever you see
them. They will probably appear at every
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8th or every 16th page.  If at every Sth page,
the book is said to have been ’rgathered in
fours ’; if at every 16th, ‘gathered in eights’,
twHich means, in the former case that fwo
sheets were placed one inside the other and
sewn through, in the latter, four shests.

Cut the threads outside, which hold the
pages on the cords ete. If the back has been
glued and the threads are imbedded i vhe hard
glue so that they cannot be cut, the glue must
be softened. Tie-the book tight between two
boards and stand it upright on its back in s
shallow tray with very little water in it—
just enough to wet the back—until the glue is
softened. Then rub off the glue before it gets
dry, and cut and pick out the threads. The
‘ gatherings’ should now be loose, and with a
little coaxing should come apart.

4. The book is mow lying in sheets. Gc
through them all and see if they want mending.
Rub out all pencil marks (nof notes, memo-
randa, observations) with India rubber.

1£ the placgs through which the sewing has
passed are very much torn so that the leaves
can scarcely hold together and so that they
cannot be sewn in those places 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 badl
torn, the torn places can be mended wi

strips of papers.
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GuarpING,

Take & sheet of paper (any size) and fold it
down in the middle; you then have fwo leaves,
or four pages. Books whether manusefipt
or printed, are made up of a number of sheets
so folded and placed one inside the other.
Generally not more than four sheets are so
plated ; groups or ‘sections’ of four, placed one
above the other, make up a book. Through
the fold (that is, the line down which the
sheets 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 used 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 is 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 fully to the back; force
them open and you tear them agme, and the
last state of the book is worse than before.
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This way of inflicting a Iingering death on
books is very popular in India. The gnly way
to treat such cases is to ‘ guard’ the leaves.

«Take a strip of paper 2 inches wide and the
same height as the book, double it down the
‘middle and apply a streak of e, 4 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 half-inch
streak of paste and then rub them well down.
Then take leaves % and 7 and do the same, then
leaves 3 and 6, and lastly leaves 4 and 5.
From 8 loose single leaves you have now got
four sheets, one inside the other,and a complete
section which can be sewn through the fold.
(Do not make the silly 'mistake of pasting
leaves 1 and 2 together onto the lst guard,
leaves 8 and 4 on the 2nd, leaves b and 6 on
to 8rd, and finally 7 and 8. There would be
an end of any  gathering in sections’!)

No guard must cover any writing. Most
wanusecripts have a clear margin on the left
side of each page, which means that it is the
odd pages 1, 3, b, 7, ete., and nof the even,
that will have the strips or ‘guards’ pasted on
them. Any book that has been so guarded is
of course much fatter at the back than it is at
the front, because of all the guards or strips of
paper that have been pasted on. This however
does not matter, so Lonl:fas the book is preserved
and can open fully and easily right to the back.
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5, No mending must be left for the binder
to do.

6. Manuscripts must be bound in one of two
styles; (1) $ Morocco with green art canvis
gides and vellum tips, for the largest books,
() full green art canvas, for thin and small
books. No manuscript! is to be bound in full
leathér.

7. All edges are to be left uncut.

8. Manuseripts in the Imperial Record
Department are mostly of three sizes: (i) The
tallest and thickest, folio Proceedings volumes :
these are to be sewn on b 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 been so
treated.) (ii) Miscellaneous records of the
various departments : Mostly thin folio
volumes. Sew on 5 tapes. A cloth binding
will generally do, and they do not need handles.
(iii) Persian records: Almost all small quarto
volumes. They are however thick and require
leather (nof cloth), hut no handles, and
webbing.

9. Wherever leaves are missing, insert the
requisite number of blank leaves, unless they
are too numerous—say, more than fen.

' Or printed book either, for that matter,
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10. Insert six blank leaves at beginning and’
end of books.

11. Title (1) at the top, the name of the
department,
(2) the name of the volume,

(3) the date of the records in the
volume,

(4) ‘Imperial Record Depart-
ment,’ or ‘1. R. D’

12. Volumes which are too thin to be
conveniently bound, should have extra blank
leaves added at the end to make a decent-sized
volume,

117. Inlaying. Thisis a lengthy operation
and is generally only resorted to in the case of
books, occasionally of separate documents, the
paper of which has decayed and become foo brittle
to handle with safety. The separate leaves are
then ¢ inlaid ” in new sheets of t.Ee special paper.
(In the case of books these new sheets are of
course to be * gathered in eights’.) Briefly
the process may be described thus: take the old
sheet, place it in the midgdle of the new sheet,
which 15 of course larger ; mark the outline of the
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old sheet on the new one; and then cut out all
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the new paper }
inch within that
outline ; paste gthe
§ inch between the
cut edge (shewn
by a dotted line)
and the pencilled
outline, replace the
old sheet as before
on new one, and
put them in the
press with a sheet
of oiled paper
above and below,
Leave them there
some hours, The
larger your new
sheet is, the easier
it is to cut a piece

out of the middle and to manipulate it without
its getting out of shape'.
to put chiffon all over the underside of the old
sheet before inlaying it.

It is often advisable

118, Shell covers. The Original Consulta-
tions when flattened and repaired are sewn by

" VI£ the book is an 8°, allow & margin of 3 in. all
¥

reund.
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daftaris into shell covers of different colours
according to the despartment to which they
belong.

Home, Education . . . Granite.
Foreign . . . . Buff.
P.W.D. . . . . Blue.
Military . 3 . . Light maroon.
Legislative . . Pink.

The Assistant in charge should see that they
have been put in the right covers, that mno
pages are missing or out of order. He will
then write on the cover in Chinese ink, the
year, day and month, and serial number of
each consultation. The figures should reser-
ble as nearly as possible the style known to
printers as ‘Old Style’ (see above § 99);
the words, that known as ‘Sane-Serif
Italic,’ because they are hoth of them easier
to read, being free from unnecessary flour-
ishes and .ormament. This is an example
both of the style, and Of the method of
writing dates.

80 Jan. 28 Aug.
19 May 7 Dec.

(0%s.~Only the first 3 letters of every month
are to be written: Apr., Jun., Jul, etc. And
mot  30th,” ‘ 28th.’)

In arraaging and labelling the O. C.’s it
may be necessary to consult the Proceedings
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volumes, when, for examj le, dates or numbers
on them are illegible, when two bear the same
date and it seems to be wrong, etc.

119, Bundles. The O.C.s when ready ere
arranged according to their dates and numbers
and tied between two boards; no bundle should
be more than 6 inches deep. On the upper
board is pasted a label showing the department
and the contents of the bundle. (Those O.C.’s
whith 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 applies to unflatten
0.C.’s which have to be withdrawn from the old
small bundles, repaired, etec., before they can
be sent out on requisition. These, when
returned are nof fo be folded and replaced in the
small bundles; they are to be placed flat be-
tween large boards, their absence being noted
on a label, as before). The bundle when ready
is placed in its appropriate rack and shelf, and
the Octavo List is corrected, if necessary.

! These big bundles must of course be arranged on a
shelf conveniently near the small ones; if possible, the
lowest shelf in a rack. p

3The label is printed: ‘See Big Bundle...no...for
0.C... [Here fns;:ws a list of the big 0.C.'s, to be
written neatly by an Assistant.] The largest bundies
are called A ; the second size B; the comusen foolscap
size C. The letter is written before ‘no’.
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120. The A. C. keeps a ‘Flattening
Register,’ i.e., a list of the datly out-turn of the
daftaris, the number of papers flattened and
repaired being shown under their respective
d ents,

hen new boards are required for the
bundies of records, the A. C. should inform
the Cashier 15 days beforehand of the number
needed and their size.

121 (¢) Dusting, efc. Eight coolies 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
daily 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
anc{ are not damaging one 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, and that litter and
rubbish is not secreted or thrown where it
should not be. The presence of WHITE AXTs is
to be REPORTED IMMEDIATELY to the Superintend-
ent; 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 (A) Gazettes. (For a List of the
Gazettes now and formerly received im the
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I. R. D/ see the manuseript handlist, kept in
the Military record-rcom.) The received
weekly., A daftari checks and ®ports any
deficiencies’. 1f missing parts are not received
by the following week, the A. C. puts up a
note, together with a draft requesting.. the
publisher to supply it. The case is left pend-
ing until a final reply is received.

Un};pund Gazettes are never issued on loan.
They ‘are sent half-yearly to the Binder. Be-
fore sending them a daftari examines them to
see that the pages are in their proper order
and complete. They are bound in half erimson
country 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.—JTUN.
1917

L R. D.

{Obg. Not ¢ The Calcutta Gazette,” nor Parts
nos 1 fo 111, but exactly as given above and
not otherwise.)

10nly the Gazette of India and Calcuttd® Gazette
need be cut.
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On returning from the Press, they are
entered in * handlist, labelled witha unumbbr
according 8 their place in the series to which
they belong, and placed on their proper shelf.

“123. 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 ¢ Requisition Register’, (ii) writes
the serial number of the requisition as ¢hown
in the Register, tke initial of the requisi-
tioning deptartment, and the year, ¢z tné on
the slip, as 2% (H=Home Department),
(iii) gives the slip to a daftari who fetches
the paper required, placing the slip in tke
bundle in its stead. (If the requisition is for a
volume the slip is pasted on a card and pul in
the place of the volume), (iv) on receiving
the paper, writes the same countersign 1n
pencel on the cover. In complying with re-
quisitions for papers from the Military
Department the A. C. should use the °Mili-
tary Dept Bundles book’; it shows in which
bundle any given paper may be found.

There are three Eeqn.isition Registers (for
the main record room, the Revenue and
Agriculture, and the Military). The papers
are entered under the name of the department
that asks for them (nof under the name of the
department to which they belong). It is thus
easier when issuing Reminders (1.e., requests for
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the return’ of pa‘[:rs) to find out what papers
are with each. The papers of any department
may be issued to any other dept but =of fo any
local Government or private person without thg
sanction of the department concermed. Re-
minders are sent 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 Jist 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.
Before the file is returned to the department
that sent it, a copy of the note is typed for the
Imperial Record Department, or the dept is
asked to supply a copy.

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

124, Connected papers. When a certain
document ‘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 shellcover eof the particular decument

a
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and further to search the Indexes and Pro-
ceedings volumes to ascertzm what connected
papers there are.

¢ 125. Search cases. This means a search
for unspecified papers on some subject, and may
oceupy any thing from a few hours to several
months. If no date is specified or even indi-
cated by the party for whom the search is
undertaken, it is safest to begin by consulting
the latest indexes to the records of the appro-
priate department, and to work backwards,
looking up in the indexes all the likely headings
under which the subject may be mentioned or
alluded to. It may also be necessary, seeing
that the indexes are seldom exhaustive, io
examine the Proceedings volumes, the General
Letters (now known as ‘Despatches to (and
from) the Secretary of State’), the Miscellaneous
records, the Diaries of receipts and issues, and
last but not least, any printed reports and books
that bear on the question. (For this purpose
he will find the Catalogues of Books in the
Imperial Record Department, of the Imperial
Library, and the Subject-Index of the London
Library useful.)

No paper may ever be issued until it has .
been properly flattened, repaired and put in a
shell-cover, which is to be duly inscribed with
the date ete., as directed above,

126. Papers not available. When papers are
not forthcoming the A, C. should first consult



SEARGH CASES 83

the printed ¢ Form F’, that is, the printed
list of papers destroyed by the weeders. If the
paper is in those lists, the remark “ Weeded”
is written on the requisition slip and in the
Requisition Register. If, howcver, the paper is
not 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 pwast be borne in mind that mistakes of
date and number may be made in requisitions ;
and that it is not safe to say that a paper asked
for is ‘not available’ until the A. C. has made
certain 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 subject
mentioned, at all. Such mistakes (if they be
mistakes) should be pointed out to the depart-
ment concerned, as ¢ l\ﬁlmber and date do not
agree.’

127. The Public and the Records. Searches
are undertaken on behalf of Governments,
their depatrments, Government officials in their
official ~ capacity, foreign Consuls, free of
charge. Searches on behalf of private persons are
subject to various conditions. (i) They ate not
}:ermitted themselves to handle the records!, un-
ess 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_Aug. 1902 no 194. B Jan, 1900 no &%.
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of Government fit to do so!, and unlikely fo use
the privilege for improper ends. But they may
not take copies of any paper without the permis-
si{gn of the department whose the papers are. (i)
Most searches then are undertaken by the
staff of the Imperial Record Department,
the applicant bearing the cost. (a) If he
only wants information supplying, without a
personal inspection of or extracts from the
records, and no extra staff is needed in order to
find the papers, he will first deposit Rs 10?
and will pay for cach day or part of a day that
the search lasts, a day’s pay of the Assistant
who makes the search. () If he wants to
examine specified papers, the sanction of the
Government mnust be obtained, and again ob-
tained if he wishes to copy or extract them.
The fees are the same.

The office charges for typewritten copies 1
anna per 50 words®.

(¢) When 8 Court of Law calls for the pro-
. duetion of records the party at whose instance
the summons is issued has to pay all attendant
fees®. 'Ordinarily copies of records are not given
to private persons for purposes of litigation®.

1A Apr. 1911 nos 86 -7. A May 1910 nos 65—72.
Deposit Feb. 1912 no 20.

* B May 1908 nos 24—6.

3B Sept. 1900 525-A.

¢ A Jupe 1915 nos 126 —36.

8 A Jun. 1936 nos 28=47.
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It rests with the departments of the Govern-
ment of India to give or withhold their sanction
in every case. The Home department' alone has
deputed this right to K. R., but doubtful cases
are of course referred to thewm.

128, Restoration of records. When records
are returned with a memorandum slip or
file, #he 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 column. The slips are
then either destroyed or returned.

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

The number of papers restored daily in each
department is noted in another register,

129, Pilgr'm Passports. These are distri-
buted to local Governments. There are two
forms of passports for the Hedjaz pilgrima&e,
one Is issued to the Government of Bombary, the
other to all the local Governments. They are
stamped with the signature of the Secretary for
the time being in the Education Department and
issued without a forwarding letter.

—

1 A May 1909, nos 40-1.
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130. Lists. (i)  List of the IHeads of
Administration in India and of the India Office,
corrected to 1st July.” This is normally issued
&¥ery year, after the lists have been corrected
and brought up to date by reference to the
various (Giovernment Gazeftes, departmental,
India Office, Civil and Army Lists.

Copies are distributed by the Books Distri-
bution section.

(if) ¢ Lists of the Private and the Military
Secretaries to the Governors-General and
Viceroys” These are corrected and revised
from time to time in consultation with the tw.
officers named, under whose direction presenta-
tion copies are distributed®.

(iif) “Lists of Covepants of Indian Civi-
lians,” Covenants are received every year
from the Home Department, the names are
added in manuscript to the latest issue of the
list, and in the index, and numbers are pasted
on the covenants which are then deposited in
Almirah no 7.

The list is reprinted every 4 years. It is not
for sple. Copies are sent to the Imperial
Library, the Home and Education Departments,
the local Governments, the Accounts officers?.

131. Lists of Records. When a department
transfers its records to the custody of the

! New edition shortly.
* B Aug. 1916 nos, 1—-20.
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Imperial Record Department they are to be listed
as soon as possible, on the model of the existing
Octavo Lists. The list is to be printed with
2 table of contents and an index, One copy ¢s
quarter-bound in brown country calf and
yellow buckram. It is kept with the Superin-
tendent and is the one authoritative Standard
Copy by which all other copies are corrected.
No on{'is permitted to make any mark, note
entry, or corrections in these lists without the
permission of K. R., who will if necessary order
the proposed correction to_ be made in all other
copies by an Assistant selected for his good
hand-writing.

132. Annual Report. The Records section
collects materials from all branches of the
oftice for the Annual Report which is submitted
to the Department of Education at the beginning
of the year. The latest report shows what
information is required. It is written by K. R.
One printed copy is signed and sent in advance ;
50 spare copies are sent later.

133-9. RECORDING OF L. R. D. CASES. The
records of the office are kept in Cashier’sroom
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 keeping the records is the samegns in the
Records section.
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. 184, Classification. The recorde of the' I. R.
D. are of two kinds, vsz., (i) cases that are
recorded, and (ii) papers filed.

135. Recording. The different sections 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 *), (ili) whether they are to be kept
permanently (€A cases’ ), or destroyed after 11
years ( ‘B cases’ ), or after 3 years (‘C cases”),
(iv) whether they are Tak:id! (call or reminder)
cases, (V) what papers, if any, are to be made
an appendix or a ‘ keep-with ’ to the main case,
(vi) what papers are useless and can he 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 their
right order, paginate them and place them
loose 'inside a docket-cover. These papers are
called a “file” or a ‘case. :

1 Cages on which further action is to be taken, or in
which reminders have to be issued, and which are there-
fore not closed but have to be called for again later.
They are i vertheless recorded because it js undesirable
.to keep files in suspense for an indefinitely long time.
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He will enter each case in the Record-Regis-
ter. Each case has a serial number, and ea::h
month begins & fresh series of numbers. Write
(i) in the margin, the number of the cage,
(1) in the next column the letter B or C,
or T. C. (for ¢ suspend’ cases) in pencil, fol-
lowed by the subject of the papers, (iii) import-
ant s in red ink, with the initial of the
sectivn, whence they came, in the margin
below the serial number, R. for Record section,
P. L. for Press-List, S. C. for Spare Copy, Reg.
for Registry, C. for Cash, P. for Persian; and
(iv) the word ‘printed’ if the case has been
printed.

The following specimen (in which talics are
used for red +n£) will explain the rules.

JANUARY.
i
—-;2—- | Rules regulating private researches
Printed " I| e d B- D
2 { Tg Beveridge's ‘History’ lent to the
{ Imperial Library.
3 | € |Coolies dismissed for neglect of dnty.
IL__‘_ -
S-!—é- Spare Copy room weeded and re-

organised,
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138. Docket-covers. He will write (z) at
the top of page 1 of the case, in red in#, the
year, month and serial number of the case; (3)
om the Docket-cover (i) the year and month of
the case, (ii) its serial number in that month,
(iii) its subject, (iv) references to previous
papers, if any, thus, ‘1917 Dec. 38°. These
references are obtained from an examination of
the papers themeselves. On the covers of the
earlier papers he will likewise write the lafer
references. (v} The letter B or C.

137. Index. From the summaries on the
docket-cover the Recorder will prepare an index
(see Indexing of Records). 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 matters
in it. The matters on each slip consist of
(i) the heading, (i) the subject, followed by a
dash (em-rule), and (iii) the reference to the
* Proceedings’, ¢.., the month followed by the
serial number of the case in that month, thus—

SPARE COPY ROOM

weeded and re-organised — Aug. 56.

in the case of files which have been printed,
the word printed should follow the reference,
in italics between round brackets. Unless the
recorder is sufficiently experienced, he will
prepare the iudex first of all ¢z pencil on sheets
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 tlee
cards for the preceding month. At the end of
the calendar year the cards for the 12 months
are revised and correfted and made ready for
the Prgss to print. Thread them on string and
make ap bundles of about 50 cards; number
the bundles,

The Recorder will note the dates of (i) send-
ing the manuscript to Press, (ii) receiving proofs,
which it will be his duty to correet, (iii) giving
the final print-order.

Eight, copies are printed for Superintendent
and the five Sections (r12., Per.,, P.L., R., Reg.
and 3 copies for 8. C. sec.)

138, Registry Section. All papers when
recorded will be sent to the Registry section.
A daftari will stitch them into their docket-
covers, and the Assistant in charge, Registry
section, notes in the receipt and issue registers
the Proceedings number etc., (as ‘1918 May
25’) against each case. They are finally placed

. in the labelled bundles.

Takid 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 puinted are
edited, revised, with the unimportant matter
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cut out, etc., and sent~fo Press withan ‘A
form’. Six copies are printed and incorporated
with the originals in the bundles; other copies
am sent to any department that may ask for one.

139. Filing. Papers not worth recording are
‘filed’; no list is made of them, but they are
put into covers, and just stitched and placed in
the bundle labelled “file’. No filed papers need
be kept more than 3 years.

140-6. WEEDING. Recorded cases are divided
into 3 classes —

A papers to be kept permanently.
B , 5 » for 10 years only.

C » »» 3 ¥ 3 ¥ b2

The first class bears no mark ; on the docket-
covers of the second and third the letters B and
C respectively are written.

In determining the class to which any given
paper should belong sections 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 destroyed. Weeded papers are
to be toxa up and given to the Men’s Industrial
_ Home, Calcutta.
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141, RECORDS SECTION.

A.—Keep permanently

Papers relating to—

1. Search of records on behalf of Government
or private parties ; supply of copies.

2. Lists (¢) of Heads of Administration,
{(12) Private Military Secretaries, (411) Covenants
of Indian Civil Servants.

8. Government Resolutions, Memoranda, Cir-
enlars, Orders.

4, Arrangement, transfer of records.
B.—Destroy after 10 years

Papers relating to—

1. Annual report of the I. R. D,

2. Repair of records ; damage by white ants;
binding of old MS volumes.

3. MS of printed I. R. D. cases in all
branches.

U —Drestroy after 3 years
Papers relating to—
1. Passports for pilgrims to the Hedjaz.

2. Reminder for records due from depart-
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 these ruite.
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142, PRESS-LIST-SECTION.

A.~—Keep permanently

€1. Orders from Edueation Department or
Secretary of State about press-listing and calen-
daring.

2. Correspondence with Education Depart-
ment or Local Governments about the same
subject ; permission granted by a department
to publish its records.

3. K. R.s notes on Education Department
files about the same.

4. Exchange of copies of records with the
India Office ; discrepancies between the India
Office and the J. R. D. records.

5. Distribution and sale of press-lists.

B.—Destroy after 10 years

1. K. R’s specific orderson binding, repair
and preservation of old records.

LY

C.—Destroy after 3 years

1. Papers relating to examination cf proofs,
and of manuscript press-lists by K. R.

<N, B.—ﬂou may be exceptions to these rules,
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143. SPARE COPY SECTION.

A.—Keep permanently

Papers relating to—
1. Organisation of the Spare Copy section,
treatment of the books in it.

2. Standing orders regarding the work of the
sectiop

3. K. R.s opinion on cases from the Educa-
tion Department.

4. Patronage of books.

5, Weeding, sale and disposal of books.

6. Printing of books.

7. Stock of publications issued by the Educa-
tion Department ; List of non-confidential works
issued by the Imperial Record Department.

8. Assistants and Daftaris,
B. H-I)estmy after 10 years
Papers relating to—

1. Information from or about old or rare
works.

2. Acquisition of books (other tha.n mere
rontine papers).

3. Discontinuance of supply of books, reduc-
tion of supply.

4. Supply of books or information asked for
by Government offices or private png«ms (not
routine papers).
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C.—Destroy after 3 years
Papers relating to—

1. Annual sabscriptions to periodicals.

2. Formal receipts of books and papers.

8. Formal acquisitions of books.

4. Loan and return of books to and by the
section.

5. Annual reminders for outstanding books.

6. Loss or damage of books.

7. Binding of books.

8. Routine remarks, queries ete. about Lind-
ing, cataloguing, arranging ete. of books.

9, Correction of Codes, Manuals, ete.

10. Distribution of Government Servants’
Conduct Rules (when next edition is distribn-
ted).
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, correspondence with Educa-
tion Depgrtment regarding publication of Calen-
dars, Catalogues of records, preservation, ete,
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2. Standing orders upon the work of the
section.

B.— Destroy after 10 years
Papers relating to—

1. Sale and distiibution of calendars,

2. The manuscript of calendars, submission
tv K. R., sending to Press, and their proofs.

(".—Destroy after 3 years
Papers relating to- —
Temporary orders, routine papers.

N. B.—There may be exceptions to these rulea.

145. CASH SECTION.

A.—RKeep permanently
Papers relating to—

1. Annual Statement of Establishment on
1 April.

2. Revision of Office Establishment, whole
or partial, permanent or temporary.

3. Proposed Budget Estimate.

4. Sanctioned Budget Estimate.

5. Comptroller, India Treasuries’ instruetions
for presenting bills on certain dates, submitting
prescribed certificates with bills ete.

H
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6. Comptroller, India Tréasuries’ objections
to items of expenditure.

7. Bills : Salary, monthly, supplementary
establishment, grain compensation allowance,-
contingent, travelling allowance.

8. Circular Letters, Resolutions: Reeceipts
and expenditure, Pay and allowances, Stationery,
Income-tax, Amendments of Civil Serviee
Regulations, Civil Account Code, General Pro-
vident and Post Office Insurance Funds etc.

9. Appointments of Assistants, Daftaris,
Menials,

10. General Provident Fund: Rules ard
amendments,

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

12, Grant of Pensions to Assistants and
daftaris.

13. Charge certificate on change of the K. R.

14. Registration of Euwropean British sub-
jects ; their enlistment in Volunteer corps.

15. Alterations in fabric and permanent fur-
niture of the office,

16. Municipal taxes for rooms in Legislative
Council building.

“17. Accommodation of farashes in office

building.

18. Telephones : instructions for use.
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B.—Destroy after 10 years

Papers relating to—

1. Reappropriation of money from differegt
heads of expenditure fo meet excess expenditure
under other heads,

2. Stationery, stores etc., supplied to Educa-
tion Dgpartment Weeder.

3. Cold weather Liveries, granted to Jama-
dar and Chaprasis.

4, Claim for refund of Income-tax on in-
comes below the amount on which it can be

levied.

h. Applications for Insurance and Endow-
ment Polieies in Post Office Insurance Fund.

6. General Provident Iund: Grant of tem-
porary advance.

T. General Provident Fund: Final with-
drawals, on retivement etc.

8. Permission to apply elsewhere for appoint-
ments,

9. War Loan,

10. Statistical report on the posts in-Imgerial
Record Department filied by Europeans and
Indians in the last 10 years.

i1, Grand Staircase and Corridors: orders
restricting their use to gazetted officers.

12. Office orders.
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C.—Destroy after 3 years™

Papers relating to—

¢ 1. Acknowledgment of Permanent Advance
held by K. R. and Superintendent on 1 April.

2. Applications for appointment in the
Imperial Record Department.

3. Confirmation, promotions, periodical in-
crements of Assistants, Daftaris, Menials.

4. Applications for appointments elsewhere
submitted through the Imperial Record Depart-
ment.

5. Resignation, dismissal ete., of Assistants
ete.

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

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

8. Fines of Menials; Punishments,

9. Grain Compensation allowance : orders re
grant to Menials.

10. General Provident Fund: alteration in
the rates of subseription.

11. General Provident Fund: revision of
subscriber’s  declaration for distribution of
General Provident Fund money,

12. Jurors: Supply of list of Assistants
qualified to serve, to the High Court.
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18. Khaki Liveries and Umbrellas.granted
to Peons.

14. .Stationery Indents: (i) annual and supple-
meéntary, (i) forms from Bengal Forms Depar®
ment. ‘

15 Stationery Indents (old): returned to
Press’

16. Furniture: (i) purchase of new, (ii) small
repairs to old, (iii) sale of old. ‘

17. Holidays.

18. Telephones: rent; delivery of Telephone
Divectory.

19, Additional expenditure on account of
the war,

N. B.—There may be exceptions to those rules.

146. GENERAL.
Destroy after 3 years
Progress reports,

Destroy as soon as the finally printed copies are
recerved from Press
All MSS and proof-sheets of 1. R. D. publica-
tions, Proceedings, forms, lists, indexes ete.,
whether ¢ confidential’ or otherwise.

' 147-51. Niscellaneous. Weeders. @Depart-
mental Post-Mutinry records are to be supplied
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to the various weeders for them to examine.
They return the papers which they decide
should be kept. Those that they reject and
destroy are entered in a list known as ‘ form ¥,
.I'J Iﬁin;;d copies of which are supplied to the

148. Labels. Therc are various tall slips or
labels of thick paper of different colours, which
are placed on the top of files demanding special
attention. They are—

blue for ‘ Immediate’ cases
red ,, ‘Trgent’ .
green ,, ‘Harly’ 5
yellow ,, ¢ Confidential ’ ,,

There are also labels which are pasted onto
books :

(a) ‘ For Office ase only.’

(6) ‘Please return to the Impemai
Record Department when done
with.’

149. Official Publications. Printing ,and
publication under the orders of the Government
of India, including the preparation of plates
and maps required for the illustration of works
intendedp to be issued in India, shall be done in
India, except in special cases where there i<
good rezion to the comtrary; in such cases,
the proposal shall be laid before the Secretary.
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of State with a view to the necessary arrange-
‘ments being made under his orders,

+ 150. The ¢Pioneer’ mnewspaper. Every
Tuesday the 6 numbers for the preceding wgek
are sent to the Imperial Library. The copies
are on no account to be issued to any person
not connected with the office.

161. Registers kept by the Records Section:
Y1, Requisibion or Issue R. no 1 (Main
Record room), for papers helonging to
the Home, Ed., For., P. W, C. & L,

and Railway depts.

2, Requisition or Issue R.mo 2 (Revenue
and Agriculture room) for papers
issued to the Rev. and Agr. dept.

3. Regqusution or Issur R. mo 3 (Military
roum), for papers issued to the Military,
Finance, and Legislative depts.

4, 5. Restored papers R.  (Main and Mili-
tary Record rooms) for the total
numbers of papers restored each day
in the separate depts.

6, 7. Press Book (as above) for volumes
sent to the binder. The list s writ-
ten in duplicate one copy being sent
with the volumes to Press.

S, Flattemeng R. (Marb, fl. room) for
recording the quantity of repairing
ete., done by the daftaris
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1£2—-9. REGIBTRE SECTION

162. Starr.

1 .ASISiS.taI.lf.
1 Ddftari.
1 Peon.

Dories.

1. Maintaining the following Registers :
(i, i) Receipt and lssue registers of the office
correspondence.  (iii; List of Un-official cases
issued.

2. Typewriting letters, notes ete.

3. Despatching of letters, files ete.

4. Arrears list.

5. Care of I. R. D. Procecdings and filed
papers.

153. Receipts. The Superintendent receives
all letters and stamps them with the date. Ile
passes them to the A. C. Registry Section who
enters them in the Receipf’ register, which is
divided into 8 columns. Columns i-iv are filled
up when receiving a letter ; col. v need never be
filled in ; col vi when it is submitted to K. R,
and when received back from him ; col. vii when
the case is sent un-officially to some other
dejartment, col. viii not until the case has been
finally disposed of, has been recorded and
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indexed inthe Records section, and is sent from

there to be stitched and deposited in the I.
R. D. records.

154, Issues. As soon as K. R. approves® a
diaft letter the A. C. of the section to which
the case belongs writes ‘ Issue’ (with his ini-
tials and date) on it, and sends it to the Regis~
try section, where the A, C. typesit, compares
it ~¥ith the draft and sends it in a blotting
book to K. R. (or Superintendent) for him to
sign. When it is signed he fills in the 6
columns of the Issue register. Cols 1-v are
filled np when issuing the letter, col. vi when
the case is recorded.

155. In the Un-official Cases register are
entered in red ink cases sent un-officially to
other departments. A list is made of all the
papers sent, which is checked when the case
is returned.

156. Typewriting. All official and demi-
official letters issued from the office, many notes,
particularly those on files which come un-
officially from other offices and which are gopied
for the records of the 1. R. D., coples of
records, ete., are typewritten.

The Remington Typewriter Co, has been
instructed to overhaul, clean and oil all machines
in regular daily use twice a year, on Jgl'¢bruary

~and 1 August. Typewriters should be used for
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only one week at a time, On the' first day
before use they should be dusted, the types
cleaned with a brush, the wheels on which the
cayriage runs oiled.

157. Despatcting. The serial number of each
letter issued, as it appears in the Issuc Register,
is written on the letter itself, and on 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 Ddk-
book and sent by post. The Despatcher keeps
the stamps and writes the Dik and Peon-books.
In the Dik-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 better gnality than
is required for those sent. by peon. Linen-lined
envelopes to be used for heavier packets.

168. Arrears. At the end of each quarter
the A. C. prepares two statements (i) of the
cases issued and received which have not yet
been marked off as ‘ recorded’ or ‘filed?, (ii)
of the cases referred unofficially to other
departments, and not yet returned. These are
circulated to the different sections for necessary
action.

159. (',Ppoil. R. D, records. (i) All the
records of the office itself are under the care of
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the Registry section. The Daftari supplies
papers when asked for, and restores them to
their proper bundles when returned.

The Daftari every evening before lea®ing
office will alter the date-stamps and date-cards
in Superintendent’s room for the next working
day,

{it} Weeding of Registry section papers (not
‘records’). Destroy—

I. R. D. cases u.~o, issue list  after 1 year
Postal receipts for registered

articles » 1
List of cases sent to and received

from Simla and Delhi m 2
Dtk and Peon-books . s 3
Receipt and issue registers » 10,
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160—82. SPARE CORY, SECTION.

160, Starr.

6 Assistants.
7 Daftaris.
8 Coolies.

Duries,

Care of all printed books in I. R. D.
Receipt and issue of books.
Cataloguing.

Binding.

. Parliamentary Blue Books ; Acts.
. Code correction,

. Weeding.

Miscellaneous.

161. Receipt and issue. (1 Assistant) The
books received in the Spare Copy room fall
into three classes: Indian Acts and official
publications, English Acts and Pailiamentary
blue books, books (by private persons, or
published by pitvate firms), a few periodical
works.* The Indian official publications are by
far the largest class. Books are received from
various sources ; the local Governments, depart-
ments of the Government of India, Govern-
ment Printers; ‘private’ books! fiom the

;-Al‘i newe books are to be submitted to K. K.
smmediately on arrival, before they are stamped.

NS o e 2o
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publishers or booksellers (The annual grant
for books is Rs 110) ; English official works
fiom the India Office, London.

162. Rubber Stamps. The A. C. keepswthe.
following rubber stamps :—

1. Received (with date) . for books

2, Issued (with date) -(and requi-

3. Imperial Record Depart- ( sition slips.
ment,

f. Cancelled ! ’

5. Issued (with date) } for cards.

6. Returned (with date)

163. Registering etc, of new bhooks. On
receiving a new book the A. C. (a) sees if any
previous issues (of a publication in progress’)
have been reccived, (&) advises that the number
of copies be curtailed if they are unnecessarily
numerous, (¢) stamps them with the Receipt
stamp (no 1) on the back of the title page in
the centre; with the Imperial Record Bifm.
ment stamp (no 3) on page 15, on the last
page and on the back of all plates, maps ete.,
(@) cuts the pages, (¢) examines the bhook and
reports any defects, sees to the pasting dn of
correction slips, (#) attends to any receipt or
forwarding letter, (¢) enters in the Register
official publications under their suéjeet, books
under their Awthor. In the Remarks-column,

* The Hlead Assistant bas 2 identioal caneelled stamps.
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he writes the source of regeipt—and in red
ink the word Confidential , against such works,
(#) sends the book to the Cataloguer. (See
further § 178 Parliamenfary Blue Books.)
Until the catalogue slip for any boek has been
printed and placed in the catalogue cabinet.
the book is to remain on a special shelf above
the Cataloguer’s table.

164. Issue. Books are issued on receiving
a written requisition, which is kept filed under
the department or office to which issued. The
A. C. refers to the catalogue (see below §
169) to find whether a book asked for is avail-
able. 1If itis, he getsit from its shelf, enters on
a card {a) Author or title, ({) to whom issued,
(¢} date of issue (Rubber stamp 5). The book
is given to the peori to take or sent to the des-
patcher to post, the card is placed in a drawgr,
with others arranged alphabetically. Another
card is put on the shelf in the place of any book
which is sent outside the office. "'When no pro-
per requisition slip is received an acknowledg-
ment voucher is written and sent to the requisi-
tioning party to sign and return,

Books issued permanently are similarly treat-
ed, but the cards are placed in another drawer.
The number of copies given in the catalogue
slip has to be corrected ; also of course, when a
book is lost, ren

Assistangs who want books will get them
themselves, will give the A. C.a requisition
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slip, and will place a card on the shelf for the
book.

The procedure is the same when Blue-books
or Acts are issued, except that, instead of the
Catalogue, the Parliamentary lists, indexes,
stuck-registers have to be consulted. Slips are’
similarly kept in the bundles in the case of
bual;: issued temporarily ; if issned permanently
the Aumber of copies shown in the lists mvst be
corrected.

165. Return. When a book is returned its
card is removed from the drawer; the date of
retuin is stamped upon it (Rubber stamp 6) ; it
is placed with other returned caids in a separate
drawer. The book is returned to its shelf ; the
dummy card is 1emoved ; the requisition slip is
destroyed. (It is only returned to local offices
in Calcutta and to I. R. D. Assistants.) Books
asked for but not available are similarly entered
on cards, which are placed in a drawer (but not
amalgamated) with the ‘Issued permanently’
cards.

168. For the Annual Report the numbers of
books (a) issued, (f) returned, (¢) issued
permanently, (¢) not available, are ascertained
and shown in a table. The cards for (5—d)
can then be destroyed. No Issue card (a) may
be destroyed if the book has not yet been
1eturned.

167. Reminders. The names of dgpartments
with whom books are outstanding are collected
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from the Issue cards at the_beginning of each
year. For each department’a separate list %
compiled of the books owing. A printed letter
is gstamped with K. R.’s signature and sent
with the list to the Registrar of the department
concerned. Within the office reminders are
issued twice yearly on 1 April and 1 October.
168. Cataloguing. (1 Assistant) On receiving
new books which have been duly stamped
and registered the A. C. has one of two-
things to do: (i) if, as in the case of
many Government publications periodically
issued, Erevions numbers of the series have
already been catalogued, he has to place the
new number on its proper shelf and have 1t
labelled. It is not mecessary to prepare a new
catalogue slip, the new number being compre-
hended without further specification in the
words ‘In progress’ printed at the foot of the
card in the Catalogue Cabinet. (ii) If the
book is entirely new, and no previous part or
number has been entered in the catalogue, he
has to prapare a catalogue slip for it, and then
place it and have it labelled as above. All the
procemes of ‘cataloguing ’ are set out in full in
the Imperial Library Cataloguing Rules and
the 1. R. D. Supplementary Cataloguing Rules.
169. The catalogue of yrinted booksin the
‘office is composed of cards upon which the
printed shps arc pasted. They are kept in
48 drawers in & cabinet (no 87). Official
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Lications are entered under their subject

, books under the suthor’s name and under
the subject, ve;y rarely under their title, jn
certain cases under the ‘form * (e. g. Grammaxrs,
Dictionaries). Subject words, authors’ names,
titles, ¢ form’ names are all arranged in one
;lphabeti (Thisi is what ;'; known r:; a ‘Diction-

talogue,’ It is worth remarki

:lz.t his ;Jg:d of onﬁj:rgmpiz by no mean:mg
be recommended for large libraries, sinee i
would inerease the bulk of the estalogue to
an almost immeasurable extent.) Being on
cards it can slways be kept uitolhfe,asz
fresh card can be inserted anywhere direetly a
new work is added ; if it were a book, it eould
not be, umless ¢ Supplements’ were eenstantly
being printed and this would mean thatin a
short time there would he ten or & dozen small
eatalogues to search through to find any single
book, instead of only ome large ogue in
one alphabet,

170. Cards. The cards used in the cats-
logue are to be linen-lined, in order to strength-
en them. They should bave & rough, hard
_surface whieh will take ink well. The Guide-
cards are to be azure, and should have a good

171. Non-confidential publications. A list of
works (other than confidential) issued by the
I. R. D. and exempt from registration®h di
up in a preseribed form imformation

1
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supplied by the differeft" sections, and
printed copies are forwarded to the Departmént
of Education at the beginning of each year.

172-8. Binding. The cataloguer collects once
a week some 20-30 books which require binding.
In choosing booksto be bound he should be
guided by the consideration: what books are
wost often in use and therefore get most wear
and tear; what books are valuable and are
]ékely to suffer by constant sl{:lifting and dusting
if they are not protected and strengthened b
cardboard covers. - It is mere waste to binﬁ
books which are never called for (e.g. technical,
military, scientific books), or which are likel
soon to become obsolete, or which are of Bma.ﬁ
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 such books
can be put together and bound in one cover. It
is understood that this applies to works all of a
kin nature, or of one series ; though works
of the ‘ Pamphlet’ style and size are sometimes
better bound in batches according to size.
Such composite volumes should, if ‘}msible, not
be more than 2 inches thick if in 8° size, or 8
inc]aas if in 4° or ﬁo]iolssizel.a Directions for
binding®re given in the Supplemeniary Cata-
logseuﬁtu already msnﬁme{
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‘When the books are collected, the A. C.
whites (z) on slips, one for each book, the title
which the binder is to print on the bagkj this
he inserts in the book (it is zof to be pastdd
on to the book), (#) in the Binding Register
(in duplicate) the ‘ Binder’s title’ of each book
and the direcfions for the binding. (The
origipal page is torn from the Register and
sent, with Form S. 99 and the books, to K,
R. for approval) When approved they are all
sent to the Press. Books usually remain 2-3
months with the binder. On their return the
A. C. examines them to see if the instructions
have been properly followed and informs K.
R. They are then labelled and placed. ’

173. Gathering. When it is necessary to
bind intoa volume a collection of loose sheets
(or balf sheets), whether manuscript or printed,
these loose- pa must be made up into
sections, and foi)t;:?i so that the thread which
Molds them into the binding may pass through
that fold. Therefore, before writing any manus-
cript which will ultimately have to be bound,
place four sheets one inside the other. (4 sheets
=8 leaves=16 pages.) e volume is® then
eaid to be ‘gathered in e'i’ghts.’

174. Guarding, On the ‘guarding’ of half
sheets see § 116 Binding of manuscript records.
Books which have become torn and reguive
gm must of cogrse have thyeir ‘leaves
ga as they were joriginally, that is to
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#ay a 4° must have its™leaves gathered in
fours ’ (nof In eights).

175. Missing leaves. Where leaves are, mis-
sing and caunot be found, insert blank leaves.
(If the missing leaves are numerous, fwo blank
leaves are enough. Write on them the number
missing, as ‘ Pp. 19-27 missing.?)

176. Pamphlets, Most people know what a
pamphlet is without necessarily being able to
defineit. Here it is understood to mean asmall
book of not morethan about 100 pages in paper
eovers, generslly of octavo size though some
times larger. Such books are seldom boand
separately, so that if there are mo others of the
same size, keep the“pamphlet in one of the
pamphlet-boxes. Pamphlets are first sorted
according to their size, then according to their
subject, and are then bound in volumes of not
more than 2 in, thick if oetavo size, or 3 in, if
quarto size. Bind in—

} light eountry ealf,

green art canvas gides,

t.:s edges red, .

ved leather label, with title “ Pamphlets.
Paper covers to be bound in position.

The reason of this last direction is that they
are often of coloured paper and 50 help to show
where one ends and another begins. Number
each pamephlet in a volume in top outside
eorner of the title page or cover. .



