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THE appearance of the following pages is attributed: 
by its author to ~is sojourn for several years at what is 
usually -called an Indian Penal Settl&ment, that is to say, 
a station containing scm-cely any European inhabitants. 
Among the effects of such a residence may he noted two, 
which have probably. hac1. a good' deal to do with the 
genesis of this book. ~ 

Pirst, one's own ideab appear, from the fact of there 
being hardly anyone to criticise them, of exaggerated 
value; and secondly, one i':l seized by an almoElt incontrol· 
able desire to come into contact with the outside world, 
li~.the only method available, viz., by l'usbing into print. 

llad circumstances been different, it is probable that 
wiser coun&els would have prevailed, and the following 
lines remained in the obElcurity which originated them. 

Should, however, any of his suggestions be of the 
least pose to young officers, or lead to discussion of, and 
comparison of experience llpon, the important subject§ 
mooted, the author will feel th;tt his labours have not 
altogether been thrown away . 

• The obvious omission of proper references to Gov­
ernment t>rders, Clrculars and other authorities, wlaich 
might ha,:~ pro yeo useful even to those who attach no 



6 Pre/atOfu Note. 

Talue to the original suggestiqllli of the work, .. may be 
subsequently supplied, should it e~cape total condemnation 
at the hands of the public. I. Provincial" colouring, aqd 
that for which the slllfoundiltgs alluded to are responsible, 
must be pardoned as ihevitable. Similar remarks apply 
to the did~tic l1uture of much of ·wha"O'ha~ been said . 

RAE BARELI, OUDH ; 

April, 1892 .. } 
. 

C. W. 'VHISH. 



• 
PART t. 

C'IIAP fEH 

Of tke offi,('c t11 .qene1'al 

The Dltitrict Sto<l.if nnu their Duties . 
2. Appoilltml'llt, ProulotlOll, Le&"e and Punishment. • 

" 
• PART II. 

8} eClttl depm·tme1lt8 of tlte office. 

CIIAl'JER 3 Thl' Ellgh~tl OIIi-le 
The TrC,ISlII) . 

" 
", 

" G 

7 

'~ 
8 

• • The Record O/IltJe 

The Df.p'\ltl~ellt of hmd ltecords alld Agrlculturo. 
Tllt' ~.tl,\rat !lml Regi~tl"ltlOll Office. 
The 'Ldml Offiet' 

PART III 

O.DU·W,l8 with 81 eciul dutieS 

CHlpTLR 9. 'rahslld,Uil or Sub·Collectors. 

" 
10. Kmkamms or Distralllt Officers. 

" 
11. Other officials wi t h special dutIes. 

PART IV. 

SjJcci(~l brandieS of di8t1'ict work. 

CUAPTER 12. Ar llOl'lculture. 
Arm~ Act. 

" 
" 
" 
" 
" 
" . , 

13. 
14. Camp Work. 
15. COllllllUuicatJOlls. 
16. Cvurt of Wards 
17. CrIminal Cl [lase_ 
re. Education. 
19!'. E'lClse • 

• 2~ FaIr: . • 



i~i··~~eaPC1·.·~·CalaWtl ... 
""~'~'·'I~-U;:.,~~... ,'. . 

'1t., ••• ·JuaiOialWorkan4 Pllortijion. 
S, . ~" l!~l wf~ 
.:" .. $I ... MuJl1cjpa1iti~. 
II . ~ Poliee,' 
~ •.• "Ii.· ~tati01\. 
", ~8ta1Upe. 

" .. .SuJJlJllUy Settl~ .Uld Enhancement.·(lf 'B111t. 
" 30. Supplies to Oaapp.: 
" 31. .Takavi. 
" :81. MiscellaDeOQf; inciuding..:.... 

(I) Act xX towns; (7) . LUJ:1atics. 
(2) .A.PWOprillotioa of laad. (8) Nlzul. 
~) Boundary dispute.. (9) Prices, crops Nld weather. 
(4) Buildingw and repairs. (10) l'evef"u8. 
(~) Destlouction of noxious animale. (11) Sdes. 
(6) Jails. (12) -rreasure-trov •• 

(13) Weigltts aad Uleaaures. 

PART V. 

Quaai-official du.tie/!. 

CUAPTBB 33. Agricultural Improvements. 
" 34. Religious Festivals. 
" ,85. Social Reform. 

" 36. Gtlneral Principles and Conclusion. 



PAR'" I 

OFTRE DISTRl(n~ OFFi~E IN <iEN~RAL. . . " 

• 
CHAPTER 1. , 

THE DISJ.'RICT STAFF A.ND THEIR DUTlt:s • . 
TUE following remarks apply more particularly to<tae 

Nort'h-Western Provin~es and Oudh, though a good many 
are doubtless applicable, mutatis mutandis, to oth~r portions 
of the empire. ' , , , 

According ~ the pre~'ent condition of the majority of 
districts, the whole of the public offices not directly under 
the Imperial Go~emment (such as Customs, Post Office, 
Telegraph, &c.) are assumed to belong to the District Office. 
1hus the departments ' severed fl'om the parent stem 
tylder 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~ided 
intO the following 10 ~~al'tments :-

1. The English Oftiee inchiding two sub.di viaions~~ 
(i) The Revenue or General Otlice and {ii)'tae 

Judicial or CrinWlal Office. 
2. The Treasury. ' 

'8. The DistTict .Board's Office. 
4~: ' Tb.llllriicipal " Office • 
. 5. tie Court Establishments. 
6. TJie Record Office. 
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7. The Munsbikhana or General Head·'tJ.uar~ers' .. 
Vernacular Office. . 

8 Th& DepartmEiIlt of Land Records and AgrictN-
ture, or Kantmgo': Establishment. 

9. Tbe. Nazarat or Department of -General Office 
Supe1intendence,~ including the control of the 
Ministerial Establishment. 

10. Tpe Talisil, Local or Sub· district Office. 
To these must be added,- • 

11. The Court of Wards Office, or the Establishment 
( . 

, for the Official Management of El:'}tates (where it 
exists), and . ( 

12. The Registration Department. 
Again, to these might be added'th.e follpwmg 6 depart. 

ments over which a District Officer has more Ql' less control-
13. Education. 
14. Public Works. 
15. Medical and Sanitary Staff. 
16. Jail. 
17. Police. 
18. Opium. 

Nos. 13, 14, and 15 may be looked upon in one sense 
alfbranches of No. S. 

o Of the first three departments of this second li&t, the 
chief officer of the district has the control in virtue of his , 
position as Chairman of the District Board; of the seoond 
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. ... tl these. 
latter departments are under the con.trol- of r:Jpecia~ depart • 

• 
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mental officers, so that it will be unnecessary to discuss 
the functions of the officials composing the staff' attached 
to.them. All have, or should have, offices. separate and 

i 
distil}ct from that of the distt1.ct. 

A District Office might also De ~l'ondly divided into the 
English Departmen t, the Depm;tm~\t partfy English and 
partly ve'L'nacular, and the Department wholly vernacular. 
Of the 10 sub·divisions given above, the fit-s~ two are 
wholly EnglishJ 'the third and fourth are mixed, and the 
rest wholly vernacular. Q Before pr~ceeding further a few 
words seem necessary as to each of these 10 sub·divisions, 
although references will be found to the whole 18 in" 

1) 

different portions of tM work. Special chapters ure 
devoted to the"folJowing :'-

The English Office' (including the English portion of' 
the District Board and Municipal Offices), Treasury, the 
Record Office, the Department of' Land Records and 
Agriculture, and the N azarat, 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 
remark; 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 iIi a restricted sense it may 
be taken to mean the staff of. clerks kept to carryon the 
miscellan~ous and general vernacular w()rk of a distr,ict, 
th~ most illlportant item of which is the collection of the 
lanJ rev~~. 



" .""Jides this . special functip~" the MunshikblJll.~ is~; 
~ wherethevernacnlar porti9llS of all the allove-m.eti­
~ 10 regular departmentS ate located, when they lta't8 
no special place assighed to-them. Thus the vern~ular 
s~of th~ District B(4'lrds and Municipal 9ffices, and the 
whole of th'e Dand Records or Kanun~ Estal)lishment, 

• appertain to the Munshikhtma. • 
Item 10.-The. Tahsil Office will be deiicribe6. in detail 

ina special chllpter also; b,ut it may be· generally stated 
he,re that it represents in many ways, as it ml'e in 
miniature, the District Office of which it is a sub·divWiion. 
Thus the Tahsil Office will be found to have a small Court 
Establishment, Treasury, Record Office, Nazarat, Kanungo's 
Establishment, and Munshikhana of its OWR. The latter 

,department consists principally of the staff intended for 
the collection of land revenue, and this

C 

and the Kanun­
go's Establishment are both ptlrticularly strong, aS,they 
represent the working portions of the two departments. • 

A great deal of what has preceded will, of course, 4e 
unintelligible to a person unacquainted with India, until 
the special chapters referred to, or the glossary, have 
~ consulted, but it was impossible, in treating of the 
attice as a whole, to avoid this. What follows will, it is 
hoped, seem less ,obscure. , 
, It will be convenient now to regard the establishment 
.., a whole, the individutfls composing it being arranged 
~eording to the 'salary they receive, The office certainly 
'Ought to be work~d as a whole, which would be one step 
.t(l.w~rds preventing the jealousy and friction \fhieh'too 

0· · 0 

often. exists between the sub.divisi9ns, "greatlY to 'the 
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~me~t of the administration. With regard to prOJ!D()· 
tion too, this is the only fair method of procedure. Ullleal 
this is done, certain 'departments will be 8U~ to be ues­
lecte,d because they have no one to advocate their claim .. 

To prevent confusion a column is added to ~e follow­
ing list showing to which of the abov~mentioned 10 
departments each official belongs. Officials belonging to 
the 8 "special" departments have not. been included in 
the list, because they cannot be convenientJy graded with 
the regular staff, • 

~ 

List of Di8il'iet Officials according to salary. 
---- ---- ---

11 ____ 2 ____ ~\~-4--1. 

Names of officials. 

I 
Depart- I 

p ment or 
:ay. sub diVision/ 

of office. 

5 

Duties. 

DEPARTMENT I.-MENIAL SERVICE. 

CLASS I.-Injerio'l" menial "rviclI, unpliMonablll. 

J. Sweepers RS5 Nazal'at IHouse:h old I 
ser'l,.'!ea. 

2 Mirdahas or chain­
pullers. 

3 Harkaras or post-run­
ners. 

5 Do. \surveropera. 
tions. 

5 Do. . Carrying of 
letters. 

CLAS.'! I1.-Itif/l'l"io'l" menwl 811rVicII, penlionabllJ. 
4 Tent-pitchers [/ Nazarat. As the name 

implies. 
5 Orderly peons or meso 5 Do. Do. • 

sengers. 
6 Tahsil messengers ... 5 Do. Do. 
7 Process-servers 5 Do. ... Do. 

CLASS lII.-SupIJrlO'l' mmial86r"W6, peMoflable. 8; Literate peons or mes- Ii to 8 
I18Dgert. 

~ 

11 Ja.1lI&daas or head 10 
meuenrrs. 

It 

N azarat Clerical won 
connected 
with Blinil­
terial Itatf. 

Do. '" Superintend· 
ence of mea· 
seogel!. 

6 
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1 2' 3 , 6 , 6 
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. 

tz; Department 

J &mei O! 011101&11. Pay. 
or • 

»Utiet. BlDu.1UtS •• slib.4ivWon . 
ot.office• . 

DEPARTMlll)TT V.-INFERfOR SERVICE WI'i'llttuT DSTRIOTION 

AS TO EDUOATlfNAL QUALIFICATION. 

CLASS I.-Unpll1J8tonqble. .I' 
10 Pound clerks 

1l Weedefl· .. 

12 Oopyists 

5to 10 M unshi· I AI the name 
khana. implies. 

10 Record ~estructfo n 
• Office. of u sele88 

records. 
IOto15 Ditto s the name 

13 Octroi mobari" 
ta.x clerks. 

14 'fI,!j,vildars _ or 
treasurers. 

or 8 to 12\ Municipa· 
lity. 

rub· 15 Treasury 

implies. 
Collection of 

octroi duty. 
As the name I 

ifAplies. I 

Official, of tbi. 
clae. are not UIU' 
ally promote/! 
unle88 tor excep­
tionally good Ref­
vice; but see re­
m ark !1ppOliite 
Department III. 

15 Ohaukidari moharlrs 
or village oonstabu­
Jaryaccountant •• 

16 Basta-bardars or reo 
corel lifters. 

17 Da.ftarls or stationery 
superintendents. 

Ditto. 
(. 

15 Munshi-
~ 

'1 
OLASS I1.-PenaioMble. 

6 Record· As the name 
room. implies. 

10 English 
Office. 

Ditto. 

This small class 
.eems someWhat 
out of place, but 
is retained in its 
position in order 
to preserve tale 
continuity of the 
ltrmngement. 

DEPARTMENT ilL-SUPERIOR SERYWE, UNPENSIONABLE. 

IS :na.tak clerks 01' prO-I 
cess writers. 

19 Hellod copyists . 

29 Treasurers .. 
21 Local fund ahalmads 

22 Oonservancy inspec­
tors. 

23 Municipal clerks .. 

:=\a== 

20 ! Nazarat . 

20 Record 
Office. 

20 Trea,sury 
25 District 

Boards' 

" 
Office. 

25 Municipa-
lity. 

25 Ditto 
4Q Ditto 

65 District 
Boards' 

Oftice. 

As the name I N.B.-Deser v in It 
im plies. officials ofthe un 

Ditto. pen., ion a b 1 e 
g~es m.y be 

Ditto. pl.'ompte1 to posts 
Accountsand CIIIR1l1ijJ an equal 
cler ic 0.1 sala.ry in the pen­
work of Dis- sionable 1 i n e s. 
trict Boa.rd. Similarly incom-

As tbtl name bents of pension-
implies. able POlLts may be 

Ditto. promoted to un-
Ditto. pensionable offices 

OD an enhanced 
Ditto. salartsbonldthey 

d~ the step., 
• 
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1 2 ~I 
, 'IS 6 - , 

~ • DepaJ'$' 

J Na.m:ee of OffiC[atll, /Pa ment or Duties. ~~ :yo wb-divisioo. I of oilice. 
) 

DEPARTMENI' IV.-BUBORDrNATE:8UPERTO\ 81!lR'VlCB. 
PENSIONAllLE, 

OL.uJS I.-Deparh'n6ntaZ • .lerka, tNt grade. 
26 Naibs o. Assistant lOto12 Ta.bsil / Dlstreu. ~ge I In Ottdh ollly, 

Nazirs. n~ral office / 
8uperm~n 
deoce !lond 

I I1)lscellane 
OR!! a.oets. 

CLASS n.-Departmental clerk •• Brd gl'ade. 

27 Slf~ba navIs or verna 15 I To.llSll Keepmg of 
cular accountants. I!Ub·trea.a1lt'y 

28 Miscellaneous moha 
nrl. 

29 Stamp clerk~ 

I l 

'lO I Oourt IlIhahuads or / 
I dep.tl"tmental clerks. 

,{l I 
• ~ Excise clerks I 

15 boo 
~. 

aooonni;l. 
A. No. 26, 
exceptio g 
distress. 

15 TJ easury Olericalwork 
&; accounts 
In connec· 
tlon WIth 
etamp@ 

13 Court 68tab ('Jencal dll 
h~hment. tieaof COUI ts 

of juatlce • 
II) Munshl KeeplDg of 

khana. I excise ac t 

I COllhtq Itnd 
)lapels. 

CLAF!!! III.-Depal·tnMntal ('leI 1.8, 2nd grade. 

:¥.? ,A~slstant r e COl d 20 Record As the name I 
I keepels. Othce. Impht's. 

33 Wasilbakl naVlsas 01' 20 Tah'll DItto. 

r 
local raven ue ac· 
!'ountanta. I 

34 ASSistant g e ncr a I 20 Munshl j Mlscella n ~. 
moharu s. khana OilS clerical 

work of 
Co lIe ctOI8 

I orDr·Com I 
mIssIoner'" I 

I Office, 

eLl. ~fj rv.- Departmental rlllrka, 16t g,.~. 

':J5 Gencr:tl lIJ~baJ'1r 80 I MUDflhl I As the name I 
o khana lDlplielr. j 

36 8tf11tiwtical c1ewks 80 Ditto Ditto. 

IJ;. 

-
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.. I ( Dep&rt-
!t .... of oftlc1a.ls. P ment 01' Duties. RDtAlLltS,· 

J ay. lub-divieion 
01 office. 

I 
n:£~b'rJUm'.l' V.-St1PERIOR SERVICE. i'b'SIQNABLE. 

S'I AlBlItant munaa.rims 4Al ,ng1isb Judicial work In Oudh only. 
Office. o! Engliab 

Office. 
88 Beader. or peshkars, 40 Court esta.b- Head of es-

3rdlilde. 1isbment. tablishment 
attacbe4 to 
a court of 
justice. 

38 A.alistant head clerka 00 English As the name 
Office. Implies. 

t() NuiH 
Mlistant 

50 Nazara.t As No. 26. 
41 Nubs or 00 Tahsil • Assista.n t to 

tahlildan. tahsil dar. 
42 WaIilba.ld uavi.es .. l;Q Munahi- S~No. 33. 

khafla 
4S Deputy munsarims 80 English As No. 37 • Ditto. 

Office. 

" :Readers or pelhka.n, 60 Ooul1; estab As No. 36. 
2nd grade. hshment. • Readen or pesbkars. 80 Ditto ... Ditt .. 
1st grade. 

te Revenue 8uperintend- 100 Munahi- Prin c i pal 
~nts. _ khans.. assistant to 

the dlstrict 
officer in the 
Revenua 

Judicial lIuperintend-
Department. 

'7 100 Ditto Prlncipal 
aSslstant to 
the district 
officer in the 
JudicialDe. 
rsrtment. 

j8 Uun_rims or court 125 English s No. 37 . Ditto. This 
• u~ntendent8. Offic(' . I Principal stro~fl jndicial 

til Bea. clerks .. 100 to Ditto estab islmient in 
200 I assistant to I Oudh is a \'8lic of 

r 

district the put, when 
officer in the ~e Work of the 
.English De- iviI OoUl'tll WIll 
partment. s.ma,\Cmated 

with t of the 
District Office. 

It is necessary .to notice in this place the first and fourth 
_ departments, as these alone admit of general rerf'arks. In 
regard to particular and special duties fqll details witl·be 
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found l under the various headings concerned, In Bubsequst 
chapters. 

Department l.-M'enial Sm'vice. 

A good deal of, the efficiency of the administl'atJon and 
;J • 

also of the well-being of the people depends upon the way 
in which m~nial servants perform their duties. Much, of 

o 

course, depends upon the care exercised ih the~election 
of individuals forOthese Fosts, and the degre& of supervi-. ' 

sian that is exercised ove; them ; but the observance of a 
few simple rules will also greatly tend to prevent them. 
from abusing their pos~ion. 

It is advisable to gual'<f against any attempt on the 
• part of menial servant~~ particularly orderly peons, to 

make themselves .indispensable to their mastel·S. As a, 
rule their service is best rendered in mute fashion, and 
any attempt (Ill their part to speak unless in answer to a 
q~8tion, should be promptly suppressed. It is scarcely 
he~ssary 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 su1f~r, and illegal gratifica· 
tion will be taken by the subject of his ill-advised partiality, 
,under pretence of influencing him in his official actions. 
Messenger~ should have a district uniform, that for the 
Sadar bein~ different from that of the Tahsil establish. 

c) 

ment. If Ji()\'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 distinct work, 
the date and hour of their-proceeding to perform it should 
be recorded, and n certnin time. be allotted them for the 

• 0 ~ 

purpose, whftlh should. not be exceeded without good 
reason. 

About 15 miles a day is a fair average journey [01' one 
man. Work should pe so arranged thallo the same tract of 
country is not traversed twice. 

Depm'lmenl IV. 

A departmental clerk or !thaI mad is, as his name 
• imports, the official to whom the. special superintendence 

of the papers relating to any particul~r department {we 
mnde over. He is, of comse, liable to perform any other 
work at the discretion of the head of the office. T·he first 
and most important duty of an ahalmnd is to keep aU kis 
papers in order, and to be vel'y carefnl that no paper is' 
outside its propel' bundle or basta All papel's should be 
1:I.1'rnnged in order of date, and in the case of orders which 
have not been can'jed ont, an entry of the reason should 
invariably be made. 

An ahalmad'shonld keep fOlll' bastas or bundles (\f papers. 
1.'he first should contaiQ aU ClIrrent papers which hav€ to 
be brought before the officer in charge of the department; 
the s~ond should contain all papers on which orders. 
have been passed that are in process of being cJlrried out; . 
the third should contain all papers that are;'n proceeof 

• being made into misls or records ; and the fou~b complete 
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misls.o1' .records, which at'e ready to be deposited in the 
record-room. Each bundle should be clearly labelled. 
Aq apalmad should compai'e the papers actually received 
by him with the chnlan or inv~ioe to see that nothing is 
mIssmg. All papers unconnected ,!ith any pl'ev!ous ones 
should at once be brought upon the mislbaad or file reo 

• 
gister, and those appertaining ttl papers already pending , 
consigned to their respective places. 

The distinction betw{'en the head-quarters· and the 
sub·divrsions ofa district (01' tah'lil) ~ill 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), ·offioes. The officials of the former 
are generally ftnxious to establish a kind of usurped au­
thority over the head of the local office or tahsildm'. In 
his turn the ta~sildar som{'times tries to prevent the 
officials of the head office from doing theil' duty in bring­
iQg the delinquencies of his offic(' to light. Both tenden­
ci~s 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 tahsildal' 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 ~f the 10 regular depart­
ments. If they are kE'pt distmct, it still will be well to have 
Po list of officiali:! and candidates as for th~ " regular" staft' •• 
If .the ~ole service is thrown into one, officials may 
be ~terchan!red. between pensionable and unpensionable 
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appointments- according to the principles laid down in the 
note opposite Department III, 8upra, page 14. It ~il1 be 
observed that the list of offici~ls contain~ no meuti;>1lo of 
any belonging to the Depbrtment of Land Hecord~ und 
Agricult\lre. The re£tson of this is t~at appointn\ents 
can only lie I1lade to thi~ Department of candidates )who 
have passed the special aepartmental examin?tion. I But 
there is no reason why kanungos should not be promoted 
in the reguh~r line, {tnd it is the desire of the Supl'emc 
Go\rernment that they should be so' rewal'ded for gooa 
work. They should be promoted to the 5th Department 
or tllat of &l1pcrior "ervice. 

CHAPTER 2". 
• 

ApPOINTMENr, PROMOTION, LEAVE, AND PUNTt';HMFN'r. 

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

j Appointment.-The observance of some regul~l' 

system of making appointments to the Government 
service is one of the mo<;t important details of district 
administration. Only under the most exceptional circum· 
'stances should ~ny one be appointed unless his nnme has 
been previously entered in a rl?gister of approved candi. 
dates, and, of course, u'nless certain required conditions 
have been fully satisfied. 

It is not, perhaps, too much to say that nothing has 
be~n productive of more evil in the admi~siration. of 
India than laxity of sy&tem in the !l}att~ of a')?l?Qintments. 
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to the "G·overnment service. In some iocalities favO"tlriti,$m 
has prevailed to an extent which is almost inconceivabte, 
and· the result lias been that .. the Go"ernme~t servioo 
has been debased into a kind of monopoly or close 
preserve for certa'in individuals, farriilies, or &liques. No 
matter how watchful his superv~ion may be, a Distl'ict 

• 
Officer will find himself constantly having .to check party 
or individual intrigue in this respect. Party intrigue will 
usually t6ke the form of organised opposition to the entry 
into the public service of-any but a 8oi·disant privileged 
class or classes: individual intrigue will usually take the 
form of an endeavour td"res~rve appointments for relatives 
and hangers.on" who have followed their patrons in the 
subordinate serVICe from district to district in hopes of 
employment. It l!5 hardly nccesf:oary to remark that the 
hu;t mentioned most objectionablc practice should be 
absolutely prohibitcd, and official.;; detected in it after due 
warning conf:oidered nnfit, certainly for promotion, if not 
~ 

{or the Government f:lervice at all. It i!l, indeed, hardly 
necessary to enlarge upon the evils of the oriental curse 
of favouritism, but while on the subject a few words of 
comment lIIay not be ont of place. The Government, as 
the largest err.ployer of labour in the country, has a right 
to demand the most able workmen that the country can 
supply; besides which it is doiug a gl'ievour, wrong to 
the people at large to emplvy any but the mor,t able and 
~fficient instruments Iwailable in the administration. 11 . 
follows that the public serVlce must be open to all, ah< 
all nepotisrrf. and mdue influence eradicated if 8ucceSI 
is desired:" The ·.:lbove remarh mUl3t not be taken t< 
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depreciate the advantages of 'birth and good family' in re­
g~rd to the p"liblic service. On the contrary, good birth 
is usually a guarantee for.a certain amonnt ofimmullity 
from the vulgar vices most o~jectionable in It public servant. 
But birt1r is "nly one-among a l:u'ge<rtumLer of necessary 
qualifications, and undui weight must not b~ ~iven to it. 

In every cas.e where the public service at.1arge would 
be a lot:oc by the exclusion of an indi,:idual chosen from 
even the lowest stra.tllm of society, unreat:loning preju­
dice against his ol'igin should the powerless to exclude 
him. It is, of course, l)otoriolls that an aristocracy not 
recruited, at least to a certain.exMnt from below, tends to 
deteriorate. 

The inferior class of public servants obtained where it 
prevails is not the only evil of favouriti!ftn : where it exists 
there is absolutely no stimulus to good ,,,ork on the part 
of those individuals who have obtained office, wh~m they 
know that merit is powerless ag{rtIlst favour. -. . 

With these preliminary remarks we may proceed' t~ 
consider the principles on which a register of cundidates 
should be compiled. 1Vhenever an addition to the list of 
candidates is considered desirable, the fact that new names 
are about to be registered should be made as widely known 

-as possible. At the same time the fact might und should 
be notified that prefereIfce will be given to distl'ict candi­
dates, and that therefore candidates fl'om outside come at 
their own risk and have no claim to appointment. 

'2. Seoondly: the notice regarding candidates should 
specify the kind of appointment likely to ba '-'ncant;. "and 
the da~ on which selections will be' lUi,de: it 'nould also 
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!Specify the conditionl:! on which. appointments will be 
made. 

"3. In case of doubt UA to the qualifications. of various 
individua1s, they should be determined by examination, 

marks being gi\ten for good falllily,.phy!Sical qualifications, 
previous. service and other claiLlls, as well ~s for answers ... . . 
to examutaplOn questlOns. 

4. Not mOl'e than one relative of any official rflsiding 
within. the di8tl'tct bhould under .any cirsum'stance be 
appointed, and, as a ru~, when so appointed, should be 

transferred to another district. 
5. Registered can4idates allowed to work as appren­

tices must attend office r~gularly like officials, and will 
~ 

lose their place if absent otherwibe than on leave. 
6. Menial seuvantt'> who have worked with credit are 

entitled to have their heirs entered as candidates. In 
special cases whcn menial servantt'> have died without 
obtaining pension, their heil's lUay he appointed direct if 
th~y 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 appeal' unless 

he po&sesses, besides the Government educational qualifi­
cations, thl'ee certiLicates. Firbt, tl certificate uf good moral 
charllcter ; secondly, a ccrtificflt~ of fitness for apprentice 
work; and thirdly, It eel'tificatc or bond from bome wealthy 
person binding hun to ">lIpport the candidate for nt least a 
yeal' dUl'it;lg his term of apprt'uticeship. 

~. Canfhdateb rImy be div{(lc(\ into 8ix clasbc~. First, 

those w~ have °bel'Ycd or are t'>crving in a Government 



~fflee; second, those wpo have held unpaid positions of res­
poruJibility ill n Government office ; third, those who hnv~ 
$~rvf'd without pay in a Government office, but not "in 
positions of rcsponsibi1ity ~ These three classes may 
be arran2'ed in order (Jf continuous att&ldance at office 

". ( 

whether paid or unpaid .• The fourth class may comprise 
~ 

candidates who have pas oed hoth the Govern~ent middle 
class examination, and alISO an examination by a com-. 
petent officer as to .their fitness for o'fficc wor~. The 

.:fifth, those who have pas..,cd tlle former but not the 
latter. And the bixth, those who have passed neither. 
The last three c1a~sefo are SnppOfo(c\ not to attend or have 
llttended office, and should be ahttnged in ~I'der of permis­
sion for the en try of their namel> in t he book of cand idates. 

9. Candidates from the lower dabbcl:t .Jvho have qualIfi­
ed for entering into tue upper one., by bcrvice in the offic.e 
should be posted accordingly from time to time .. Thil:: 
should, of course, be done before .the book is ubed fc.1r 
making appointments. Sp('t;ial books should be kept for 
candidates for employment in the departments classed as 
U special" in Chupter 1. The number of candidates 
should be proportionate to the number of vacancies likely 
to occur within the year; matters being &0 am:mged that 
approved apprentices have not to wait more or much more 
than 12 months for pernaanent employment. Earh can­
didate should be made over to a sp(lCial office or officer. 
The headings suggested fOl' the register of candidates will 
be found in the Appendix. 0 

ii. P1·omotion.-To assist the District Officel"in making 
promotions, there should be in every nistritt Offi.~.n regis-
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ter or Hat of the entire staff which may be prepared 
according to the c1assifica~ion 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 definitivn may be suggest()d. Continuous 
service jn the District Ofhce may .be defiMd as service 
interrupted only by abe-ence on leave, or service in the 
Settlement Department. No other service, such as service 
in the Opium Departtttent, under a Municipality, &c., can 
count. The only difficul~y that occ.urs is in filling up 

J 

the column relating to fitness for promotion. For an 
inexperienced officer no plan could be better than to have 
theRe entl'ies made on the report of a Committee of as many 
of the' District Staff, Deputy Collectors and Tahsildars, as 
cfm be got together. If this 1'3 not done, it will usually 

be believed that the Dibtrict Officer is in the Land of the 
pl'incipal native official in his office, and even if this ib 
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 Nathe Officers under whom those 
officials are ~r have been working before :filling up this 
column. The register being complete, promotions will be 
gusily mooe from it. It should ordinariiy be made n yule 
th§.i no ju"?ping is to be allowed, i.e., that each official will 
be pro~d to t~e grade immediately above that in which 



'he is serving and no higher. Selections fol' superior service, 
nnd for those posts ;equil'ing. special qualifications must, 
M course" be made by the District Officer on the best 
busis tlvu.ilable under the circumstances. Even hel·ecau· 
tion as to too great ft\!th in his ownh''P(,)wer of selection 

•• may be recommended. " 
1 t may also be noted tliat if the indi viduul ""hose name 

• 
stands next on' the list is allowed to try his hand for a 
short perIod,. and the.n deburred from pi'omotion if found 
unfit after actual trial, the l'esul~ will generally be good., 
Misbehaviour will, of course, :'ender a person liable to 
degradntion. Temporary promotv:>ns for short periods, 
i.e., during leave of (say) less 'than two ~onths, 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 usually made in this way. 

"iii. Leave.-Leave should be granted as a rule wheti­
ever required, subject, of course, to the provision of the 
Civil Leave Code. Native officials of the lower grades, 
unless residincr very neal' the office where they serve, seldom o • 

desire leave unnecessarily. Officials who have served with 
credit nnd approbation for more than It year should, as a 
rule, be granted- leave free of all charge to themselves, if 
this can be done without injury to the public service. 

N'hen it is impossible to gl'ltut leave without n !mbstitute, 
persons falling under the above definidon may be allowed 
to appoint substit"utes themselves for short perio(ls not ex­
ceeding two months, provided, of course, that the su¥i. 
bute's character and qualifications aroe vduche~ tor by a 
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l'esponsi5le officer, Substitutes npp'ointed under these eir~ 
cU\l)stances are understooQ to have no claim whatever to 
a~pointment, The official appointing a substitute is, of 
course, responsible for that sUbstitute's wOl'k. 

Officials who kave not rendered a.yenr's nppl'Ov.ed service 
may be allowed leave without ~y. No omciai under the 

• 
rank of ~pu.l't\l)ental clerk, third grade, should, as a rule; 
have leave except without pay unless as a specialcuse 
and as.a. rewal'd for exceptionally good conduet. • A smaller 
favour may be conferl'~ by allowing an official of this 
class to name his own substitute. No office lower than 
the department of 8ubordinate superior service should, 
ordinarily, be kept open for more than a year. 

a 
iv, Punishment.-It is inadvisable to be constantly 

punishing superior officials, as it entirely destt·oys their in­
fluence with their subol'dinates. Should they fail to per­
form 'their duties satisfltetorily, they ought to be reduced 
Every act of delinquency ought, however, to be recorded. 
Nothing lends so mnch to the demoralisation of an OffiCE 

as for small faults to be repeatedly passed over, Keeping 
a record of all offences, howevet' slight, is fair to all, and 
prevents those who can show a " white unblemii:jhed page" 
fl'om feeling that they at'e treated just the same as the 
habitual oti'ender, 

A number of small faults may, of conrse, be treated as 

equivalent to. one Ot' two grave ones, and will be good 
ground for punitive rneaSUl'es. 

:Fines.,al'e unsatisfactory punishment~, as, with in(eriol' 
o}\icials, ithey generally havc the effect of setting the 

... . . . ,:..' 

otfendetjto ~ork. to,tl'y and reimburse himself by il~egal 
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actions. A small fin~ is useful as a premonitory punish­
ment, and when this has to be repented it is generally best 
followed by reduction or suspension. The object of every 
officer should be, if possible, to reform his mbordinates, 
but to get 1;'id without mercy of the incorrigible. 

For the purpose of rec<r.ding the faults of the subordi­
nate sta~as above suggested, a book should be oifened with 
n. page devoted to each official who commits any fault. 
It will be ~seful to devote a page or two to each s\lbordi­
nate office also, such as 1'absils, .Education Department, 
Court of Wards, &c., a.nd note against the office any 
cause of complaint, e fl-, any tahsicl which was habitu­
ally late in returning the results of local e:qquiries would 
be thus posted, and the cause of the delinquency inquired 
into when tbe tahsil WU,IS inspected. This plan will ha "e 
a wonderfully btimula,ting effect on the whole of th(' Dis-
t~tOffioo. . 

No punishment should be inftictecl·in haste, but a lapse' 
of sevel'al days allowed between the discovery of the fault 
and the orders passed on it. It is u 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. 

THE ENGLISH OFFICE. 

A~ explained in.Chapter 1, the English Office p1ust be 
regarded as absorbing and containing the EnglisJi' portio:ptl 
of all other departments except the Treas~y. 
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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 Dflpnrtment, and 
the Local Funds Department 'or District Boards' Office. 
To each dep.lrtr:pent there are ordinarily allow~d one or 
more assistant clerks, besides .the Head £terk, who is 
responsible. for the work. Thee Revenue Head Cler'k is 
supposed to keep a general supervision over the whole. 

The impol'tanc~ of efficiency in thi~ portion of" a District 
Office i~ obvious; but it may not be out of place to remark 

• that its importance is derived from the f.'lct that it forms 
the link between the vernaculal' or working portion of a Dis-

~ 

trict Office and the outside wol'ld. Any delay or inaccuracy 
in the workinl 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. 
IJooking upon it as a whole, an English Office may be 
divided into the following 9 suLordinate departments:-

1. Correspondence. 
2. The Custody of PendinQ' Files. 
3. Record Room, 
4, Library. 
5. Bills. 
6. Accounts. 
7. Registers and Returns. 
8. Heports. 
9. Mis,~ellaneous. 

1.-COl'respondence • 
• Xhe cor~spondence of a District Office is divided into 

24 aeparJip1(mts, the first 12 of which are called the Board$' 
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pr Revenue Departments, beoause they are in usc in the 
Office of the Board' of Revenue. Each department is 
divided into files according to' subject, the entire COl'l'~­
pondence on any Rubject f6rming a file. Every letter, in 
like man~el', on that sl!bject forms a serit1 number in the 
file, the nQm5ers of bot~ letters and files being assign­
ed according to date. To keep the cOl'resp~ndence in 
order, and to be able to produce at once any lettier required, 
it is only 'nec~ss(\,ry to. observe the following rnles :-

(1) Give every letter its pro~er '!erial number in a 
file, and every file its proper sprint num bel' on the file 
register. 

(2) Enter every letter received cfr iSFJued, and note the 
dllte of the submission of all papel's for ord'ers. 

(3) 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 wid! 
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 book which 
serves as a register for all issues by post; and #hirdl:lJ, the 
usual peon 01' messenger books which serve as registers 

,fur 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 retd'y tL'aCing 
of any paper in the office, 
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2.-Custody of Pending Files. 

Certnin alrnil'€ls or book-cases should be resel'ved for 
pel'lding files, which"must be kept completely dis.tinct {l'om 

closed ones, the btter formirlg n separate department · 
(The Record Otpce). When a lettel' l'efert'ing to n fi-le . , 
antecedent to the ne\v system is .received, t~ ola file must 
be got ou~ and brought into die pending department, 0. 

note being ;nnde in tbefile list. 
All files taken "Out for nse in offiqe should be l'eturnetl 

• 
to theil' places at tho cloJc of the day 

3.-Record Room. 

A good many of tne f(\llowing remarks apply, IlR . will 
be at once seen, both to the present department and that 
Inst treated of; but in order to avoid repetition they are 
given bere only. (1) Each almira should be divided into 
compm'tments, e,a.ch corresponding to one department. 
(I.) Files should be arranged ill packets, the file numbers 
running. through the arrangement. (3) Files should be 
enclolled in paste-board 01' wooden covers clearly marked. 
[N. B. - The open file arl'angement by which no paper 1S 
folded is the best.] ( 4) The whole of a file should not be 
sent out of the office, but only such portions of it as are 
l·equired, a slip memo. of the missing llumi]ers being placea 
in the file. If a. whole file is removed, a memo. to tlmt 
eWect JDust, of course, be place(I in the packet. (5) AU 
formal papers should be weeded as soon as a file is con~ 
signed to the Record Room. All othEl,r papel'S must .. be.. 

·w:~ded nrader the orders of the officer in charge, ( 6) An 
average ,.p-tlmbetof papers and files must be settled aSI 
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daily task fot the weeder. The Head Olerk will be held 
responsible for instruoting him as to how his work should 
be performed, and if he is employed upon extraneous wQrk 
sanction ~ust be obtained., When" reeords are completely 
destroyed, a slip containing the descriP.tjon &nd date of 
destruction should be left iIt their place. (7) The keys of 
all almiras should bear ;lumbf3red labels of hpne, paste-
board, or parchment. . ' 

4.-LibrarlJ· 
t 

When a separate room cannot be devoted to the pur-
pose, English books only are us.rally kept in the English 
Office, and vernacular books in the Mnnshikhana. Every 
book received must bt> at onCfi 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 libl'ary with the catalogue must be sen(to the 
Superintendent, Government Press. <I-

All obsolete or useless books must be weeded and sold 
as waste paper. 
be stamped. 

More than one page of every book should 

5.-Bills. 

All bills should be carefully checked and initialed by 
the Head Cler~ and should be pnssed on the habis of a 
list of permanent officials which should be revised by the 
10th April of each year. (The total of each bill should be 
tested by the Head Clel'k, and all corrections made (in red 

-ink) by striking the pen through erroneous figures; the 
correct figures should then be attested by theoi'D.itials.£lf 
the disbursing officer. No erasures or, blurlen. figures 

\. 
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should be, allowed. The Head Clerk should prepare a 
statement apportioning the total budget sanction over 
ev~ry month of the year, so that the District Officer may 
know, at once, if anything abnomnal has taken place in th~ 
expenditure. The apportionment shoulil be on the basis 
of " years' actual requirements. Each separate' Hend of 
charge should be separately treated. The usual division 
of the annualgrnnt by 12 is obviously useleis; each month 
of the year should be con~idered separately . 

• 
6 . ..a.Account~. 

The only departments of the o"ffice which have much 
to do with accounts a'e the Municipality and the Dis-

• trict Boards' o;nces, which keel' their own accounts under 
the local self-government scheme. These departments 
are theoretically distinct from the District Office, but, 
af$ a matter of fact, they are usually amalgamated with it. 
Se¥ 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 l'eturnl)1ust bear the initials of the 

• Head Clerk as a guarantee of its cOl'rectneb8, and of the 
fact that he has tested percentageb, totals, &c. Budgets are 

·ordinarily prepared on the bash, of the actuals of the cur­
rent~nd p!efeding year, but the average of ~t least 5 yea~s 
IlIhonlil H.1W3oIf"R be com.idered before a budget is approved. 

8 
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S.-Reports. 
The Head Clerk 'should bring statistics for the com· 

pilation of every report to the District Officer one oJear 
p10nth before the report is due. The avera.ge figures 
of 5 years back, at least, should be collected fOl' com· 

parison with. the statistics of the yeeRr under report. 
Reports "Ihould aim at: giving a concise history of the , 
year's operations without repeating, more-than is abso-
lutely r necessary, matters to be found in the figured 
stntemen il,. The body of the report Flhouldo aiso,. of 
course, explmn any anomalouh ~)I' remarkable resnlts reo 
vealed by a figured statement. Every report should be 
complete in itself, and not J'f'fer t'b unconnected papers in . ( 

such a manuel' aE> to render their pel'uStil necessary for 
the clear understanding of what is meant. 

9 .-M iscellaneous. 

A list of unanswered reference .. in all 4 flepartments 
should be placed brfore the Dic;;tl'id Officer by the H;ad 
Clerk, every week, or at lea&t every month. A vernacular 
lir.t of unan<mel'ea references should be kept to check the 
work of tahsils in local enquil'ie&, (,n the result of which 

answers to many refel'ences depen<l. Every chest contain­
ing papel's ot' books or n.rticle<; of any description should. 

be catalogued.
t 

No useless papel's or other [1.1 ticles should 
be left lying in the officc-llothing in fact which is not 
registered in some register or catah)gue. All character 
and service books should be completely written up, and 
pa'rticular atte'ntion paid to the entry regarding.ommance~ 
ment of Rervice, which should be careful1y v~ified. 
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S.UGG'ESTIONS FOR INSPECTION OF, ENGLISH UFFICES. 

[:YE,-Tlte questions,· ·as a rule, expect affirmative 
r4swe1's,] 

1,-Correspondenr:e, 

( 1 ) Is the .system of classifici'ttion al4d registration 
properly understood ? 

(2) Ar~.there any letters not included in a file or any 
files not ente,red III the filel'egistel' ~ 

(3) • Are any unauthorised registers kept up ? 
(4) Is the (~olllmn 3f I'cfel'euc()s in the I'ettel' register 

properly filled np, i.e., with backwar(l and forward chaining 

!l.nd the addition of th~ letter C whenever a file is closed? 
(5) Is t~ date of Sll b~nission for orders noted upbn 

all letters ? 
(6) Are alllettcl's pl'opedy docketed? 
(7) 'Where cil'cnlal'S laying down rules of pt'actice 

~nve given rise to correspondence, is a copy of the cil'cullu' 

kept in the file? 

2.-Pendin,9 Files, 

(8) Has any correspondence referring to old files, an­

Gecedent to the new system, been received without bring­
.ng the old tiles concerned on the file register? . 
. (9) When fi les are removed from the ~ld bundles, is 4 

[lote of the fact made in the fly-index? • 
(10) Are pending files kept in separate almiras, with 

~ marked sluM for ellch dep:1l'tmcnt ? 
(11) . Are all files returned at. the close of the dlty to. 

~h~il' proljll' shelf '( • 
(12) Are any closed files mixed with pencling ones? 
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3 -Record Room. 

(13) Are all the serial nmpbers of files complete, and 

if any are lost has the matter been reported ? 
(14) When portions of a file have been removed by 

any ofl\cer's ordel', is ( his receipt or a slip memo. entered 

instead of thlmissing numbers? 
(15) Does each packet contain n note of ;(lDY file still 

pending? 
(16) • Arc the paokets arranged in numerical order and 

keeping thE' series of files continl{ons ? • . 
(17) Are the rules for weeding understood, and i'5 the 

weedel' confined to his proper duti~s ? 
(18) How many papers and how llJany' files docs the 

~ 

weeder weed a day ? 
(19) Arf' all formal letters and manuscript copie"! of 

printed ducuments destroyed when a file is closed? 

(20) Are all papers to be dc"-troycd inspected by the 
officer in charge ? 

(21) Arf' all revenue adll1ini&tration, settlement and 
income-tax reports kept ? 

(22) Are the files neat ? 
(23) When files are completely destroyed, 1S a record 

kept of the fact? 

4.-Libl'a1·Y· 
( 

(24) Is the library complete? 

(25) Is the library catalogue kept up according to 
, rules? 

(26) Have all obsolete books and circu'an, Deen 
weeded? 
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(27) Are all the rules for classification understood ? 
(28) Is a receipt always tnken from an officer remov­

ing a book? 

(29) Is the seal of the DistJw.ct Office stamped on more 
than one page of every book ? 

(30) Who is.responsible for thee ('U!;,tod)il and condition 
of vernacular books ? • 

" (31) Hate th(' books been compared with the cata-
logue, and a completion certificate s~nt to the Superinten­
dent, G'bvernmeIl't Press; also a list of aU books received 
within the year? 

.5. -Bilk 
• 

(32) Are all correctioDi in bills made in red ink, and 
initialed, and ~lrp erasures prohibited ? 

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

G.-Awounls. 

(34 ) Are the .accounts neat and free from blots and .... 
erasures? 

(35) What system of audit is there? 

7.-Regi9ters and Returns. 

(36) In all papers and registers prepared on the basiet 
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 d~s within the year ? 
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(38) How many have been more than I) month 
late ? 

9.-M/8cellaneou8. 

(39) Are there any office rules nnd a di"ltrict order 
book in which to enter them ? . , 

(40) Does ethe office1: in ::lharge inspllct the registers 
every week? 

(41) Is there It list of returns and rtports with dates 
of submi8sion hung llf> in a conspicuous place ? 

(42) Is a week~ list of pendipg references sUbmitted 
from all department& ? 

( 43) Is the distribntion of worfk fair, and does each 
department willingly assist th~ other? 

(44) Is there a list of references pendiflg from tnh­
sils ? 

(45) Are all chnracter and service books completely 
writtf'n up ? 

( 46) Are the entries regarding commencement of sen, 
vice deriveo from any source other !han the officials' own 
statement? 

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

(48) Are there nny pnpers or other articles lying nbout 
which should be destroyed or taken care of ? 

( 49) What is the sta~e of the office furniture ? 
(50) Are the almiras properly filled, or is there an 

unnecessary sacrifice of space? 
(51) Are the keys of all almiras numbered? 
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CHAPTER 4. 
TUE T,REASURY. 

THE Treasury Department of a District Office combines, 
• in the majority of districts, the accountA of all departments 

that do not (like the District Boaras and Munigillalities) 
keep their own ltccounts, and the.entire bunt:ing business 
of all Goverrt1!lent Offices. In large places where branches 
of the semi-official Bank of Bengal exist, the banking 
business is made over to this institutton, and the treasury 
becomes a mere a~count~ and audit office; but in most 
instances the two functions are combinp,d. The Civil 
Account Code is so full.anll minute in all its directions as 
to the conduct, of treasury bllsiness, that it seems scarcely 
necessary to enlarge upon the subject, but an enumera­
tion of the most important duties of the District Officer 
nnd his subordinates in this connection may be found 
useful :-
• A.-Duties of a lJistrict Officer . 
1. The District Ofticer is not relieved of res!-'onsibility 

ror the balance in his treasury by the delegation of current 
duties to the Treasury Officer. On the cO • .ltrary, 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 responsfule for defalca-
tiOOL • 

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

• 8. TaMil balances must be verified once a year by the 
District Q!!cer or'one .of his gazetted subordinates, 
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'B.-Duties 0/ a Treasu')'Jj O/licl',)" . 

The most important dnties. of a, Treasury Officer may 
be tabulated as follows :-

1. To explain all circular orders, &c" to the clerks. 
2. ,To see thut tJ;le public is not ,put to any incon­

venience' or ~reated with partiality b~ the subordinate 
~~ n 

(NOT E.-In the' following the Roman figures refer( to chapters, and 

the Al'lLb;c ~$nres to ml\l8, of the Civil Accol1nts Coo!',) 

3. To enter personn.lly all ~t'ceipts and issues in the 
stoek books (I, 10), 

4. To sign the pension regis~~r and permanent pay­
ment orders (XVIII, 2, 6). f' 

5. To sign the deposit regi'1ters and ch~ck all irregular 
deposits (XIV, 2,6). 

6. Carefl1lly to examine all vouchers for payment 
before passing them. 

7. To see that all remittance-bills drawn on ot'h.er 
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 PQY enhanced salaries without pre­
audit (III, 5). 

11. To prevent all erasures in bills or accounts (I" 
10.[b]). 

12. To audit daily u:fe cash transactionso6f the 'day 
(XVII, 23). 
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13. T@ 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 uf place. Before leaving 
the treasury for the day the Treasury Officer should check 
all receipts enter~ in the cash bo?k "and seeothat they are 
supported bj chalans or notices of remittance, or entries 
in the tahsil ~iahas (01' sub-treasury consoHdated account 
sheets); he should also see that every item is properly 
posted in its appropriate seheduIt-. It is, therefore, neces­
sary first to check the :ntries in the schedules by those 
in the sadar choIans and tahsili siahas, and then to see 
that the t.otal of eaeh :ched~le 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 voucher!, 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 n~cessary for the' 
daily audit. 

Suggestions jor Treasury In.rpection . 

. The form of printed questions prescribed by the Board 
of Revenue for the use of Commissioners in inspecting 
district tfeJl8uries is, of course, all that 'is required' for 
that purpr:15e. 
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The following questions apply to the inspection of 
Tahsil sub-treasuries :-

State oj Treasury, eYc . 
• 

1. What is the state of strong ro01!l, tr~asure chests, 
chests,.locks, baoO'A and scales, &c. ? • • 

2. Has the Executi~e Engineer's certificate been re-
newed, accordiJ.lg to standing orders, wIthin. the year? 

3. Is there a departmental order by the head of the 
District·l>t>lice defining the duties of tl)e treasury guard? 

Procedure pl'eviom~ to Tender. 

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

Procedure alter Tender p1'evious 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 siahamwis for entry in t.be 
siaha? 

6. Are dakhilas (receipts) given for all df'scriptions of 
receipt? 

C1'editing 01 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 :he public accounts)? 

8. If a dakhila is lost, is a certifi~ate of payment given 
instead of a duplicate ? 

~. Are th~ numbers of chalans, tahvildar's ledger, 
khatiuni, dakhila hahi (or receipt register), aug.- ahahtlads 
books, the same? 
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10. Is the preparation of t,he supplement to 'the siaha 
understood ? 

Paym~nts. 

11. Are all payments supported by vouchers ? 
12. Is the whole of the treasury order cashed, the 

• unexpended balanc~ being held kharij-az-siah~? 
13. Is the .. kharij-az-siaha kept ~s low as possible by 

short-drawing pny of abF.!ent officials, and evel'Y other avail­
able means? 

Stamps . 

. 14. Are the registers neat and free from erasures? 
15. Are acquittance rolls (knbz-ul-wasul) properly 

stamped and the stamps ~efac~d ? 
16. Are sufmlient stamps of eyery description in stock, 

and are indents from head-quarters promptly complied 
with? 

17. Are receipt stamps kept by all vendors and all 
courJ;s 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 Uaken, and is 

the income up to the standard of the province? 
• 22. Is th.e stamp revenUE: ~llowed to suffer by sending 

for records when parties ought to file copies? 
• 23.. Are powers of attorney (mukhtarnam.a) invariably 
asked~for wilen parties are absent ? . 

24. Are ~plicati?ns for E!ummoningwitnes8esstamDed? 
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25. H the Court punch of a pattern distinct from tbat 
of the record·room ? 

Pe1lsions. 

26. Is there a proper list of pensioners. and how is it 
verified? 

27: . Are-' all pe~s~oners over 70 ,years of age seen 
annually? 

28. If any pensioners are paid at tbe'tabsil does the 
tahsildar understand and carry out all the rules? 

29. Are any pensioners exempt fr'om personal appear-.. 
ance? 

30. 
lock? 

31. 

32. 
83. 

.lI1 iscellaneou8. 
f-

Are items outside <i;he accounts kept undeI joint 
• 

Is small change freely supplied to tbe public? 
Are currency notes freely given and received? 
Does tbe tabsildar 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 t,be tahvildar transferred every two years? 
37. Is there a daily comparison of dakbila b.thi, sinha, 

khatiuni, and tahvildat'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 RECORD- ROOM • 
..... ""'~ 

Conditions qf efficienc,y in the Room itself. 

THE record-room should be enclosed on every side hut • 
the one by which- the record-keeper must enter. Th'e 

office should °r.eally he a suite of three l'qoms opening 
one into the other. Th~ first, the record store room, 
the secona, the insnection rOOIn, alld tile third, t11: copy­
ing I·oom. Admission to tftle whole suite should be by 

one door, or two at the most, aud the copying depart­
ment shQuld be illnCC€$sible to the public Gratings 

should be supplied: through which applications and copies 
are illtercilanged. 

Arrangement qf the Record·Room. 

'Fhe division of the record-room is lIy plll'ganas, an old 
territorial division of the native Govel'llment ndoptpd 
by the British. To ea('h pargnnn is allotted one 01' more 
racks or shelves, each marked with the name of the 
pnrgana in large letters. 

The arrangement of the records relating to the pnl'­
gaua is mauzawal', that is to say, the papOl's relating to 
each mal1za or village are bound lW together in oue 01' 

more bundles or bastns : 01, if the lllllll bpI' of records 
relating to any mauza is too small to fill an entit'e bundle, 
the papers of one or more will be bouud. up together. 
Reco·l'ds tbllj do llOt belong to any particular mauza Me 
arranged according. to s.ubject. 
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The bttndlE's should he clearly nuu'ked with the name 
of tlle mauzlt or subject. Each bundle oontains a fly­
list tabulating the reoords °in Ot'del' of decision, and HS 

each recOl'd hns sit'1'l'iMrly a list of papel's, the finding 
of any paper is nil easy mattel" 

Establishment. 

The staff of the record-room cOllsists 0," one 01" more 
reconl·l{eepets and assistants, having tutder theil' ordel's 
a num~er of record·lifters and weedet's propol·tionate 

• 
to tlle work to be done. T~e cOl:ying establishment 
mn)' also be reganled in n certain sellse as be:lollging 
to the reC'ord-room. 

t 

The following officials ~all fOI' a few remarl{s in this , . 
place :-

Hecord·lifters (01' basta hardars) ohould make tbem­
selves acquainted with the colour of the basta., 01' bundles 
nllotted to each pargnna They should, of COUI'se, be 
very careful to return each basta to its proper- ~a.<..e 

aftel' removing it, otherwise the utmost coufusion will 
occur. If this re-nrmngement is impossible on the <hly 
of removal, owing to extl'llordillary press of \vol'k, it 
should be carried out the fil'st thing in the morning of 
the succeeding day before the special work of that day 
is commenced. 

Weeders.-The dujics of weedet's nre confined to 

detndling from the records such pApers a.s the record­
keeper <lit'ects. III general pmctice, however, tbe re-

• & 

c.ol'd.keeper ,orders the weeder to weed Il pf\ft1cular 
bastn He must, therefore, know nIl the I'\tl~s for weed­
ing. The renson why weeders, ns a rule,. do so liule 



in Northern india. 47 

work is simply that they are employe!l on work other 

tlum theil' own A f"it' n vernge of work is 500 plI.J>ers 
nnd 50 mis1s or J'ecords pel' diem. It should be aaeet'­
taineu also that the work is nCCl'" .~1y AS well 1\8 qnickly 
done. Every weeuel' should be fUl'I1ished with 1\ memo. 
signed hy the 1 ecoru·kee pel', showfng tile ~escl'iption of .. 
papers to be weeded. 

System C!f Registration. 

The system of l'egi!:!tration ill I'ccord·roonrs"is two-. 
fold, the objects being t~ ensure th(j illlillediate entry of 
all papers entel'ing nnd leaving the record'room, and also 
to ensure their being readily aud ('asily ohtained when 
wanted, A third set of r6'gisters is requil'ed to Bhow 
~\ccul'fttely the daily tale of wor], pel'formed by each 
member of the ~uho\'(lillate staff, This latter kind of 

register iq easily understood, hut it is important to dis. 
tinguish between those which Ilrc intended to serve as 
st~ hooks, and those which are intended to ttnee l'ecords. 
Of the former kind are the daily registers of receipts 'lnd 
i~sueB, auu of tIle latter the lists placed in the various 
bnetas or bundles. 

Preparation of Records /01' the Record-Room. 

Every depfll'tmentnl clerk is bound to pl'epRl'e his re­
cOI'ds with special l'efel'f'llCe tl) the~l' deposit iu the record. 
room. Detniled instl'Uctions are gi ven as to clnssification 
in the cit'cnlrLr and cannot be mistaken. Files cnpable 

• of ~\'ritol'il\l nrl'aftgement nre seplLrnted from th08e which 
canltot bet~nted thus, Rnd have, thel'efol'e:to be firran~d 
by subject. 10 livery file the first paper inside the 
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wrRJ)f~er (-or q:.iJak) is the fly-leaf" ou which \~ in.clibed 
in ~'nchronous ordet' a note of every paper a.nd stamp 
in the file, and of those wLietl are 6ubsequently ren~oved, 
The second .paper is ~drJl\lIy a list of orljet'S Ot' proceed­
ings in the case, nnd then the other papers in . Ol'det', 

Eacll 'dC'S('ription or case 1\8 ahove <,!etween fifty nnd 
sixt,· tel'\'itol'ial and hetween twenty nllJ thit,ty of tile . . 
other kind) Imfill\ separate file register, in wl.ich (1.re posted 
all files received from other offices fiS well fiS those ,vith 
which tl;e clerk is immediately concerned. 'Each file 
transferred to other offices or to"the record-rooUl must, of 
OOllrse, he noted as so treated. Each departmental clerk 
should lin ve a separate case for hIs files. W hen II. file is 
ahout to be deposited in the record-l'odm it must be 
divided into thrf'e bundles (Ot' lInthis) linked but separatE'., 
corresponding to the periods nfter which tile pnpers are 
to be weeded: see irifrn under hend Weeding. 

Reception ql Records in the R'ecord-Room. 

The record-keeper receives none but complete anll 

cotl'ectly I\lTanged files, l'etul'Ilil1g tllOse which do not 
satisfy these cOlHlitions with nn official report to the 
uepattmentnl clerk. Usually each clerk has ~t s~pal'o.te 

day on whicb'to file his records. Each recol,.i on passing 
the recol'u-keepel"s exnutiuation must be at once posted in 
tb'e register of receipts, nlH.l again in the fly-index of the 
Lastn 01' bundle to which it is consigned, BefOt'e de-, 
pOiitil~g any fiLe, however, the l'ecol'd-lreepel' ha~ to p~nch 
nIl stamps cOlltnined in it wi til a punch of 1\ different size 
to that in usei n the Court. T4.e re~eption of re.col'ds 
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frolD tahsiIs is necessarily Qonducted by means of1nvoices. 
It is most iUlpOl't.:'lnt that the I'ecord-keeper should not 
return reoords to departlllent~l clerks pl'ivately, whet! they 
are incorrectly prel)ared, but make an official'i':pOl!t 11' 
each case.. Unless this is done, bad work will not be fas-• 
tened on the responsible person. 

Issue of Records. 

Just as every recor.u. must be immidiate1y en~ed ill 
the stock hook on its receipt, so all records leaving the 
l'ecord-room must immed1ately be posted i~ the register 
of issues, a note being made in the propel' column when 
the records are returned~ Us~aIIy two registel's are kept 
up, one for the ·copying department, and one for all other 
offices. 'Vhen a new register is opened, the anears of 
the past year should be brought down in red ink. Pm'ti-

. cular care should be exercised in the issue of settlement 
records, and no record should remain, for copying pur­
lloses, with anyone but the hend copyist. 

Inspection of Records. 

Records wi1l he inspected, as above stated, in the centre 
of the tllree rooms of which the record office ought to 
consist, under the superintendence of an officia~ of not 
less rank than an assistant record-keeper, if inspection 

• fees fall very low, there is prima-facie renson to belie-ve 
that records are smuggled in and out of the office, but 
the income may, perhaps, be expected to decrease 
with J\ll iBCl"easing number of highly educated legal . , ~ 

practItIOners. 
4 
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Weedin8· 
As soon as nny misl is Qeposited in the record-room 

it may J!ue to be weeded, should special orders have_ 
beeu issued for the destruction of any of its papers; tn 
any .. case it will hllve to be wee wed a(ter a year. The 
papers of .e~J'y record are divided into three classes or 
nathies. A to be retnined permanently,. 01' for twelve 
years; B to M l'etaiued from one to twelve years; C to be 
des~ro~'ed after on~ yenr, or by sl1l\Cial ortler at once. 

Care must be taken that tthalmads, record-keepers 
and weeders hre thoroughly cognisant of the rules for 
the classification of papers ncco~dlOg to the periods after 
which they have to be destroyed. These rules are so 
mechnuical nnd so detailed that it is usele~s to transcrlbe 
them: they will be found in full in pages 10-17 of 
Board's Book Circular No. I-IX, dated 4th AugusL 
1890. It should IIlso be observed that in any case of 
doubt as to wbether records should be preserved or 
destroyed, it is better to pleserve them. 

Copies. 

The copying staff should, as above remarked, occupy 
the third or outer compartment of the I'ccord-room, so 
as to be uuder the general control of the l'ecord·kcE'per. 
Care should be taken in sending up the annual budget 
that 11t'ovision is mnde" for sufficient copyists and tmns­
Jatol's to do the work of the district. It 111ust, however, 
he l'emcm bered tlmt the tale of work for ench copyist .. 
at· the mte "of two thousand words a day.is no low 
minimum, anu, as no rule, lUuch mOl'e than th's should be 
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aecomplished, The rules for the copying department 
(Circular No.4-IX) :u'e full and need not be traDJCrihed: 
the principal points to benl' tn mind are :-First, that all 

"applications should be l'egistered as soon as .inn~tioned " 
secondly, that each column of eyery register should be 
filled up when the tl'nnY3action to whiQh it l'Q{el's actually 
takes place j and thirdly, that there should be"' a cOl'red 

entry of the a~t.ual date of delivery of eve~y COP!, 
il1iacellaneolls. . . ", . 

The bastas or bund1es of different pnrganns sbould be .. 
differently coloured. The recol'd-l{eep~r should report 
all cases in which records nre not deposited fOl' more 
than a month after deci~ioll, and all cases ill which re­
cords nre detai~led more than one month; also, 88 above 
stated, the names of nIl depnrtmelltal clerks who deposit 
improperly prepared records. 

Sugge8tions fo1' Record-Room InsP!ction. 

(1) Is tlle room secure and pLOper)y arranged? 
(2) A re the 1 acks and bastas in good ordel' and proper­

.ly coloured and mal ked? 

Est(lbiislunent. 

(3) Is the establishment ill excess 01' deficiency of re-
quirements ? ' 

(4) Is thel'e n register of uaily work? 

Treatment of Ret1rmis. 
( 5) Are incomplete files returned, and if 80, ofBoiaUy 

01' demi-oflicialJy ? 
(6) ArEfthe registers and indices properly kept up ? 
(7) How';U'e patwaris' recorJs kept? 



A Pistl'ict Office 

Issue of ReC01'ds, 

(8) Are the registers of issues properly kept up ? 
(9) Are arrears of former'years brought dow}} .ill red 

ink? .... 

(10) What special measures are adopted for the safety 
of settIemen5- recor6s? ' 

(11) D~es the head copyist keep all the files issued to 
the copying d~l)artll1ent ? 

~" l1tspection of RecQl'ds. 
( 12) Is the income from illipection fees stendi I y de­

creasing? 
(13) Is there any reason to s~sJ:>ect the abstraction of 

records? 
Weeding, 

( 14) What al'rem's are there in all three nft th ies r 
(15) Wlmt is the tale of work ~iyen by the weetll:l1:! ? 
(16) How a~e stamps wllich have been weeded kept 

until destroyed? 
Copies, 

(l7) Wilat is the tale of work averaged hy each copy­
ist for the past month? 

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

(19) Is nny extrn estahlishment required? 
(20) Are 'nIl applications registered as soon as sanc-

tioned? ... 
(21) Is each column of every register promptly filled 

up, as the transaction to which it refers take place? 
t22) Is there a correct entry of the a~tl1ll1 dnJp of 

delivery of every copy? 
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.llJiscellaneous. 

(23) Does tho record-k~epel' report late filings nod 
undue ~tention of records? 

(24) Where are the papers of treasury and other 
special departments ~pt ? 

• 
(25) Has the officer in charge inspectt!tl .the record-

room every week? 
• (2fi) Have all bnstas been opened dut within tUe 

year? 

CHAPTER. 6. 

TIlE DEPARTMENT OF I..AND RECORDS AND AmUCULTURE. 

THE district staff under tliis ueptll'tmellt usually con­
sist of a sauar k:Ulungo, with ono or more assistants, at 
heau-quarters, a registrar knnungo (with assistants) and 
several suprrvisor kal1uugos at each tahsil, with n pat­
wad 01' village acconntant (the twit of the aepal'trnel1t 
and indeed of the wholo revenue admiuistmtioll) in each 
village. J:1Ie word" kanungo " means intel'{H'etcr of law 
or custom aud is borrowed from the native Governments. 

U uder these Governmel1 tq, there was a separate kanull­
go for each of the territodal divisions caUed a.parga"a. 

The Bl'iti::-;h Government has l'etained this official ill 
the persoll of the registrar kanungo, who ~eeps the re· 
cords of each pargana, and added- another called a super­
visor kanungo, who superintends the patwal'is or village 
-accountants of the pargana, the compilers of the village 
stat~stic8. of produce, and records of proprietary alld 

tenant rigl!t. 
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Sada1' Kanungo. 

The Badar kanungo's uuties nre to compile the regis­
'ters and returns required from the department, and to 
keep up a general supel'intendence o'ver the whole staff. 
Be .~n8 to test the. work of eac}. registrar kanungo nt 
least oncec a~ear, and do n sufficient amount of testing 
in ench supervisor's circle to be able to pronounce . -

decidedly on 'the chnrnctcr of work uone by nIl. AI-
thoug~jt is assUllHM in what follow.s that the department 
is placed in the specinl cll!u~e of one of the uistrict, 
stnff, yet its efficiency will greatly d~pend upon that of 
the sadar kanungo. He must br- as prompt in reportimg 
the delinquencies of. subo/:dinate knnung~s as they are 
in doing the same ungrncious but most necessary work 
for patwaris. 

Registmr [(anun/fos. 

The registrar kanungo shouJd 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 beWg uue, and 
enter the date of reception from the supenisol'. The 
officer in charge should enquire into the renson of abnor­
mally late filings, and make arrnngenumts to obviate 
sucb delay in future. 

The;egistmr should (1) sign nnd attest the jnma-
" TeaUng of jamabandis bnndi nbstl'act; (2) a.dd a note to 
~dkhew.ta. each paper tested showing the re-
_It ; and (3) make all necessary corl'ections with red ·, 
bit-aot lea~e detected errors unamended. 41 

The registral' should compare the mutn&fou register 
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with the khewat and satisfy himself that all changes have 

Proprietary mutations. been correctly recorded. On receiv-
ing intimation of any proprietary 

change, the registrar should enter it at "Once in };is 
mislhandh. • The registrar should carefully observe ihe proTisions 
of Circular 1\0. II, dated 6th June 1885. • 

The registrar shuuld see that all patwaris are pUIlC· 

Patwaria'salaries leave tually paid on Ule prescribed dates, 
t '. ~ 

&c. and keep up a list of leaves granted 
to them, and of fines, &~. 

The registrar sh6uld see that all iuformation required 
from patwaris is given ')y them, and all orders communi· 
cated to thenf, at the time of' attendanc(; at the tahsil, so 
that they may not be unnecessarily summoned. The 
registrar should particulnrly see thnt nIl orders of court 
nffecting them or their papers are duly commuuicated to 
patwaris. 

The registrar should see that indents f01' papers go up 
• in proper time,and superintend their 

Patwaris'papers. .1··b· 1 1 1.1 b . h ulstl'l utlOn; Ie s IOU u 0 tam t e 

signatures of pntwaris for papers received. 
The registrar should see that all semi.j udicial work 

performed by him under the talJsil· 
Case work. dar's superintendence, is conducted 

with due despatch, and in accordance with tbe direction$ 

for case work. 
The same rules as to extraneOllS work apply to regis­

Bstraaeoue ~rk. 
trars as noted below in refereoc~ 
to supervisor kauungos, that is, it 
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mg.st be plaihly et,lteted ill the. diary with the n.uthorisn­
tion of the officer pel'mitting it. 

Changes in !he register of muafis will only he made 

negiater of muafia. 
by the registrar on orders of Court, 
and in red iuk. His duties are only 

~ 

to a~ertain,~'\s best"lte may, all changes, .1nd to report 
them. ' . 

The nazul rf;lgister must be kept with Sf)ecial care and 
( the maps up.to date. In reference 

Nazul r~'rister. , 
to hoth this and the muau register 

the regish'ar should enquire fl'om the supervisors as to 
changes noticed on tout'. 

The most important work of the registrar is the 
maintenance of mall1d, village, and 

?!Iabal, village, and par. 
gana legister and patganJ. 
book 

pargana registers, and the pargana 
buok. Directions for testin~ the 

work of registrar kanul1gos will be found on page 73. 

Supervisor Kanun,qos. 

The adlilinistratioll of the department witl ordinarily 
depend upon the work done hy 
supervisor kanungos, and too much 

-stress cannot be laid upon the importance of their 
duti('s. )l1s~ead of worrying patwaris with continual 
punishments, it is better to get good kanuugos and insist , 

General. 

upon their getting work out of their pntwaris, giving 
them, of course, good Ulen to work with. If the officer 
in charge thoroughly knows and has his supervisors well 
iu 'hand, they being ill a similar relation to. patwaris, 
aU will be wel1. 
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A supervisor kanungo <should kno. the' characters 
and capabilities 'of each of his pat­

Knowledge of patw&ris. 
wnris as if they were members of 

his own family. He should pl'eSflnt the tahsildai· with a. 
list of bad patwaris di~ided into four classes (incompe­
tent men capable and incapable of' impr<llVe~nent, "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 tl1ese bad patwal'is, 
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 th8 kanungo's 
classification into good and had is a correct one. 

A supervisot kanungo should let his patwaris see that 
he is determined to make them work, 

Misconduct of pntwnllS. 
find he is strictly forhidden to over-

lool\. 01' (!ondone uny fault, however trifling, but should 
report everything to ~Iup'crior authority. 

Supervisors should see that all 'their lliltwflris are bUill? 
• }ide residents within their cil cles, 

f - . Residence 0 patwaflS. 
ntHl take measures to secure the 

l'esidence of those who are not, by persistent report, to 
mperior authority. 

Supervisors should keep a list of papers due to them 
. . from patwal'is, with tile dates on 

Flhng of papers. l' 1 J. ., 1 1,1 1. 111 .1 
W llC 1 tucy S lOU u ue eu. 

The following documents only nre kept, by super-
Papers to be kept by visors :-

mpervisors. • (1) map of circle; ('2) diary; (3) 
rough register of tf.'stings ; (4) register of patwaris. The 
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fbUowidg instructions are applicable to these docu­
ments:-

Dh\l'ies should contain specific accounts of the exact 

Diaries. 
work done by each supervisol', and 
not he filled,up with such entries as 

" eiignge~ ill- supervising work." In each case of n small· 
ertotal than the average number of entriflS (150) which 
should be tested per diem, the reasons should be recorded. 

Supervisors are not allowed to be ill the tahsil with· , . 
Presenoe of supervisors out the express permission of the 

in tabsil. tllhsildar, except in the months of 
December, May, June and July. The diaries should 
therefore distinctly show such phsence at tho tahsil with 
the reasons for it. ., 

Supervisors employed on eJ:traneOU8 work should 0/;­

Extraneous work. 
tain a .<;pecial certificate (to [If' i'e· 

corded in the~ diar:1J) from tlte officer 
employing them, as to the lenr;th of time for wMch this 
work will exclusively occupy tltem. Under no other cir· 
cumstances wiJl allY excuse for 110t performing ordinary 
work be admitted. 

Supervisors should record the character of each pat­

Patwaris' register. . " 

wad in the register, with the num­
ber of errors found each season in 

!Jis papers, distinguishing between serious find triHing 
• errors ill the manner to be hereafter described. 

Pield W01'k of Supervi8ors. 
On the 1st August the supervisor should commencGt 

~ tour with the object of setting pa.twaris to lVork. Of 
COluse the previous yea.t's papers should l:k completed 
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hefore tbe tOUI' is commenced, and, with the ohject of 
speedy filiug, it will be well to have those patwnris wJjo 
are unnhle to get their work done in time into the tahsil" 
and lunIte them work under the kanungo's supei'vision. 
Those who have finished their own work should also be 

• 
made to help the others. • ,. . 

On this In:elimiunry tour the supervisors should 
attend to the foYowing points :-

(i) That the surveying instnlU1ents, if nny, of th& 
circle nre in good order. 

(ii) That the patwnl'is havc filled up the kiutSl'llI 

entries which they nre nuthol'ised to fill up (the first 
six) before proceeding t<1 field work. 

(iii) That th~ mnps nrc correct, or corrected, but thnt 
the settlement maps are not used. 

(iv) That the patwnris understand that they should 
work at the khas\'a at the rate of 100 numbers per diem 
at least, and that they willllot he excused from tiJeir dnily 
task without n certificatc from responsible authority, 
nnd that they should hegin and finish work on the pre­
scribed dates, 

(v) That patwaris nre to record all changes in the 
papers other than the klaewnt according to possession, 
and pl'epare a list thereof for the kallungo to test on 
his tour. -- -

(\'i) TIIJat patwaris are to enquiJ'e in lIte village itt tlte 
evening a60ut a,ll matte1's whicli, Iltey cannot discovel' on 
tlte ,pot, as the vl,Uagers will all be assembled there, and 
that e.rcUflJs of absence 01 villagers and! consequent 
ignorance t4ill not he accepted. 
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(vii) 1'hnt the khasrn jinswal' shonld be written up 
daily on the totals of entries made each day, 

On beginning his regular tour the kanungo should so 
1trrange as not to go unnecessnrily over the same ground 
twice. Two thing~ will have to pe taken into considera­
tion': tile. position df the circles to be tested, nnd the fact 
-of the papers being ready for testing or I!ot. 

Testing of Papers . 
• 

TIle supervisors should not look upon tIle 10 pel' cent. 
rule fiS a guiue to their work. This is the minimum of 
work which can excu"c a man from pUllis)llncllt. lJut • if he wOlks liS he !>hould lIo, with the obje~t of getting his 
circle into real oruer, ins tead of keeping his post and 
::nToiding I'nni~llln{,lIt, he will do from 15 to 20 uel' cent, 
lIe should !lot test near roads only, or whE're the work 
is easy, but especially where the map is changed nnd in 
out-of-the-way places, In 10 t? 15 years every fidd 
should be visited. 

Kanungos should take eyery opportunity of testing 
their pnpers on the road from one place to nnotiIE'r. 

About 150 numbers a (1.1y is a fair avern3'e tebting for 
(me mall, an' I it should he recorded in the diary when, for 
allV rell"lon. this hns not been done, with cel tificate as .-
nbove for the omission. 

If hen a kanungo 1'eaches any circle he should call f01' 

the patwaris' list of changes in possession, etc., and test 

the whole of it. 
• All changes in the map should be spec.IIy tested 

by the supervisors, and if the work has not been done by 
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the patwnris they sho~Id report the matter for. the ap­
pointment of n special man, who may be a passed pntwm:i 
who has finished his own cil'cle. Ou finishing his field 
work the kanungo should test chnnges in possession, &0., 
in the village by night as pre~cribed f01' patwnl'is. 
Deaths, &c., of ll1uafid:rrs, c:m be tes,ted and l'e})Ortep in 
this way. 

When the p:r~ers nre very incorrect in nny circle, the 
kanungo should ;naku :\ special report for their correction. 

In testing the kanungo shol1.hll;;cep tile pntwal'i in front 
of him with the map. 

jJfisce/laneolts. 

Kanungos should be remiuded of their impol'tnnt uuties 
as to alluvion. \liluvion, nazul lands, forests, &c. The 
character of each patwnri should be written up from day 
to day. 

Abstract. 

The following illlpOl'trmt points nre collecteu for re­
collection :-

(1) Kanlln~os should work with enthusiasm, and with 
a personal interest in their work. 

(2) Patwlll'is should be so well in hand that they feel 
they must work or lose their appointments. 

(3) The pntwnl'is should record all changes of facts and 
the kanungo should test them. ~ 

(4) Kanungos should overlook ao faults, bllt report all 
without ex~eption. 

(5) Testillg should be so done so that the supervisor 
lllay feel pet'sonally confident that the tested papers a're 
COl'l'ect. 
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(6) Kanungos are l'esflonsilJle for reoordiag all that 
pntwaris' have to do in their diaries; and seeing that 
they have a list of impol·tant orders and points to be 
-observed, always handy for reference, 

Selection 0/ Candidates. 
Candidntes for the appointment. of ka.pungo must pos­

sess'the fallowing c~rtificates :-
(1) A certificate of having passed tlli middle class 

.examination. • 
(2) A medical certificate of hea} th, age and fitness for 

-outdoor work. 
~ 

(3) A certificate of good birth and character. 
(4) A certificate of pl'oficienc,Y in Hindi and English 

figures. 
(5) A certificate of ability to ride. 
Candidates should be allowed to appeal' on the hasis of 

the standard number of vacancies likely to occur within 
tlle year. Candidates mily b~ accepted in ordel' of nppli­
~nti()n. 

SECTION II 

Instl'ltctions fot' the Office,. i'n chm'ge of Village Registl'a­
t'ion 01' the Depm'tment Land RecDt'ds and Agriculture. 

It is convenient to divide patwaris' circles into foul' 
elasses as under :-

(I) Th'ffltult circles in which there is much mensura­
tion work, as, for inst:u~ce, where there are alluvial mnhals 
I)ubject to quinquennial revision. 

(II) Moderately difficult circles, where there is a good 
.deal of mens.ul'ation work, but. not of such animpol'tant 
(haracter as where there is alluvion and diluvion. 
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. (III) Ordinary circles, that is, where the only difficulty 
is the correcting of the mnp. 

(IV) Easy circles, that ie, where there is little 01' no 
mensurntion work. 

The pay of the first class may be Us. 12 or 11, then 
Rs. 10 or 9, then Rs. ~ or 7, and for the lowest class 
Rs. 6 or 5. • 

The officer irt charge should see that the pity and 
qualifications of each patwtlri cOl'l'esP9nd with the class 
of his circle ; and if 11·ot, report the mattel': he should 
also see that tlle patwal'is' circles are fairly divided, 
and that tIle incumbents can do the work without 
assistance. 

The same reornarl{s apply to kanul1gos' (supervisors') 
circles, and, of course, a report, with proposals for im­
provement, should be made when any nbnormal condi­
tions are discovel·ed. 

The officer in charge r,hould divide pntwftl'is into the 
following classes ;­

i. Good 'patwal'is 
11. Onliuary patwaris. 
Ill. Bad patwal'is in fOUl' suhdivisions, vi:.-

(a) Incompetent patwaris capahle of improvement. 
(b) WilfllJIy negligent l'atwftl'is capable of reform. 
(c) Hopf'lessly incompetcnt patwaris. 
(d) 'Vilfully negli~ent pntw!\I'1s incapahle or reform. 

The mo~t important duty of the officer in charge of 
pntwaris is to test the changes over lust year's papers 
as attested., by lmllungos, and to cut off this class iii .of 
patwads altogether. 
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The last two sub-divisions of class iii should be push~d 
up into the first two if in nny way possible, and given 
n season of probation. after which they should be dismiss­
ed or eliminated. About two seasons is ample to give a 
bad patwnri as grace, nnd by the end of the second the 

• 
offieer in charge should have reformed 01' di~missed nIl 

« 
bad patwaris. 

The officer in charge should ascertainc and enter in his 
memornndum book the following .facts about each pat­
wari :-

(1) Is he punctual in filing his papers ~l' not? 
(2) Are his pnpers pretty ('orreet, i. e., has he never 

more tlmn five per ceut. of serious errors detected? 

(3) Does he bold any land us proprieOtor, or cultIva­
tor, or engage in any calling detrimental to his duties? 

(4) Does he maintain p('ace between zemindttrs nnd 
cultivators, or get up feuds with each other among the 
various classes of the community? • 

(5) Does I e explain to zemindars and eulti vators the 
provisions of those laws whieh concern them; and prevent 
frivolous litigation? 

(6) Is he obnoxious to the charge of taking bribes 01' 

not? 
(7) Is,l)M'1 really resident within his circlf', i. e., with 

a house of his own \lud hib family, or excused from 
residence? 

N. B.-If a patwari is not a rebldellt of IllS CIrcle, and has to bUild a. new 
ho~e In It, Ius own house should not be less tlHm 15 or 20 mile'! away, oro 
he Will not rea.lly hve in hiS circle. 

(8) Does he really undel'stand the rules for his 
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IPildaace and net upon them, and has he a memol:andum 
or tHUle-mfJCt'lJlt, in language be ean understand? 
• Po B.-The officer in chA'rge should prepare such a memorandum 11 it 
~ not~, and it may contain a11\0 important provision of -the Rent 
_~a8tamp Acts, &c., which concern thEl village community. 

(9) TWO MOST IMPORTANT RlrLES ARE QUOTED HERE TO GIVE 
1P*,Lu.. -PROMINENCE TO THEM. DOES THE PATWA~I ASCEB­
'4lN IN THE VILLAGE BY NIGHT THE FACTS HE IS UNABLE TQ 
~ OUT IN THE 1l'IELIfBY DAY' 

(10) DOM THE :i'>ATWARI INVARIABLY PRESENT THE SUPER­
nSoB WITH A LIST O~' CHANGES FOR TESTmG ON HIS VISIT TO 
l'H.E CIRCLE • 

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

Classification of Errors. 

The m.ost uuintelligcnt procedure is constantly observ­
ed in punishment of patwaris who are occasionally fined 
unnecessarily for trival errors and omi8~ions which do 
not renny cause harm to anyone. The first requisite 
101' correcting this state of thing., is to classify errQl'S. 
It is convenient to have three classes of errors-

Class L-Serious errors which spoil the jinswar or 
othet' important papers. 

Class fl.-Serious errors involving grave negligence 
• 

OD the part of l,atwaris, but not the serious consequences 
iuvolved in Clnt!s 1. 
• ClJusl11.-Trifling errors. 

B. B.-A nwnber of tri1hng erron, say, as many as 15 pef cent., will 'be 
oo1lllide1'e<l as amounting to a case for pUDlshment as with serious error. ; 
.th,erwiee they WIll be overlqoked . . 

5 
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Punisl.mems. 
The tollowing 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 tlAat if lie persists in ~ommitting serious faults he 
does so at the risk of his appointment :--

(1) Warning. 
• 

(2) Serious warning with entry in register. 
(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 Yleir appointed and fine. 
(S) Losing chance of promotion and fi~. 
(9) Sending to school with ~ubstitute of his own:choice. 
(10) Sending to school without right to appoint a sub-

stitute. 
(11) Suspension. 
(12) Dismissal. 

N. B -NOB. (9) and (10) of course can ordmarily be only awarded to in­
competent men. 

Besides these 12 punishments, the following are in­
flicted in special cases:-

(13) Fine of so much a day till n certain work is com­
pleted. , 

(14) Appointment ')f a special mun (to be paid for by 
the patwnri) to do certain work. 

N. B.-These last two punishments will nat ordina.rily be considered 
steps up the la.dder of dism~sl'!al, a.s they result fro~ ci~cums.tancelJ not often 
involving the person fined m senous bl~me It IS m"dvisable to wOrrY 
pa"twaris witH' continual petty fines, as It demoralises them, and makes 
them think they have only fine to fear. It is fa.r better in%veIY 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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Appointment. 

No person outside the list of sanctioned candidates caD. 

be appointed a patwnri, at least permanently. It is, how­
ever, most necessary for the success of the administration 
that patwnris should feel thn~ there are n large nu.mber 
of persons rendy to take the bread out of their ~ouths, 
if they behave b~ly. 

A pntwari who f~els that the district officel's will be un­
able to find anyone to carryon his work if they dismiss 
him, is master of the situation. 

For this reason 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 Itnong the candidates entered thereon. 
If the zemindars fail to choa.e 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 before any appointments are made from it. 

The list may consist of four sections: -
Section I.-Qualified candidates who have passed the 

school examination and obta.ined a certificate. 
Section II.-Qualified candidates Crorn other districts, 

who have obtained a certificate of qualification (l·om the 
patwari school of their districts . 
• -Section IlL-Candidates selected by the officer ill 
charge who have read up to the third clnss in a *Govern: 
ment school. 
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Section [V.-Other qualified candidates who have not 
md up to the third class, but have been examined nud 
a'pproyed by the officer in charge. 

There should be a separate list for ench tAhsil. 
. .N.B.-Onlycandidates belongin~ to Sections I And II will be appointed 

pefmanentll' Those belonging to Section III win be appointed on proba­
tion pending their obtaining a certificate from the pa.twa.ri school. No 
appointments will be made from SectlOll IV, unl~ all other ca.ndidates 
fail. Persons belonging to Section IV will be tol! to road up to the third 
clUa in a <klvernment'lchool, then only can they obtain do nomination. 

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

CurS01'!J Examination of Candidates. 

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

Transftr of Patwal'is. 

Patwaris are not to be transf~l'red unless the zemin­
d,ars of boul circles between which the transfer is arrang­
cll are satisfied with the chnnge. 

When it is impossible to arrange for a transfer between 
two circles as above, a pntwnri cnn only be transferred 
in' the following manner: He will be placed on a list 
in ordc: of claim': when the zemindars fnil tv nominate 
t6 a circle, Le will be appointed to that circle, and a new 
rii~n appointed for the circle he has left . 

. The following parties are eligible for transfer, alwals 
provided that the officer in charge hns satisfied himself 
that the transfer is desirable on public grounds :-

1st. -Patwal'is who IHtve asked for transfer in order or 
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dfUe of npplication (of course understanding .that' there 
is no specificntion of circle desired in the applieatioD, 
which is proof positive of private objects). 

2nd.-Patwaris whom the zemindars wish tran8fel'red~ 
3rd.-Patwnris whom it is desirnble to promote' by 

transfer to a circle of a higher rate of pay. 

Leave to Patwa,·is. 

No patwnri can be granted leave unle'ss the leave ~aD 
be granted without inju~y to the public service. 

Leave up to 15 days (11. month in the C11I;e of a special­
ly good patwari) will be granted to those patwaris who 
are marked fiS good, and·who file their pnpfll'S with fair 
accuracy and punctuality, The following classes of leave 
may be specified for ready reference:-

Leave to speoially A month's leave without any condi:.. 
goud patwlI.ris. tion but personal guarantee fOl' work. 

Leave to ordinarily Fifteen days' leave with substitute 
good patwaris. appointed by himself. 

As above, only in cases of urgent necessity, however, 

To bad patwaria. 
with substitute appointed by office~ 

from list of candidates. 
Patwaris who overstay their leave will forfeit the pay 

of the extl'a time for the first three days, after w4.i~h thE!Y 
will forfeit double pay. 

Rewurds. 

The administration will be most benefited whenr,Q­
'Wards are -conferred on good patwaris with· as great 

,~eadiness as punishm~nt awarded to bad ones. T4e 



10 A District Office 

following list will show the various kinds of rewards with 
the cases to which they are applicable :-

For really first rate I.-Claim to appeal' at the kanungo's 
,atwaril of a Buperior 
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 nnd English figures. 
(6) Of riding. 

For all patwaris. 
2 .-Recogni tion of righ t of ueir to 

succeeu, with cash reward. 
a.-Cash reward. 
4.-Parwanas. 
5.-Leave without substitute. 

D B.-Ill tho case of a good old patwan., who III .tIUlost pa.st work, .,ut 
who knows IllS Circle thoroughly and kcep~ c\'cryLodj III a good humour, he 
may be rewarded by tenderncss III punishing him for trivial tmlts, and by 
allowing him tc hold 011 for a j calor two, tIll Ins IICir is old enough to 
take up his work. 

Eleirsltip. 

Recognition of heirship has been mentioned above as 
a rewfhd, but it is desirable to spacify the various cases 
in which alone it ca'h be recognised :-

Ist.-In all cases when the reward is desirable, and 
hereditary right is proved frol11 the vill:tge administratipn 
papers (wajb-ul-arz). • & .. 

2nd.-Wben not entered in the wajb·ul-arz with the pro-
prietor's consent. 



in Northern I'f'Idia. 71 

8rcl.-When a patwari has been dismissed his heii- can be 
appointed, if it iii proved that he is a really good character, 
and has had nothing to do with his father's fuult. 

N.B.-When an hoir cannot bo provideu for in his father's' circle, he 
will have a prior olaim to appointment In other circles 

SECTION III. 

O! testing tlte work of Kanungos and Patwal'is. 
General Rules. 

The work or" all knnungos should be tested every 
• 

year, and the work of. all pll.twaris in every two or three 
years. This can be arrnnged for by dividing the district 
between the testing officers, and doing each year a por­
tion of the district thOJ.oughly. Tlte officer in charge 
of the department should have a thoroughly reliable 
peshkar, who has been in the settlement, and Ite should 
have the sadar kanungo with his camp as much as pos­
sibl('. With this assistance the officer will be able to do 
a large portion of the district himself. 

Bad circles both of kanungos anll pntwaris should be 
te~ied first, and with peculial' care, by the officer in 
charge, and arrangements made for mending matters. 

Similarly good patwal'is 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. 

Supe1'visor Ka7l74ngos. 
The officer in charge sill)uld 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 go04 or 
bad. Tne following questions on the principal points 0' 
th~ supervisor's dutijls may be useful :-



(i) Has the supel"vi6lOl" made.a preliminary'. tour, be­
ginning on the 1st August, for the purpose ()f setting 
patwari" to work ? 

~i) ·Does .he take a personal interest in bis work 01' 

merely try to avoid punishment ? 
(iii) Dpes the supervisor only do easy work and test 

neal' roads, or does he do difficult and out.of-the-way 
testing? 

(iv) Does he get really good work froll) the patwaris 
w110m he has reported good ? . 

(v) Has he his p3.twaris 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 Jast year's 
papers from each patw:ari and thoroughly test it in the 
village at night? 

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

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

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

N. B .-BBSIDES THE INVESTIGATION INDICATED BY THESE QUESTIONS, TBIl 

OFFICER IN CHARGE SHOULD T'AKE PARTICULAR CARE TO JUXE THE FOLLOWING 

ht.-ARE THE PAPERS KEPT BY KANUNGO!! FOR THE PURPOSE OF BHOWIJfa 

WHAT WORK THEY DO, THAT Ill, THE REGISTER OF TESTINGS AND DIAUY, T1WSTI 

WqJtTBY OR NQT 7 • 

2f11i.:....o~ THE BASIS OF THOBE PAPERS IS THE XANUXGO's ~OBK GOOD OB 
BAD? . 
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In order to prove w bether these papers are' trust­
worthy or not, the following suggestions aJ:e 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 ~hey have 
been directed tq record what zemindars and cultivatol'S 
were with the kanungo nt his testing, and enquil'e frolD 
the persons therein named, 

See that the kanungo's diary contains specific entl'jes 
of the work he has been at, and what he has done, and 
no general statements. See that each day 150 numbers 
have heen tested or the Ifeason recorded. 

N B -See especIally that the certificate of Imlllumty from blame for 
neglect of duty for ex,1raneouB work IS on record 

Registrm' Kanungos. 

The following hints for testing the registers are tnken 
from the Board's circular :-

(1) 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) Are there striking differences between one year 
and another in-

(1) Cultivated area. 
(2) Irl'ignted nren. 
(3) Area lll~ld under 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 cnuse correctly recorded ? 
~iv) All the jamabandis and khasras which Iltl.Ve 

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 legister, 
should be less than the area of column 2 of Pnrt 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, and 
should be equal to it, minus the irrigated area under two' 
crops. 

(viii) The total cultivated area ascertained from the 
milan khasl'a should be equal to or less than the total 
of the three jinswar areas. U wIer no circumstances can 
it be greater. If less, the difference should be the 
amount of double crq,pped land. 

The following questions may be asked the registrar:­
(1) Are all records filed? Has there been an improve­

ment in punctuality compared with last year, 01' tIle 
reverse? ' • 

(2) Has the registrar tested 0111y the prescribed ten 
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Pel' lent. of jamabandis and khewats, and does' he take 
a periOnaI intel'est in his work, or only do it to escape 
punishment ? 

(8) What method has the registl'tll' employed 'for test­
ing the jamabandi ? 

(4) Is there a note of result of testing on every jtima­
bandi tested, and are all nlterations mnde with red ink 
and signed by the registrar ? 

(5) What method.does the l'f'gistrar employ to satisfy 
himself of the correctness uf the khewat ? 

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

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

(8) Has the registrar kept up the totalling register 
prescrihed in Section 66 (of the rules for kanungos), and 
does he fill iu his totals as soon as received, page by page, 
in an intelligeut manner ? • 

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

Pa,.gana Book. 
The officer in charge should ~nl'efuJly test the entries 

in the pargalla book, ftod compare them with the follow­
ing records :-

Hegister of mahals, 
• 

" 
" 

" mauzRs. 
" .dastpks. 
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Register of mutations. 
" " ejectments. 
" " rent suits, &c., &c. 

He should Bee that the entries are made legibly, and 
with the utmost care and regularity. 

Patwaris' Paper.~. 

The following hints are recorded as suggestions for 
testing patwaris' pllpers on the spot :-The kllftsra should 
be in the inspecting officer's ha'D.d, the map in the 
patwari's hand. The patwari should be kept in front, 
but called back froUl time to time that the inspecting 

"-officer may look at the map. Besides entries tested, the 
inspecting officer should satisfy himself that the whole 
khasl'a is properly written up and all the columns filled. 

Besides testing on the spot the officer in cbarge can 
d6 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 gi ven his list of changes 
to the .lmnungo to test. 

(3) Seeing that the pfttwnri !laS ~orrected his map 
pl'operly. 

(4) Seeing that the patwflri has entered in his diary 
the names of zeminuul's and cultivators who have Rccom· 

\I 

'panied the kanungo in Ilis tE'stiugs. 
(5) Seeing that the patwal'i has kE'pt the peace in the 

village, and explains to zemindnrs and cultivators the law 
applicable to them. 

(6) Testing the jaUlahnndi and hahi·kbatn. 
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(1) Testing the entries of possession and length of occu­

pancy. 
(8) Testing the register of mutations. 
(9) Seeing that patwaris have n list of 

understand them. 
(10) Seeing that aU pntwaris' papers 

condition. 
SECTION IV. 

Education of Patwal'is . 
• 

Of Individuals to he Educated. 

oruel'S and, 

are in ~cod 
• 

The following have to come to the school; (I) old pat­
wat'is; (2) new patwaris; (3) heirs of IJatwaris; (4) can-' 
didates. Until the old ~atwaris have nil passed through 
the school or been dismissed, the auove 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 througlt 
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 Dlunber have passed 
through the school. In the following mOllths-

{
August 
September 

f January 
{february 

being the times for the preparation of the kharif and 
l'abi kh·asras respectively, those pntwaris whom' the 
tabsildal' certifies to b~ required for the preparation of 
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their khllsras, 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 schoo), and good men sent to finish their 
work in their place. Patwal'is will be sent for in order of 
appointment, that is, the most newly appo!nted will come 
first. 

In appointing substitutes the pntwari 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 patwal"i,' he will be called npon 
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 
~ertificate of proficiency in surveying. One man from 
each tallsil will be sent for, at such a time as not to 
binder the preparation of the papers of the year which 
11aB just closed. 

The following rules. are suggested for tuition in the 
school:-

Hours of W01'k. 

From mowing to 10 A.M., mensuration will ~ taught 
in the field; from 2 P.M. to 6 P.M., the scholars will work 



in Northern India. 19 

in·doors. There is no reason why out·of·door work should 
uot go on all the year round. It may be relaxed in very 
hot weather. 

The register of attenJancc will contain two parts; one 
for morning attendance, and one for afternoon attendance. 
Scholars arriving after 6·30 A.M., from April to SepteUl­
bel', and after 7·30 A.M. for the rest of the year; wiH be 
considered absent. For the afternoon, 3 P.M. is the latest 
hour of attendance. 

A list of ltours of stu"dy will be hung up in the school, 
and the teachel' should see that every scholar has slate 
pencils, &c. 

The teacher will not l'l'opose the grant of leave to 
scholars who do bot work welL 

The school will be divided into two portions and four 
classes; the fil'st two under the l\Ssistant, aud 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 appeal' to the officer in charge 
fairly likely to pass. Should any scholar so applying fail, 
he will have no elnim to be examined again till he has put 
in 90 more days' full attendance. .. 

Any scholar applying for intermediate examination 
tnay be utilised as a pupil teacher in the following manner: 
he may be-told that he alone cannot have a. sllecial elia­
mination, but if he works another scholar up to tIle same 
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standa'l'd, he will have mOl'e claim. Each scholar thUs 
applying can have another mnde over to him. This wIll 
quicken the work of the school immensely. Similarly, 
jf the regular examination is delayed for any cause, the 
scholars ready for it may all be utilised as pupU teachers. 
In' this wa.y their own education will _ pel'fected by 
that best of all study, teaching others, and the wOl'k of 
the school will be greatly accelerated. 

Fees will be levied from patwnris after return to their 
circles in instalments and from poor candidates on appoint­
ment. 

There should be 100 names on the roll till the edu~a­
tion of existing incumbents is completed, so that at least 
50 'scholnrs pel' diem may l'ead. . 

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 ordinal'ily be given 
a certificate. Leave up to one month may be granted, 
but not, if possible, till after the first. examination. 

Holidays wirf 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. 

Examination . 
• The examination should be in rules, &c., viv~ vooe, a~ 

in arithmetic, questions involving the patwaris' daily w6tk 
should be set, i. e, profits, incidence of rent on area, &a~ 
tional sha'l'e of revenue, produce, &c., by w1ti-ch it en 
be known that he understands the llluitiplication and 
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division of rupees, mauDl)S, acres, bighas, &c., and theil' 
Bub·divisiot1s. 

The examination in mensuration will he in the field, each 
patwari to pass by the higher stlmdal'd should (1) 'plot 
an area mRrked 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.-It is most important tha.t the questions should be given out of the 
.>fficer's own head. Great care should, of course, be tllken that copying IS 

impOBBible. In the field examinatJlon uL()t)t six areas may be marked out 
at random ou lhe ground, and thus six candidates can be examined at a 
ti:ne. All candidates not making maps should be ktJl't by the officer under 
his own eye, with their backs turned towards the areal! being plotted No 
communication is to be allowed between the the examinees and the outside 
world. Each is to have two persolls to pull the chain for him, who I:Ihould 
either be coolies, or the most stupId of the candidates ill tho school. 'l'hfJ 
chainmen ,llould 1 (,m,a;" 0'1 t"e IIpot till t"e c.caminatioll i8 01'6r, and have 
no communication with Imy one. When each candidate has finished plot­
ting his area, he should qUickly bring illS map and do his caicul.~tioll under 
the officer's eye, yieldtng place to another. Three-quarters of an hour ill the 
most which can be allowed each candlCla.te for making his map. 

The higher standard will be in two degrees or clnsses. 
Class I above 80 marks ordinarily in each Buhject, but 
with no hard-and·fast line. Class II, 60 to 80 mark~. 
Lower standard or Class IU, 60 01' 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, 8upra), s.econd class men for the third, and third 
class, men for the last class. Cel'tifi~utes should state 
whether the holder knows Urdu or Hindi, or both. 

CU1"riculum. 
the following Bubjects will be taught:-

I. Arith11tetic: simple fractions, rule of three, com· 
pound multiplic.ation, &c. 
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II. Mensuration. 
III. Rules. 
IV. District directions and dg,ily work. 
v. The provisions of the la\\" which patwaris ought to 

know and follow. 

Teaclling Directions. 

Arithmetic. 

The operations of all questions and not only the answers 
should be {'hecked. There should be a weekly examina" 
tion at which promotions f!'Om classes may be made. 

Questions should be set in compound multiplication 
and division, rule of three, &c., involving rupees, annas, 
pies; maunds, seers, chitt~cks; acres, roods, poles; bighns, 
biswas, biswansees, i.e., the daily work of a patwRl'l. 

Mensw·ation. 

Tracing 011 muslin frames §hould be taught. An 
excellent book to use is the Mensuration Manual prepared 
by Olfat Rni, head teacher, Hamirpul' Patwaris' School, 
on the basis of Mr. J. H. Twigg's instructions. 

Rules. 

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

Very little time will be occupied in learning the last 
two suhjects. The sadar kanungo will prepare a lis{ Of 
important points to be observed by patwaris in language 
they enn understand, and lectnre them on their duties 
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and the cOl)~equence of neglecting it. An abstract of 
rent, statup nnd oth~r Jaws 'should be prepared for dis~ 
tributioll to pntwal'is. 

CUAPTEH 7. 

THE NAZAR-AT AND REGISTRATION OFFICE. 

TUE present chapter treats of two op.t of the only 
three departments of the District Office hitherto uu­
noticed. The remaining one, Court of Wards, will be 
treated of undel' Part IV, Chapter 16. 

The N azir is the genera\. 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 function 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 COUl'tS. Thus the household ex­
penses of the Government offices, and those of tIte courts, 
paid in the latter instance with monies del'ived fl'om 
process fees levied by those courts, are disbursed under 
the Nazir's superintendence. To give a concrete instance 
of what is meant, the custody nnd repairs of all the fur­
niture and camp equipage of the Government offices 
and courts belong to this depal'tmoot: similady, the 
expenses of witnesses are defrayed from the Nazal'at, and 
if this function is performed by an official of the courts, 
he- does this as a del~gate of the Nazir. For the purpose. 
of speedy payment of the innumerable petty sums which 
have to be disbursed in .this 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 amounts 
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 aJl duties of a mis­
cellaneous nature, for the performm1ce of which no one 
in particular is'responsible, sIlould fall upon this official. 

The entire budget allotment -for the year uuder every 
head should be apportioned over the twelve months 
according to the actual expenditnre of, say, the past five 
yeal·s. It is not sufficient to' Jivide by 12, and call the 
result the budget allotment for a month, as this would be 
most misleading. If the apportionment is made accordmg 
to the results of actual expenditure, the District Officer 
will know at once if the allotment is being exceeded, nnd 
be able to check extravagance. Care mnst be takE'n 
that the Accountant-General's rule of debiting one-half of 
cel'tain charges to the judicial allotment does not lead to 
a false iuen of savings in th.e Revenue Department. 

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

The following suggestions fOL' the inspection of the 
Nazir's Office may'he found useful :-

1. What"is the state of the !l.t!counts ? 
2. What is the condition of the registel'R ? 
3. fs there a register of employment o£ messengers, 

aud nre they intelligently employed on outside work? 
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4. Is there a register of menial servants arrange'd in 
order of continuous service for promotion ? 

5. Is there a register of l'andidates 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 olJ: . 

served? 
8. Is the incomo it'om fees up to the provincial stan­

dard? 
9. Are aU 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? 
13. What is the oldest unadjusted item? 
14. Are there any of over three yem's' standing? 
15. Who makes the daily examiuation of accounts? 
16. When was column 3 of Head Clerk's accouut of 

service postage stamps under Circular 27-IX last com­
pared with columns 9, 10, and 11 of Nllzir'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 
~.gliab figures and signed in full ? 

Regi~·tration. 

Where the Tahsil 18 pot the Registl':ltion Office, it is . 
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usual to })RVe one for each pargana. The objects nre 
to give alll'easonable facility to the public for registel'­
ing important documents, but not keep open an office 
in which there is no work and therefore no income. 

The following questions may be Ilseful as suggestions 
'fo1' in,specting Registration Offices :-

1. Is there allY delay in returning, documents? 
2. Are copies bO 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 derrellSi:l ill tile 

number of registered docuinents; if so, what are the 
cnuses? 

6. Are the arrangements for safe custody satisfactory? 

CHAl'TEIt 8. 

THE T AIlSI!. OFJ<'ICC 

THE Tnbsil, sub-district or local office, has been de­
scribed (supra, Chapter 1) as 11 kind of miniature of the 
head quarters district office, wid, certain modifications. 

The Tahsil contains a Sub·treasury (2) [the numbers 
refer to the departments enumerated at th", beginning 
of Chapter 1], CQurt establishment (5), Record office 
(6), Department of Lnnd Records and Agriculture (8), 
Nnzarnt (9), and Registration office (12). It conducts 
in its Munshikhana (7) the work of District Boafd'.a 
office (3), Municipalities within the 'tahsil (4), and 
Court of Wards 01' 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 wllich 
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 department,. of the district office, and on its work­
ing will in general depend the efficietlc~ of the adminis­
tration. A few words ~re necessary as to each of the 
sub-divisions of the office we are considering. 

The Sub.tt·easury.-Two of the Tahsil officials belong 
The Tahsildar or sub. to this.department, the Tahvildar or 

treasury offioer. suh-treasurer, and the Siahanavis or 
suh-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 s:une, mutatis mutandis, as those described 
in Chapter 4, as appertailling 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 

The Tahvildar. 
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 invoic6 or chalab, the receipt of the 
contents. 

The duties of the Siahanavis are principally to post 

The Siaha.vis. 
items of receipt according ~o the sig­
nature of the Tahvildar on the ara-
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zirsn! .or chalan, and give" receipt or dakhila to the 
depositor. He has also to post items of expen<liture ac­
eOl'ding to the Treasury orders received, .and to attRch 
the entire bundle of these orders to the sinhn, when 
forwarded at the close of the day to the sadar. He has 
also to compare his totals with those of the TahfildSll' 
nnd Wasilbakinnvis at the end of the ~ay. He should 
also compare his accounts with those of any special 
Ahalmnd (as statnp clerle, &c.), and has to draw up the 
usual monthly statements. • 

Record R?om. 

No remarks being necessarcy as to Court establish­
ment, we proceed at once to the considerntion of the 
Tahsil Record Room. As n matter of fact there is no 
Record Room proper in Tahsil offices: what records 
there are belong to the next depal'tment, 01' that uf 
Land Records and Agriculture. But supposing, for the 
sake of argument, that such records as remain at Tnl,· 
sils do necessitate a Rf'cord Rooln office, the estnhlish­
ment fOl' this may be reglmled as consisting of the 
Hegistrnr.Kanungo and his aSslstnllt or nai h. The 
duties of these officials are descdlJed fully in Chapter 6, 
so that it is unnecessary to enlarge on them Lere. 

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, it' 
may be briefly stated here that the estabIisvment eon­
sists of the two officials last named, and a number of 
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supervisor or itinerant Kallungos, whose duties nre to 
superintendent the work of Patwal'is or village aceount­
ants. The Tahsil office contains the major portion of 

this department. 
Nazamt. 

The staff ill this departm('ut consists of th.e Naih 
Nazit' 01' assistatlt office supe! illtemient, sometjrnes en­
titled a miscellalletlns moharit' 01' clerk, aud a number 

'of messengers, with oecn.sionnlIy an officer over them 
cnlled a Jamadar. The dutiOR of tIle officers are to 
control the messengers, and to record the uuties 011 

which they are deputed, to superintend sales whet'e no 
special sale officer exists,' and to attend to the numerous 
petty details of office work, for which no special staff is 
eutertniued.-See Chapter 7. 

Regist? ation O.!fice. 
The fullest details 1\" to registmtion work are given 

in the Departmental Coup which is in the hand of every 
registration official.-See Chapters 1 ILnd 9, 

Sub- Collector's O.flice. 

As above remarked, the work of collection of land 

Naib Tahsildars or revenue and other Government dues 
Peshkars. i~, 'perhaps, the most important part 

of the Tahsil office, and the remainder of our remarks 
will be devoted to it, as the MUIl~hikltnna requires no 
comment. It is most convenient to regard aR belonging 
to this department that anolanious but most useful ofH. 
~inl, the Naib 01' Assistant Tahsiluar, and he and the 
'Vasilbakiaavis (01' Land Revenue Accountant) complete 
the list of the Tahsil~ar's subordinates in this Depart-
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mi3nt:.The details of this subject have been fully dis­
cussed elsewhere, but before describing the duties of the 
Wasilbnkinavis, the following caution may be recorded 
as specially conllected with the Tahsil office. Whenever 
money is presented at the Tahsil for payment of land 
revenue or other public dues, it will be' the duty of the 
Tahsildar to see that no unnecessary delay is made in 
receiving the money and in granting ·dakhilns. Delay 
is often purposely made to compel people to pay illegal 
gratifications to the officials cont!erned. 

The duties of the Wasilbakinavis are to keep the 
malguzari and other registers up to 

The Wasilbakinavis. 
date, and !o inform evel'y malguzar 

of the revenue and cesses standing against his name. 
He has to prepare the Khatiuni at the beginning of 
the revenue year (1st October), and enter pnyments 
on it as they nre made. He has to come to the Tall­
sildal' for orders as to the collection of reveJJue, on 
the day each kist or instnlment. is due. He has to 
enter detail~, of revenue and cesses on each al'zil'sal or 
chalan, and generally keeps up the takavi registers, 
and tnkes orders as to the collection of the instalments 
as if they were revenue. 

The Wasilbakinavis is held responsi hIe that nIl re· 
venue returns al'e correctly prepared and submitted to 
the sadal' within the IJrescdbed pedod. Every revenue 
payer should have a clear statement of the amount he 
bas to pay at each kist (including all cesses) on parch .. 
ment or strollg paper, and should keep it in a tin chonga 
Mb~. • 



in N01'tltem India. 91 

The following suggestions for Tahsil inspection nre 
oppended. The Treasury department having been treated 
in Chapter 4, what hRS been said there is not repeated :-

Court Establishment. 
I, Is there 0 shed for witnesses alld pleaders? 
2. If not, could one be erected ? , 
3. Does the.judicial moharil' ever receive petitions? 
4. Is the Cou"rt accessible to the public? 
5. How ore petitions taken, ond· when nre verbal 

" petitions allowed? 
6. Are the registers properly and neatly kept, and 

fire they up to date ? 
7. Are depositions properly recorded and n,P,cused's 

statements and confessions verified? 
8. Are pt'ocess fees, fines amI pellalities C01'l'ectl y 

levied niH] entered ? 
9. Are re('eipts attested by the Tahvildar's signature 

011 t he record ? 
10. Is the pl'oportion of e,l'-parte decisions unusually 

large? 
] 1. In what way does the Tahsildar satisfy himself 

of 'the bona-fide service of process? 
12. Are all stamps properly defaced and punched, 

and their values indicated ? 
13. What is the oldest caso, criminal, revenue aud • 

miscellaneous? Does the recol'd show any unnecessary 
delay,? 

14. Are cases decided on fixed dates? 
15. b cases of adjournment are hoth ·parties 'in­

formed? 
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16 .. Is diet money paid to witnesses fl'eely ? 
17. Are completed records despatched with due re­

gularity? 
18. What is the date of th~ oldest record? 

Re(,01 d Room. 

19. Who has charge of the record room? 
20. AI'e the munshikllarm and record room separate? 
21. Up to wh.at period is the weeding complete, and 

whnt is the average tale of weedihg work? 
22. What is done with the waste paper? 

Department cif Land Records and A!(1'icultu1'e. 

23. What arrears are there in '"the Registrar-Kanungf/s 
office, and who is to blame for them? 

24. How has the Registrar tested the registcl' of pro­
prietary mutations ? 

25. Are Patw~ri& unneceSbaJ iIy 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 
teen taken to meuu matters? 

28. Is there progress or retrogression in accuracy 
and punctual filing of ~)apers ? 

29. Are maps corrected? 
80. Have Patwalis' circles been gl'aded ? 
31. What guarantee is there that testing is not done 

on beaten tracts alone ? .. 
32. Are diaries eleady and iutelligently written up ? 
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33. Is the work of each Kanungo good, bad,. 01' in­
different? 

34. On what principle has the work of testing ill 
the Tahsil heen divided betwe(:!ll Pargana officer, Tahsil­

dar and Sadar Kanungo ? 
35. How mnny villages are there where work has 

not been tested for more than two rears? . . 
NOTE -Further 8uggoestiuns for teAtmg' the work of this department bflV'tI 

been given in Cbapter 6, Section III, page 71, and t\c offioer m chars-to of the 
department should, of course, make 1\ more searohing enqUiry into its working, 
on his vislt \'0 the Tahsll, than it. indlcated hy the above brief questions. 

Nazarat. 

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

37. Is there a propel' register of candidates }{ept up, 
and nre appointments mnde upon the basis of continuous 
attendauce ? 

38. Who hns cltnrge of flte Malkhana? Does he 
keep the registers up to date, and tnke rel1eipts fl'om all 
persons recei ving articles? Are all useless al'ticles dis­
posed of ? 

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

40. What system of audit is there? 

Regi~tration. 
!I 

41. Is there any unnecessary delay in l'etu~'n of 
do~uments ? 

42. Are documents so written that interpolations n.re 
impossib~ ? 

43. Are fees correctly levied nnd credited? 
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44 .. Do the entries in arzil'sal, dakhila-bahi !l.nJ siaha 
correspond ? 

Munshikhana. 

45. On what prtnciples does the Tahsildat' distribute 
work? 

46. Has the Peshkal' any special work maue over to 
him? 

47. Is there a .list of periodical returns, wi th dates of 
submission? 

48. How often have returns been late from the Tahsil ? 
4.9. Is there any register of unexecuted orders, and 

who is responsible for its corre~neS8 ? 
50. Are orders received from the sadar entered at 

once, and are they entered word {Ot· word or in abstract? 
51. Where is the reply to orders entereu? 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? 

Dist1'ict Board. 

54. What amount of interest do the members of the 
District Board take in the following matters :­

i.-Education. 
ii.-Repairs to l'Qads. 
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, &c. 
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Municipalities. 

56. Are the meetings of the committees regular? 
57. Is the income Pl'opol,tionate to requirements, and 

how does the system of taxation affept the people ? 
58. Is the conditioll of public works, cOllservancy, 

lighting, &c., satisfactory? 
59. Do the Ipembers of the committees tnke a share 

ill tile work of sU1)~rvisioll ? 

Court 0/ rVards. 

60. Are collections to each ebLate beparately classi­
fied ? 

61. Has the security.tiled by officials been tAsted? 
62. Whnt amount of interest does the Tahsildal' take 

in each estate ? 

Land Revmue. 

63. Does the TaltsilJar thoroughly know every maltnI 
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 arrenrs ? 
What are the causes ill 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 maIguzar for 
revenue when he had cash in his hauds ? 

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

lected? • 
68. Fill up the following table, comparing the puni-
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tive measures of the kist under collection with those of 
the corresponding kist ill the past year, and the average 
of the last five years :-

Na.me of coercive process. Yea.r 
of rovlCw. 

Pa.st year. I Average of 5 years 
past. 

------~---.---I-----I 

Dasta.ks 
2nd dllstaks 
Attachment of movable 

property , 
Arrest 
Transfer 
Farm 
A ttachmen t of estate 
Annulment of settlement 
S'l.le 

I 

69. Does the Tahsildnr's action ignore the Lam­
hardal' ? 

70. Are writs issued Mulmlwal' ? 
71. Where are arrested defaulters detained, and what 

nrl'angements are made for their comfort? 
72. ComparE" n few entries in the register of dastaks 

with the klmtiuni, 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 'l'ahsildal' to ensure 
the efficiency of the management ? 

74. Check a few items of revenue and other receipts 
hy comparison of klmtiuni, dakhila and nrzirsal ? 

75. Are there Rny outstanding balances of previous 
years? If so, nre tltey properly credited, (that is, in 
the khatiubi of year of demand, but sinha of year of 
collection) ? 
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76. How have the rules for the payment of revenue 
by mouey-orders worked f 

It-rigation. 

71. Have the irrigation jamabandis been punctually 
received? 

78. Are the prescribed registers properly kept up ? 
79. Al'e there a~y balances, and what is the cause of 

them? 
80. Have owners and-occupiers been paid ? 
81. Have the signatures of the payees been ohtaiued 

ill all cases? 
• Buildings. 

82, Is the sitt" of the Tahsil satisfactory? 
83. Is there proper acconunodntioll for all staff and 

hangers-on? If not, could additional land be procured? 
84. 'V/Jnt is the condition of the building itself, of 

the Tall!~ildar's COllrt Room, Mnlkhana, Record Room, 
and Munshikhann, Tah"il well, and rain-gauge? Is the 
l'ain-gauge so situated that an average amount of min 
fnlls in it ? 
- 85. Is the compound in good order and properly 

plan ted wi th trt:('s ? 
86. Does the Tnhsildar or Peshkal' live in the Tnhsil, 

and if so, what is the state of his q U6l.rters ? 
87. What money was allotted last year £01' repairs of 

buildings, and how hnve the lepnil's peen executed? 
88. Are thel'e any complnints as to incollvenience or 

discomfort 1iul'ing hot weather and raills ; :l.nd if so, ho"w 
eould they be obviate<1~ and at what cost? 
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~9: Are the buildings properly carpeted a.nd furnish­
ed, whitewashed~ painted and otherwise protected ? 

90. Who hns· charge of the rain-gauge, and does he 
understand all about it ? 

Establishment. 

91. Does the establishment contain any cliques? 
92. Have auy of the staff assistants? 
93. Are nll ~ervice books up to 'date? Are lenve, 

punishments, promotions, &c., eptered in them, or in any 
other book? 

94. Is the retention in the Tahsil of any official 

inndvisable for the following l~ensons :­
(a) I-Iaving been there too long? 
(lJ) Having his home or property in the Tahsil? 
(c) Having an ohjectionnble Clllll'actel' or relation­

sh i p wi t11 othel' officials ? 
(d) Bei ng old or inefficien t ? 

95. Are there any unpaid npprentiees? If so, is 
their entertainment sallctioned, and bn ve they the requir­
ed qualifications ? 

96. Has the Tahsild:u or any of the staffbeell follow­
ed by persons fl'OI11 othel' 'rahsils or distl'icts ill the hope 
of appointments or pl'omotion ? 

97. Does the Peshkllr ever sign important p~pCl's 

w hen the Tnhsildar ,~s present ? 
98. Have the following officinls any work hesiiles 

their own, and do they leave the Tahsil :-
(a) The 'Vasilbakinavis, (b) the Siahnnnvis, (c) the' 

Tnhvildai', (d) the J udicinl Molw.rir, (e) the ltcgistrntion 
lIohnrir, (f) the Registrar-Kanullgo. 
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lti iscellaneous. 

99. Whut complaints have there been against tlJis 
Tahsil since last inspection? 

100. What is the Tahsildar's explanation, and have 
mettsures beeu taken to guttnj against the recurrence of 
tIle complaints? 

101. Does tll'C Tnhsildal' carry Ollt the rules for camp 
supply, and is tfieH' a list of aU trpllspori liahle to 
seizure? • 

102. As a matter of fact on the last occasion when 
h'llusport was required was it taken by turn fmill the 
roster or promiscuoul>ly srized ? 

Special Brandies rif Work. 

Act XX Towns. 

103. What st~ps has the Tahsihlal' tnken to ensure 1\ 

fail' nsspssment ? 
104. Does the TahRildar thorollgilly know the towns 

and theil' requirements, and is he plcpared with intelli­
gent proposals for the expenditlll'e of balances? 

105. Is the watch aud ward and conservancy suffi· 

cient ? 
106. If the GovE'rnment inci(lE'nce of taxation IS 

exceeded, have proposals been made for reduction? 

Agricultural Improooments. 

107. Has the Tahsildar introduced any agricultllrr~l 

impl'ovements, or superior kinJ<; of produce, especially in 
Com·t of Wards estates? 

108. lnts he paid any attention to cattle 01' horse 

breeding? 
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109. Is there any trade in the 1'ahsil thnt.might be 
.stimulated ? 

110. Where does the Tahsilual' get his prices-current? 

A 1·boriculture. 

111. Are all roads properly lined with trees? 
1 -12. What proportion of the planting has been suc­

cessful? 
113. What eJstem of protection has been fou1lfl mod 

efficient and economical ? 

Arms Act. 

114. Are there any persons of bad character holding 
armR licenses, nnt! have any others really requil'illg them 
Leen refused licenses? 

115. Are there any licenses without arms? 

Condition of Men and Animals. 

116. How does the Tahsildar keep himself informed 
of tllegeue1'tll condition of men an~ animnJs ? 

117. Hns he inquired into outhreaks of cattle disease, 
their causes, prevention and cure? 

Communications. 

118. What is the condition of ronds, ferries, and other 
communications in the Tahsil ? 

119. Does tho TithsilJar know how to mend 1'onds ? 

Crop Retu1'ns. 

120. On what principle does the Tahsildnl' calculate 
theoutturn of each crop ? 

121. Docs he dh'ide his Tahsil into blocks of .uniform 
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condition amI strike his averAge ill reference to the 
dimensiollij of ea('h block, ot' on what othet' principle? 

Dispensm ies. 

122. Are the dispensaries efficient, and do the native 
doctors tret~t the pOOl' with the same eOllbiderutiou as the 
rich? 

123. Is EUl'o~nn medicine valued, and do the people 
realize that they cnn obtain tl'entment free of cost? 

124. What is the lO'hgest distance of any village in 
the Tahsil fi'om a dispensary ? 

125. Is there tmy complaint of paucity of medicines? 

• 
Excise. 

126. Ji, the Tahsil prolJedy supplied with shops ? 
127. Is there any reason to sllspect illicit snle ? 
J 28, Are 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 Tallvildar sell opium elsewhere than 

at the Tahsil? If so, at what price does he sell, and do 
his sa1es interfere with licensed vClld ? 

132. Are the licensed vendors the creatures of the 
Treasurer or Tahvildar? 

Income-tax. 

133. What is the .Tahsildar's method of inquiry P 


