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PREFATORY NOTE.

THE appearance of the following pages is attributed®
by its author to his sojourn for several years at what is
usually called an Indian Penal Settlement, that is to say,
a station containing scercely any European inhabitants.
Among the effects of such a residence may be noted two,
which have probablyshad a good' deal to do with the
genesis of this book.

First, one’s own ideas appear, from the fact of there
being hardly any one to criticise them, of exaggerated
value ; and secondly, one is seized by an almost incontrol-
able desire to come into contact with the outside world,
.il;.the only method available, viz., by rushing into print.

*Had circumstances been different, it is probable that
wiser counsels would have prevailed, and the following
lines remained in the obscurity which originated them.

Should, however, any of his suggestions be of the
least use to young officers, or lead to discussion of, and
comparison of experience upon, the important subjectd
mooted, the author will feel that his labours have not
altogether been thrown away.

JThe obvious omission of proper references to Gov-
ernment drders, circulars and other authorities, which
might hm;; proved useful even to those who attach no
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value to the original suggestlona of the work, . may be
subsequently supplied, should if escape total condemnation
at the hands of the public. * Provincial” colouring, and
that for which the surfoundings alluded to are responsible,
must be pardoned as ihevitable. Similar remarks apply
to the didactic uature of much of what-has & peen said.

RaEe Bageri, Oubs ; ] C. W. WHISH.
April 1892, |
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PART 1
OF THE DISTRICT OFFICE IN GENERAL.

CHAI’TER 1.
Tue Districr STA¥F AND THEIR Dutiss.

TaE following remarks apply more particularly to-the
North-Western Provindes and Qudh, though a good many
are doubtless applicable, mutatis mutandis, to other porttona
of the empire.

According %o the present condition of the majority of
districts, the whole of the public offices not directly under
the Imperial Government (such as Customs, Post Office,
Telegraph, &e. ) are assumed to belong to the District Office.
Thus the departments severed from the parent stem
upder the local self-government scheme (Municipalities
and District Boards) are still treated as undivided members
of the official family. A District Office may be di\fided
into the following 10 departments :—

1. The English Offiee including two sub-divisions =

(i) The Revenue or General Office and (ii) the
Judicial or Cmmnal Office.

2. The Treasury.

8. The District Board’s Office.
‘4, The Municipal Office.

5. The Court Establishments, -

6. The Record Office.
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7. The Munshikhana or General Head-yuarters’
Vernacular Office.

8 The Departmgnt of Land Records and Agricm-
ture, or Kanungo’s Establishment. .

9. The, Nazarat or Department of *General Office
Supefintendence, including the control of the
Ministerial Establishment.

10. The Tabsil, Local or Sub-district Office.

To these must be added— ’
11. The Court of Wards Office, or the Establishment
+ for the Official Management of Estates (where it
exists), and | .

12. The Registration Department.

Again, to these might be added the following 6 depart-
ments over which a District Officerhas more gr less control —

13. Education.

14. Public Works.

15. Medical and Sanitary Staff,

16. Jail.

17. Police.

18. Opium.

Nos. 13, 14, and 5 may be looked upon in one sense
af branches of No. 3.

" Of the first three departments of this second list, the
chief officer of the district ;ms the control in virtue of his
position as Chairman of the District Board ; of the second
two as the chief magisterial authority ; and of the last
as the chief revenue authority in the district, though in
this latter case the control is merely nominal. Afl theses
latter departments are under the controb of Specid] depart-
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menfal officers, so that it will be unnecess.ary to discuss
the fanctions of the officials composing the staff attached
to.them. All have, or should have, offices. separate and
distinet from that of the distifct.

A District Office might also pe bxoadly divided into the
English Department, the Depunme\\t partfy Enghsh and
partly vernacular, and the Department wholly vernacular.
Of the 10 sub-divisions given above, the first two are
wholly English, the third and fourth are mixed, and the
rest wholly vernacular Before pr nceedlnrr further a few
words seem necessary as to each of these 10 sub-divisions,
although references W111 be found to the whole 18 in
different portmns of thé work. Special chapters are
devoted to the following i—

The English Qffice (including the English portion of
the District Board and Municipal Offices), Treasury, the
Record Office, the Department of Land Records and
Agriculture, and the Nazarat, so that there only remain the
5th, 7th, and 10th items for notice in this place.

Item 5.—~The Court establishments do not call for any
rewark ; they consist, as their name implies, of the staff
of clerks considered necessary to conduct the work of,
and keep up the registers and returns required from, the
various courts of justice. . .

Item 7.—The term Munshikhana refers rather to a
place than to an office, though in a restricted sense it may
be taken to mean the staff of clerks kept to carry on the
miscellangous and general vernacular work of a district,
the most important item of which is the collection of the

land revenue.
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Begides this special function, the Munshikhgna is the
phee where the vernacular portions of all the above-men-
tioned 10 regular departments are located, when they haye
no special place assighed tosthem. Thus the vernacular
staff of the District Boards and Municipal Offices, and the
whole of the Ifand Recorda or Kanun.go’e Establishment,
appertain to the Munshikhtna.

Ttem 10.—The. Tahsil Office will be defcr lbeﬂ in detail
in a special chapter also ; but it may be.generally stated
here that it represents in many ways, as it wtre in
niniature, the District Office of which it is a sub-division.
Thus the Tahsil Office will be found to have a small Court
Establishment, Treasury, Record Offide, Nazarat, Kanungo's
Establishment, and Munshikhana of its own. The latter
‘department consists principally of* the staﬂ" intended for
the collection of land revenue, and this and the Kanun-
go’s Establishment are both phrticularly strong, as they
represent the working portions of the two departments.

A great deal of what has preceded will, of course, ke
unintelligible to a person unacquainted with India, until
the special chapters referred to, or the glossary, have
been consulted, but it was impossible, in treating of the
office as a whole, to avoid this. What follows will, it is
hoped, seem less obscure.

Tt will be convenient now to regard the est.a.bhsbment
as a whole, the individudls composing it being arranged
ageording to the salary they receive. The office certainly
ought to be worked as a whole, which would be one step
towards preventing the jealousy and friction Which too
often exists between the sub-divisions, . grea.t}y to the
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detriment of the administration. With regard to promo-
tion too, this is the only fair method of procedure. Unlest
this is done, certain departments will be sure to be neg-
lected because they have no one to ddvocate their claims.
To prevent confusion a column is added to the follow-
ing list showing to which of the abovementioned 10
departments each official belongs. Officials belonging to
the 8 “special” departments have not been included in
the list, because they cannot be convemently graded with

) 2.

the regular staff.
List of District O(j’iceafs according to salary.
1 2 I L 5 )
;2. + Depart- E
5 | Names of officials. | Pay. sugl?l'::l:l;n; Daties. REMARKS,
E . of office. |
DEPARTMENT L.—MENIAL SERVICE.
CLass I,—Inferior menial service, unpensionabls,
Ras.
o | Sweepers 5 | Nazarat |House-hold
sarvises,
2 | Mirdahas or chain- 5] Do. Surveyopera-
pullers. tions.
3 Harku.m or post-run- 5| Do, Carrying of
ners. letters.
Crass I1.—TInferior menial service, pensionable,
4 | Tent-pitchers |8 Nazarat . | As the name
implies,
6 | Orderly peons or mes- ’ 5| Do, Igo. .
Bengers.
6 | Tahsil messengers ... 1 5| Do, .. Do.
7 | Process-servers 56! Do, 4.! Do
CLABS TIT.—Superior menial service, pensionable,
8 | Literate peonsor mes- (to8 | Nazarat (Clerical work
sengers, connected
minis-
* terial staff,
8| Jamadegs or head 10| Do. ... |Superintend-
,J messengers. ence of mes-
e o e s 2 sengors,
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1] 2 3 ¢ | s .. 8
é ’ Department;
Names of officials, | Pay. |yp aivigion|® Duties. REMARKS.
g ofy office.

DERARTMENT U—INFERIOR SERVICE WITHOUT BESTRIOTION
A8 TO EDUCATIQNAL QUALIFICATION.

10
n

12
13
"

16

17

BB

o
-

)

8RB

Crass I.—Unpensionabls, L
Pound clerks + e {5t0 10 M anshi- Ag the name | Officials of this
- khana. implies, are not usu-
Weeders .. 10 cord ructfon, ally promoted
% Office. | of useless| unless for ex
: records. tionally good ser-
Copyists .. [10tel5, Ditto wAsthe name; vice; but see re-
. implies. mark opposite
Octroi moharirs or |8to12 Municipa- | Collection of | Department III.
tax clerks, lity. octroi duty. !
Pahvildars _or sub- 15 | Treasury | Asthe name
treasurers, o | ifAplies.
1 Chaukidari moharirs 156 | Munshi- itto,
or village constabn- khayg. -
lary accountants.
Crass I1.—Pensionabls.
Basta-bardars or re- | 6 | Retord- As the name | This small class
cord lifters. \ room. implies. seems  somewhat
: | i out of &l&ce, but
Daftaris or stationery 10 | English Ditto. is retained in its
superintendents, Office. * position in order
to preserve the
1 continuity of the
i arrangement,

DEPARTMENT IIL—SUPERIOR SERVICE, UNPENSIONABLE,

Dastak clerks or pro-
cess writers,

Head copyists

Treasurera -
Local fund ahalnfads
Conservancy inspec-

tors.
Municipal clerks ..
Octroi  superintend-

ents.
Distriot Board clerks

20 | Nazarat . | As the name
| implies.
20 , Record Ditto.
Office,
20 | Treasury Ditto.
25 | District | Accountsand
Boards’ clerica
Office. | workof Dis-
trict Board.
25 | Municipa- | As the name
lity. imBline.
25| Ditto . itto.
40 | Ditto ... Ditto,
685 Dli-'l“dg , Ditto.
Office.

N.B.—Deserving
officials of the un
pensionable

may be
promgted to pol:?l
carrying aneq
salary in the pen-
sionable lines,
Similarly incom-
bents of pension-
able posts may be
promoted to un-
pensionable offices
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2 3| 4 B 8
' Depart- |
Names of officlals, | Pay. | JBEOF | Duties, RaMAnEs.
of office.

Serial No.

DEPARTMENRT IV.—-S8UBORDINATE :BUPBR!O]% SERVICE,
PENSIONABLE,
Orass I.—Deparimental derks, 44k grade.

Distress, | In Oudh onl
neral oﬂga o4
superinten
dence and
muscellane
ons aoccts,

Keeping of
sub-t -
accounta,
As Na.im.
exceptin
distress, &
Clerical work
& accounts
m connec-
tion with
stamps
(lerncal du
tiesof courts
of jastice.
Keeping of
axclsa Ac t
counts and
Pape1s.

As the name |

implics,
1tto,

Mascella n g-
ous clerical
work of
Coll ehcot-ols
or Dy,Com
mx.::fonar's
Office.

As the name

"B,

26 | Naibs 0. Assistant #0t012 Tahsil
Nazirs,
Crass Il.—Deparimental clerks, 3rd grads.
27 = 8Siaha navis or verna 15 | Tahsil
cuiar accountants,
Miscellaneous moha 15| Bo,
Tirs. &
29 | Stamp clerks 15 | Theasury
30 ' Coupt ahalmads or 15 ICounrt estab
y {I departmental clerks. hishment,
al
*| Exclse clerks 15 | Munsh
b khana.
E
CrLAss HI.— Departmantal cler ks, 20d grada,
32 Asaistant record 20 Record
[ keepers. Ofhice.
33  Wasilbak: nawvises or 2 Tahul
local revenue ac-
f rountants. |
34 | Assistant general 20 | Munsin
mohari s, | khana J
L
| |
CLASS TV.— Dapartmental clerks, 1st grgds.
35 | Gencral mbharr 30 I Munsh
¥ 0 khana
36 | Stetistical cloyks 30 Ditto
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1 2 3 4 5 - 8
] Dopart
" ment or
1 [ ]
Nawes of officials, | Pay, | ("S0ESE | Duties, REMARES,
of .
|
DEPARTMENT V.-SUPERIOR SERVICE, PRNSIONABLE.
37 | Assistant munsarims 40 | Eoglish  |Judicial work | In Oudh only.
Office. | of English
88 | Beaders or peshkars, | 40 [Courtestab-| Head of es-
8rd grade. lishment. | tablishment
= attacheq to
. a court of
justice.
39 | Amistant head clerks | 50 | English J As the name
Office. | wraplies.
40 | Naszirs P 50 | Nazarat As No. 26.
41 | Naibs or assistant 60 Tahsil ., | Assistant to
sildars, tahsildar,
42 | Wasilbaki pavises .. ! 50 Mu:;:ﬁ:&a S& No. 33.
48 | Deputy munsarims 1] Eugéia}l As No. 37 Ditto.
44 | Readers or peshkars, | 60 {Courtestab | As No. 3.
2nd grade, lishment. .
45 mht gmer peshkars, 80 | Datto .. Ditte
Revenue superintend- | 100 | Munshi- |Principal
- . khana. | assistant to
the district
officer in the
Revenus
Deépartment,
47 | Judicial superintend- | 100 | Ditto Principal
assistant to
the district
officer in the
Judicial De.
rtment.
48 | Munsarims or court | 125 | English No. 37 . Ditto. This
superintendents, Office. L. stro judicial
49 | Head clerks .. [160to| Ditto Principal em{‘,ﬁ.h...m in
200 assistant to | Oudh is a velic of
district| the pmst, w
officerin the | the work of the
JEnglish De. | Oivil Courts waa
" partment. amalgamated
with t of
o8,

It is necessary to notice in this place the first and fourth

_departments, as these alone admit of general re

ks. In

regard to particular and special duties full details wili"be
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found, under the various headings concerned, in subsequent
chapters.

Depar?ment [.—Menial Service.

A good deal of the efficiency of the aduunlstl ation and
also of the well-being of the people depends upon the way
in which mgnial servants perform their duties. Much, of
course, depends upon the care exercised in the selection
of individuals for‘these pusts, and the degree of supervi-
sion t.hat is exercised oveg them ; but the observance of a
few simple rules will also greatly tend to prevent them
from abusing their posifion.

It is advisable to guard against any attempt on the
part of menial servants, particularly orderly peons, to
make themselves Jindispensable to their masters, As a
rule their service is best rendered in mute fashion, and
any attempt on their part to speak unless in answer to a
question, should be promptly suppressed. It is scarcely
hecessary to state that the highly objectionable practice of
officers taking such persons with them from one district
to another, will almost certainly lead to their endeavour-
ing to persuade the people that they are thus * indispen-
sable.”

The consequences will probably be that the character’
of the officer concerned will suffer, and illegal gratifica-
tion will be taken by the subject of his ill-advised partiality,
under pretence of influencing him in his official actions,
Messengerg should have a district uniform, that for the
Sadar being different from that of the Tahsil establish-
ment. If Gov ernment sanction cannot be obtained to the

2



purchase of uniform, messengers should be directed to
dress in clothes of a uniform pattern,

When messengers are employed on any distinet wark,
the date and hour of theireproceeding to perform it should
be recorded, and a certain time be allotted them for the
purpose, whith should not be exceeded without good
reason.

About 15 miles a day is a fair average journey for one
man. Work should be so arranged that the same tract of
country is not traversed twice.

Department IV,

A departmental clerk or %halmad 191, as his nome
imports, the official to whom the special supeunfendence
of the papers relating to any particulyr department ave
made over. He is, of course, liable to perform any other
work at the discretion of the head of the office. The first
and most important duty of an ahalmad is to keep all his
papers in order, and to be very careful that no paper if
outside its proper bundle or basta  All papers should bé
arranged in order of date, and in the case of orders which
have not been carried out, an entry of the reason should
invariably be made.

An ahalmad*should keep four bastas or bundles of papers.
The first should contaiy all current papers which have to
be brought before the officer in charge of the department ;
the second should contain all papers on which orders,
have been passed that are in process of being cprried out ;°
the third should contain all papers that are én process of
being made into misls or records ; and the foungh complete
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misls_or records, which are ready to be deposited in the
record-room. Each bundle should be clearly labelled.
An ahalmad should compare the papers actually received
by him with the chalan or inveice to see that nothing is
missing. All papers unconnected with any previous ones
should at once be brought upon the mislbamd or file re-
gister, and_those appertaining tb papers already pending
consigned t8 theiv respective places.

The distinction between the head-quarters” and the
sub-divisions of a district (or tahsil) will have been noticed.
Care has to be taken by a District Officer to hold the
balance true between the Sadar (or head), and Tahsil (or
local sub - divisional ), offices. The officials of the former
are generally anxious to establish a kind of usurped au-
thority over the head of the local office or tahsildar. In
his turn the tafisildar sometimes tries to prevent the
officials of the head office from doing their duty in bring-
igg the delinquencies of his office to light. Both tenden-
cigs have, of course, to be resisted, and while the officials
of the head office must not be allowed to wield the author-
ity of their master, they must not shrink from bringing
to light local derelictions of duty, even if they involve
blame to the talsildar personally.

Differences of opinion will probably exist as to whether
it is advisable to amalgamate the staff of the departments
classed as “special ” with that of the 10 regular depart-
ments. If they are kept distinct, it still will be well to have
a list of officials and candidates as for the “ regular " staff..
If the whole service is thrown into one, officials may
be 4nterchanged, between pensionable and unpensionable
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appointments according to the principles laid down in the
note opposite Department IIT, supra, page 14. It will be
observed that the list of officials contains no mentipn. of
any belonging to the Department of Land Records and
Agricultyre. The reason of this is that appointmients
can only be thade to this Department of candidates who
have passed the special departmental examingtion. 'But
there is no reason why kanungos should not be promoted
in the regulgr line, gnd it is the desire of the Supreme
Government that they should be so rewarded for good
work. They should be promoteﬁ to the 5th Department
or that of superior service.

CHAPTER 2.

APPOINTMENT, ProMOTION, LEAVE, AND PUNISHMPNT.

THE present seems the proper place for offering sugyes-
tions as to the appointment, and treatment when appomt-
ed, of the district staff.

i Appointment.—The observance of some regular
system of making appointments to the Government
service is one of the most important details of district
administration. Only under the most exceptional circum-
stances should gny one be appointed unless his name has
been previously entered in a register of approved candi-
dates, and, of course, unless certain required conditions
have been fully satisfied.

It is not, perhaps, too much to say that nothing has
been productive of more evil in the adminjstration, of
India than laxity of system in the matter of appQintnfents
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to the Government service. In some localities favouritism
has prevailed to an extent which is almost inco:_lceivaﬁie,
and’ the result las been that, the Government service
has been debased into a kind of monopoly or close
preserve for certain individuals, fandilies, or £liques. No
matter how watchful his supervision may be, a District
Officer will Bnd himself constantly having to check party
or individual intrigue in this respect. Party mtrrgue will
usually take the form of organised opposition to the entry
into the public service of*any but a soi-disant privileged
class or classes: individual intrigue will usually take the
form of an endeavour tdreserve appointments for relatives
and hangers-on,, who have followed their patrons in the
subordinate service from district to district in hopes of
employment. It # hardly necessary to remark that the
last mentioned most objectionable practice should be
absolutély prohibited, and officials detected in it after due
waining considered unfit, certainly for promotion, if not
for the Government service at all. It is, indeed, hardly
necessary to enlarge upon the evils of the oriental curse
of favouritism, but while on the subject a few words of
comment may not be out of place. The Government, as
the largest employer of labour in the country, has a right
to demand the most able workmen that the country can
supply ; besides which it is doig a grievous wrong to
the people at large to employ any but the most able and
efficient instruments available in the administration. I
follows that the public service must be open to all, ah¢
all ﬁepotisnf. and indue influence cradicated if succes:
is desired:® The abo¥e remarks must not be taken tc
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depreciate the advantages of birth and good family' in re-
gard to the public service. ©On the contrary, good birth
is usually a guarantee for,a certain amount of immunity
from the vulgar vices most objectionable in a public servant.
But birtlr is gnly one®among a large nuinber of necessary
qualifications, and undué weight must not be. given to it.

In every case where the public service ateiarge would
be a loser by the exclusion of an individual chosen from
even the lowest stritum of society, unreasoning preju-
dice against his origin should ®e powerless to exclude
him. Itis, of course, notorious that an aristocracy not
recruited, at least to a certain extént from below, tends to
deteriorate. .

The inferior class of public servants obtained where it
prevails is not the only evil of favouritism : where it exists
there is absolutely no stimulus to good work on the part
of those individuals who have obtained office, when uhey
know that merit is powerless ag:dnst favour.

With these preliminary remarks we may proceed’ to
consider the principles on which a register of candidates
should be compiled. Whenever an addition to the list of
candidates is considered desirable, the fact that new nawmes
are about to be registered should be made as widely known
-as possible. At the same time the fact might and should
be notified that prefererfce will be given to district candi-
dates, and that therefore candidates from outside come at
their own risk and have no claim to appointment. g8

‘2. Secondly, the notice regarding candidates should
specify the kind of appointment likely to be'vacant, ‘and.
the date on which selections will be mgde : it %hould also
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specify the conditions on which appointments will be
made.

*3. In case of doubt as to the qualifications of various
individuals, they should be determined by examination,
marks being given for good ﬂ;mlly,.physma.l qualifications,
previous service and other claims, as well ‘as for answers
to examintation questions.

4. Not more than one relative of any official residing
within the distiict should under .any cireumstance be
appointed, and, as a rulg, when so appointed, should be
transferred to another district.

5. Registered cangidates allowed to work as appren-
tices must attend office rdgularly like officials, and will
lose their place if absent otherwise than on leave,

6. Menial sewvants who have worked with credit are
entitled to have their heirs entered as candidates. In
special cases when menial servants have died without
obtaining pension, their heirs may he appointed direct if
they have done really good work. In other cases the
heirs will be entered after the candidates already on the
list, on the date of their ancestor going on pension.

7. No candidate should be allowed to appear unless
he possesses, besides the Government educational qualifi-
cations, three certificates. First, a certificate of good moral
character ; secondly, a certificatg of fitness for apprentice
work ; and thirdly, a certificate or bond from some wealthy
person binding hum to support the candidate for at least a
year durigg his tevm of apprenticeship.

8, Candidates may be divided into six classes.  Firsg,
thOSe whop have served or are serving in a Government
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office ; second, those who have held unpaid positions of res-
ponsibility in a Government office ; third, those who have
served without pay in a Government office, but not ‘in
positions of responsibility. These three classes may
be arranged in order of continuous attendance at office
whether paid or unpaid. « The fourth class may comprise
candidates who have pasaed both the Government middle
class exasnmatlon, and ulso an examination by a com-
petent officer as to their fitness for office work. The
Aifth, those who bave passed the former but not the
latter. And the sixth, those who bhave passed ncither.
The last three classes are supposedenot to attend or have
attended office, and should be atranged in order of permis-
sion for the entry of their names in the book of candidates.

9. Candidates from the lower classes svho have qualifi-
ed for entering into the upper ones by service in the office
should be posted accordingly from time to time. * This
should, of course, be done before the book is used for
making appointments. Special books should be kept for
candidates for employment in the departments classed as
‘““special” in Chapter 1. The number of candidates
should be proportionate to the number of vacancies likely
to occur within the year ; matters being so arranged that
approved apprentices have not to wait more or much more
than 12 months for permanent employment. Each can-
didate should be made over to a special office or officer.
The headings suggested for the register of candidates will
be found in the Appendix, "

ii. Promotion.—To assist the District Officervin making
promotions, there should be in every District Oﬁ"iqt) a regis-
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ter or list of the entire staff which may be prepared
according to the classification in Chapter 1, or any other
which commends itself to the District Officer. .The head-
ings suggested for the register will be found in the
Appendix.

Names should be arranged in order of length of continu-
ous service, For the purpose of deciding what is continu-
ous service a definition may be suggested. Continuous
service in the District Ofhce may be defined as service
interrupted only by absence on leave, or service in the
Settlement Department. No other service, such as service
in the Opium Departigent, under a Municipality, &c., can
count. The only difficulty that occurs is in filling up
the column r(;lating to fitness for promotion. For an
inexperienced officer no plan could be better than to have
these entries made on the report of a Committee of as many
of the District Staff, Deputy Collectors and Tahsildars, as
cfn be got together. If this 1s not done, it will usually

be believed thut the District Officer is in the hand of the
principal native official in his office, and even if this is
not the case, illegal gratifications will probably be taken.
Even should a District Officer know every official on his
staff so well as to be able to decide himself as to his quali-
fications, he should invariably take into consideration the
reports of European or Native Qfficers under whom those
officials are or have been working before filling up this
column. The register being complete, promotions will be
sasily made from it. It should ordinarily be made a rule
thii§ no juthping is to be allowed, i.e., that each official will
be promrgped to the grade immediately above that in which
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‘heis serving and no bhigher. Selections for superior service,
and for those posts I:equiring_s;)ecial qualifications must,
of course,-be made by the District Officer on the best
basis uvailable under the éircumstances. Even here cau-
tion as to too great faith in his own-pewer of selection
may be reconfmended.

It way also be noted that if the individual whose name
stands next on’ the list is allowed to try his hand for a
short periods and then debarred from plomotion if found
unfit after actual trial, the resulgs will generally he good.:
Misbehaviour will, of course, render a person liable to
degradation. Temporary promotipons for short periods,
u.¢., during leave of (say) less%han two months, may be
allowed to go locally, that is, a sub-division of the office
such as a tahsil may be allowed to supply officiating in-
cumbents for posts thus left vacant. All promotions
among menial servants are usnally made in this way.

iii. Leave.—Leave should be granted as a rule whefl-
ever réquired, subject, of course, to the provision of the
Civil Leave Code. Native officials of the lower grades,
unless residing very near the office where they serve, seldom
desire leave unnecessarily. Officials who have served with
credit and approbation for more than a year should, as a
rule, be granted leave free of all charge to themselves, if
this can be done without jnjury to the public service.

Nhen it is impossible to grant leave without a substitute,
persons falling under the above definition may be allowed
to appoint substitutes themselves for short periods not ex-
ceeding two months, provided, of course, that the subgti-
bate’s character and qualifications are vouchedsfor by a
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responsible officer. Substitutes appointed under these ¢ir-
cumstances are understood to have no claim whatever to
appointment. The official appointing a substitute is, of
course, responsible for that substitute’s work.

Officials who have not rendered a,year’s approved service
may be allowed leave without pay. No official under the
rank of ddpartmental clerk, third grade, should, as a rule,
have leave except without pay unless as a special case
and as a reward for exceptionally goed conduet. * A smaller
favour may be conferred by allowing an official of this
class to name his own substitute. No office lower than
the department of subordinate superior service should,
ordinarily, be kept open for more than a year. :

iv. Punishment.—1It is inadvisable to be constantly
punishing superior officials, as it entirely destroys their in-
fluence with their subordinates. Should they fuil to per-
form ‘their duties satisfactorily, they ought to be reduced
Every act of delinquency ought, Lowever, to be recorded.
Nothing lends so much to the demoralisation of an office
as for small faults to be repeatedly passed over. Keeping
a record of all offences, however slight, is fair to all, and
prevents those who can show a ¢ white unblemished page "
from feeling that they ave treated just the same as the
habitual offender. : , *

A number of small faults may, of course, be treated as
equivalent to one or two grave ones, and will be good
ground for punitive measures. P -

Fines are unsatisfactory punishments, as, with mfcnor
officials, they generally have the effect of setting the
offenderito work totry and reimburse himself by 1llega1
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actions. A small fing is useful as a premonitory punish-
ment, and when this has to be repeated it is generally best
followed by reduction or suspension. The object of every
officer should be, if possible, to reform his subordinates,
but to get rid without mercy of the incorrigible.

For the purpose of recording the faults of the subordi-
nate staff as above suggested, a book should be ogfened with
a page devoted to each official who commits any fault.
It will be useful to devote a page or two to each subordi-
nate office also, such as Tahsils, ducation Department,
Court of Wards, &c., and note against the office any
cause of complaint, ¢g., any tahsid which was habitu-
ally late in returning the results of local enguiries would
be thus posted, and the cause of the delinquency inquired
into when the tahsil was inspected. This plan will have
a wonderfully stimulating effect on the whole of the Dis-
trict Office. '

No punishment should be inflicted in haste, but a lapsc
of several days allowed between the discovery of the fault
and the orders passed on it. It is a good plan to have a
fixed day, once a month, or once in every two months,
for deciding all punishment cases It is a saving of
labour to do a lot of similar work at the same time.

CHAPTER 3.
Ter Excrisa OFFICE,
As explained in.Chapter 1, the English Office pust be
regarded as absorbing and containing the Englisk portion
of all other departments except the Treasury.
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In itself, however, it may be regarded as divided into
four sub-divisions, the General or Revenue Department,
the Judicial Department, the Municipal Department, and
the Local Funds Department ‘or District Boards’ Office.
To each departmpent there are ordinarily allowed one or
more assistant clerks, besides the Head €lerk, who is
responsible for the work. The' Revenue Head Clerk is
supposed to keep a gencral supervision over the whole.

The importance of efficiency in thig portion of a District
Office is obvious ; but it may not be out of place to remark
that its importance is derived from the fact that it forms
the link between the vernacular or working portion of a Dis-
trict Office and the outside sworld. Any delay or inaccuracy
in the working of a district English Office may delay the
work, and vitiate the statistics of a whole province, and
might also be productive of serious injury to individuals.
Looking upon it as a whole, an English Office may be
divided into the following 9 subordinate departments: —

1. Correspondence.
The Custody of Pending Files.
Record Room.
Library.
Bills.
Accounts.
Registers and Returns.
Reports.
Miscellaneous.
1.—Correspondences

Jhe co;';espondence of a District Office is divided into

24 deparfments, ¢he first 12 of which are called the Boards’

00 M 0
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or Revenue Departments, because they are in use in the
QOffice of the Board ‘of Revenue. Each department is
divided into files according to subject, the entire corrgs-
pondence on any subject ferming a file. Every letter, in
like manner, on that sgbject forms a serigl number in the
file, the numkers of both letters and files being assign-
ed according to date. To keep the correspgndence in
order, and to be able to produce at once any letéer required,
it is only necgssary to, observe the following rules :—

(1) Give every letter its proper serial numbér in a
file, and every file its proper serial number on the file
register.

(2) Enter every letter received or issued, and note the
date of the submission of all papers for orders.

(8) Place all files on separate departmental shelves,
and see that they are in proper order and not mixed
up.

The only books that need be kept up in connection with
correspondence are the following :—First, the register of
receipts and issues, in which it is scarcely necessary to'
remark all letters must be entered immediately on receipt
or despatch ; secondly, the stamp account hook which
serves as a register for all issues by post ; and thirdly, the
usual peon or messenger books which serve as registers

«for all issues by hand, Each entry in the first book must
contain the number of the previous and subsequent entry
(if any) concerning the same file (backward and forward

«chaining), and be marked with the letter C when a file is
closed. This completes the system for the rngy tracing
of any paper in the office, ]
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2.—Custody of Pending Files.

Certain almiras or book-cases should be reserved for
perding files, which must be kept completely distinet from
closed ones, the latter formidg a separate department
(The Record Office). When a letter referring to a file
antecedent to the new system is received, th® old file must
be got ou% and brought into tHe pending department, a
note being made in the file list.

All files taken out for use in office should be returned
to their places at the cloge of the day.

3.—Record Room.

A good many of tlie following remarks apply, as will
be at once seen, both to the present department and that
last treated of ; but in order to avoid repetition they are
given here only. (1) Each almira should be divided into
compartments, each corresponding to one department.
(2) Files should be arranged in packets, the file numbers
running. through the arrangement. (3) Files should be
enclosed in paste-board or wooden covers clearly marked.
[N.B.--The open file arrangement by which no paper is
folded is the best.] (4) The whole of a file should not be
gent out of the office, but only such portions of it as are
required, a slip memo. of the missing numbers being placed
in the file. If a whole file is removed, a memo. to that
effect must, of course, be placeﬂ in the packet. (5) All
formal papers should he weeded as soon as a file is con-
signed to the Record Room. All other papers must be,
weeded apder the orders of the officer in charge. (6) An
average pumber of papers and files must be settled as a
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daily task for' the weeder. The Head Clerk will be held
responsible for instructing him as to how his work should
be performed, and if he is employed upon extraneous work
sanction must be obtained.« When records are completely
destroyed, a slip containing the description 2nd date of
destruction should beleft irf their place. (7) The keys of
all almiras should bear a‘umbered labels of bpne, paste-
board, or parchment. X
4.—Library.

When a separate room cannot be devoted to the pur-
pose, English books only are usual]y kept in the English
Office, and vernacular books in the Munshikhana. Every
book received must be at once entered in the catalogue
and labelled. Every officer taking a book‘should leave a
receipt for it. At the commencement of each calendur
year a list of all additions and certificate of correspond-
ence of the library with the catalogue must be sent’to the
Superintendent, Government Press. "

All obsolete or useless books must be weeded and sold
as waste paper. More than one page of every book should

SR 5.— Bills.

All bills should be carefully checked and initialed by
the Head Clerk, and should be passed on the hasis of a
list of permanent oﬂic;als which should be revised by the
10th April of each year. * The total of each bill should be
tested by the Head Clerk, and all corrections made (in red
«ink) by striking the pen through erroneous ﬁgures the
correct figures should then be attested by the,initials.of
the disbursing officer. No erasures or.blurted figures
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should be allowed. The Head Clerk should prepare a
statement apportioning the total budget sanction over
every month of the year, sd that the District Officer may
know, at once, if anything abnowrmal has taken place in the
expenditure. The apportionment should be on the basis
of 5 years’ actual requirements. Each separate hiead of
charge should be separately treafed. The usual division
of the annua]grant by 12 is obviously useless ; each month
of the year should be considered separately.

6.2 Accounts.

The only departments of the office which have much
to do with accounts afe the Municipality and the Dis-
trict Boards’ Offices, which kee, their own accounts under
the local self-government scheme. These departments
are theoretically distinct from the District Office, but,
ag u matter of fact, they are usually amalgamated with it.
Seg supra, Chapter 1, and as to accounts, Chapter 7

(Nazarat).
7.—Registers and Returns.

A list of returns, budgets, &c., with the dates on
which, and the authorities to whom, they are due, should
be hung up in a conspicuous place in every office, and the
Head Clerk should be careful to see that they are despatch-
ed on due dates. Every returnmust bear the initials of the
Head Clerk as a guarantee of its.correctness, and of the
fact that he has tested percentages, totals, &c. Budgets are
.ordinarily prepared on the basis of the actu.als of the cur-
rent®and prleceding year, but the average of at least 5 years

gshonld alwaws be considered before a budget 18 approvecl.
3
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8.—Reports.

The Head Clerk should bring statistics for the com-
pilation of every report to the District Officer one cjear
month before the reporé is due. The average figures
of 5 years back, at least, should be collected for com-
parison ‘with the sfatistics of the year under report.
Reports should aim at. giving a concise history of the
year's operations without repeating, more +than is abso-
lutely . necessary, matters to be found in the figured
statements. The body of the report should* also,e of
course, explam any anomalous ‘or remarkable resnlts re-
vealed by a figured statement. L‘very report should be
complete in itself, and not wfer fo unconnected papers in
such a manner as to render their perusdl necessary for
the clear understanding of what is meant.

9.—Miscellaneous.

A list of unanswered references in all 4 departments
should be placed before the District Officer by the Head
Clerk, every week, or at least every month. A vernacular
list of unanswered references should be kept to check the
work of tahsils in local enquiries, on the result of which
answers to many references depend.  Every chest contain-
ing papers or books or articles of any description should,
be catalogued.” No useless papers or other aiticles should
be left lying in the office—nothing in fact which is not
registered in some register or catalogue. All character
and service books should be completely written up, and
particular attention paid to the entry regarding eommance-
ment of service, which should be carefully vefified.
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SUGGEESTIONS FOR INSPECTION oF ENGLISH UFFICES.
[N.B—The questions,”-as a rule, expect afirmative
ahswers. |
1.— Correspondence.

(1) 1Is the system of classificition and registration
properly understood ?

(2) Aresthere any letters not included in a file or any
files not entered in the file register ?

(3) eAre any unauthorised registers kept up ?

(4) Is the column 8f references in the letter register
properly filled up, i.e., with backward and forward chaining
and the addition of tht letter C whenever a file is closed ?

(5) Is thw date of submission for orders noted upén
all letters ?

(6) Are all letters properly docketed ?

(7) Where circulars laying down rules of practice
have given rise to correspondence, is a copy of the circular
kept in the file ?

2.—Pending Files.

(8) Has any correspondence referring to old files, an-
secedent to the new system, been received without bring-
ng the old files concerned on the file register ? '

' (9) When files are removed from the gld bundles, is 4
aote of the fact made in the fly-index ?

(10) Are pending files kept in separate almiras, with
2 marked shelf for each department ?

(11 “Are all files returned at the close of the day toe

théir proger shelf ?
(12) Are any closed files mixed with pending ones ?
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3 — Record Room.

(13) Are all the serial numbers of files complete, and
if any are lost has the matter been reported ?

(14) When portions of a file have been removed by
any officer’s order, is his receipt or a slip memo. entered
instead of the”mlqsmg numbers ?

(15) Does each packet contain a note of any file still
pending ?

(16) * Are the packets arranged in numerical order and
keeping the series of files continyons ? °

(17) Are the rules for weeding understood, and is the
weeder confined to his proper dutigs ?

(18) How many papers and how many files does the
weeder weed a day ?

(19) Are all formal letters and manuseript copies of
printed documents destroyed when a file is closed ?

(20) Are all papers to be destroyed inspected by the
officer in charge ?

(21) Are all revenue administration, settlement and
income-tax reports kept ?

(22) Are the files neat ?

(23) When files are completely destroyed, s a record
kept of the fact ?

4.— Library.

(24) Isthe library clomplete ?
(25) Is the library catalogue kept up according to
» rules ?

(26) Have all obsolete books and circulars Been
weeded ?
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(27) Aure all the rules for classification understood ?

(28) Ts a receipt always taken from an officer remov-
ing a book ? ’

(29) Is the seal of the Distnict Office stamped on more

than one page of every book ?
(30) Who is,responsible for the’custody and condition

of vernacular books ?
(31) Hate the books heen compared with the cata-

logue, and a completion certificate sent to the Superinten-
dent, Government Press ; also a list of all books received

within the year ?
5.—Bills.

(32) Are all corre::tions in bills made in red ink, and
initialed, and are erasures prohibited ?

(33) Is there a statement apportioning the budget
sanction under every head over all the 12 months of the

year ?
6.—Accounts.

(34) Are the accounts neat and free from blots and
erasures ?
(35) What system of audit is there ?
7.—Registers and Returns.

(36) In all papers and registers prepayed on the basig
of vernacular returns and reports does the Head Clerk

compare the former with the latter ?
8.—Reports.
¢37) *How many times have reports been submitted
on due dages within the year ?
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(38) How many have been more than a month
late ?
9.— Miscellaneous.

(89) Are there any office rules and a district order
book in which to enter them ?

(40) Does®the officer, in charge inspect the registers
every week ?

(41) Is there a list of returns and reports with dates
of submigsipn hung np in a conspicuous place ?

(42) Is a weekly list of pending reférences submitted
from all departments ?

(43) Is the distribution of work fair, and does each
department willingly assist the other ?

(44) Is there a list of references pendifig from tah-
sils ?

(45) Are all character and service books completely
written up ?

(46) Are the entries regarding commencement of ser
vice derived from any source other than the officials’ own
statement ?

(47) Do all chests and cases contain catalogues of
contents ?

(48) Are there any papers or other articles lying about
which should be destroyed or taken care of ?

(49) What is the state of the office furniture ?

(50) Are the almiras properly filled, or is there an
unnecessary sacrifice of space ?

(51) Ave the keys of all almiras numbered ?
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CHAPTER 4.
Tue TrREAsURY.

Tue Treasury Department of a District Office combines,
in the majority of districts, the accounts of all departments
that do not (like the District Boards and Municipalities)
keep their own gecounts, and the.entire banhng buginess
of all Goverrtment Offices. In large places where branches
of the semi-official Bank of Bengal exist, the banking
business js made over to this instituton, and the £reasury
becomes a mere accounts and audit office ; but in most
instances the two functions are combined. The Civil
Account Code is so fulleand minute in all its divections as
to the conduct of treasury business, that it seems scarcely
necessary to enlarge upon the subject, but an enumera-
tion of the most important duties of the District Officer
and his subordinates in this connection may be found
useful :—

o A.— Duties of a District Officer.

1. The District Officer is not relieved of responsibility
for the balance in his treasury by the delegution of current
duties to the Treasury Officer. On the contrary, unless he
observes all the rules prescribed by the Civil Accounts
Code for the check and control of his Treasury Officer’s
work, he may be held personally responsible for defalca-
tions. .

2. The District Officer must verify the cash balances
at least once a month (or once in two months during the
campmg geason). .

3. Taheil balances must be verified once a year by the
District Qfficer or-one of his gazetted subordinates,
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"B.—Duties of a Ireasury Officer. .

The most important duties, of a Treasury Officer may
be tabulated as follows :— .

1. To explain all circilar orders, &c., to the clerks.

2. To see thut the public is not put to any incon-
venience or %reated with partiality by the subordinate
staff. »

(Nore.—In the following the Roman figures refer to chopters, and
the Arabic fignres to rules, of the Civil Accounts Cade.)

3. To enter personally all receipts and issues in the
stock books (I, 10).

4. To sign the pension register and permanent pay-
ment orders (XVIII, 2, 6). .

5. To sign the deposit registers and check all irregnlar
deposits (XIV, 2, 6).

6. Carefully to examine all vouchers for payment
before passing them.

7. To see that all remittance-bills drawn on other
treasuries are in regular series, and to sign and date the
advices (XX, 18). .

8. To see that all receipt stamps are properly defaced
(XVII, 10, note 3).

9. To recover promptly all retrenchments ordered by
the Accountant-General (XXXII, 2).

10. To refuse to pgy enhanced salaries without pre-
audit (III, 5).

11. To prevent all erasures in bills or accounts (I,
10,6]). |

12. To audit daily e cash transactions,of the ‘day
(XVII, 23).
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13. To verify the Treasurer’s balance ‘every day
(XVII, 23). |

The last two items are so important that a few words in
their explanation will not be out of place. Before leaving
the treasury for the day the Treasury Officer should check
all receipts entered in the cash bopk"and seeothat they are
supported by chalans or notices of remittance, or entries
in the tahsil 8iahas (or sub-treasury consolidated account
sheets) ; he should also see that every item is properly
posted in its appropriate schedule. It is, therefore, neces-
sary first to check the éntries in the schedules by those
in the sadar chalans and tahsili siahas, and then to see
that the total of each s;chedgle is properly entered in the
cash book. The sum total of all the schedule-totals
plus that of any items posted directly in the cash
book will give the total receipts for the day. Each item
on the debit side should then be carefully checked by the
respective vouchers, the sum being, of course, the total of
payments for the day. The balance by the Treasurer’s
balance sheet can then easily be struck, after taking into
consideration the opening balance, and that for the whole
district after taking into consideration also the balance in
sub-treasuries (accountant’s daily balance sheet). This
verification of the balances is all that is necessary for the’
daily aundit. :

Suggestions for Treasury Inspection.

The form of printed questions prescribed by the Board
of Revenue for the use of Commnssloners in 1nspect.1ng
district t.!easurles is, of course, all that is required *for
that purpf‘se
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The following questions apply to the inspection of
Tahsil sub-treasuries :—

State of Treasury, §c.
1. What is the state of strong room, treasure chests,
chests,-locks, bags antl scales, &c. ?
2. Has the Executive Engineer’s cértificate been re-
newed, according to standing orders, within,fhe year ?
8. Is there a depa.rtmental order by the head of the
District Police defining the duties of the treasury guard ?

Procedure p?'emous to Tender.

4. Are printed chalans or notes of tender readily
available to the public ?

Procedure after Tender previous to Credit.

5. Does every chalan go first to the wasilbakinavis
to be posted in the khatiuni, then to the tahvildar to be
signed and lastly to the siahanavis for entry in the
giaha?

6. Are dakhilas (receipts) given for all descriptions of
receipt ?

Crediting of Money Received.

7. Are all doubtful items credited under the head which
seems most applicable, or under Miscellaneous, and not held
kharij-az-siaha (outside the public accounts)?

8. If a dakhila islost, is a certificate of payment given
instead of a duplicate ?

9. Are the numbers of chalans, tahvildar's ledger,
khnt.mm, dakhila bahi (or receipt register), and* ahalmtads
books, the same ?
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10. - Is the preparation of the supplement to the siaha
understood ?

Payments.

11. Are all payments supported by vouchers ?

12. Is the whole of the treasury order cashed, the
unexpended balancg being held kharij-az-siah®?

13. Is the kharij-az-siaha kept as low as possible by
short-drawing pay of absent officials, and every other avail-
able means ?

Stamps.

14, Are the registers neat and free from erasures ?

15. Are acquittance rolls (kabz-ul-wasul) properly
stamped and the stamps defaced ?

16. Are suffitient stamps of every description in stock,
and are indents from head-quarters promptly complied
with ?

17. Are receipt stamps kept by all vendors and all
courgs within the tahsil ?

18. Has the office been inspected by the stamp officer
or,some one on his behalf within the year ?

19. Are stamps of the highest value available in-
variably used ?

20. Are private copies stamped when filed in cases ?

21. Are process fees (talbana) properly taken, and is
the income up to the standard of the province ?

22, Is the stamp revenue allowed to suffer by sending
for records when parties ought to file copies ?
* 23. Are powers of attorney (mukhtarnama) invariably
asked.for when parties are absent ?

24. Are g,:aphcanons for summoning witnesses stamped?
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25. Is the Court punch of a pattern distinet from that
of the record-room ?
Pensions.
26. Is there a proper list of pensioners. and how is it

verified ? .
27. 'Are all pensioners over 70 jyears of age seen

annually ?

28. If any pensioners are paid at the" tn.hsll does the
tahsildar understand and carry out all the rules ?

29. Are any pensioners exempt from personal appear-

ance ?
Miscellaneous.
[ 9

30. Are items outside the accounts kept under joint
lock ? )

31. Is small change freely supplied to the public ?

32. Are currency notes freely given and received ?

83. Does the tahsildar understand the rules as to
short-weight coins of every description ? .

34. Are the rules for the payments of revenue money

orders understood ?
35. Have the tahvildar's books been examined within

the year ?

36. Is the tahvildar transferred every two years?

37. Is there a daily comparison of dakhila bahi, siaha,
khatiuni, and tahvildar's account ?

38. Is every page of the account books totalled and

English figures used in them ?
. 39. Does.the tahsildar daily audit the cash transac-

tions of the sub-treasury ?

—————
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CHAPTER 5.
Tue VERNACULAR RECOED-ROOM.
Conditions of efficiency in the Room itself.

TaE record-room should be enclosed on every side but
the one by which’ the record-keeper must enter. The
office should ‘really be a suite of three rooms opening
one into the other. The first, the record store_room,
the second, the inspection room, and the third, the copy-
ing room. Admission to the whole suite should be by
one door, or two at the most, and the copying depart-
ment should be inaccessible to the public  Gratings
should be supplied, through which applications and copies
are interchanged.

Arrangement of the Record-Room.

Fhe division of the record-room is by parganas, an old
territorial division of the native Government adopted
by the British. To each pargana is allotted one or more
racks or shelves, each marked with the name of the
pargana in large letters.

The arrangement of the records relating to the par-
gana is mauzawar, that is to say, the papers relating to
each maunza or village are bound wp together in one or
more buundles or bastas : o1, if the number of records
relating to any mauza is too small to fill an entire bundle,
the papers of one or more will be hound, up together.
Records thag do not belong to any particular mauza are
arranged according to subject.
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The bundles should be clearly marked with the name
of the mauza or subject. Each bundle contains a fly-
list tabulating the records'in ovder of decision, and as
each record has simiexly a list of papers, the finding
of any paper is an easy matter.

Establishment,

The staff of the record-room cousists of one or more
record-keepets and assistants, having under their orders
a number of recerd-lifters and weeders proportionate
to the work to be done. The copying establishment
may also be regarded in a certain sense as belonging
to the record-room.

The following officials gall fon a few remarks in this
place :—

Record-lifters (or basta bardars) should make them-
selves acquainted with the colour of the bastas or bundles
allotted to each pargana  They should, of course, be
very careful to return each basta to its proper- place
after removing it, otherwise the utmost confusion will
occur. If this re-arrangement is impossible on the day
of removal, owing to extraordinary press of work, it
should be carried out the first thing in the morning of
the succeeding day before the special work of that day
is commenced.

Weeders.—The dujics of weeders are confined to
detaching from the records such papers as the record-
keeper directs. In general practice, however, the re
cord-keeper orders the weeder to weed a p:qtlcu]ar
basta He must, therefore, know all the ryés for Wweed-
ing. The reason why weeders, as a rule, do so little
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work is simply that they are employed on work other
than their own A fair avernge of work is 500 papers
and 50 misls or records per diem. It should be asecer-
tained also that the work is accv» .y as well as quickly
done. Every weeder should be furnished with a memo.
signed by the 1ecord-keeper, showing the description of
papers to be weeded.

System of Registration.
The system of registration in récord-roonrs” is two-
fold, the objects being te ensure the immediate entry of
all papers entering and leaving the record-room, and also

to ensure their being readily and easily obtained when
wanted. A third set of registers is required to show

accurately the daily tale of work performed by each
member of the subordinate staff. This latter kind of
register is easily understood, but it is important to dis-
tinguish between those which are intended to serve asg
stk books, and those which are intended to trace records.
Of the former kind are the daily registers of receipts and
issues, and of the latter the lists placed in the various
bastas or bundles.

Preparation of Records for the Record-Room.

Every departmental clerk is bound to prepare his re-
cords with special reference to thejr deposit in the record-
room. Detailed instructions are éiven a8 to classification
in the cirenlar and cannot be mistaken., Files capable
"of taxritorial arrangement are separated from those which
cantot be Yrpated thus, and have, therefore, to be arranged
by subject. In ¢very file the first paper inside the
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wrapper (or qaidak) is the fly-leaf; on which ig inscribed
in dynchronous order a note of every paper and stamp
in the file, and of those which are subsequently removed.
The second paper i caally a list of orders or proceed-
ings in the case, and then the other papers in.order.
Each ‘deseription of® case as above (hetween fifty and
sixty territorial and hetween tweuty and thirty of the
other kind) has a separate file register, in wldch are posted
all files received from other offices as well as those with
which the clerk is immediately coneerned. <Each file
transferred to other offices or to*the record-room must, of
course, be noted as so treated. Each departmental clerk
should have a separate case for his files. When a file is
about to be deposited in the record-roém it must be
divided into three bundles (or nathis) linked but separate,
corresponding to the periods after which the papers are
to be weeded : see infira under head Weeding.

Reception of Records in the Record-Room.

The record-keeper receives none but complete and
correctly arranged files, returning those which do not
satisfy these conditions with an official report to the
departmental clerk. Usually each clerk has a separate
day on whicho file his records. Each record on passing
the record-keeper’s examination must be at once posted in
the register of receipts, and again in the fly-index of the
basta or bundle to which it is consigned. Before de-,
positing any file, however, the record-keeper hag to punch
all stamps contained in it with a punch of a different size
to that in usei n the Court. The reception of records
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from tahsils is necessarily eonducted by means of invoices.
It is most important that the record-keeper should not
return records to departmental clerks privately, when the ey
are incorrectly prepared, but make an officidl repox:t in
each case. Unless this is done, bad work will not be fas-
tened on the responsible person.

Issue of Records.

Just as every record muast be immediately ent);ed in
the stock book on its receipt, so all records leaving the
record-room must immediately be posted iu the register
of issues, a note being made in the proper column when
the records are returned. Usually two registers are kept
up, one for the‘copying department, and one for all other
offices. When a new register is opened, the arrears of
the past year should be brought down in redink. Parti-
‘cular care should be exercised in theissue of settlement
records, and no record should remain, for copying pur-
poses, with any one but the head copyist.

Inspection of Records.

Records will be inspected, as above stated, in the centre
of the three rooms of which the record office ought to
consist, under the superintendence of an official of not
less rank than an assistant record-keeper. It inspection
fees fall very low, there is gm‘mcifa.cs'e reason to believe
that records are smuggled in and out of the office, but
the income may, perhaps, be expected to decrease
with an mcieasmg number of highly eddcated legal

pmct:tloners
4
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Weeding.

As soon as any misl is deposited in the record-room
it may Jigyve to be weeded, should special orders have
been issued for the destruction of any of its papers; In
any case it will hgve to be weeded after a year. The
papers of severy record are divided into three classes or
nathies. A to be retained permanently,.or for twelve
years; B to bé retained from one to twelve years; C to be
destroyed after oné year, or by spfacial order at once.

Care must be taken that phalmads, record-keepers
and weeders hre thoronghly cognisant of the rules for
the classification of papers according to the periods after
which they have to be destroyed. These rules are so
mechanical and so detailed that it is useless to transcribe
them : they will be found in full in pages 10—17 of
Board’s Book Circular No. 1—IX, dated 4th August
1890. It should also be observed that in any case of
doubt as to whether records should be preserved or
destroyed, it is better to pieserve them.

Copies.

The copying staff should, as above remarked, occupy
the third or outer compartment of the record-room, so
as to be uuder the general control of the record-keeper.
Care should be taken in sending up the annual budget
that jrovision is made’ for sufficient copyists and trans-
lators to do the work of the district. It must, however,
be remembered that the tale of work for each copyiste
at’ the rate “of two thousand words a dayeis a, low
minimum, and, as a rule, much move than thls should be
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accomplished. The rules for the copying department
(Circular No. 4—IX) are full and need not be transcribed :
the principal points to bear in mind are :—First, that all
“applications should be registered as soon as s~nctioned 3
secondly, that each column of every register should be
filled up when the transaction to whigh it refers actually
takes place ; and thirdly, that there should be’ a correct
entry of the attual date of delivery of every copy.
Mgscellaneous.

The bastas or bund'les of different parganas sliould be
differently coloured. The record- -keeper should report
all cases in which records are not deposited for more
than a month after deciion, and all cases in which re-
cords are detained more than one month; also, as above
stated, the names of all departmental clerks who deposit
improperly prepared records.

Sug gestions for Record-Room Inspection.

(1) Is the room secure and properly arranged ?

(2) Arvetheracksand hastas in good order and proper-
1y coloured and matked ?

Establishment.

(3) Is the establishment in excess or deficiency of re.
quirements ? ’

(4) Is there a register of daily work ?

Treatment of Records.

(5) Are incomplete files returned, and if so, officially
or demi-officially ?

(6) Are’the registers and indices properly kept up ?

(7) How ave patwaris’ records kept ?
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Issue of Records.

(8) Are the registers of issues properly kept up ?

(9) Are arrears of former’ years bronght down in red
ink?

(10) What special measures are adopted for the safety
of settlement records? ‘

(11) Does the head copyist keep all the files issued to

the copying department ?

. Inspection of Reegrds.
(12) Is the income from inspection fees steadily de-
creasing ?
(13) TIs there any reason to suspect the abstraction of

records ?
Weeding.
(14) What arrears are there in all three nathies 7
(15) Whatis the tale of work given by the wecders ?
(16) How are stamps which have been wceded kept

until destroyed ?
Copies.

(17) What is the tale of work averaged by each copy-
ist for the past month ?

(18) Are there any arrears, and if, so what is the
reason for them ?

(19) Is any extra establishment required ?

(20) Are all applications registered as soon as sanc-
tioned ? .

(21) Is each column of every vegister promptly filled
up, as the transaction to which it refers take place ?

(22) Is there a correct entry of the aectnal date of
delivery of every copy ?
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Miscellaneous.

(23) Does tho record-keeper report late filings and
undue d&tention of records ?
(24) Where are the papers of treasury and other

special departments kept ? .
(25) Has the officer in charge inspecté the record-

room every week ?
(26) Have all bastas been opened o6ut within the

year?

CHAPTER 6.
Tug DEPARTMENT OF hAND RECORDS AND AGRICULTURE.

Tae district staff under tliis department usually con-
sist of a sadar kanungo, with one or more assistants, at
Lead-quarters, a registrar kanungo (with assistants) and
several supervisor kanuugos at each tahsil, with a pat-
wari or village accountant (the unit of the department
and indeed of the whole revenue admiunistration) in each
village. Tdhe word “kanungo” means interpreter of law
or custom aud is borrowed from thie native Governments.

Under these Governments, there was a separate kanun-
go for each of the territorial divisions called a.pargana.

The British Government has retained this official in
the person of the registrar kanungo, who “keeps the re-
cords of each pargana, and added another called a super-
visor kanungo, who superintends the patwaris or village
accountants of the pargana, the compilers of the village
statistics,of produce, and records of proprietary and

tenant right.
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Sadar Kanungo.

The sadar kanungo's duties are to compile the regis-
ters and returns required from the department, and to
keep up a general superintendence over the whole staff.
He bas to test the, work of eacls registrar kanungo at
least once: a%year, and do a sufficient amount of testing
in each supervisor’s circle to be able to pronounce
decidedly on ‘the character of work done by all. Al-
thoughit is assuméd in what follots that the department
is placed in the special charge of one of the district
staff, yet its efficiency will greatly depend upon that of
the sadar kanungo. IIe must bg as prompt in reporting
the delinquencies of subordinate kanungos as they are
in doing the same ungracious but most necessary work
for patwaris.

Registrar Kanungos.

The registrar kanungo should keep a list of registers he
has to keep up and papers he has to forward to the
Collector's office, with the dates of their bejgg due, and
enter the date of reception from the supervisor. The
officer in charge should enquire into the reason of abnor-
mally late filings, and make arrangements to obviate
such delay in future.

The registrar should (1) sign and attest the jama-
' esting of jamabandis ORI abstract; (2) add a note to
el dhawets. : each paper tested showing the re-
sult ; and (8) make all necessary corrections with red -
ink—not leave detected errors unamended. '

The registrar should compare the mutatfon register



in Northern Indsg. 55

with the khewat and satisfy himself that all changes have
been correctly recorded. On receiv-
ing intimation of any propnetary
change, the registrar should enter it at -onée in his
mislbandh. .

The registrar should carefully oBserve ghe provisions
of Circular No. II, dated 6th June 1885,

The registrar should see that all patwaris are punc-

Patwaris' salarics, leave, , 01y paid on the plescnbed dates,
e "and keep up a list of leaves granted
to them, and of fines, &¢.

The registrar should see that all information required
from patwaris is given by them, and all orders communi-
cated to thenf, at the time of attendance at the tahsil, so
that they may not be unnecessarily summoned. The
registrar should particularly see that all orders of court
affecting them or their papers are duly communicated to

Proprietary mutations,

patwaris.
The registrar should see that indents for papers go up
- in proper time,and superintend their
Fukoate’ papara distribution ; hie should obtain the

signatures of patwaris for papers received.
The registrar should see that all semi-judicial work
performed by him under the tabsil-
Case work. dar’s superintendencé, is conducted
with due despateh, and in accordance with the directions

for case work.

The same rules as to extraneous work apply to regis-
trars as noted below in reference
AR D to supervisor kanungos, that is, it
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must be plainly entexed in the diary with the authorisa-
tion of the officer permitting it.
Changes in the register of muafis will only be made
St vk by the registrar on orders of Court,
and in red ink. His duties are only
to ascertain, as best’lie may, all cahanges, and to report
them. ' ;
The nazul register must be kept with sp;ecial care and
. the maps up.to date. In reference
to hoth this and the muafi register
the registrar should enquire from the supervisors as to
changes noticed on tour.
The most important work of the registrar is the
) maintenance of mahal, village, and
Mahal, village, and par-
gana 1egister and pargana pargana registers, and the pargana
book o 4
book. Directions for testing the
work of registrar kanungos will be found on page 73.

Nazul ragister,

Supervisor Kanungos.

The administration of the department wid ordinarily
depend upon the work done by
supervisor kanungos, and too much
stress cannot be laid upon the importance of their
duties. Instead of worrying patwaris with continual
pumshments it is better to get good kanungos and insist
upon their getting work out of their patwaris, giving
them, of course, good men to work with. If the officer
in charge thoroughly knows and has his supervisors well
in ‘hand, they being in a similar relation to e patwaris,
all will be well.

General,
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A supervisor kanungo should know the characters
and capabilities of each of his pat-
waris as if they were members of
his own family. He should present the tahsildar with a
list of bad patwaris divided into four classes (incompe-
tent men capable and incapable of” impravement, and
wilfully negligent men capable and incapable of reform).
The tahsildar and officer in charge should take mea-
sures for the substitution of good for these bad patwaris,
and the supervisor be required to get good work out
of those whom he declares to be good. The tahsildar
should, of course, satisfy himself that the kanungo’s
classification into good and bad is a correct one.

A superviso? kanungo should let his patwaris sce that

. he is determined to make them work,
Misconduct of patwanis, J ) . B
and he is strictly forbidden to over-
look or condone any fault, however trifling, but should
report everything to superior authority.
Supervisors should see that all’their patwaris are bond
e . Jide residents within their ciicles,
Residence of patwaris.
and take measures to secure the
residence of those who arc not, by persistent report to
superior authority.

Supervisors should keep a list of papers due to them
from patwaris, with the dates on
which they Should be filed.

The following documents only are kept, by super-

Knowledge of patwaris.

Filing of papers.

Papers to be kept by  ViSOIS :—
smpervisors. (1) map of circle ; (2) diary ; (3)
rough register of testings ; (4) register of patwaris., The



58 4 District Office

following instructions are applicable to these docu-
ments :—
Diaries should contain specific accounts of the exact
L work done by each supervisor, and
Diaries. . E
not be filled up with such entries as
“ efigaged iw supervising work.” In each case of a small-
er total than the average number of entrigs (150) which
should be tested per diem, the reasons should be recorded.
Supervisors are not allowed tg be in the tahsil with-
Presence of supervisors OUt the express permission of the
o St tahsildar, except in the months of
December, May, June and July. The diaries should
therefore distinctly show such presence at the tahsil with
the reasons for it. .
Supervisors employed on extrancous work should ob-
tain a special certificate (to be re-
Extraneous work. : .
corded in the diary) from the officer
employing them, as to the length of time for which this
work will exclusively occupy them. Under no other cir-
cumstances will any excuse for not performing ordinary
work be admitted.
Supervisors should record the character of eacl pat-
L wari in the register, with the num-
Patwaris’ register,
ber of errors found each seasou in
his papew, dastmgmsbmg between serious and trifling
errors in the manner to be hereafter described.
Field work of Supervisors.
On the 1st August the supervisor should commences
a tour with the object of setting patwaris to sgvork. Of
course the previous year's papers should b® completed
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hefore the tour is commenced, and, with the object of
speedy filing, it will be well to have those patwaris who
are unable to get their work done in time into the tabsil,
and make them work under the kanungo’s supervision.
Those who have finished their own work should also be
made to help the others. . . -

On this prelimivary tour the superwsms should
attend to the foHowing points : —

(i) That the surveying instruments, if any, of the
circle are in good order.

(ii) That the patwaris have filled up the khasra
entries which they are authorised to fill up (the first
six) before proceeding td field work.

(iii) That th® maps are correct, or corrected, but that
the settlement maps are not used.

(iv) That the patwaris understand that they should
work at the khasra at the rate of 100 numbers per diem
at least, and that they will not be excused from their daily
task without a certificate from responsible authority,
and that they should begin and finish work on the pre-
scribed dates.

(v) That patwaris are to record all changes in the
papers other than the khewat according to possession,
and prepare a list thereof for the k‘mungo to test on
his tour.

(vi) That patwaris are to enquire in the village in the
evening about all matters which they cannnt discover on
the spot, as the willagers will all be assembled there, and
that excuges of absence of villagers and consequent
ignorance uhil not be accepted.
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(vii) That the khasra jinswar should be written up
daily on the totals of entries made each day.

On beginning his regular tour the kanungo should so
arrange as not to go unnecessarily over the same ground
twice. Two things will have to be taken into considera-
tiofi': the position &f the circles to be tested, and the fact
of the papers being ready for testing or not.

Testing of Papers.

Tlhe supervisors should not look upon the 10 per cent.
rule as a guide to their work. This is the minimum of
work which can excuse a man_from punishment. Bug
if he woiks as he should do, with the ohje(.:t‘. of getting his
circle into real order, instead of keeping his post and
avoiding punishment, he will do from 15 to 20 ver cent.
ITe should not test near roads only, or where the work
is easy, but especially where the map is changed and in
out-of-the-way places. In 10 to 15 years every ficld
should be visited. ’

Kanungos should take every opportunity of testing
their papers on the road from one place to another.

About 150 numbers a day is a fair average testing for
one man, and it should be recorded in the diary when, for
any resson. this has not been done, with ceitificate as
above for the omission.

When a kanungo reaches any circle he should call for
the patwaris’ list of changes in possession, &c., and test
the whole of it.

*All changes in the map should be specilly tested
by the supervisors, and if the work has not been done by
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the patwaris they should report the matter for _the ap-
pointment of a special man, who may be a passed patwari
who has finished his own cirele. On finishing his field
work the kanungo should test changes in possession, &c.,
in the village by night as prescribed for patwaris.
Deaths, &c., of muafidars, can be tesfed and reported in
this way. .

When the papers are very incorrect in any circle, the
kanungo should make a special report for their correction.

In testing the kanungo should keep the patwari in front
of him with the map.

Miscellaneous.

Kanungos should be rexninded of their important duties
as to alluvion, "diluvion, nazul lands, forests, &c. The
character of each patwari should be written up from day

to day.
Abstract.

The following important points are collected for re-

collection :—

(1) Kanungos should work with enthusiasm, and with
a personal interest in their work.

(2) Patwaris should be so well in hand that they fecl
they must work or lose their appointments.

(3) The patwaris should record all changes of facts and
the kanungo should test them. e

(4) Kanungos should overlook ao fanlts, but report all
without exception.

(5) Testing should be so done so that the supervisor
may feel personally confident that the tested papers are
correct.
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(6) Kanungos are responsible for recordimg all that
patwaris have to do in their diaries, and seeing that
they have a list of important orders and points to be
observed, always handy for reference.

Selection of Candidates.

Candldates for the appointment of kanungo must pos-
sess the fellowing certificates :—

(1) A certificate of hmrmrr passed the middle class
examination,

(2) A medical certificate of health, age and fitness for
outdoor work. .

(8) A certificate of good birth and character.

(4) A certificate of proficiency in Hindi and English
figures.

(5) A certificate of ability to ride,

Candidates should be allowed to appear on the basis of
the standard number of vacancies likely to occur within
the year. Candidates may be accepted in order of appli-

cation.
SECTION II

Instructions for the Officer in charge of Village Regiszra-
tion or the Department Land Records and Agriculture.

It is convenient to divide patwaris’ circles into four
classes as under :—

(r) Difftealt cireles in which there is much mensura-
tion work, as, for instaice, where there are alluvial mahals
subject to quinguennial revision.

(ur) Moderately difficult circles, where there is a good
deal of mensuration work, but.not of such andmportant
character as where there is alluvion and dilavion.
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(m) Ordinary circles, that is, where the only difficulty
is the correcting of the map.

(1v) Easy circles, that is, where there is little or no
mensuration work. '

The pay of the first class may be Rs. 12 or 11, then
Rs. 10 or 9, then Rs. & or 7, and for the lowest class

Rs. 6 or 5. ¢
The officer In charge should see that the pay and
qualifications of each patwari correspgnd with the class
of his eircle ; and if not, report the matter: he should
also see that the patwaris’ circles ave fairly divided,
and that the ‘fncumbents can do the work without
assistance. i
The same remarks apply to kanungos' (supervisors')
circles, and, of course, a report, with proposals for im-
provement, should be made when any abnormal condi-
tions are discovered.
The officer in charge should divide patwaris into the
following classes :—
i. Goodpatwaris
ii.  Ordinary patwavis.
iii. Bad patwaris in four subdivisions, viz.—
(@) Incompetent patwaris capable of improvement.
(6) Wilfully negligent patwaris capable of reform.
(¢) Hopelessly incompetent patwaris.
(d) Wilfully negligent patwaiis incapable of reform.
The most important dety of the officer in charge of
patwaris is to test the changes over last year's papers
as attested, by kanungos, and to cut off this class iii .of

patwaris altogether.
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The last two sub-divisions of class iii should be pushed
up into the first two if in any way possible, and given
a season of probation, after which they should be dismiss-
ed or eliminated. About two seasons is ample to give
bad patwari as grace, and by the end of the second the
officer in charge should have reformed or dismissed all
bad patw;u-is.

The officer in charge shounld ascertain-and enter in his
memorandum book the following facts about each pat-
wari :—

(1) Is he punctual in filing his papers or not?

(2) Are his papers pretty correct, i.e., has he never
more than five per cent. of serious errors detected ?

(8) Does he hold any land as proprietor, or cultiva-
tor, or engage in any calling detrimental to his duties?

(4) Does he maintain peace between zemindars and
cultivators, or get up feuds with each other among the
various classes of the community? «

(5) Does le explain to zemindars and cultivators the
provisions of those laws which concern them, and prevent
frivolous litigation?

(6) Is Le obnoxious to the charge of taking hribes or
not ?

(7) Is.he really resident within his circle, 4. e., with
a house of his own gnd his family, or excused from

residence ?

N. B.—If a patwari i8 not a resident of lus circle, and has to build a new
houge 1n 1t, Ius own house should not be less than 15 or 20 miles away, or®
he will not really live in hus circle, .

(8) Does he really understand the rules for his
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guidance and act upon them, and has he a memorandum

or vade-mecom in language he can understand?

.. B.~The officer in charge should prepare such a memorsndum #f it
ﬂ,e'elnotaxint-, and it may contain alro important provision of -the Rent
shd Stamp Acts, &c., which concern the village community.

9) TWO MOST IMPORTANT RVLES ARE QUOTED HERE TO GJVE
PROMINENCE TO THEM. DOES THE PATWARI ASCER-
PAIN IN THE VILLAGE BY NIGHT THE FACTS HE IS UNABLE TQ
OUT IN THE FIELD BY DAY*
10) pope THE PATWARI INVARIABLY PRESENT THE SUPER-
VISOR WITH A LIST OF CHANGES FOR TESTING ON HIS VISIT TO
THE OIRCLE*

The officer in charge should of course proceed to recti-
fy anything requiring rectification which the preceding
investigation may revea, bringing to the Collector’s
notice anything which may require his orders, as for
instance remission of the residence rules

' Classification of Brrors.

The most ugintelligent procedure is constantly observ-
ed in punishment of patwaris who are occasionally fined
unnecessarily for trival errors and omissions which do
not really cause harm to any one. The first requisite
for correcting this state of things is to classify errors.
It is convenient to have three classes of errors—

Llass I.—Serious errors which spoil the jinswar or
other important papers.

Class [].—Serious errors involving grave negligence
on the part of patwaris, but not the serious consequences
#volved in Class I.

» Class I11.—Trifling errors.

N, B~—A nymber of trifing errors, say, a8 many as 15 per cent., will be

considered as amounting to a case for punishment as with serious errors;

otherwise they will be overlqoked.
' 5
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Punishments.

The following is a list of punishments of patwaris, and
it may be suggested as a good plan to award them one
after another for serious errors, so that a patwari may
know that if he persists in oommlttmg serious faults he
does so af the risk of his appointment :-—

(1) Warning.

(2) Serious warning with entry in reglster

(8) Stopping of leave.

(4) Stopping of right to reward with nominal fine.

(5) Light fine,

(6) Heavy fine.

(7) Losing right to have his fieir appointed and fine.

(8) Losing chance of promotion and firte.

(9) Sending to school with gubstitute of his own'choice,

(10) Sending to school without right to appoint a sub-
stitute.

(11) Suspension.

(12) Dismissal.
N. B—Nos. (9) and (10) of course can ordinarily be only awarded to in-
compstent men.,
Besides these 12 punishments, the following are in-

flicted in special cases:—
(13) Fine of so much a day till a certain work is com-

pleted. .
(14) Appointment of a special man (to be paid for by

the patwari) to do certain work.

N. B—These last two punishments will not ordinarily be considered
steps up the ladder of dismissal, as they result from circumstances not often
inyolving the Ieracm fined in serious blame It is inadvisable to worry

patwaris witll continual petty fines, as 1t demoralises them, and makes
them think they have only fine to fear. It is far better in“every way to
do what can be done to reform bad men, but to let them clearly under-
stand that the end of continued misconduct will be certain dismissal.
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Appointmend.

No person outside the list of sanctioned candidates can
be appointed a patwari, at least permanently. It is, how-
ever, most necessary for the success of the administration
that patwaris should feel that there are a large number
of persons ready to take the bread out of their mouths,
if they behave badly.

A patwari who feels that the district officers will be un-
able to find any one to carry on his work if they dismiss
him, is master of the situation.

For this reasou the list of candidates should be as large
as possible. When an appointment is to be made, the
zemindars should be shewn the list, and told to appoint
some one from fmong the candidates entered thereon.
If the zemindars fail to choose a candidate from the list,
the officer making the appointment should appoint the
first on the list.

In order to enable the officer referred to to make an un-
assailable choice, and prevent the litigation which often
complicates the administration, the list must be compiled
in order of merit hefore any appointments are made from it.

The list may consist of four sections: —

Section 1.—Qualified candidates who have passed the
school examination and obtained a certificate.

Section II.—Qualified candidates from other districts,
who have obtained a certificate of qualification from the
patwari school of their districts.

« Section III.—Candidates selected by the officer in
charge who have read up to the third class in a Govern-

ment school.
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Section IV.—Other qualified eandidates who have not
read up to the third class, but have been examined and
approved by the officer in charge.

There should be a separate list for each tahsil.
+N.B~Only candidates belonging to Sections I and II will be appointed
pu:mu.nently. Those belonging to Section III wiil be appointed on proba-
tion pending their obtaining a certificate from the patwari school. No
appointments will be made from Section IV, unlesd all other candidates
fail. Persons belonging to Section 1V will be told to read up to the third
chass in & Government'school, then only can they obtain a nomination.

The officer in charge should take particular care to see
that the lists for all tahsils are complete, and that appoint-
ments are made from them.

Cursory Examination of Candidales.

Candidates must be examined to see if they can write
legibly and are fairly quick at arithmetic.

Transfer of Patwaris.

Patwaris are not to be transferred unless the zemin-
dars of both circles between which the transfer is arrang-
cd are satisfied with the change.

'When it is impossible to arrange for a transfer between
two circles as above, a patwari can only be transferred
it the following manner : He will be placed on a list
in ordcr of claim': when the zemindars fail to nominate
t0 a circle, he will be appointed to that circle, and a new
mihn appointed for the circle he Las left.

The following parties are eligible for transfer, always
provided that the officer in charge has satisfied himself
tliat the transfer is desirable on public groutids :—

1st.—Patwaris who have asked for transfer in order of
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date of application (of course understsnding that’ there
is no specification of circle desired in the apphcatlon,
which is proof positive of private objects).
2nd.—Patwaris whom the zemindars wish transfemd,
3rd.—Patwaris whom it is desirable to promote by
transfer to a circle of a higher rate of pay.

Leave to Patwaris.

No patwari can be granted leave unless the leave ¢an
be granted without injury to the public service.

Leave up to 15 days (a month in the case of a special-
ly good patwari) will be granted to those patwaris who
are marked as good, and’who file their papers with fair
accuracy and punctuality. The following classes of leave
may be specified for ready reference :—

Leave to specially A month’s leave without any condi-
L Feapy tion but personal guarantee for work.
T — Fifteen days’ leave with substitute

000 phbrasis, appointed by himself.

As above, only in cases of urgent necessity, however,
with substitute appointed by officer
from list of candidates.

Patwaris who overstay their leave will forfeit the pay
‘of the extra time for the first three days, after which they
will forfeit double pay.

To bad patwaris.

Rewurds.

The administration will be most benefited when re-
wards are «<conferred on good patwaris with as great
readiness as punishment awarded to bad ones. The
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following list will show the various kinds of rewards with
the cases to which they are applicable :—

For seally fistrate  1.—Claim to appear at the kanungo’s
patwaris of a superior . .
class, examination.

The following are the 'conditions which should be
observed in selecting patwaris for kanungos :—
(1) Punctuality and accuracy in filing papers.
(2) Good character.
(3) Cheerfulness and interest in work.
(4) Certificate of passing middle class examination.
(5) Knowledge of Urdu, Hindi and English figures.
(6) Of riding. .
2.—Recognition of right of heir to
succeed, with cash reward.
3.—Cash reward.
4 —Parwanas.

5.—Leave without substitute.

N B.—In the case of a good old patwars who 13 almost past work, vut
who knows lus circle thoroughly and keeps everybody i a good humour, he
may be rewarded by tenderness m punishing him for trivial fanlts, and by
allowing him tc hold on fora year or two, till lus heir is old enough to
take up his work,

For all patwaris.

Fleirship.

Recognition of heirship has been mentioned above as
a rewsid, but it is desirable to spacify the various cases
in which alone it cadh be recognised :—

1s¢.—In all cases when the reward is desirable, and
hereditary right is proved from the village admmlstratlpn
papers (wajb-ul-arz).

2nd.—When not entered in the wajd- ul-arz with the pro-
prietor’s consent.
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3rd.—When a patwari has been dismissed his heir can be
appointed, if it is proved that he is a really good character,
and bas had nothing to do with his father's fault,

N.B.—~When an heir cannot be provided for in his father’s “circle, he
will have a prior claim to appeintment in other circles

SECTION III
Of testing the work of Kanungos and Patwaris.
. General Rules.

The work of all kanungos should be tested every
year, and the work of. all patwaris in every two or three
years. This can be arranged for by dividing the district
between the testing officers, and doing each year a por-
tion of the district thogoughly. The officer in charge
of the department should have a thoroughly reliable
peshkar, who has been in the settlement, and he should
have the sadar kanungo with his camp as much as pos-
gible. With this assistance the officer will be able to do
a large portion of the district himself.

Bad circles both of kanungos and patwaris should be
tested first, and with peculiar care, by the officer in
charge, and arrangements made for mending matters,

Similarly good patwaris and kanungos will not re-
quire such overhauling of their work, but the officer
in charge should satisfy himself that the circles classed
as “good” are really so.

Supervisor Kanungos.

The officer in charge suould test work in each super-
visor’s circle to such an extent that he can unhesitating.
ly pronounce whether the work of that circle is gooq or
bad. THe following questions on the principal points of
the supervisor’s dutigs may be useful :—
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(i) Has the supervisor made a preliminary: tour, be-
ginning on the 1st August, for the purpose of sefting
patwaris to work ?

{ii) Does he take a personal interest in his work or
merely try to avoid punishment ?

(iii) Does the supervisor only do easy work and test
near roads, or does he do difficult and out-of-the-way
testing ?

(iv) Does he get really good work from the patwaris
whom he has reported good ? '

(v) Has he his patwaris well in hand, and do they re-
‘cognise in him an officer for whom they must work or
lose their posts ?

(vi) Does he take a list of changes over last year’s
papers from cach patwari and thoroughly test it in the
village at night ?

(vii) Is he .able to say with certainty that the papers
in his circle are correct, just as if he had written them
up himself ?

(viii) Does he report all faults of patwaris, however
trifling ?

(ix) Does he instruct patwaris in all orders issued
for their guidance, and see that they understand and
obey them ?

N. B.—BESIDES THE INVESTIGATION INDICATED BY THESE QUEETIONS, THE
OFFICER IN CHARGE SHOULD TAKE PARTICULAR CARE TO MAKE THE FOLLOWING
ALL-IMPORTANT ENQUIRILS :—

let.—ARE THE PAPERS KEPT BY KANUNGOS FOR THE PURPOSE OF BHOWING
WHAT WORK THEY DO, THAT I, THE REGISTER OF TESTINGS AND DIARY, TRUSTS
WOQRTEY OR NQT?

2nd.—0N THE BASIS OF THOSE PAPERS IS THE xmmmo's wonx GOOD OR
BAD?
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In order to prove whether these papers are- trust-
worthy or not, the following suggestions are offered :—

Enquire from zemindars and cultivators when the
kanungo came to the village, and in what direction he
tested.

Send for the patwaris’ roznamcha, in which they have
been directed tq record what zemindars and cultivators
were with the kanungo at his testing, and enquire fromn
the persons therein named. "

See that the kanungo’s diary contains specific entries
of the work he has been at, and what he has done, and
no general statements. See that each day 150 numbers

have been tested or the feason recorded,

N DB —8ee especially that the certificate of immumty from blame for
neglect of duty for exjraneous work s on record

Registrar Kanungos.

The following hints for testing the registers are taken
from the Board’s circular :—
(i) Do the entries in Part I of the register correspond
with the totals in the jamabandi ?
(ii) Do the entries in Part II correspond with the
jamabandi abstract ?
(iii) Arve there striking differences between one year
and another in—
(1) Cultivated area.
(2) Irrigated area.
(3) Area held uader occupancy rights,
(4) Area held by tenants-at-will.
(5) Rent-free area.
(6) Occupancy rights.
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(7) Non-occupancy rights.
(8) Cash rental.

(9) Amount of cultivation.
(10) Number of wells.

If so, is the cause correctly recorded ?

{iv) All the jamabandis and khasras which have
not been sent to the sadar should be got out for a few
villages ; the entries of length of tenure in each of the
papers should be'compared with those in the others, and
it should be seen whether any discrepancies exist.

(v) The area in column 2 of Part I, mahal 1egister,
should be less than the area of column 2 of Part II by
the area of rent-free land.

(vi) The total rent in column 2 of Part II should cor-
respond with the totals of columns 3 and 4 of Part I,
mahal register.

(vii) The milan total of irrigation should be compared
with the total irrigated area in all three jinswars, acd
should be equal to it, ininus the irfigated area under two’
crops. '

(viii) The total cultivated area ascertained from the
mitan khasra should be equal to or less than the total
of the three jinswar areas. Under no circumstances can
it be greater. If less, the difference should be the
amount of double cropped land.

The following questions may be asked the registrar :—

(1) Are all recordsfiled ? Has there been an improve-
ment in punctuality compared with last year, or the
reverse ? . ,

(2) Has the registrar tested only the prescribed ten
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per eent. of jamabandis and khewats, and does he take
s personal interest in his work, or only do it to escape
punishment ?

(3) What method has the registrar employed for test-
ing the jamabandi ?

(4) Is there a note of result of testing on every jama-
bandi tested, and are all alterations made with red ink
and signed by the registrar ?

(5) What method does the registrir employ to satisfy
himself of the correctness of the khewat ?

(6) Ave nazul registers and maps correct, and kept
up according to rule ?

(7) What method does the registrar employ to satisfy
himself of the correctness of the register of muafis and
pensioners ?

(8) IMHas the registrar kept up the totalling register
prescribed in Section 66 (of the rules for kanungos), and
does he fill in his totals as soon as received, page by page,
in an intelligent manner ? )

(9) Is the registrar’s diary kept up so as to show clear-
ly what work is done each day, and with certificates of
exemption in case of employment in extraneous work?
See directions for supervisor kanungos.

Pargana Book.

The officer in charge should earefully test the entries
in the pargana book, and compare them with the follow-
ing records :—

Register of mahals.
.,, s, MAuzas.
- » edastpks.
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Register of mutations.
- y ©jectments.
= , Yent suits, &c., &ec.
He should see that the entries are made legibly, and
with the utmost care and regularity.

Patwaris’ Papers.

The following hints are recorded as suggestions for
testing patwaris’ pupers on the spot :—The khasra should
be in the inspecting officer’s Land, the map in the
patwari’s hand. The patwari should be kept in front,
but called back from time to time that the inspecting
-officer may look at the map. Besides entries tested, the
inspecting officer should satisfy himself that the whole
khasra is properly writtea up and all the columns filled.

Besides testing on the spot the officer in charge can
db the following items of work in his Court:—

(1) Seeing that the patwari has written up the khasra
at the rate of 100 numbers a day.

(2) Seeing that the patwari has given his list of changes
to the kanungo to test.

(3) Seeing that the patwari has corrected his map
properly.

(4) Seeing that the patwari has entered in his diary
the names of zemindars and cultivators who have accom-
-panied the kanungo in Tiis testings.

(5) Seeing that the patwari has kept the peace in the
village, and explains to zemindars and cultivators the law
applicable to them.

(6) Testing the jamabandi and babhi-khata.
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(7) Testing the entries of possession and length of occu-
pancy.

(8) Testing the register of mutations.

(9) Seeing that patwaris have a list of orders and:
understand them.

(10) Seeing that all patwaris’ papers are in good
condition. '

SECTION 1V.
Education of Patwaris.

Of Indivéduals to be Educated.

The following have to come to the schiool; (1) old pat-
waris; (2) new patwaris; (38) heirs of patwaris; (4) can-’
didates. Until the old patwaris have all passed through
the school or been dismissed, the above classes should
come to the school in equal proportions.

The deficiency in heirs should be made up in candi-
dates, of which 10 to 15 should always be in the school
so as to supply the estimated number of annual vacan-
cies. When the old patwaris have all passed through
the school, no other rate of proportion than this will be
necessary.

Old patwaris not exempt from examination should be
called in in batches, until the entire number have passed
through the school. In the following months—

August
September
January
{February
being the times for the preparation of the kharif and
rabi kifasras respectively, those patwaris whom the
tabsildar certifies to bg required for the preparation of



78 A District Office

their khasras, and for whom he cannot obtain satisfac-
tory substitutes, will ordinarily be left in their circles.

If these patwaris fail to get the khasras finished in the
two months allowed them, they will generally be suspend-
ed and sent to school, and good men sent to finish their
work in their place. Patwaris will be sent for in order of
appointment, that is, the most newly appointed will come
first. ‘

In appointing substitutes the patwari is to name a man
who can get the work done. The only thing to enquire
about the man named by the patwari is, whether he can
do the work of the circle. If the work cannot get on with
the man named by the patwari,' he will be called upon
to name another, and if the second man does not do,
a substitute will be appointed on the part of Govern-
ment,

Substitutes and assistant patwaris will not be required
to attend school.

Supervisor kanungos will be required to attend during
the months of May, June or July in order to obtain a
certificate of proficiency in surveying. One man from
each tahsil will be sent for, at such a time as not to
hinder the preparation of the papers of the year which
has just closed.

The following rules,are suggested for tuition in the
school :—

Hours of Work.

From morning to 10 A.M., mensuration will be taught
in the field; from 2 .M. to 6 .M., the scholars will work
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in-doors. Thereis no reason why out-of-door work should
ot go on all the year round. It may be relaxed in very
hot weather.

The register of attendance will contain two parts; one
for morning attendance, and one for afternoon attendance.
Scholars arriving after 6-30 A.m., from April to Septem-
ber, and after 7-30 a.M. for the rest of the year; will be
considered absent. For the afternoon, 3 p.M. is the Iatest
hour of attendance. i

A list of Lours of study will be hung up in the school,
and the teacher should see that every scholar lLas slate
pencils, &c.

The teacher will not propose the grant of leave to
scholars who do not work well.

The school will be divided into two portions and four
classes; the first two under the assistant, and the remain-
ing ones under the principal teacher, who is, however,
responsible for the assistants’ work.

No scholar will be allowed in the school for more
than a year, and will be examined after 90 day= of full
attendance as a matter of course. Intermediate examina-
tions may be held of candidates who apply for such exa-
mination, provided they appear to the officer in charge
fairly likely to pass. Should any scholar so applying fail,
ke will have no elaim to be examined again till be has put
in 90 more days’ full attendance.

Any scholar applying for intermediate examination
may be utilised as a pupil teacher in the following manner :
he may batold that he alone cannot have a special exa-
mination, but if he works another scholar up to the same
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standard, he will have more claim. Each scholar thus
applying can have another made over to him. This will
quicken the work of the school immensely. Similarly,
if the regular examination is delayed for any cause, the
scholars ready for it may all be utilised as pupil teachers.
In- this way their own education will de perfected by
that best of all study, teaching others, and the work of
the school will be greatly accelerated.

Fees will be levied from patwaris after return to their
circles ininstalments and from poor candidates on appoint-
ment.

There should be 100 names on the roll till the edusa-
tion of existing incumbents is completed, so that at least
50 ‘scholars per diem may read. ’

Scholars (patwaris) absent from the school without
leave will be fined an anna a day till their return; a per-
son absent for three months will not ordinarily be given
a certificate. Leave up to one month may be granted,
but not, if possible, till after the first, examination.

Holidays will be allowed in the school as in the Col-
lector’s office.

The officer in charge should inspect the school weekly
and record the results in the inspection book.

Lramination.

The examination should be in rules, &c., vivd voce, a
in arithmetic, questions involving the patwaris’ daily work
should be set, 4. e. profits, incidence of rent on area, frac:
tional share of revenue, produce, &c., by which it can
be known that he understands the multiplication and
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division of rupees, maunds, acres, bighas, &c., and their
sub-divisions.

The examination in mensuration will be in the field, each
patwari to pass by the higher stundard should (1) plot
an area marked out with flags on the spot ; (2) divide
that area into two or more parts; (3) find out the area
of these plots.

N. B.~1It is most important that the questions should be given out of the
officer’s own head. Great care should, of course, be tdfken that copying 18
impossible. In the field examination abont six areas may be marked out
at random on the ground, and thus six candidates can be examined at a
time. All eandidates not making maps should be kept by the officer under
his own eye, with their backs turned towards the areas being plotted No
communication is to be allowed between the the examinees and the outside
world. Each is to have two persons % pull the chain for him, who should
either be coolies, or the most stupid of the candidates in the school. 7The
chainmen should 1emain on the spot till the examination is over, and have
no communication with any one. When each candidate has finished plot-
ting his area, he should quickly bring his map and do his caleulationt under
the officer’s eye, yielding place to another. Three-quarters of an hour is the
most which can he allowed each candidate for making his map.

The higher standard will be in two degrees or classes.
Class I above 80 marks ordinarily in each subject, but
with no hard-and-fast line. Class 1I, 60 to 80 marks.
Lower standard or Class III, 60 or less. First class men
should, if possible, be obtained for the first two classes
of circles alluded to above (see classification of circles,
page 62, supra), second class men for the third, and third
class. men for the last class. Certifigates should state
whether the holder knows Urdu or Hindi, or both.

Curriculum.

The following subjects will be taught :—

1. Arithmetic: simple fractions, rule of three, com-
pound multiplication, &e.
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1. Mensuration.
11. Rules.
1v. District directions and dgily work,
v. The provisions of the law which patwaris ought to
know and follow.

Teaching Directions.

Arithmetic.

The operations of all questions and not only the answers
should be ehecked. There should be a weekly examina-
tion at which promotions from classes may be made.

Questions should be set n compound multiplication
and division, rule of three, &c., involving rupees, annas,
pies; maunds, seers, chittacks; acres, roods, poles; bighas,
biswas, biswansees, i.e., the daily work of a patwari.

Mensuration.

Tracing on muslin frames ghould be taught. An
excellent book to use is the Mensuration Manual prepared
by Olfat Rai, head teacher, Hamirpur Patwaris’ School,
on the basis of Mr. J. H. Twigg’s instructions.

Rules.

Patwari rules should be intelligently taught and not
learnt like a parrét. The meaning of the rules should
be comprehended.

Very little time will be occupied in learning the last
two subjects. The sadar kanungo will prepare a list of
important points to be observed by patwaris in language
they can understand, and lectnre them on their duties
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and the consequence of neglecting it. An abstract of
rent, stamp and other laws should be prepared for dis-
tribution to patwaris.

CHAPTER 7.

Tiue NAZARAT AND REGISTRATION OFFICE.

THE present cl:a;)ter treats of two opt of the only
three departments of the District Office hitherto un-
noticed. The remaining one, Court of Wards, will be
treated of under Part IV, Chapter 16.

The Nazir is the general superintendent of the office,
as an office, and apart from the work performed within
it, he may be looked upon therefore as a kind of official
house-keeper. From this funclion is naturally derived
that of keeping all accounts of receipts and expenditure
of a miscellaneous and quasi-private nature connected
with the office and the courts. Thus the household ex-
penses of the Government offices, and thoss of the courts,
paid in the latter instance with monies derived from
process fees levied by those courts, are disbursed under
the Nazir's superintendence. To give a concrete instance
of what is meant, the custody and repairs of all the fur-
niture and camp equipage of the Government offices
and courts belong to this department : similarly, the
expenses of witnesses are dcfrayed from the Nazarat, and
if this function is performed by an official of the courts,
he does this as a delegate of the Nazir. For the purpose
of speedy payment of the innumerable petty sums which
have to be disbursed in his way, the Nazir always has a
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substantial cash advance in his hands, which he recoups
from time to time by cashing regular bills for amouuts
actually paid. _

Besides the above duties, the control of the entire
menial staff devolves upon the Nazir, and in some in-
stances he has also to perform the duties of kurkamin or
sale officer. It is also natural that a}l duties of a mis-
cellaneous nature, for the performarrce of which no one
in particular is'responsible, should fall upon this official.

The entire budget allotment for the year under every
head should be apportioned over the twelve months
according to the actual expenditure of, say, the past five
years. It is not sufficient to divide by 12, and call the
result the budget allotment for a month, as this would be
most misleading. If the apportionment is made according
to the results of actual expenditure, the District Officer
will know at once if the allotment is being exceeded, and
be able to check extravagance. Care must be taken
that the Accountant-General’s rule of debiting one-half of
certain charges to the judicial allotment does not lead to
a false idea of savings in the Revenue Department.

The Nazir should have a sanctioned list of rates and
charges for the things most in use in the office, carefully
prepared by an experienced official.

The following suggestions for the inspection of the
Nazir's Office may be found useful :—

1. Whatis the state of the accounts ?

2. What is the condition of the registers ?

3. Is there a register of employment of messengers,
and are they intelligently employed on outside work ?
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4. Is there a register of menial servants arranged in
order of continuous service for promotion ?

5. Is there a register of candidates in order of ad-
mission to the list ?

6. Have appointments been made from this list ?

7. Have all rules in connection with sales been ob:
served ? i

8. Is the incom¢ from fees up to the provincial stan-
dard ? )

9. Are all sums, however small, or for however short
a time in hand, brought to credit in some register ?

10. Are unauthorized sums kept with the Nazir ?

11. Is the date of every’payment entered ?

12. Are all miscellaneous sums received overnight
credited in the Treasury the next morning ?

138. What is the oldest unadjusted item ?

14. Are there any of over three years’ standing ?

15. Who mukes the daily examination of accounts ?

16. When was column 3 of Head Clerk's account of
service postage stamps under Circular 27—IX last com-
pared with columns 9, 10, and 11 of Nazir's Register
No. VII?

17. Is the last balance corrected every month, and
by whom ?

18. Are Registers I to VIII totalled at the close of
each working day ?

19. Are all orders for payment written in words and
English figures and signed in full ?

Registration.
Where the Tabsil 1s pot the Registration Office, it is
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usunl to have one for each pargana. The objects are
to give all reasonable facility to the public for register-
ing important documents, but not keep open an office
in which there is no work and therefore no income.

The following questions may be useful as suggestions
‘for inspecting Registration Offices :—

1. Is there any delay in returning documents ?

2. Are copies s0 written that no lines can be inter.
polated ? ‘

3. Are fees correctly levied and credited ?

4. Is the registration circle too large or too small ?

5. Has there been an increase or decreasa iu the
number of registered docuiments ; if so, what are the

causes ?
6. Arethe arrangements for safe custody satisfactory ?

CHAPTER 8.

Tre Tansi. Orricr

Tue Tabsil, sub-district or local office, has been de-
scribed (supra, Chapter 1) as a kind of miniature of the
head quarters district office, with certain modifications.

The Tahsil contains a Sub-treasury (2) [the numbers
refer to the departments enumerated at the beginning
of Chapter 1], Court establishment (5), Record office
(6), Department of Land Records and Agriculture (8),
Nazarat (9), and Registration office (12). It conducts
in its Munshikhana (7) the work of District Board's
office (3), Municipalities within the Tahsil (4), and
Court of Wards or Estates office (11), if any, as well as
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that of the remaining miseellaneous departments. It
has no. English office. Besides this the Tahsil office
has a special department of its own, the department
of land and miscellaneous revenue collection, from which
it takes its name, and which may be considered in some
respects its most important portion. The Tahsil office
includes, however, the working portion of the majority
of the departments of the district office, and on its work-
ing will in general depend the efficiency of the adminis-
tration. A few words hre necessary as to each of the
sub-divisions of the office we are considering.

The Sub-treasury.—Two of the Tabsil officials belong

The Tahsildarorsub. 10 thisedepartment, the Tahvildar or
txsasgry officer. sub-treasurer, and the Siahanavis or
sub-treasury accountant, the Tahsildar being, of course,
the officer in charge of the sub-treasury. The duties
and responsibilities of the Tahsildar as sub-treasury
officer are the same, mufatis mutandis, as those deseribed
in Chapter 4, as appertaining to the District Treasury
officer. Nos. 5, 7, and 9 of the duties enumerated in
Chapter 4 do not, of course, apply to sub-treasuries.

The Tahvildar is the representative of the district
treasurer and nominated by him. His
principal duties are to keep a day-
book of all cash transactions, and to attest, by his sig-
nature on every invoice or chalah, the receipt of the
contents,

The duties of the Siahanavis are principally to post
items of receipt according o the sig-
nature of the Tahvildar on the ara-

The Tahvildar.

The Siahanavis.



88 A District Office

zirsal -or chalan, and give a receipt or dakhila to the
depositor. He has also to post items of expenditure ac-
cording to the Treasury orders received, and to attach
the eutire bundle of these orders to the siaha, when
forwarded at the close of the day to the sadar. He has
also to compare his totals with those of the Tahvildar
and Wasilbakinavis at the end of the day. He should
also compare his accounts with those of any special
Ahalmad (as stamp clerk, &c.), and has to draw up the
usual monthly statements. '

Record Room.

No remarks being necessary as to Court establish-
ment, we proceed at once to the consideration of the
Tahsil Record Room. As a matter of fact there is no
Record Room proper in Tahsil offices : what records
there are belong to the next department, or thal of
Land Records and Agriculture. But supposing, for the
sake of argument, that such records as remain at Tal-
sils do necessitate a Record Room office, the establish-
ment for this may be vegarded as consisting of the
Registrar-Kanungo and his assistant or naib. The
duties of these officials are described fully in Chapter 6,
so that it is unnecessary to enlarge on them here.

The Department of Land Records and Agriculture.

Similar remarks to those last written under the pre-
vious heading apply to the whole of this department.
But while Chapter 6 should be consulted for details, i
may be briefly stated here that the establishment eon-
sists of the two officials last named, and a number of



in Northern India. 89

supervisor or itinerant Kanungos, whose duties are to
superintendent the work of Patwaris or village account-
ants. The Tahsil office contains the major portion of
this department.

Nazarat.

The staff in this department consists of the Naib
Nazir or assistant office superintendent, somnetimes en-
titled a miscellanebus moharir or clerk, and a number
‘of messengers, with oceasionally an officer over them
called a Jamadar. The daties of the officers are to
control the messengers, and to record the duties on
which they are deputed, to superintend sales where no
special sale officer exists, and to attend to the numerous
petty details of office work, for which no special staff is
entertained.—See Chapter 7.

Registration Office.

The fullest details as to registration work are given
in the Departmental Code which is in the hand of every
registration official.—See Chapters 7 and 9.

Sub- Collector’s Office.

As above remarked, the work of collection of land

Naib Tahsildars or 'e€Venue and other Government dues
Reoshkaz, is, ‘perhaps, the most important part
of the Tahsil office, and the remainder of our remarks
will be devoted to it, as the Munshikhana requires no
comment. It is most convenient to regard as belonging
to this department that anoinalous but inost useful offi-
tial, the Naib or Assistant Tahsildar, and he and the
Wasilbakinavis (or Land Revenue Accountant) complete
the list of the Tahsildar’s subordinates in this Depart-
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ment. -The details of this subject have been fully dis-
cussed elsewhere, but before describing the duties of the
Wasilbakinavis, the following caution may be recorded
as specially connected with the Tahsil office. Whenever
money is presented at the Talsil for payment of land
revenue or other public dues, it will be” the duty of the
Tabsildar to see that no unnecessary delay is made in
receiving the money and in granting dakhbilas. Delay
is often purposely made to compel people to pay illegal
gratifications to the officials conterned.

The duties of the Wasilbakinavis are to keep the
malguzari and other registers up to
date, and #o inform every malguzar
of the revenue and cesses standing against his name.
He has to prepare the Khatiuni at the beginning of
the revenue year (Ist October), and enter payments
on it as they are made. He has to come to the Tah-
sildar for orders as to the collection of revenue, on
the day each kist or instalment is due. Ile has to
enter details of revenue and cesses on each arzirsal or
chalan, and generally keeps up the takavi registers,
and takes orders as to the collection of the instalments
as if they were revenue.

The Wasilbakinavis is held responsible that all re-
venue returns are correctly prepared and submitted to
the sadar within the prescribed period. Every revenue
payer should have a clear statemeut of the amount he
has to pay at each kist (including all cesses) on parche
ment or strong paper, and should keep it in a_tin chonga
or box.

The Wasilbakinavis.
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The following suggestions for Tahsil inspection are
appended. The Treasury department having been treated
in Chapter 4, what has been said there is not repeated :—

Court Establishment.
Is there a shed for witnesses and pleaders ?
If not, could one be erected ? '
Does the.judicial moharir ever receive petitions?
Is the Cou'rt accessible to the public ?

5. How are petitions taken, and” when are verbal
petitions allowed ?

6. Are the registers properly and neatly kept, and
are they up to date ?

7. Are depositions properly recorded and accused’s
statements and confessions verified ?

8. Ave process fees, fines and penalities correctly

Jevied and entered ?
9. Are receipts attested by the Tahvildar's signature

m oo to

on the record ?

10. Is the proportion of er-parte decisions unusually
Iarge ?

11. In what way does the Tahsildar satisfy himself
of ‘the bond-fide service of process ?

12. Are all stamps properly defaced and punched,
and their values indicated ?

13. What is the oldest case, .crimiua.l, revenue and
miscellaneous ? Does the record show any unnecessary
delay ?

14. Ave cases decided on fixed dates ?

15. Im cases of adjournment are both ‘parties -in-

formed ?
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16. - Is diet money paid to witnesses freely ?

17. Are completed records despatched with due re-
gularity ?

18. What is the date of the oldest record ?

Record Room.

19. Who has charge of the record room ?

20. Are the munshikhana and record room separate ?

21. Up to what period is the weeding complete, and
what is the average tale of weeding work ?

22. What is done with the waste paper ?

Department of Land Records and Agriculture.

93. What arrears are there in the Registrar-Kanungo's
office, and who is to blame for them ?

24. How has the Registrar tested the register of pro-
prietary mutations ?

25. Are Patwaris unnecessaiily summoned, and are
their salaries punctually paid ?

26. What is the state of muafi and nazul registers,
and what check is there on their accuracy ?

27. How many bad or non-resident Patwaris are there
in each Supervisor Kanungo’s circle, and what steps have
$Been taken to mend matters ?

28. Is there progress or retrogression in accuracy
and punctual filing of napers ?

29. Are maps corrected ?

80. Have Patwaris’ circles been graded ?

31. What guarantee is there that testing is not done
on beaten tracts alone ? v

32. Are diaries clearly and intelligently written up ?
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33. Is the work of each Kanungo good, bad,- or in-
different ?

34. On what principle has the work of testing in
the Tahsil heen divided between Pargana officer, Tahsil-
dar and Sadar Kanungo ?

35. How many villages are there where work has

not been tested for move than two years ?

Nore —Further suggestivne for testing the work of this department have
been given in Cbapter 6, Section III, page 71, and the officer in charge of the
department should, of course, make a more searching enquiry into its working,
on his vimt vo the Tabsil, than il indicated hy the nbove brief guestions.

Na:zarat.

36. Is the staff of messengers sufficient, and are they
efficient 7 Ave their duties and employments properly
recorded ?

37. TIs there a proper register of candidates kept up,
and are appointments made upon the basis of continuous
attendance ?

38. Who has charge of the Malkhana ? Does he
keep the registers up to date, and take receipts from all
persons receiving articles 7 Are all useless articles dis-
posed of ?

39. What is the state of the accounts ? Are there
any unadjusted items of long standing ?

40. What system of audit is there ?

Registration,

41. Is there any unnecessary delay in return of
documents ?

42. Are documents so written that interpolations are
impossible ?

43. Are fees correctly levied and credited ?
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44. ‘Do the entries in arzirsal, dakhila-bahi and siaha
correspond ?

Munshikhana.

45. On what principles does the Talsildar distribute
work ? ’

46. Has the Peshkar any special work made over to
him ?

47. Is there a.list of periodical returns, with dates of
submission ? ‘

48. How often have returns been late from the Tahsil ?

49. Is there any register of unexecuted orders, and
who is responsible for its correctness ?

50. Are orders received from the sadar entered at
once, and are they entered word for word or in abstract ?

51. Where is the reply to orders entered ? Is cor-
respondence kept up with any office other than the sadar ?

52. Is the nazul register properly kept up ?

53. Have all occupations of Government property
been reported ?

District Board.

54. What amount of interest do the members of the
District Board take in the following matters :—
1.—~Education.
il.—Repairs to rqads.
iii.—Sanitation.

55. Are the members regular in their attendance on
the Tahsil Sub-Committees, and do they assist, and set
an example, in such matters as agricultural *improve-
ments, social reform, &ec.



in Northern Indig. 95

Municipalities.

56. Are the meetings of the committees regular ?

57. Isthe income proportionate to requirements, and
how does the system of taxation affect the people ?

58. 1Is the condition of public works, conservancy,
lighting, &c., satisfactory ?

59. Do the members of the committees take a share
in the work of supervision ?

Court of Wards.

60. Are collections to each estate separately classi-
fied ?

61. Has the security filed by officials been tested ?

62. What amount of interest does the Tahsildar take
in each estate ?

Land Revenue.

63. Does the Tahsildar thoroughly know every mahal
where default is likely to occur, and is he prepared with
definite proposals for punitive measures ?

64. How many mahals are likely to fall into arrears ?
What are the causes in each case—contumacy, hopeless
impecuniosity, remediable calamity, or over-assessment ?

65. Are there any unauthorised methods of collec-
tion ?

66. Are the balances actually existing the result of
the Tahsildar having failed to press the malguzar for
revenue when he bad cash in his hands ?

67. When may the arrears be expected to be col-
lected ? .

68. Fiil up the following table, comparing the puni-
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tive measures of the kist under collection with those of
the corresponding kist in the past year, and the average
of the last five years :—

Name of coercive process, | ¢ fue“}l";w. Past year, | Average pac;ft.u b years

Dastaks ‘
1
|

2nd dostaks

Attachment of movable
property L
Arrest

Transfer

'arm

Attachment of estate

gnlnulment of settlement
alo

69. Does the Tahsildar’s action ignore the Lam-
bardar ?

70. Are writs issued Mubalwar ?

71. Where are arrested defaulters detained, and what
arrangements are made for their comfort ?

72. Compare a few entries in the register of dastaks
with the khatiuni, and see that the fees are correctly
entered.

73. Are any estates held under direct management ;
and if so, what steps are taken by the Tahsildar to ensure
the efficiency of the management ?

74. Check a few items of revenue aud other receipts
by comparison of khatiuni, dakhila and arzirsal ?

75. Ave there any outstanding balances of previous
years ? If so, are tifey properly credited, (that is, in
the khatiuni of year of demand, but siaha of year of
collection) ?
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76. How have the rules for the payment of revenue
by mouey-orders worked ?

Irrigation.

77. Have the irrigation jamabandis been punctually
received ?

78. Are the prescribed registers properly kept up ?

79. Are there any balances, and what is the cause of
them ?

80. Have owners and®*occupiers been paid ?

81. Have the signatures of the payees been ohtained
in all cases ?

Bui.fdings.

82. Is the site of the Tahsil satisfactory ?

83. Isthere proper accommodation for all staff and
hangers-on ? If not, could additional land be procured ?

84. What is the condition of the building itself, of
the Tahsildar's Court Roomn, Malkhana, Record Room,
and Munshikhana, Tabsil well, and rain-gauge ? 1Is the
rain-gauge so situated that an average amount of rain
falls in it ?

"85, Is the compound in good order and properly

planted with trees ?

86. Does the Tahsildar or Peshkar live in the Tahsil,
and if so, what is the state of his quarters ?

87. What money was allotted last year for repairs of
buildings, and how have the 1epairs been executed ?

88. Are there any complaints as to inconvenience or
discomfort during hot weather and rains ; and if so, how
could they be obviated, and at what cost ?
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89: Are the buildings properly earpeted and furnish-
ed, whitewashed, painted and otherwise protected ?
90. Who has charge of the rain-gauge, and does he
understand all about it ?
Establishment.

91. Does the establishment contain any cliques ?

92. Have any of the staff assistants ?

93. Are all gervice books up to date ? Are leave,
punishments, promotions, &ec., eptered in them, or in any
other book ?

94. Is the retention in the Tahsil of any official
inadvisable for the following reasons :—

(@) Having been there too long ?

(&) Having his home or property in the Tahsil ?

(¢) Having an objectionable character or relation-
ship with other officials ?

(d) Being old or inefficient ?

95. Are there any unpaid apprentices ? If so, is
their entertainment sanctioned, and have they the requir-
ed qualifications ?

96. Has the Tahsildar or any of the staff been follow-
ed by persons from other Tahsils or districts in the hope
of appointments or promotion ?

97. Does the Peshkar ever sign important papers
when the Tahsildar is present ?

98. Have the following officiais any work besides
their own, and do they leave the Tahsil :—

(a) The Wasilbakinavis, (6) the Siahanavis, (¢) the:
Tahvildar, (d) the Judicial Moharir, (¢) the Registration
Moharir, (/) the Registrar-Kanuugo.
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higscellaneous.

99. What complaints have there been against this
Tahsil since last inspection ?

100. What is the Tahsildar’s explanation, and have
measures been taken to guard against the recurrence of
the complaints ?

101. Does tle Tahsildar carry out the rules for camp
supply, and is theie a list of all transport liable to
seizure ? s

102.  As a matter of fact on the last occasion when
transport was requnired was it taken by turn from the
roster or promiscuously sgized ?

Special Branches of Work.
Act XX Towns.
103. What steps has the Tahsildar taken to ensure a

fair assessment ?
104. Does the Talsildar thoroughly know the towns

and their requirements, and is he prcpared with intelli-
gent proposals for the expenditure of balances ?

105. Is the watch and ward and conservancy suffi-
cient ?

106. If the Government incidence of taxation is
exceeded, have proposals been made for reduction ?

dgricultural Improvements.

107. Has the Tahsildar introduced any agricultural
improvements, or superior kinds of produce, especially in
Court of Wards estates ? _ )

108. [Hhs he paid any attention to cattle or horse

breeding ?
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109. Is there any trade in the Tahsil that might be

stimulated ? .
110. Where does the Tabsildar get his prices-current ?

Arboriculture.
111.  Ave all roads properly lined with trees ?
112.  'What proportion of the planting has been suc-

cessful ?
118. What system of protection has been found most
efficient and economical ?

Arms Act.
114. Are there any persons of bad character Lolding
arms licenses, and have any others really requiring them

been refused licenses ?
115. Are there any licenses without arms ?

Condition of Men and Animals.

116. How does the Tahsildar keep himself informed
of the general condition of men anfl animals ?

117. Has heinquired into outhreaks of cattle disease,
their causes, prevention and cure ?

Communications.

118. What is the condition of roads, ferries, and other
communications in the Tahsil ?
119. Does the Tahsildar know how to mend roads ?

Crop Returns.

120. On what principle does the Tahsildar ecaleunlate
the outturn of each crop ?
121. Does he divide his Tahsil into blocks of uniform
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condition and strike his average in reference to the
dimensious of each block, or on what other principle ?

Dispensaries.

122. Are the dispensaries efficient, and do the native
doctors treat the poor with the sane consideration as the
rich ?

123. Is Buropean medicine valued, and do the people
reahze that they can obtain treatment free of cost ?

124. What is the longest distance of any village in
the Tabsil from a dispensary ?

125. Is there any complaint of paucity of medicines ?

[ ]
Ezcise.

126. Is the Tahsil properly supplied with shops ?

127. Is there any reason to suspect illicit sale ?

128. Avre any shops kept up merely to exclude com-
petition ?

129. Does the Tahsildar know the actual profit of

every shop within his Tahsil?
130. Has he an intelligent idea of the consumption
of each excisable article, and of the causes of increase or

decrease ?
131. Does the Tahvildar sell opium elsewhere than

at the Tahsil ? If so, at what price does he sell, and do

bis sales interfere with licensed vend ?
132. Are the licensed vendors the creatures of the

Treasurer or Tahvildar?

Income-taz.
133. What is the Tahsildar’s method of inquiry ?



