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PREFACE ro rx REVISED EDITION:

Tae prosent edition fias been enlarged and brought
to date, and embodies all the clerical rules sad requir ements
recently ordered or introduced for observauce $in the Impe-
.rial Pecretariats and other Government offices.

Most’ of the chapters have been reyised, and several
additions made thereto, while some new chapters have been
added.

My ackuowledgments are due to Mr. George Miller
for the wilhng and'able help rendered me in the present
revision.

C. R. H.

ianeurra, 14tk Awgnat 1908,

PUBLISHERS' NOTE 1v e SECOND EDITION.

Ix the present issue the Tables of Office Establishment
and the Rules for the Rpgulation of Appointments have
been corrected and brought up to date.

CaLcurra, November 1892,



PREFACE rto tee FIRST EDITION.

Teg most natural of the resnlts of the introauction by
the Government of India of the <ystem of competitive
examination for filling vacancies nmong clerkships in the
Imperial Secretariats and attached ufﬁci_as, has been the
opening of special classes for the parpose of traning lads and
ydung men to compote for these appointinents. The number
of these classes ha~ steadily increased ‘since, 1888, when the
system was introduced, and they are now to be found in
several of the higher class schools und colleges throughout
the cities and principal town- of Bengal and Upper India,

The ohject of this Manual i+ to serve as an aid to these
special classes, having been expressly written for the purpose
of conveying to young men traning for service as Govern-
ment clerks a clear and correct ides of the details and
techniyue of the vocation they wish to adopt. B

1t must be admitted that no work coataining full and
wecessary information on this subject is at present extant
and that the want of snch a guide is greatly felt. The pre-
sent venture is intended to supply this deficiency, and it is
the bamlgle hope of the writer that it may be foand sufficient-
ly suceessful. .

No pains have been spared with regard to the arrange-
‘ment of the Manual, as a reference to the Table of Contents
will show ; and it is supplemented by appendices containing
information regarding matters concerning which every clerk
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ought to he informed. A number of simple exercises in
Registering, Docketing, Précis-writing, Drafting and Index-
ing are also added. Most of these have been devised by the
“writer himself, while the remainder bave been ahstracted
from examination papers and official publication~.

1t may not, perhaps, be out of place to mention here
that the Mansal has been subscribed for, before publication,
by the Heads of the Department of Public* Instruction in.
India ; by the Head Masters of many scholastic institutions ;
and by numerous Government and Civil employes. The
“ Table of ('ontents ™ was published in panmphlet form, and
circulated, with a view to indicate the nature and tenor of
the work ; and it is earnestly hoped that the hrochure itself
will be found carefully to carry out and expluin the various
suhjects contained in that “ Table.” To attuin that object
has heen the wiiter's ambition, and he will he happy to know
that such has been the case,

L 3t H.
Cavevrra, Lst January 1889,
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CLERK'S MANUAIL

I"ART T.

CHAPTER 1.

ADKISSIOY TO THE GOVERMMEMT CLERIGAL- SERYICE
Admission to the Gowrnmant Clerical Hervices 1 now goverued Iq

some tent or other as to the appl ' capabilit Many Govor
Offu ers have thewr own particular tests the natuie of which depend oa the
views held 1n the matter by the head of the ofhice or depni tmenr concerned.
In the case of the Secretasiats and attached offices, however, one wet of rules
has been lard down for pil, and from at a good idea can be formed as te
what the tests of the other offices wiil be hke. A candulate who can assure
imself that he could take * pass’ marks m the Hecretanmt examioations
need bave no doubt as to how he would fare did he sst at any of the others.
The following excerpts contpmn the riles now in foree for the Beere-
tariats aml the offices attached to them : -

|azette of Indva, Part 1, datsd 9th Sepleviber 1999, prges 814 to RIN,)
HOME DEPARTMHENT.

NOTIFICATTON.

EXAMINATIONR,
The Sth Brptember 1899,
No. 520.—In supersession of the rules publuhod with Home Dopusrt-

% spartmont ment Resolution Nﬂ.m l.__ , dated the 8h Jone
fﬁm"f‘u:&;‘lh 1;:."_“ 1894, and modified by the orders® noted in the
180 margin,, the following Rufes fo the regulation
Vit on NEITEST  of appointments in the Becretariat Clerioal Seevico
840 duled thoZnd Juve  of the Government of India and "attached m
e are published for general information : - ¥

1. The Hecvoiarint Clerical Service shall be separated lng s
Upper and & Lower Division—the former comprising all appoinfmentsy,

cM
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the pay (or, in the case of appointments carrying progressive pay, thed
minimiyn pay) of which ix Re. 200 and npwards; the latter, all appoint-
ments (other than those of copyists, to whom these rules do not apply)
the pay of which is below that sum. No clerk will be entifled to-
pfomotion from the Lower to the Upper Division as a matter of course
or otherwise than in accordance with these rules. .

2. The head of the office concerned shall have an absolute power of
neloction in the case of appointments of Registrars of ofhees, hnpel mh-n
denta of branches, Head Assistants, Personal A tants, or app
involving the control or mupelvision over divisions of an ofice. The
remaining appointments in the Upper Division will usually be filled by
the head of the office concerned by selection from among the clerks
in the Lower Divigion. If, howeover, no clerk mn the Lower Division of
au office in consideradl fit for promaotions to the Upper Division, &
wacaney in the Iatter division shall be filled by nomination.

3. The mode of recrusting twothuvds® of all the appointments
in the Lower Invikon shall be hy open competition. 1 The rest of the
appmntinents this dnision may be filled mn secordance with rules 13

*und 14,

4. An examination of candidate« for the Lower Divivion of the
Secrotarnt Clerieal Servieo will he held at Caleatta, Allahabad, and
Lahore, and at such other places as may hereafter be appointed, m
January of each year. The exanunation at Allahabad will be confined to
persons donideiled? in the North Western Provinces, udh, the Central
Provinees, Raiputana and Central India; awd that at Labore, to persons
domiciled in the Punjab and Baluehistan. Candidates who desire to
compete for vacancies offered for competition at Allahabod and Lahore
st prove, to the satisfaction of the Secrctary to the Board of Exami.
ners, that they are domiciled in oue of the provinces enonerated above
permanent residence in whih would entitle them to appear at either

* [n the caxe of the Vilitary Department for *two thirds * read * one-third

tu this rule, and read rule 18 sccordingly

1 The head of a department han dwceotlon to SU auy vweaner wihich w net
expocted Lo last more thanthroe months i the wauner which he conmiders to be
miwt suitable

1 The term. " dymiclled  sliould he understood in tts ordinary lognl sense (ride the
tndian Snccesaion Act, 1845, Pnrt [1), and no perwon can be conaldered to bo dom leiled
in any of the provinces enumerated nnlew lie has Aized the habitation of himselt and
YW damily in that province, not for a mere special or temporary purpose but with tbe

‘eation of making it his permanent homy
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of the centres. Natives of Bengal who are temporary residents of,
and not domiciled in, any of thou provinces, will be permitted so
present themselves at the inations at Allababad and Lahore, but
they wil be treated as P ‘,fm'tbi i flered at Csdoubts;
awid not for those offered at Allahabad and Lahore, -

[ 3
* 3 Tho arrang ts for the ex tion prescribed in the last pre-
cedding rule will be made by tho Board of Examiners, Fort Wiliam, whe
will be assisted by paid exuminers, and act in commynication with the
Secretary to the Government of India in the H8me Department.
, Bofore the ination a distinguishing number will be
guen by tite Secretary to the Hoard of Examiners to each candidate,
with which the enndiwdate will wark sach of his papors of answers,

6. The nature of the exanunation for the Lower Division will be as

follows —

{1} Dictation and handw rting.

‘I his will be a prelimunary tust, The evamination in theee subjects
will a0t be competitive, but warks will be assigned for the purpose of
testing profeicney,  The” papms of candidates will be examined as soon
as pussible attor this esamination ; and the Examiners will require any
« tndulate who fails to obtain two thirds marks i sach subject to withdraw
ftom the further examination,

Markas,
(%) Enghsh Composition (Ks<ay whiting and Drafting) ... 100
13) Preos-writing . 100
14) Geogiaphy PR 1]
1) Hastory (English and Indian) o
i) Anthmetic ; Boclid, st Book ; Algebra up to Simple
Equations ... . . e B0

o candidate will be credited with marks in oithrr subjeot (2) ormbj#
i3) unless he obtains at least one-fourth of the marks in the subject ; nor
will be be credited with marks in subject (4), subject (5), or subfect
(), unless he obtains one-fifth of the marks inthe ubject. Any candidate
ohtaining %ess than one-fourth marks in either subject (2) or subject
(%) shall be disqualified. Candidatos will not be o Igible for the Lower
Division of the Financial Duputment or for the office of ﬁu Agcountant-
General, Military Department (if with reference to rule’ 19 below the
Department or office adopts these rules), and of the Accountant-Gensral,
Public Works Departaient, unless they obtain at Jeast one-third of thetuli
nwwher of marks in Arithmetic.
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13. Every third vacancy in the Lower Division may be filled hy the
head of a Department without ref. to the pr g rules. *

14. Appointments made under the last preceding rule shall, if the
person appointed is not in Government service, be made subject to the
sonditions that the person appointed —

{a} is at the time of appointment not less than eighteen and not
more than twenty-five years of uge;

{h) can give eatisfactory evidence that he possesses a minimum
educafional qualification eqnivalent to the Entranco Standurd
of one of the Indian Universities.

(r) must produce satisfactory cvidence that he is of good moral
character.

15. Any officer already in Government employment may be appointed
to any vacancy such as is referved to in rule 13, without regard to the
qualitications specified in the preceding rule,

18. The honds of offices to which these rules apply are at liberty to
arrange transfers from the Lower Divigion of one oftice to that of another,
The transfer of an officer from o post in an office to which the rales apply,
to o varancy in another office to which these rules also apply, shall, for the
purposes of rle 13, be held to bo the filling np of a vacancy.

170 Before o person, who ix not alvemiy in Government serviee, 1
Mt.u‘diy employod in any office, he must produce a cvertificate from a
Grovernment medical officer of or above the rank of Captau to the effect
that he is in gootl health and of a sound constitution.

18. Al randidates for the Lower Division, whether selected hy
examination or nonunatad, who receive appointinents and such candidates
for the Upper Division as are recruited by nomnation, will be on prohation
for twelve months ; and if at any time duing that period, or at its closs,
thelr work is not considered satisfactory by the head of the office in which
thay are employed, they will receive their discharge, and will have no
claim to gratuity or ion on that

18, The above rules will apply to the Secrctarieh Offices | of the
Government of India, exoept the Foreign Department, and the Fiuance and

* (1) 1t I8 not necessary that the vecancy in oucstivo shall be filled by appointareat
at the bpnom ul the lisk. It ey be by sppomtient to any grade (not above that in
which the \'M‘lhl‘}' oocurs) the miuirum pay of which does not exceed He. 100,

{2) The vacancy may be hold over until & suitable candidate is found.

imm«unouwwmmmwwamm
Branch of ghie Public Works Sevrotariat and the Ofics of the Coumilting Eogiveer to
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-Vommeres Department,® and the offica of the Accountant-General, Mili-
tary Department, whenever the latter Department or office 1l vadangics
by recraitment of officers already holding clerical appaintments” in any
Goversment Account office. When the Finance aud Commerve Dopayt-
ment and the uffice of the Accountant General, Militar'y Departwen,
do not recrust 1o this manmer, the roles will appty. They will also apply
10 the offices of —
f The Dnector General, Indn Medical Bervice, nud Sanitary
Commismoner with the Government of Indiag

The Surveyor General of Indm

The Iuspector Genernl of Foresty,

Tife Invecten of the Geologieal Sursey of India,

The Moteviologieal Repoiter to the Government of India,

The Inrector Ginerakol the Post Office of India,

1he Commissionsr, Noithein India Salt Revenno Depm tment,

The Iheector General of Statistics, * i

The Dircctor (ieneral of Ordnance in India,

The Comnnmary General m Chief

The Inspectors Genernl of Owlnance Hengal aml Punjub Com-

mands,
The Commussary Generals, Bengal and Panjab Commanids,,

the G serminent of Indi £ R.ul\\n;n Calouttn, whon these wectionn and office il
apentic fen by recroltmont of foers already worviog In the offfices of the Traffhc
S iperinten lunts and District Of ers cu the State Hus

* Mhusorulesd potappiy t the ofiee of the Ytatistieal Officer to the Gmerpument
of Indta in the Santtary and Medical Dv partments &

1 Thewe rules do not apply to olasses V(1 (Hs  +—76) VIEI (Ra 35—50) and 1
AHs 25—35) of appoiutments in the ofice of the Directin Gonersl of Btatistion, aud to
tlunses 1T (Ra 25—88) and X (Re 20--2,) In the Gonernl Brauch of the Finauce aud
Comrmeroe Doy artiment  That Departmiont hes ales acthority to reerult without
riference tr the rules in the case of appointoents in class VLD (e 85— 50) in fte
Croneral Branch at sy time when it considers it necvssary to do so, but ordinarily
reoruitment to that class will be from pussed tsodidates o clerk other than o passed
candidaty who enters the clases Duw cxempted from the operation of the rules after
the date of this Hesolution s eligible for promotion to theeclsses above class VIT in
the office of the Db G I of k tics, uod chiss V1T i1 the General Branck of

the Fluance and € Dep oxcept im v with ryle 18 of thess
rubas,

1 Three appointments tn the office of the Invpecter G 1 of Ord: Beugal
Notmmand, sud two in that of the Tasp e 1, Punjab O d, are reservd

Sor sdd) techrical knowledge of Ord dutios

P &
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The Office Establishment of the several Arsenals, Depits, aud
Factories in Bengal,
The Director-General of Telographs,
- The Accountant-General, Public Works Department,
t Thb Consnlting Engineer to the Government of India for Railways,

Caleutta,
and to ruch other Imperial and Provincial offices as may hereafter be
ified as havi g A pt d theu.

20. Un the ofgurrence of any vacancy hereafter in the Lower Division
of any office which has to bo filled by open competition under these rules,
when no candidate qualified under the rules is available to fill such
vaecancy, appointments may be made under roles 13 to 15.

™ These rules shell take effect from the date of their issue.

2% Copies of these rules may be obtained on application at the office
of the Home Department.

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

liciatiny Seevetary lo the Gorermment of India,

APPENDIX 1.
Ko, 2055 =58,
Extrarl from the Proceedings of the tiavernmen! of India in the Home
Dapartment (Public), under date Simla, the 3Uth Ortoher 1899,

RESOLUTION.
A questibn having been raised whether a candidate for the Secfouri.t
Ulerical Rorviee can appear at the ination and

aasly for an appointment in the SBocretariat Clerical Service of the Govern-
ment of Indinand that of the Government of Bengal, the Governor-General
in Council, after consulting the Government of Bengal, has decided that
there is no objoection ton lidate competing simul 1y for
in both lorwicou. In the event of hix being ful at i.he ination
for both sorvives, his name will be placed on the lists of passed candidaies
for the Secretarint Clecical Bavvice of both the Government of Indis and
the Governmeunt of Bengal. The nnmes of selocted didates will remai

* Thisc rales do not apply to the office of the Aceonptant-General, Fublle I’lub
Oopartment, when that offiee Alls fos by the of officors almady
holding elorioal in any G S P

&emunltwlmhonmﬁ.
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on the lists until they are provided with appoiutments or until they beoo

‘able to have their names removed from the lists under Rule 11 of the'rules
published 1n Home Department Notification No. 1817, dated the 8rd July
1888, anckin the Government of Bengnl] Notificstion, dated $9th A pril 1888

APPENDIX 1T
No. 783,

Exivact from the Procssdings of tha Government of Indws in bke Home
Department (Public), under dale Calcutta, ti 20¢h Diceinber 1999,
N

NoOTIPILATIUR

It 14 herchy motified for general information that the rales publishod
m Home Department NotifienMon No 520 dated the 8th September 1808,
for the regulation of appont ts 1 the Beoretart (levical Bervice of
the Government of Inda nud attached oftices will not mpply to the office of
the Dhrectdr General of Btatistion when that office fills vacancies by re-
crantment of officers already holding clerical app m any Govern-
mant Account Office  When the otfice of the Director General of Statistics
does not reciuit in this manner the voles will apply

(Tine Extract )
(%) J P. HEWETT,
Secratary Lo the Goorrnment of Indwa.



CHAPTER II,
PHE IMPERIAL SECRETARIATS.
Numbder— Executive Officers—Branches of Public Busineas trana-
acted in euch—Scale of Office Establishment in each.

TRERE are seven Socretoriats or Departments of the Govera-
ment of India, vir., the Finance and Commerce, Foreign, Home,
Leyislative, Military (and Marine), Public Worls, and the Revenne
umil Agricnltnral Departments,

Of these the Legislutive and the Revenue and Agricultural
Departinents may bes termed consultative Departments, but they
are sll administrative, that is, they adwmimster or control the
public business,

Each of these Departments, except the Foreign, is in the
charge of an Ordinary Member of the Viceroy's Council styled
the # Honourable Member.”

The other Execative Officers are:—

In the Finance and Commerce Department-—A Secretary,
Puoder-Becretary, and Assistant Socretary.

In the Forewgn Department—A Secretary, Under-Secrctary,
Junior Under-Secretary, and Assistant Secretary.

In the Home Department—A Secretary and Under-Secretary.

In the Legiclative Department—A Secretary, DeputysBSecre-
tary, and Assistant Secretary,

Inthe Mititary (and Marine) Depurtneent, (ieneral Secretarial
~— A Becretary, two Depaty Secrotarios, two Assistant Secretarios.
aud one Assistant Secretary for the Military Works Branch,
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Accounts Braneh-—An Accountant-General with en-gfiels

rank of Deputy Secretary, a Deputy Accountant-Genera), st #n
Assistant Acconutant-General,

In the Public Works Depariment, General Secretarist—A
Secretary, one Deputy Secretary cach for the Railway snd Lrriga-

tion Bianches and one Under-Secretary esch for the (emersl,
Railway and Civil Works Branches,

Accounts Brauch~~An Accountant- -General with sx-officio

rank of Deputy Secretary and a Deputy Amunmi-ﬂmml
with ex-officio rank of Under-Seeretary,

In the Levenue and Aghicultural Department—A Secratary
and an Under-Secretary. The Forest Bratch of, this Department
18 under the control of the Iuspector-General of Forests,

The following Branclies of the Public Business are transacted
m each of the Imperial Secretariats :—

Piname and (ommeree Department—General Finance (in-
«Juding the Public Accounts and Estimates, Public Expenditure,
the Public Ways and Means induding Loans to and from the
Public Treasuries, the management of Public Funds, Taxation,
Provincial and Local Finance, the borrowing of Public Bodies
and the alienations of Public Hevenue and Land)—Separate
Revenue (i., Opium, Salt, Stamps, Excise, Customs and
Assessed Taxes)—Post Office (including Money Orders and
Savings Banks)— Currency and Banking (i.e., the Mints, Coin-
age, Paper Currency snd Presidency Banks)—Commerce (i,
Trade angd Commerce, Merchandise Marks, Merchant Bhip-
ping, JPorts, Port-dues, Pilotage and Lightlng of Consta)—
Salaries and Allowances (i, Pay, Allowances and Toaves of
Public Officers, Pensions and (iratuities)—The Civil Agcount
Department—Statisngry and Printing —Store Sapplics—
Biatistics.
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Fireign Department—Political matters generally— Relations
with Foreign Btates- liglations with Native Btates and with
Feudatories within the hmits of India - The Imperial Service
Troops—Control of the Adwministration of the Frontier Districts
and relationy with Frontier and Hill Tribes—Control of the
administration of the Hyderabad Assigned Districts, except
thoxe Branches taken up by the Home Department—Mysore,
A)mere-Merwara and British Baluchistan —The Political Servige
and Berar Commission — Political Prisoners— Supervision of the
Department for the Suppression of Thuggee and Dacoity—
Political Pensions— Extradition agd Extra-territorial Jwisdic
tion—Titles—Balutes—Order of the Star of India—Order of
the Indian Empire—Order of the Crown of Jodia— Recognition
of Consuls—Grant of Passports— Ceremonials. )

Home Departunt—law and Justice- Jails, Reformatory
Schools and Penal Settlements —FEscheats—The Administration
of Estates of Intestates— Police—Education—Examinations—
Archwology—Fine Aite  Sanitation —The Indian Civil Service
-=The Civil Medical Sers:ce--Eeelesiastieal matters and Service
— Registration—Vagiancy Act-- Arms Act—Factories Act—
Explosives Act—Copyright —Census— Municipalities and Local
Funds —Gazetteers—Fine Artsa—Oriental Languages—Natura_
lisntion of Aliens— Nomination of Members of the Local
Legislative Councils (except Madras and Bowbay)—Ix rez
Hypkrasan AssieNEp IDistricrs all branches connected with
Emw ond Justice, Jails, Police, Education, the Ecclesiastical
Bervice, the Civil Medical Service, Banitation, Mus.icipalities
and Pubhe, inclufling quetions connected with the Ciril#ervice,
Registration, the working of the Patent Law, the Copyright
Act,iand Archreology

Lngislative Department—Bills and Aets of the Legislative
Counncil of the Governor Ueneral —Legislagion in Local Counsils
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~—Raules for the Condact of Bysiness in Legislatave Counojlev-
Proceedings, of Legislative Councils—Supply of Acta of e
Governor-General and Regulations— Compilation and Publiosi
tion of Law Codes and Lists.

*Mditary (and Marine) Departmeni—The Aveqy w'
Corpa in, Rajputana and Central India and the ﬂ;&l&d
Contingent—Cantonments—Military Works —the ¥olunteers—
the Royal Indian Marine—Marine Survevs and Dangers so
Nayigation.

Publie Works Department—Construction -and Administra-
tion of Railways—Civil Works incléding Civil Buildings,
C ications, Irrgation and Canals, Goyernment Coal Mine
and Iron Works, Miscellaneous, Public Works, Docks and
Harhours, Telegraphs, Telephones and use of Klecuiic Power,

Revenue and  Agriewitural  Departonf —Forests  and
Arboriculture—Land Revenue—-Weights and Mensnres— Land
Surveys— Agriculture-—Economic Products—the Cnil Veteri-
nary Admimstration—Fisheries —(eology and Minetals—Meteo-
rology—Famine—Emigration—Piactical Artx and Museums- —
C cial Exhibitions—TInternal Land dee——cfr;chaology
and Epigraphy —Inventions and Designs

Overleaf are the permanent Seales of Ofhce Eatablishment
n each of the bSecretariats,

The Registrars of the several-Impenal and Local Govern-
ment Socretariata have recently been raised to ‘the status of
gazetted officers,
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Department of Finance and Commerce.

s
Registrar . . - we  JT00

Cluss——1 2 Clerks - o vee  400—E00
i, s, - e e B00—40C
uL s - i s 200300
w7, - s we 100200
V.1 » . o e 100350
Vi u o, o e 75—100

viL 12 - - - 80—75

viir w o, -~ - - B5—50

1. 8 o - - - 2535

X 1 Clerk . . . 2025

Class——-] 1 Clerk o . o 400600

m o, - - 200300

IV. 2 Clerks - - e 150—200

V. 2 . e - - J00~-150

Vi. ¢+ e = - TE—100

Vi, 4, - - . BO—T5

vinn, 8 - - - 85—860

. 5 - - e 2534
Foreign Department.

Registtar .. - - - o 850—830

Olasa—1, 3 Clerks o o e 400600

I s - - e J00—400

mn. 6:, - e 200300

v s . - e 150200

L A - - o 100150

vi. 8 - - - TE3100

L s - - - 5075

Vil & - - - 2500
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(lesae Branch ) "
Belary *

B

Class——1 4 Clerks - - - 10180

n & , . = o TE-HO
m 4 - - - - L

{Tosbakbana Offies )

1 Bupenintendent o - EB0
1 Deputy Superintendent e - P 10
1 Cashier . - - - 8

(Persuan Office )

# Transliators on Rs 75—150, 756—100, l‘:m-io reapectivaly
Home Department |

Hepastra " - 700°
1 Snpermtendont 400 — 40—600
i snyp crintendents " $00—20—~400
4 Chahs 200~ 20—300
" 130—10—200
L] 10010160
1t . 50—10—100
50
1 Clerk 2 i 20— 6 ~50
I “hert hand wnter = 1 0—=10—-200
Legwslatvr  Department
{General Beerctariat )
Registrar % - 400—A00
Personal Assistant - - e HO0—600
Cipsa——1 2 Clerks " e 160240
T 2 . E e 120160
I 3 Olerk . P - 10120
IV, 8 Olerks . - - 75100
v " . - ws  BO—TH
VL 1 Olerk - . - ”wi‘
vIE 1 . i w 'm
oL o, . o w2035
-

* Puy, Ba. 000

Extra allowance Re 100
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(Traunsiation Braveh.)

Balary
Ra
Head Translutor -~ - w 200250
2nd = - - w  100—180
Brd - -~ w. B0
‘Pernian Writer [ - - 1080
Hindi Trssliterator - - ]
Hindl Prrof Examiner o . W
Military (and Marine) Department.
{General Becretariat.)
il # - . TOO
Rajitear Upper Division—Sevior Cle:ks.
Clagg——1. 2 Clerks ™ P e BOD—BOL
m 2, - vee ADO==500
m. o+, %, B00—400
. 1w e 200300
Lower Division—Jurior Clerks,
Qlasa——1, 12 Clerks . i 150—200
I 14, T P e 100=180
L s, - . ves 1D =100
Iv. 16, . e e BO-TB
23 Ungraded Clerks on va:ious fixed rates of pay.
(Accounts Hrunch )
Chief Agmmnt-nt we OO
2 Benior Assistan - . - BOG
Opss——I. 2 Clerks ave . - 00
m s+ vau - 250
ML s R - 180
Iv. ¢+ win - 100
Public Works Department.
(General Secretariat.)
itaglatrar ... W . e 460—000
Claga-—1 ] Clerks -~ “e . 40B—BUD
. &, p— o= w900 ~400
uL o7, e e e 20GB00
W, 220 - - - 120200
v. w s ai e 100120
Vi 18, . - - 80100
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Lower Grade Clerks.
Buinry
- Ha,

Class—1"° 1 Clerk ou — “we  B0-—110

I! 21 Clorks - - e B0—80

nI G " e - —n 40-—60

v, 8 - -, B8040

Deaftsmen and Tracers .

Cluss ~—1 1 Draftaman - . FO

Il 2 Dealtemen .. - - #180—-200

11 2 - - o e M1
w2 » e i e TE—=100
Grade — 1 * . Tracers — S w5078
u s , - o 8Be30

Tithogiaphie Drafteman v, 100
(Besides & lechmenl Section recenbly mutmnul ata oolt of Its. 1
- mensem for establishment ) .
(Accounts Beanch )

Chref Clerk * 4 = - e 250850
Cluss——1 3 Clerks - Lo - s 150—100
It s s - o 100150
m v - tase s  B0--100

IV, 7 - w 60—80

V. & . w.  40—80

1 Record room Clerk o . 2080

Revenne and Agricaltural Department.
General Secretarat,

Registrar .. - - «  B00~700
Glwre——1 { Llerkse . v w. 300—400
T d & - - - 200—300
m o7, " e 100200
w7, - o B=100
¥ 5 . 4@ Bs, 50 @ Rs. 40
o 4 Coppsts. " 3@ R, 50 @ Ba. 40
{Forest Branch ) .

Class——1 1 Clerk -y e e B5—400
P P ™ - 00300
m. - - w 110089
w1, i - . e 100109
Y. 2 Gl e - - 50100

1 Oopyiet and Despatcher ... - 80

cu »

L4

20



CHAPTER IIL

SUBORDIJ‘\TATE OFFICES OF THE GOVERNMENT
OF INDIA.

QOffices of the Commissary-General-in-Chief and the Commisrary-
General, Tiansport—Ofice of tle Director of Army Re-
mounts—ffice of the Duectoi-General of Ordnance m In-
dia—QOffice of the Surgeon- General, Her Maesty's Forces,
Bea_rml-—-()_ﬁc::e of the Durecton-General of the I{au Office
of India—Office of the Duector-General of Telegraphs —
Office of the Meteoroloqienl Reporter to the Gorernment of
Indva— Office of the Press Commizsioner with the Govern-
ment of Indiv——Ofpes of the Swrieger General of Indie—
Office of the Director-General, Indian Mrdwal Serviee—Office
of the General Swuprrintendent, Thays and Dacoity Depari~

mend.
.

Tae subordinate offices of the tavernment of India are those
of (1) The Comwmissuiy-General-iu-Chief, (2) The Commissary.
General, Transport, (3) Lne Director of Army Remounts, (4) The
Director-General of Ordnifges m India, (3) The Surgeon-General,
Her Majesty's Forces, Bengal, (6) The Director-General of the
Post Offics of Todin, (7) Tue b cctor-General of Tglegr
(8) The Meteorological Repuiter with the Government of Ingdia,
{9) The, Press Commissioner with the Government of Iadix,
(10) The Burveyor-General of Indin, (11) The Surgeon-General-
and Banitary Commissioner with the Government of India, and
{12) Ths Generul Supsrmtendent, Thagiand Dacoity Department,
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The first five of the above offices are under the Miitasy
Dapariment of the Government of India,

Tie LCommussary-General-in-Chief v} the Commisssry:
Goneral, Tiansport, ure the exscutive heads of thie Commisadring
Department.

The (ffice Eatablishment of the office of the Commissary-
Ganeral-w Chiref consists of & Cliref Cleck on Re. 608 ¢ 3 Olerk,
Clase T, on Rs 400, 2 Clerks, Class 11, on Rs, 200 to 300;
3 Cletks, Class 11T, on R+ 170, 2 Clerks, Class IV, on Rs, 100 to
tw, 5 Cleiky, Cinss V, on Rs 70 to 100, und 4 Clerks, Class VI,
on Rs 50 .

The Office Essablishment of the Tianspost Section comprises
1 Head Assictant on Rs 300, 1 Accountant on Rs '300; 8 Assia
tunt Accountants on R« 70 to 80, 1 Clerk on Rs. 90; 2 Clarky
on Rs 80, 1 Clerk on Re 70+, 1 Clatk on Rs 60, and 8 Qlerks
on Rs. 50

The head qnaiters for the Office of the Director of &rmy Re-
mount Opeiatins fm India 1s Saharanpore during the winter
months and Simla dming the snmmer senson The Ofice Tatabliph-
ment consists of a Cliuef Clerck and Acconntant on Jis, 230;
1 Clerk on Rs 120, 1 Clerk on Rs 80, and 1 Cletk on RE 50.

The Duector Genersl of Orduance in India contipls the
Ordasnce Department Below Inm the cluel executive officers
are the Inspectors-General of the Bengal, Madras, and Bombny
Curcles respectively, Tha Office Es hment of the Office
of the Director Gieneral consists of a Chief Clerk on Rs 530
1 Cletk, Cluss I, on Rs 440, 1 Clerk, Class I! on Rs. SIOI
Sﬁltrh Class 111, on Its 200 to 240; 3 Glcrkl, Ciass 1V,
on Re. 185 to 180; 4 Clerks, Class V, on Rs. 113+10°130;
4 Clerks, Olass VI, on Rs 50 to 80,

The Office Establiskiment of the Burgeon-Qeneral, Her Majes-
2y"s Foreea In Bengal, sad Prigcipst Medics] Officer, Her Majesty’s
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British Forces in India, comprnes a Chief Clerk on Rs, 400,
1 Clerk on Rs 300, 2 Clerks on Re 200, 2 Clerks cn Re 150 ;
3 Clerks on Ry 100, 4 Clerks on Rs 77, and 2 Clerks on Rs 50

NoTE —Bince going to prees the Commnsrariat Department has been ro
named the Supply and Transport Corgs the Milttary Works Tlepurtment 1= now
tormed the Military Works Serviee  There wae alse been a correspondimyg
Jharge m the demgnation of the officials N

The Director-General of the Post Office of Tna 1s the head
of the Posta]l Department in India The department of the
Governuent of India to which the Poswal Departinent 1s subordi
nate 1s that of Finance and Commerce—The Office Establish
went of the Dnector General consists of a SBuperintendent on
Rs, 300 to 400, 1 Head Clerkh on Ry 200, 2 Clerks on Rs 150,
3 Clerks on Rs 140, 3} Clerhs on B 100 and 3 Clerhs on
Rs B0

The Duector General of Telegraphs 15 subordinate to the
Public Works Department of the Government of India  The
Office Estabhishment of the Diwector (ieneral consists of a Chief
Clerk on Rs 300 to 400 & Superintendent on Rs 200 to 250
3 Cletks on Rs 130 to 200, 6 Clerks on Rs &0 to 100, 4 Clerhs
on Rs £0to 80, and & Clerks on Rs 50 to 60 1In the Trathe
Branch—1 Head Cletk and 8 Clerks In the Construction
Branch—8 Cleiks In the Statistical Branch—1 Sub Assistant
Buperintendent and 1 Clerk.

The Meteorologicgy Repoiter to the Government of India
and the Surveyor General of India are both subordinate to the
Revenue and Agncultural Department of the Governmemt of
India. The Ofiice Eutablllhment aof the Meteorological Reporter
consista of a Head Assistant , m Chief Computor, one Head
Draftsman, 8 Chief Asustants, and 7 Chief Tabulators,

. The Press Commssioner 1s attached to the Foreign Depart-
ment of the Government of The G ! Superintendent,
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Thagi and Dacoity Department, is subordinate to the saile
Department.* The Office Establishments of both the above are
very small, containing about 2 to 3 Clerks im each. The pay of
the Head Clerk of the latter establishment is Re. 200 g

‘The Director-General, Tndian Medical Servic,.is subordin-
ate to the Kome Department. The Offige Extablishment odnsista
of n Head Assistant, Class I, an Ry 300 to 500, Xh the Medi-
cal Branch—1 Clerk, Class TI, on Rs. 200 to 300 ; 2 Clerkw
Class III, on Rs 100 10 150 1 Clerk, Class IV, on Re. 75 to
100 Inthe a:"nnitn.ry Branch—1 Clerk on Ra. 75 to 100. And
in the Statistical Branch—I J{ead Clerk on Rs. 300; 1 Clerk
on Re 200, 2 Clerks on Rs 100 to 130, and 3 Clerks an
Re 75 to 100 The Othee Establishment of the Samrary Commis-
sioner conwists of 1 Head Clerk on Rs 400, 1 Clerk on Rs. 200
1Clerk on Ry 150, 1 Clerk em K 100, 1 Clerk on Re. 955 and
2 Clerks an Rs ~0



CHAPTER TV,

THE BENGAL SECRETARIAT AND DEPARTMENTAL
OFFICES,

Noomber r_rf Depavrtments—Secrotarivs, Under and Aveistant
Sfcwtm"l'es-——SmJﬂ of Office Extalludins wts,

Tae Bengal Secretariat contains nine Civil Departments,
namely, the General, Revenue, Judicial, Political, Appointment,
Financial, Municipal, Public Works and Legislative Departments.

The Chief Hecretary and three Secretaries divide tlwe
Departments between them, each Secretary being assisted by an
Under-8ecretary with an Assistant Secretary in the Legislative
Department

The Public Works Department, which comprises also the
Trrigation, Railway and Marine Departments, bas o Secretary
and three Under-Secretaries,

The Registrar of the Bengal Secretariat ave now gazetted
officers.

The permanent scales of oftice establishments of the Bengal
Becretariat are as follows :—

General and Revenue Departments.

HRalary

Rs
Registrar e 1383440 —BB8-5-4

Class——1, 2 Cleths ... 400
1. 1 Clerh ... iy
I 4 Clerks .. N i 200
v, 4 150
v, 3 32.'»
YL 1 Clerk - 100
VII. 3 Clerks 80
yuL 2, - 70
X. 6 60
Al e . 0
XI. 7 40

5 Copyiets ... .- - 90230
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Financial and Municipal Departments.

Balary
' Rs.
Regutrar & - e 4884w d0—058-5-4

Clags——1, 2 Clerhs .. 4o
a ez, . . 200
L s - 200
w., &5 o w5 1806
V. & . . N . 125
Ve & o s 100
Vi 4 - 80
vinre o+, . o 70
X 7T 4% w . - 60
X 9 i e & 50
Xr 1n " . . 10

7 Copymstwe i - B0 230

A Cleths .. e . R—2—40

oo e 20—2--30

Judecial, Political and Appointment Departments,

Eegustrar ver ABB-Bed— 49 —0B58-5-4
Class——TI 3 Clerks & i 00
u, =2 % 300
. & . 200
w7, F 150
¥ I & e 125
vi 2 - s 100
vu 2 2 . 80
Viil. 6 '™ o 70
X, ¢ , e - " 60
X 10 5, .. o . 1]
b < T § - - e 40
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Public Works, Railway, Irrigation and Marine Departments

* Salany
Bs,
Registrar ... ¥ e 456—20—550

Clags-—1. 2 Clerks - 400

. 300
<L & - 2 pe . 200
w, 4+ . » 156
Y. & . . 125
Vi, 2 . . - 100
Vil, 1 Clak - &0
Vill, 3 Cluks - ¥ = 70
xX. 8 5 i G
X 1w, - - W
XL o4, . 40

6 Copyista s 5 =250

‘I he following are the estahhslunent.s of the Departmental
Offices directly subordinate to the Bengal Government :—

Uffice of the Divector of Publie Instruction.
Clerhs who «do nat helong to the Submdinate Edueation Serviee,—

2 Qlerks - - e 43
1 Clerk ain = .4
3 Clerks . .- - $
4 i ve & - w30
4 b e s e e w. 25
§ 5 3 . 2,
Ojfice of the Inspectar—Geneml of Ciril Hau]x."ah, Bengaf.
Head Assistant - - . e 20010250
1. B Class Assistants .. . e 150—10—208
. 2 ” " s . 180—10—150
n.s o, ) e TBe 5100
W d o ow 50— 5— T8
V. 8, ¥ o 50
§L & - 40
Vii. & » " - - a0
YIIL & e 25
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(ffice of the Tnspector-(ieneral of Jails, Bengal.

Bulary
Ra.
Personal Asistant .. o B0—20--500
ieneval Corvespondence Department.
Head Claik 5 e 420 8200
Ref venece Clerk . . . . i = B0
Assintant Heference Clerk . 20— 1— 30
Despateher ¥ . . e Jo $0
Inarst e i 2= 23~ 50
Ducheter . = - - 20w 1— 80
Fudexger ,, o LR 20 23— 40
Maswfacturing Depart mend,
Head Cluak % & i 100 5150
1 Cheelang Clah - " y 60— 3 80
1 It % = . . i 25— 2§~ 50
1 Thtte 5 . 20 Joe §O
Compulor & 20— 1~ BO
inaftsman " . 0= 1— 40
(Gene ral E.rpe-mh'mrr Department,
Head Clork 0 aw - 80— 2100
Auditor . -’ - s 60— 2— 80
Cheelung Clork == . W u 00— 2—- 60
Regster-heepea - " . 25—~ 1§~ 40
Checking Clgrk aas 2 .- ¥ 20— 2 40
3 Computors each @ i - v 0= 1 30
Checking Clerk T e s — ’0.—- 1-— 30

Copying Department.
3 Copyists i wen B0 1 B0
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Office of tha Tuspector-General of Police, Bengal.

Salary
Rs.
Registrar - - - e B50—10—100
Head Assistant ‘ 200
11, 2 Grule Aswastants o i 150
m = s 125
v, 4 = vk 100
V. - RO
Vi, 3 " - - n 70
ViL 4, . 60
Vil 4 i = 50
I 7 O T : 40
X, n a . " e 30
L 8 o Copysts v AN
11, & i 57 a 20
. Special Branch,
Hend Assistant - aha e 130—10~ 200

i1, 1 Grade Asistant v B0— 4—110

Office of the Inspectov-General of Registration, Bengal.
Head Clerk

‘ .- - 100— 5123
1 st Gracke Clerk - e i 80
12nd . Vs . - 0
p8ed ,, - i - 60
F3 4th .. Clerks 30
3 8th ., p %, W, 40
& fth . - - - - 30

BOARD OF REVENUE.
Secretariat Department.

Buperintendent - s e H—=F0-—-T00
2 Head Aswistauts ... v wer 400—20—500

1. £ Assistants, Class vee B00—20—400
. 8, i - e 20020 - 800
1L 5, noo e 12315300
.1, e 15—=10--125
Y. 9 i o s . e 0= B— 78
o r — vee 40— 4— 60

Vi



1=t Assistant
2nd
2 Jumior Assistants .

Jat Aysistant
2nd T i - 5
7 Jumwor As-istants i i

18t Assiktant

BENGAL SECRETARIAT AND DXPARTMENTAL OFFICES,

Copying Department.
Senter Copyists . -
L. 8 cﬂpﬁ!ts, Grade ... s il
i 6 .
1) 1 SR
w.o e,

Sheristadar's Department.

Sheristadar
Muhanr” .-

Balcy
Re.

40— ¢~ 80
53— 1= 40
.w-- 1= 35
25 180
20— 1 2§
.

10015170
B0 3 40

Opium Sale Accounte Department,

’ " e . s e

#0—12—150
60— 6— B0
40— §— 60
25— B— 40

Salt Sale Aveountx Department.

Customs Andit Depurtivent.

5
2nd % w5 ik o i
1st Junior Assstant . 5
2nd ,,  Assistants s
Treasury Department.
Treasarer oo
Warde {lepariment.
Class—I. 1 Assistant & s £ !
: | N N sy = -
IV. 2 Assistants .. axw
V. 2 - o -
¥ 38 _ 53 s

!ﬁqp;';.nhu

T5—10—125
o 4 80
L B 40

125
00— 4— 80
40— §— 80
20— B 40

60— 4 B0

300—20— 400
200=10~250
75110128
505 ~78
$0i i)
268 —AG
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Land Aeypiisitron 1lepar tment.

1 Clerk

1

1

1

1 1In 1llﬂmnn,

Road Cees Deputs tine ni

1 s stant
1

Twcome=1vo Dhpotment
Tet Asaistant
2rd
4rd
4th a
Eth

Halary
Hs
L]
40
0
n
Rl
Tr=10-=1l
iy
200 20— » W}
Tr—=1l]2>
]
)
LY



CHAPTER V.
THE GENERAL REGISTER——RWSW‘

Al Covers opened by the Requarm or Chiy Llevk—Modos of
markiy Trgent  Letters—Early, Urgent and Irmeditite
Labels  Colmis wnd Indic atvoms — Receypla cepaed fmﬂ—m
Gegeral Regustor—Ite Form—Explanation of Heddings——
Semple Reqister Sheet
ALL covers recened in 4 Government Olfice, except those

‘s ked confidential o1 addressed to an vtheer by name, are epened

by the Registrar or Cluet Clerk, who notex on each letter the

date of 1ts receipt and the mitial letter ot pame or the Branch
which has to deal with it "In sonu ofhces the Jumor Officer in
inmethate charge of the Othee Estubhishmint performs this duty

Lettprs requirmyg eatly o mmmediate attention and con-
hdential papers ate reyuired to be labdled  These labels are

miede up of staff paper m thin curd board, twelve inches 1

lenath and tour mehes broad  The colonrs employed are green,

red, blus, and vellow  Green labely are printed over with the
word “Ealv” and sie ntended fo letters and files 1equiring
prionity over ordinaty businens daring the usual othee hours  Red
labels are printed over with the word “ Urgent” and are used
for letters, &c, requiring attention without delay  Blue labels
are over printed with the word “ Immediate ” and are intended
for cases of extraordinary urgency to be placed at once in tho
handy of the person to whown they are sddressed The date with
houriand minute of receipt and transmission are to be recorded
on such labels. Yellow labels have the word “ Confidential”
printed on them and are for use with confidential cases.
‘ounor offices the letter X standing for urgent is often

inscriled to denote urgency wn the treatment of a letter or case,

rs recetved 1n an office are technically called “Raedpu,
and those sent out are termed “ Issues.”

the Registrar the receipts are mndw.am
Regiviry Clerk for registration or entry in the Oﬂuﬂn:a
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Register This book contsins a record of all letters received m
the cffice, and as 1t 1s intended for reference purposes ouly, 1t 18
kept 1 some such sumple form as the following :—

Dare or R~ Darr oy | !

Firr g Natare wl 3

GQ:M Vearr L r | No of T \ur‘:::‘{"!ubjwt. H

| 1 8 | Latts a

1 ' Gotice ilw'd""‘" |
(Month. | wate [M uth  Dute | |

A

The General Number — Lhiese numbers are written in conse-

cative otd 1, commencing fiom the beginning of corh official
year, te, the 1t Apul  loey are fiequently used for referring
to letters which 18 very convewwnt, smece each recerpt has a
General Number The Genersl Number 18 also known as the
Register Number

Date of Recerpr of Letter —The date of receipt of a fetter 18
the date on which 1t airnves at the office Tlis date, as sheady
stated, 18 noted on the top of each receipt by the Registiar or
officer who opens the covers In some registers this colnmn 18
omitted, the date bemng written each duy i red uk aicross the
page, and thie day'e coceipts entered below it

Nature of Correspondence —ln this column s noted whather
4he communication 18 of an officinl or demi-official uature, In some
offices separate registers nre hept for official, demi-officiol, nod
fuunofficial commun-ontions, m which ense this colamn 15 omitted.

No. and Date of Letter —I'lie No. and Date of & letias aré
those given 1t by the despatching office,

Name of Correspondént —In this column js nal«l}_%

25

wof ﬁ@unﬂer of the letter, In Government officea it hﬁ

to enter the name or mutial letters of the Office,
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Cunpu,, or Association iustead of the name of the person Way
signs tho laitery thus in the cawe of communientiony m
Socretary to the Government of India in the Prblic Works Daparh
went, the Agent of the Peninsula and Orieutal Bisim Navigition
Company, and the Secretary to the Bengal Chamber of Commates,
the respective entrres would be, P. W. D, India, P. add G,
Company, and Bengal Chamber of Commerce. In sqme registers
the hesding of tlus column 18 simply “ From "

Subject —In the General Register, the subject should be writ.
ten 1n the fewest possible worde. In nost cases & would euflice
to merely enter the subjeci-hegding of the letter ; thus, supposing
1 letter to trest of matteis connected with trnnsport, the eotry
“ Transport ” wounld snffice

Remarks —In this column are entered (1) the unmbor.\'
spare copies of the letter, 1f any, roceived, as in the ease of printed
crcalars, &e , (2) the number ot enclosm es, 1f any, forwarded ; (8)
the name or mitial letter of the Branch ot Section to which the
letter has been marked by the "Registrar, and any other parki-
¢nlars wanich may appear necessmy to uote  Below s 3 semtple
sutry made m tne General Register —

P
Daze or g i Darsor | 3
..;l-iﬁim.;% , Lene | §
b -
s S 13~ g Beunzs,
20 (=131, |3
§181 88 "E’g’s s 2
S|F]&|R|2518/2] %
T s =
| §£§ :‘li'lﬂ'g
- mi é 204 | Tuy 12 gﬂ oo
! -
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Or the form ey be sumplified as follows :—

”

No.

Geteral | Ko. of ‘

-

i
Dato of | p

Lelter | rom Bubject.
i

REMARES.

4 e 1 17

I8th July 1872

Mr John

Genl. Lranen
| Smiith.

Heme  Apptt of 1 Enrlo,
o

After 1egistration the Registry Clerk writes the Register Number
on each receipt, ufter which they are sorted and sent on to the
Branclies which haye to deal with them Usually the Re-
gister 18 sent together with the letters, and each Sapermntendent or
‘Head of Branch puis lus 1mtials w the Remarks column, opposite
the letters hie receives, in token of theu receipt in his Broneh

Sample Regster Sheet

7.1

§£ II!‘“‘“.‘:_'_ ] ?:‘::f | From. Bubject. X : Remarks
2 ! |

Wednesday, End May 7892,
400 134 25 | P. W. Dy o | Ruilway s sl BB
401 | 1424 Y5 | F.D. Peon Luchman. Pen A 7 enclos.
won

o ! 23, S04 | REA Admin. Raport c.

4% 1MFT| 304 [D.G.T. |State Telograms D.

@ TL| 24 Bare. Geal. | Maps TA2 Mape
wA 25 | €. D. ‘| Office Estabt. Appts. 1.

we ) use W4 M D Eqeipment A,

7 ™l e sag;dsqr Staty, Indeut, S350 B, Rondla
et § b
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Smwpls Regrater Sheet—cunsinnm

res

E |,¢m‘;* i’:f’u:‘; From, } Bobjock gm

| -

. Tharsday, Ird May B9,
18 | 304 |P.W.D. Ilrdpﬂou FaE
4% 28| 24 |0.P. .. Prosl Contracts ..|B.
500 | 1508 95| F.D. .. (Budget188889  ..{D,
501 43| 20/4]C G Trans ' Transport A
' port ” 1

Frulay, dh May 189¢,

602 | 2 | 1/6 Legis Dept | Income Tax e | e
503 | 1699, %5 FD . |Tmy Abwssces . |D.1 encle.
i 1573 35 P.W.D.. |BimlaBadiegs LA
5053 | &5 D.6 P O.!Postal Guido w|L 10
i | I ¥ wpare
506| V30| 284 Adjt Genl e
m.l I lia, [G.0.C.C.APL'SS |A. 123ditta,
sa7 <38 25 | Comy. Genl' Civil Acet, Codis ... | D, 2 coplen
508 437 Ill 30 4 | For, Dept. | Muscat NS




CHOAPTER VI,
THE RECEIPI' DIARY—DIARISING.

Comparison belween the General Reguster and the Recepi Diary— General form of the Diary— Entries,
hotg nade— Necessily for letters being passed at each stage through the Diary Clerk — The importance
and utliy of Diaiies—Specimen Dimy Sheet.

AL Im received in & Biauch are first entered in the Diary, each Dranch or Bection having
sepmnte Dialy of its own for the letlers received in it.

As the General Register i¢ a record of the letters received in the office, so the Diary 18 a record
of the letters received in the Branch. It is however mere compreliensive than the Register, and
contains foller and more detailed particulars regarding ench letter, from its receipt o its record,

The foilo\{_ins is the general form of the Diary—

- No. AW | ! g3 Date or svpwis |5 8 | y
1&2“:‘: g é l %EE’E sto 1o g |§§ g“! —? p -
3 Eaa = 23 23] %
4 g Bubject. E’ i% F%% 5 » ‘%E %g g | REktAn e
: e BRI R TOE
=ul g 2 8 &
£ R GEIR
— —-—1-——-— | e i,
s [] 7 [} ° ‘—_‘-10---- nji,; wf—-M- »
! ‘ | [ !
. [ . S O S

VIVARVE 8 NHETD RHL



THE R@CEIPT DIABY-—DIARISING. . |

“From the preceding form it will be evident that, st (hetime: o
entering's receipt the particalors: of the; » Brat sight nllmll’.’x'ﬁiu
can bie filled in, the dates and enlriss for the: remaining calnmas:
being subsequently entered nccording to thie pmm by the
lotter as it prases through ench stage, wntil it: nm,mu

The Diary Numbers, like.the Register Nambers, are written
in consecutive order, commeneing from the 'uegmnieg of . ench
official year. = The General Nuwber ig vopied into the Dinry from
the top of the receipt itself where, as has been stated, it is entered
by the Registry Clefk.

Next are entered in order the number of the letter, its dntve
the name of the sender, or (in the case of aletter from an officer of
another Government Qffice or Department) thé Department frem
which it has been received, and the subject, The first three of
these are entercd in jrecisely the same manner as they are in the
General Register, '

The sulject, although necessarily fuller than that given in
the General Register, should be stated as briefly as possible, the
ceally in#fant point or points of the letter only being given
In an official letter the subject is nsually stoted i its fient
paragraph,

The date of receipt of the letter in the office is taken by the
Diarist {rom the top of the letter where, as previously stated, it in
aoted by the Registrar or Chief Clerk. In the Remarks colnmn
are somethmes entered sny references to the bundle or’file with
which the letter is put up to serve :as n guide to tracing it.

Im order that the Diary may be kept regnlarly posted np, the
recaipts are passed st each stage through W%Dmy Clerk. who, qﬂ
-each oecasion, eters.thodate under the proper'cdlamyinis Dnu;.
For.mstanos, belare & letter is submitted to the Assistent Setre-
; it s sent to the Disry Clerk, who notes down the datp of its
subamiswion in ‘the Diarv. . Alter the Kusistant Smhum




36 THE CLEBK'S MANUAL.

with the letter, it is, previous to being submitted to the next officer,
agaiu ‘sent to the Drary Clerk for entry of the date, and so on.

The Dinries (7.¢., both Receipt and Despatch®) are the most
Smportant registers of an office, ns well as the most useful. In
order to trace u letter, that is, to find out where it is, 1t is only
necessary to loek into the Diary (if a receipt, in the Receipt Diary,
and 1if an 1ssue,tin the Despatch Diary), and fiem the particulms
given theremn, it can be kuown at once not only whete the lettes
18, but also ot what stage 1t may, at the time, happen to be.

* Foi paliculus regaiam, the Duspasen hay see Ghaptar X



Sample of Recept Diary

DATE oF sUBMIS- |
BION TO THE
DeFichRE

of Draft

i
|
subm-i

over to the Reference
or any other Branch

From whom received
! Asdatant Soc
Tetary

Undar Becre

L]
i
=

Date on which made

“acretary
Dnte of

Copy ing Branch

ul
iy

L HETTERA

Umte on which seut to

No & Date of Reply

—

FD  Callsfor fusthe] 25 24 ['
{nrtu:nm regn d 1 i} .
ns Peon 1 uch i

VAT & PELSI0N l
Bury Genl | Fo-ds 2 coloured] 25, 84

M ips of the Bom i
Ay I‘andu.y
{moun
BD smwm objee
tion to tempy

e 1]

» M D Beale of
Bu t.lﬂl Intunates
ntumal
b of
ca ﬁ-qnlrui‘nu

"It waport. po { requirewnents

5] 85

3]s i

"ONINFAVIA—ARVIA IATHOHY THL




No. axp k] 8 A .gs_q IIATE OF SUBMIS
or 13 |  sioN ™0 THE
Lerrer ‘E = E gg OFricERs
= -1 X1 i
7 (F [t
o |8 . g Subject. H 52 é &
o 1 I
el Ayl
28 |3 '3
5 T R
o58( 802 821 15| Tewsdt | Endorses view ‘ |
It lexpressed that In
- eme Tax cannol)
be levied on em
oyesontsde Bri !
rh Tndia 01
754| 504/ 1878 $5|P WD, | Intimates thar
Indi~ ntiol of Gove I !
Bulldingsin Simla |
to
W D Punjab 45 b
o86] bosls19C | 38 4 AthGenllFbrdlﬂnj(:G ! l
lor April 1858 45| 49
256} 36 25| L Fords, 2 1
“ Gk {ot Vo ot P
Acct Code with |
'correction slips to) |
jdate slesf o |

for

approval of Draft
_Reply

Date of

Copying Branch

Date on which sent to

Recorp Rerer
FHNIR
|
Part| = Na
E]
=
E

Remarks

|

"IVONVN 84947 #HL



CHAPTER VII.

DOCKETING,

Olject of Docket—Accuracy in numbers, dates and designations—
The subyect—=Classification of official communications—Hints
as to finding the subject— Key-rwords— Examples in docketvng.
Tae business of a docket is to shaw the purport of the

letter at & glance In plain words it is the short subject, and

mtended to serve as an ail 10 readily tracing a required letter.

Instead of being obliged to read through every individual
letter in a file 1n order to trace a particular communication,
the dockets can be readily glanced at, and the document needed
found with less trouble and 1n a shorter space of time., A
docket therefore should contain all the essentials to trace a
letter, and these latter are the Number, Date, Sender's name
and Subject.

Accuracy in docket entries is most essential. For instance
it would be both wrong and misleading in éntering Numbets to
write 112 for 121 or 1204 for 1240, or in regard to datgs to
write 8th for 18th, Jan. (January), for Jun. (June) or 124 99
(12th- April 1899), for 4-12.99 (4th Devember 1899). Again,
a great deal of confusion and waste of time, may be caused by
\I’rﬂingthesendeu name imcorrectly, as D. G. P. Q. (Bivsctor-
Gmnl of the Poet Qffice in India), fm‘ D.. G. ®. [Directgr
: ﬂUﬁmmMn}orM{MMhH@'
%ﬂ or P. M. (Post Master), fgr P. M, O. (Principal
. Offcer).
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The writing of the subject is not 5o mechanical and Tequires
.intelligence and discernment A letter contains some specific
statement or object, and the docket should briefly state what
that statement or object 1= ¥

Speaking broadly, official commumeations may be divided
into seven main classes, namely (1) orders, (2) sanctiong and ap-
provals, (3) proposals and suggestions, (4) requests, (5) explana-
tions, (6) enquities and (7) information or reports Thug direc
tions, decisions, ruhings and resolutiors would cume under the
general category of orders grants and approvalz under the head
of sanctions and approvals proposition statements, letters sub
mitting schemes or projects or proposing increases or decreases
of powers, expenditure or establishments o1 the intreduction
of new measures would full under $roposals o1 suggestions:
applications, petitions and memorials would be grouped under
requests ; letters containing reasons for or against any matters
or explanatory of any conduct, cause or actron would fall under
explanations ; letters asking for information would come under
enquiries , while narrations or the bringing to notice of mattens
on which action may or may not be taken would come under
information and reports. ¢

A hitle disct?mpent. would show ai once whether a letter
an ordcr, sunction. proposal, request, explanation,
W’n"y or report, and ths knowledge would help to sunplify
m%arb considerably when about tv write the subject
As a further hint, it may be stated that 1n actual expensm&
it will be found that a lettef cumprising several
subject or maimn point is ueually expressed dr tontained in e
first or'last ‘paragraph, the intermediate parpgraphs denlii:gr 3
rule with observations; or the arguments or reasonk empldih <
A docket should b@‘ﬂttﬁn in a large bald M 0
e easily and quickly resd’ ‘and should necessarily sous




*DOCKETTNG. 1]
few words as possible. Tn order to acoomplish the lmﬂ%
snbjm or abstract should commence with o keysword whieh
would férnish a teady clue to the purport of‘thm e
key-word is usually, but not, always, a verb, and fhe following
are some of the more common in use:

Advises. Intimates,
A ppenls. Invites.
Appliey Nominates
Appomts Notifies.
Approves Recommends
Cauncels Reports,
Communicates Requests,
Confirmns Sanctions.
Enquires Solieits.
Expluing, Submts.
Forwards
Or the noun equivalents may be employed, us —

Advice of

Appeal of o to.

Application of «» for.

Appointment of

Appro¥al of or to
Cancellation of.

Gomwmunication regarding
Confirmation of.

Enquiry as to or regarding.
Explanation of o regavding.
Forwarding of. .
Intmm of or tegarding.
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Report on or concerning.
Requést for or of.
Sanction to or for.
Submission of

We will iow proceed to give some examples in docketing.
These examples are taken from the larger book on tiockating
[The Docket o Short Préciz - How to do it}, from which work
the information and hints contained in the present Chapter are

. mainly compiled.”
HExamples in Docketing.
No. 1.
Eatract from the Procerdings of the Government of India in the Homs
Dapartment, under date Simia, the 30th June 1808,

No. 584, Mr. Dennl J. Ihbetson, 5.1 4f the Indian Civil Service, is
appointed to be Chief Commissioner of the Central Provinces, with effect
from the date of assuming charge of that office.

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

The number is 584, the date the 30th June 1898,

This clearly is an appointment order. The official concern-
od iz Mr. penzil J. Ibbetson, ¢ 8.1, of the Indian Civil Servies,
the appointment is that of Chief Commissioner of the Central
Provinces, and its date is stated as that of assuming charge.

The docket therefore would be written in the following
abbreviated form :3-

HOME : INDIA,
No. 584 dt. 30-6:98.
Appt. of Mr. D. J. Ibbetsori} ¢.8.L., 1.C.8., as Ch : Commr., C. B., trom
date of assttning charge.
¥ No. 2. _
Extract from the Pracssdings of the Government of Tndia inthe Legitlaii
Department, wnder date Simin, the Z1sf April 1808,

No. 2. His Exoellency the Governor-Gansral hisxBeen pleased to

9 resignation by Mr. C. C. Btevens, C:a.1, of hiw.affios of Addi
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Member of the Council of the G Genexnl for the purposs of sealioj
Laws and Regulations, with effect from the 2nd inmt.

In this example the Department is the Mﬂﬁave Depast
ment of the Government of India.

The number is 2, the date the 21st April 1898,

This.is a resignation. The official mmeﬂbm <
Stevens, c.5.1. ; the office resignedis that: of Additibrat Hﬁhh!l
of* the Council of the Governor-General for making Lawé asnd
Regulations, i.r., the Legislative Council of the carner
General. The date of resignation is the 2nd April 18”.

Briefly, t.herefore, the subject may be stated as the sesigna
tion of Mr. C. C. Stevens, C.8.L, as Additional Member of the
Legislative - Council of the Governor-General from the 2nd
April 1898,

As however “ Additional ” Members belong only to the
Legislative ” Council as distinet from © Ordinary” Members
who are said to belong to the ¥ Council,” i.e., including Execu-
tive and Legislative, it is unnecessary to repeat the words
« Additional ” and « Legislative ” in the docket.

- Putting these facts into a docket form we get the follow.

ing i—

LEGSL: INDIA.
No. 2. dt, 21-4.98,
‘Resign: of Mr. C. C, Stovens, C.6.L., Addl. Mbr., G, G.’s Concl. 2408
Ho. 3.
Estract from the Procesdings of the Govefument.of India in the Military
Depariment, usider dofh &mk*ﬂw Brd Juns 1898,

3, 818, Colonel W2C, Black, Indian Staff Corps, Assistant Adjutast-
ud%llmhyco-mna.m officiate in commend of &
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D.8.0., nominated for the offimating command of a first class distriots
Dated 23rd May 1898,

The Department i this case 1s the Military Department
of the Government of India, the number 619, and the date the
3rd June 1898

The above order 18 a nomination,

The nommated ofhcer 1s Colonel W C Black, of the Indian
Stafl Corps, and Assistant Adfutant General, Bombay Command
Ths officer 1s nownnated to a second class District Command
with the temporary rank of Briguhier General, 1:ce Brigadier-
General R Westmacott

The particulars regarding Brgadier General Westmacott
are not essential in this case as the mder has speeial refereuce
to Colonel Black

The docket would therefore be as follows —

MILY 1INTMA
XNo 618dt 3698

Nomn of Col®> W € Black, 151, A. A G, Bo Comd to =

2nd Gl Thst Com* with terapy 1ank as Brig Genl , vire Buig Genl R,
Westmacott

No 4.
Batraot from the Proveslungs of the tiovet niant of Indut in the Publia
Works Depariment, under date Calrwitn, the 11th March 1898,
No 108. Mi. B B Buckley, Buperintending Engineer, lst class,
Bengal, 1 promoted to Chief Enginecr and Becredary to the Governmeat

m the Public Woirks Department, Buildwngs and Roads Branch, with
effect from the forengon of the 5th Mu:ch 1888,

The Department of 1ssue 1n this case 18 the Pablic Works
Department of the Government of India.

The numbe: 18 108, tHe date the 1ith March 1898

This is a promotion order, The officer concerned is Kl'
Buckley, Buperintending Engineer, 1st class, Beng
rank and office to which promoted is thit of
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and Secretary in the Public Works Daptd;maug, Bansa.l, Bmﬁ-
:ngﬁ and Roads Branch ; the date of thaplwt}m boingm
5th March 1898 fureﬂoun.

The docket would consequently be in the following ﬁf_ﬁ»—-

P. W. D. INDIA, .
No. 108 dt. 11-3-98.
Promn. of Mr. R. B. Buckley, SBupdg: Engr. 1st UL + ggengal; 4o Uh,
Engr. & Secy., P. W. D., Boogal (Bldfb. & Rdk. Branch.) 5348,

Or, as the chief point is the promntmn, the presant demgr.m-
tion, iz, “Supdg. Engr., 1st Cl: Bengsl » mny‘ bemmtﬁed
and the uub_]vci. contracted as follows :— ¥

Promn. of Mr. R. B. Buckley to Ch: Engr. & Secy., P. W, D., liengu
(Bldgs. & Rds. Beh.). 5308,
% No. 5.
Eatrael from the Proceedimgs of the Guvernment of Punjab in the Hom
. Department (Jails), under date Simla, the 14th April 1808,

No. 161, Notification, With reference to the Resolution of the
Government of India in the Home Department No. 7-582-584, dated the
98th Augost 1889, laying down a scald of 1 ion fdr Supevintond
of District Ja.ihu‘,' the following classified list of the District Jails in
Punjab for the year 1896-97 is published for g'enﬂ-s! information . in
supersession of Punfab Government (Jazetts Notification No. 107, dated the
5th April 1895 :—

First Class Jails.
R{mumﬁu Ra. 150 per mengem,
Umbalia, Mooltan and Rawalpindi.
Second Clazs Jails,
Remuneration Re 100 per

Delhi, Fevozepore, Sialkot, Gujrinwéla, Péshiwa¥, Dera Tsmail Khaa
and Dera Ghiri Khan,

Third Classs Jails.
Rewmuneration Re. 75 per wiensem.
Hiwar, Rohtak, Jullundur, Ludhians, Jhang, Amritsar; Gurdsssur
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Fourth Class Jails,
Remuneration Rs. 50 per niensem.
) Karnal, Dharmsala, H.ouhi&rpur, Gujrat, Abottabad, Knm and
Bannu.

The -above is issued by the Home of the Department,
Punjab Government.

The nlpber is 151, the date 14th April 1896.

The uub_]act is clearly ﬁhvcnla of remuneration for Super-
intendents of District Jails in the Punjab for the year 1896-97,
The lee is du]y given in detail, but the inclusion of such in a
sgimple docket is unnecessary.

' The entries to be made in this case would, therefore, be as
:!olldws — 1
HOME: PUNJAB.
No, 151 dt. 14485,
Scale of remunevation of Slv.updté. of Dist. Jails in the Punjab. 1886-97.

Dockets forms are now done away with in ‘the Secrétariat,
and larger offices and Note forms used instead. These latter
have spaces or cages for entry of the docket porticulars, and
immediately below them follow the notes and orders. In’the
sample file s]:ewn in the suceceeding Cha.pt»er will be seen how
the docket entries are made on the note forms.



CHAPTER VIII

SYSTEM OF KEEPING CORRESPONDENCE.

The ﬁle 7 Ity arrang t SW‘MHFC‘ e ¥

Paﬂ,umlar subject under o @lysct-haadung—onpe

a file—System of keepang the letters and notes fupmw—-\
File, Seral and page numbers— Abshidt o Casrrent Poypers
Note forms and Contvnmatwn Note Shipte—Routing Note
Form—sample Fils— Working of file systome simplifial by
the Government rule duecting that en offejal letisr shoulil
trent of pme subject only—Method of keeping® papers insa
fde—Docket system, observed” i some manor offices—Index
Numbers—Sample docket form

IN large pubhe offices, such as the Secretariats, the corre-
spondence 1s kept according te the ‘file’ systétn which 1s an
arrangement of papers by subjects

In such offices subject headings mdwahg the man de-
scmiptions of eorrespondence dealt with are.hn.mt.&med, and &
file 18 a set of papers on a particular subjecé appertainmg to
some such subject-heading , Thus for example supppsing ¢Pen-
sons’ formed a subject-heading, then the separate sets of papers
on Phe varions mattérs relative to pension_iules and sanctions
to grants of pensions to individuals would all form files under
the subjeqt-heading of *Pensions’ A file 18 m two parts, ¥iz,
{1) the correspondence snd (2),the office notes *

The dencé comprises all the letters repeized gui
Sssued on subject, w!ub the hotes {which are written
presoribed _sote-forms) contain sthe dockats or,mn‘ia o
lotters wath the notes, rémsrks, suggostions ﬁwﬂm‘@q
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passed on each. Nothing save quotations of references are
written on the letters themselves, whereas all remarks, etc., are
contained in the notes.

A letter which is nob in continuation of current éorres
dence (i.r., correspondence not yet finally disposed of ar-ﬂ;ao
nnre‘.;qrd}sd) forms the first paper of a new file, and aub@o@i&t
letterd whether received or issued in continuation are placed
with it in chionological order,the arrangement being the earliest
paper at the bottom and the lutest one on the top of the file.
The notes follow the same chronological order, but their
awrangement is in inverse order to the correspondence, that is,
e gommenoe with the first letter and proceed on to the latest
ﬁaﬁ s the paragraphs in a book. 4

Epch filo, of papers gets u file number, thg same number
q,ppeaﬁng on ench letter in that file. These ﬁlﬁ?umbers run in
annual nPﬂu, commencing with No, 1, for each calendar year,
i.e br'gnmm.g;‘uth Ist January. Again each letter in a file is
numbcmd Wnal]\, wiz., 1, 2, 5. ete., in order of date of issue or
receipt, the first paper being serial No. 1, and so on. The aarn,l
numbers commence afresh beginning with No, 1 for each ﬁleq{
letters. . s

To addition u? the above numberings, a.H the letters i m 8

e are folioed, 7. P numbered in the same mannér as the pages « of
a book. Bht as lvtwrs are laid in the file in the same order ds
the pages of & book in the Persian language (the first ppat
the end and the last page first), they must also be pu.ged accord-
ingly. T n letter contains enclosures the latéer are ngdaj
in the paging, i.e., they bear page numbers following that of the
letber.

The note sheets are algp pageds the numbati.hg bemg of
soursein converse order to that of the let.bem,m., from top
downm,_lﬂm
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’

Each current file contains also what is termed an ¢ Abstract
of Current Papers’ or briefly ¢ Current Abstract.

This ,is & summary of the contents of tha papers in the file
in ﬂ%eir chronological order

The note forms are *first sheets’ and *‘continucks note-
sheets” The fiest sheet is the top or opening sheet of the *notes
and the continuation note-sheets are added to it as vequired.

In addition there are routine note forms for routine entyies,
such as orders to complete the file, put up precedents and demi-
official correspondence of a trivial rature and the like.

The following pages sHow an example of » file. Pages
50 to 52 are the notes which, as they aré plaged on ghe ‘top,
come firat, while pages 53 to 63 are the correspondenee smd ape
arranged in exactly the same order as in a file. viz... the latest
letter first and the earliest letter last

Attention 18 drawn to the dockets of the received letters
among the notesand to the affixing of the General, Diary, File
and Berial Numbers and paging. The paging of the letters are
from (1) to (8) (2) and (3) are omitted as they were affixed to
the original testithonials of the apphcant, al['r. Browng, which
were subsequently returned. '

Page 65 shews the Abstract of the Current Papers and page
67 the Routine 8lip
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1900,
GOVERNMENT OF INDIA
Pusuic Works DEPARTMENT
General No 2247 File No 10of 1900

Diary No 341 Seral No 1
{Sudyect )

OFFICE ESTABLISHMENT
APPOINTMENTS
From Mg F R Browxe, Sunla

No
Dated 6-8-00 Encloswures 2
Receveed 7-8 00 Spare copres, Nl

(Brief Subjeet )
Appheation fo clerical employment, P 'W Secretariat

NOTES AND ORDERS
Regr —
This application presumably refers to the appomntment
Pros (e Tatobk, recently held by Babu Nobin Chunder
Ap(];ﬂu“ N;.- 30354, July Ghose Mr Browne 18 an unpassed
92 (Flag A). candidate, and under Home Department
Resolution No 1817, dt 3rd July 1892, he cannot be entertam.
ed Perhaps the Home Department may be asked to nominate
a passed candidate and Mr Biowne informed accordingly
1 was about to submit the question of filling up the vacancy
when Mir B’s application was received
Drafts put up
AB
78
Under Secy
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. Yes, Mr. Browne cennot get the post he applies for.
Home Department may be asked as suggested above.
C D, 78 E. Foy., 88,

File No..10.
Berial Nos, 2 & 8

i
To My F B Browne No 158?0. dt 9-8-00, and 0. M.
to"Home Department, No 15816, dt 9-8-00

General No 2638 File No 10,

Diary No 369 Seriad No 4.
From Hour DEem

No. 33

Dated 3-9-00 Enclosures nd.

Reed 4-9 00 Speere copres il

Tn reply to this Office Memo No 1580G, dt 9800, inti-
mates the appt of Mr C B Smth to the vacancy in Class V,

Regr — -
The Home Department do not give any date as to when
Mr Smith is likely to join this othce  Babu N C. Ghose retired
from the service on 1-8 00 &1 over a month ago, and the section
to which he belonged 18 getting somewhat into arrears. We
amay perhaps enquire d o when Mr Smith is likely to join!

AB
4-O¢
Under-Secy.
»
Yes, we cannot do without a man much Jonger

C. D, 59 .
: E. Foy, 5.9,
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Draft d o. submitted for approval

A B
6-9
C. D.
6-9.
Get this out early please
E Foy.
69
File No. 10
Serial No. 5.

Demi-vffical to ¢ Lawson, FEsq., C.8, Under-Secy., Home

Dept., dt. 7-9-00

General No 2801 File No. 10.
Diary No. 410. Serial No. 6.
From G. Lawsow, Esq, ¢s, Under-Secy , Home Dept.

No —
Dated 10-9-00. Enclosures nil.
Reced. 11-9-00. Spare Copees nil.

In reply to this office d o enquiry, states that Mr. Smith

can join-on 25th Sept. 1300

Regr.—

This arrangement will smit us
A. B
119
C.D.
129,
E. Foy.

. 12-9
Becord.

A B
26-9
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(8)

File No. 10 of 1900.
Berial No. 6.

Diary No 410 of 1900
General No 2801, 11-9-1900.

Homrg DeparTMENT.
Lumla, 10th September 1900,
My pear For,

Your demi-official letter of Tth instant Mr Bmith can
Join on 25th instant  Hope this will suit

Yours truly,
G. LAWSON.

To

E Foy, Esq,
Under Secy ,
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(7)
File' No. 10 of 1900,
Serial No. b.
i
I

Refer ence PURLIC WORKS RRPARTMENT

Diary No. 369 of 1900 No.——

Simla, Tth Sept. 1900.

| To
G Lawﬁou, Esq, 08,
Under-Secy.,
Home Dept.

I
| My Dear Lawson,

y Please see your Memo. No
| 331, dated 3rd instant. When
could Mr. Smith joint The
| appointment has been vacant
"for over a month, and we asa.
getting into arrears in conse-
! guence

Yours truly,
E F



SYSTEM OF KREPING CORRESPONDENCE, 57

(8)
Diary No. 369 of 1900 File No, 10 of 1900.
‘General No. 2638, 4-9.00. Serial No. 4.

No. 331.
GOVEKNMENT OF TNDIA.
HOME DEPARTMENT.
PusLic

Sumla, -ird. September 19011
To

Tar S}caman TO IHE GOVERNMENT OF INDIA,
Public Works Department.

OrFrFicE MEMORANDUM,

In accordance with the request contained in Public Work:
Department Office Memo. No. 1381G, dated 9th August 1892
‘the undersigned is directed to state that Mr. C. B Bmith, ¢
passed candidste, has been appointed to the vacant post®in Clas:
V (Rs. 80 to 110) of the clerical establishment of that office.

2. Mr. SBmith is at present employed in the Office of the
Accountant-General, Lahore, and has been instructed to join
his new appointment as soon as he receives permission from his
present superior to do so.

G. LAWSON,
Qffy. Under-Secy. to the Govt. of Indaa.
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Reference
Diary No. 341 of 1900.

Out early
F F
8-8

(5)

! File No. 10 of 1900

Seral No 3,

PUBLIC WORKS QEPARTMENI
No 1581G
Simla, 9th August 1900

To

Home Dept

Oxrice MEMO

A vacancy having occurred
in Class V (Ry 80 t¢ 110) of
the clerical establishment of
this Office, the undersigned
is divected to request that a
passed candidate may be ap
pomted to fill it at an early
date

E F,
Under-Secy.
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Ifeferm.
Diary No. 341 of 1900.

(%)
File No. 10 of 1900,

Serial No. 2.
PURLIC WORKS DEPARTMENT,

No 1580'6

Smla, 9th August 1900

To

Me. F. R. ‘BrowNE,
Clerk,

United Service Club,
Simla

Orrice Memo.

With refee. to his appln
dt 6th August 1892, Mr."Brown.
s informed that as he has nof
passed the Govt. Clerical Test,
his appln cannot be entertain-
ed for the appt. applied for
by him.

2. The original testimonials
Jare returned herewith as re-
quested. . .

EF,
Under-Secy.




SYSTEM OF KREPING CORRESPONDENCE. 63

(1)
Diary No. 341 of 1900. File No, 10 uf 1900.
General No. 2247, 7-8-00. Serial No. 1.

United Servvee Club,
Simla, the Ath Auguat 1900.

To

THE SECRETARY TO THE GOVERNMENT OF INDIA,
Public Works Department

Hir,

Understanding that a w:a.cn.néy exist« in your Office in the
grade of Rs. 80, rising to Rs 110, per mensem, I beg respect
fully to offer myself as a candidate for the appointment,

I am at present employed as a Clerk in the Office of the
United Service Club, Simla, and beg to encluse testimonials in
original for favour of perusal and return,

Awaiting a favourable reply
I am,
Sir,
Your most obedient servant,
F. R Browxs.
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~ 3
PUBLIC WORKS DEPARTM&T
ABSTRACT oF CURRENT Parsms.

References "
Prps Office Establishment, 2
Ag)pomtment.s File No 10 of 1800,
Nos

Q3% A, July 1892,
(Subject Headwng )
OFFICE ESTABLISHMENT

APPOINTMENTS

2

T —
ECF 8|2 3 Eq
'gsﬁ? E W E Numbér and Date of Letteis and | & 8 5‘5
ez | & ! 1 Contents, ; g
~ 8l 1A ®

! OFFICE NOTES.
22471 M1 | No.—dt. BSOU. From Mr. F. R. 1

Browne, ﬁostm:: for vacancy 1n
CLVwmP. w '

w | Had | No. 1680-G., dt. 9-8-00. ToMr. F. R. 2
Browne. He cannot be appointed,
not having passed clerical test. .

whief | No. 1681 G., dt. 98-00. To Home 3
Dept. Asks for a candidate
for vacancy an Cl.

2638 | 369 | No. 331, dt. 39000. From Home 4

Mr, C. B. Smith, a passed
candidate of Acott.-Genl.'s Office,
Lahore, bas heen appointed to the
vacancy.

w (i, i D. O, dt. 7-900, To U8, ‘Ba‘D 5
Enquires when Mr. Smith
: join, =1

2001 410 Dit Oﬁ. dt. 109800, From U.8., -]
250.00,
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Govt of India. | 1800. | P W.D.

ROUTINE SLIP.
[Not to be sent out of the office or printed.]
(Subject of Fule.) '
OFFICE ESTABLISHMENT,
APPOINTMENTS,

General No 2247,
Diary No 341.
K. W. of
Pros 1900.

ffice —
We are allowed to bestow one appointment out of
every three Cannot we get Mr Browne under this proyiso {

E. F, 88
Under-Secy,—
‘We have already exercised this privilege in the case of
Mr. Jackson; so until the two next v ies are disposed of by

the H, D, we will not have another in our gift. Perhaps
H. D. may be asked to make an exception in Mp, Browne's case |

C. D, 838,
Thanks. I do not think H. D, rules should be broken,
E. F., 88,
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By means of the file system the entire correspondende on
any one subject 1s kept together and so can be peacily obtained
whenever vequired The working of the system 1s sumplified by
the Government ruling, which directs that an official letter should
treat of one subject ouly Should ths ruié, howgver, not be
observed 1 any particular cass, the letter 1s registered under
each of the subjects referred to 1n it, and the orynghl 1y kept in
one file and copies of 1t 1n the others §

In a file the papers are kept open and placed flat on a mll-
boatd, the whole being tied together by a piece of red or blue
tape As the papers are all pf a umform (foolscap) size, they
fit evenly together on the board, which hikewise 15 cut foolscap
“ire

In some minor othces the notes are not separated from, but
kept together with, the ‘letters Each letter has a docket form
affixed to 1t, on which the notes pertamming to 1t are wrnitten
These files or bundles, 1n addition to their subject heading, have
numnbers also given to them, dnd every paper or document m
the file bears two numbers, which are written in the form of
& fraction, as J, the numerator or top number denoting the
number of the File, and the denominator the numbet of the
letter or document 1n it corresponding to the seral number Thyy
for instance, if the number of a File 14 43, the first letter 1n 1t
would be numbered 42, the second ‘7, the third 4?, and so on
Such numbers are termed Index Numbers

The following 15 a sample docket form as above described
The entriet 1n 1t bear reference to Serial No, 4 of the sample
file gaven on page 57 above
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—_— DEPARTMENT
FhoM HoMe DEPT. Index No. I_;J
No. 331
Date 39 00, SUBJECT.

Date of Receipt 4900,

Ofhce Establishment Appomtments.

ABSTRA(T.

Intimates Mr. C. B. Smith, a passed
candidate of Acctt. Gml.’; Office,
Lahore, has been appttd. to the
vacancy

Orders




CHAPTER IX.
REFERENCING.

Definition of term— Letters treatvng of subjects never previously
dealt with or of which there are no previous similar cases—
Letters which are replies to previous |eferences—Method ‘qf
tracing the correspondence on the subject freated of in a letter—
Hints with regard to referencing a letter— Furnishing prece-
dents— Indexen—Data requared to be known in order to trace
@ letter—Qualifications necessary to be a good reference clerk.

REFERENCING is the term used in oftices for putting up letters
in their proper files, i.¢., with the previous papers orcorrespondence
referred to in the letter, or, with similar correspondence,

Received letters, after they have been docketed and diarised,
are put up in files containing the previous references, &e.

Should a letter be received treating of a subject which has
never been previously dealt with, or of which there are no similar
cares among the office records, it 1s submitted for orders b} itself ;
but when a letter is a reply to a previous reference made by the
Office, it must be put up with the file containing the reference to
which it is a reply, together with any other corgespondence which
there may be on the same subject.

. Every official letter treating of a subject on Whith there
hﬂ“mwiﬂmmul p d isr q i ‘wmmwﬁ

number and date of either the letter to which it is a reply or the
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last letter, received or sent, on that subject. The letter quoted
can then be traced from the Diaries and the correspondence put
up. Occasionally, however, letters are received withcut any or
perbaps very vague references to previous correspondence, and
then, unless the subject is clearly stated, the new clerk is likely
#0 experience some difficulty.
The following hints are given with regard to referencing a
letter =

(1) Read carefully through the entive letter and see
whether any references are made in it to previous
letters, &c. If any enclosures are forwarded with
it, see that they have been correctly received and
put up.

(2) If references are made, search for them through the
Diaries, noting in the margin of the letter the
general or index numbers of the references.

(3) When the bundle or file has been found assure
yourself that it is the correct one by noting its
subject and seging that the communications
referred to in the letter are in it.

(4) Examine the file and see thiat it is complete, t.c.,, that
no letters or papers are missing from it. This can
be done by seeing that the paging or index num-

" bars are in consecutive order.

(5) If the file is a bulky one, affix slips of paper or
otherwise mark the letters in it to which reference
is made, 8o that they can be readily found when
wanted. '

In Secretariat offices the letter iteelf nnder dispossl is
indieated by a slip bearing the words Faper under dispoinl
and lstter elips, A, B, C, ow.,‘fﬁxed t0 the references. These
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slips are t be used in alphabetical order, A to M being reservid
for use by officers and N to Z by clerks,

It is not suflicient, however, to be shile to nul:glg pub Up &
file containing the references given in e letter. Frequently
previous similar case is wanted in order to serve as a precedent
{a likely matter, especiaily in the cise of correspondence whith do
not originate in the office itself), or aside questiqh may’ atise
requiring a search among the records ; without such aids
as numbers and dates. In such cases the reference clerky!
unless he has long personal experience of the records and ia
endowed with an excellent , memory, must depend on the
Indexes.

In Secretarat Offices Indexes (see Chapter xvin) are kept
up wherein the subject-matter of ail letters, including both those
received in and sent out of the ofiice, are indexed. By referring
to these Indexes a clerk can re&dilymamin whether any, and
1f so,*what similar correspondence exists in the office, and from
the particulars given in them be able, if necessary, to obtain the
papers

In offices where no Index Books exist, it is advisable for
the reference clerk to keep up a Note-book in the form of an
Index for noting the more inportant letters. By this means he
will be able to say when he gets a letter whether any similar case
hag previounsly passea through his hands, and from the particulars
entered in his Note-book he can, by furnishing the name or
number of the bundle or file, readily obuain it.

In order to trace an official letter or documgent one of the
followjng data are required to b known, viz.— .

{1) The number and date of the letter, and “the name
of sender.
(2) The name of the sendensnd the subject.
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‘With either of these particulars given the letter can be
traced through the Diaries; but in the event of a fmaeedent. or
sumilar previous case being wanted, v.e, when the subject only 1s
known, the Indexes must be referred to
’ Despite, however, the facilities offered by means of Diaries
and Tndexes, 1n order to be & good and ready reference clerk, a
personal knewledge of the office records is essential, and a good
memoryrequsite  Theformercanonly be acquired by experience,
while the latter can be cultivated only by habits of carefulness,
~@ftigence, and attention to details



CHAPTER X.
PRECIS-WRITING.

Definition of a Précis and Précis-writing—0lject of @ Pﬂﬂl’lﬁd&"
advaniages—Précis to be ‘complete, arcurate, clear and brigl—
Usnally written onhalf-margin— Rules for writing a Préc's -
E ramples of a Separate and a Continuous Précis.

A Préeis may best be defined as a summary, and Précia-writ-
ing may be said to be the proceay)f selecting and expressing in
brief, the essential points of a letter or series of Jetters. A Précis,
therefore, can be made of the: contents of either (1) a single
letter or (2) ) & correspondence, 1.¢ , a series of letters on the
subject. s

The object of a Précis 1s to enable any one who has not the
time to read through the original letter or correspondence to get
possession of the principal points or leading features contained’in
them by reading the Précis only. The advantage is a Préois,
therefore, is that it saves time, a matter of the utmost importance
in aSecretariat or Head Office of a Department, where & masa of
corresporglence has daily to be got through. Tt would be quite
mmmpntible with the speedy despatch of busintes if offiders were

Btad to read en extenso the letters of each file sybigitted for
'_ orders, and Secrotaries and Heads of Offices would sosrdely
b6 shle ta dispose of one-third of the work me 1
s W¥Bry. instance, it were necessary for them wmmﬁé




in each bandle or file in order to obmn a kno%%‘l

 ledge of the case prior to passing orders on it.

A Précis is always written in the form of a narrative and

(1) contain a complete and accurate statement of the

pal facts or chief points of the letter or correspondence
ted imludmg all that is important and omitting every-

t is “mimportant ; (2) present this in a consecutive and

hape expressed as clearly as possible ; and (3} h %

as is compatible with completeness and clearness. Iﬁ
language, a Précis must be— Wl

Complete, i ‘*E
Accurate, ;
Clear,
., ;f e Brief. ‘
becanse it is i ed as a substitute for the ﬁtter

E 4mmpandenoe of which it'is a Précis, and if any of the essen-
M -m y&inu in the former are left out, the Précis neoemnly Toses.

Y 4 r the same reason that it should be complete, »iz.,
g because it is a substitute fog the original letter armpontknoe
P

 necessary, it is useless.
m&au




words. 16 s dqs hmwmeu.,
words of the letter, ~ the >
may ot convey the exact meaning of
r the précis valueless. In the m‘mi
m%mnexpudonitu pvalaubh’

T T Py G a.?m E
aifam[ﬁumby? f°§

W




e‘hmndogteal order, i.e., a.coozdmg to sequence of dates, and if
~we may venture a hint, we would advise the clerk to, carefully
m the fiest and last letters first, thus securing beforehand

 insight into the subject and how it ended. Having become
ware of this, he could more readily follow the course of events
‘when going. through the correspondence just in the same way
as.a person who looks through the opening and closing cha.pters
gt n, story, is easier able to follow and understand the drift of

& ] s tale in the vourse of its r*dmg by being already aware of
the  nature of its termination. @
In the case of correspondence forming a collection of
meonl or reports any order of chronology would not be so
lmportmb. The clerk should carefully read the letter calhn; for
the report or setting forth the matter on which opinions are

_’\‘ wmta*md note the severalggnts on gvhich report is_called for
uiry made, and as he through each reply, flote whether

lt‘ oomplete w.e, if all the points raised have been

[ unﬂort &

Tt iy usual to draw u;; précis in half- ma.rgma.l form, writing

~ the précis on the outer half of the paper and noting the refer-

“to or t.ouched upon and briefly write down their

eiices to the original papers on the inner half. 1t is clear that

a “meﬁuld mot "ulude a smgle‘mfltement which is mb
con ‘or supported bj ‘original papers, and the matgin

is intended “for noting th ‘the references to the several

| the authorities for the uev@nl stn.ﬁamenta made or

| letters or paragraphs in the subject-matter and hence indicating

(



lrefourpomtaormat.ﬁenmam
 be enumersted and then each individual point o
with in distinct paragraphs. Whenever possible &
if such course would tend to make tlie précis cl
. concise, the sub;ectrmsetot‘ﬁay be' thrown ?Mo the
sta.tement

A précis obviously should c’mme wiﬂ!fm

" g ﬂq sub)ectrmatter This shon be oomdnedip

dealt with. For. this purpose it is esseiiliﬂ.; ]
t of précis-writing should know how to docket, 1.

in a few words the snh;pot—mnt‘ of a dgcmgnt or conin
oormponddoa. v - i

We give an example each 0f a Sepuutae and a Con
Précis :— ’

{ [Oosthsmxnm(m oF wmn -;E
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mu» bdmpem-&mmwbemmom smilvnuldbemueh ]
if you would ‘be good cnough to give me the necessary sanction.
”ﬂ‘ﬁw hody will be interred in another grave without loss of time, I
would also be obliged if you would disp with the sity of a dm-
- coffin, which, from its imperishable natuare, is likely to form a serions
i ,Mehon in a fumily vault.

2

From F. C. Daukes, Fsq., ¢.5.. Under-Secretary to the Government
India, to the Secretary to the Government of Bengal, No. 1, dated, M
m, the 3rd Jannary 1892.
T am directed to forward the accompanying letter, dated the 20th
Cltimo, from Mr. Jamos Su , agking for permission to remove the
body of one Joseph Gill from the Military Burial Ground at Bhowanipur
for re-interment in a family vault in the Dhurrumtollah Roman Cathelic
Church, and to emqmrv- what is the rnle or practice in wch cases, and
whether there is any objection to per being 2 to ‘temors
‘the body for re-interment.

B
From H. H. Risley, Esq., Under-Secretary to the Govarnment of
Bengal, General Department, to the Secretaryjto the Government of India,
No. 877, dated Calcntta, the 25th January 1892,
With reference to your Office letter No. 1 of the 3rdinstant, aad .t
e, on the subject of ther 1 of thebody of Joseph Gill from the
Military Burial Ground at Bhowanipur for re-interment in a family vault
in the Dhnrrumwlh.h Roman Catholic Church, I am directed to sub-
w mit herewith a copy of a letter* from the Venerable
Voth dnars 15+ the Arehdeacon of Calcutta, and to say that under
the conditions specified therein, the Lieutenant-Gov-
erngr thinks that permission to remove the body may unobjectionably "
be granted. L -
» []smol-l.]
From the Venerabie J. Baly, Arehdu?on. Calcutta, to the Secnh!, to
*’b Gmntof Bengn

L 0. 102, dated A!Mnyoﬂ. the 812 Immm f
‘,‘_ Witl reference to roor motet No, 122 of 8th Tanuauy 1892,
hmqf%mhﬁngb&dwvﬂo.thody from the
 cemetery, to the Boman Gadholic Chwich in Dhurrumtoliah, |
mpﬁma—-meomcmmu

W
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3.mle,lme that there is a regulation recently passed that so K
_grave should be'opened for purpose of converting it into o masonry |
ormltnthmtprwwu f to the Archd and the certific
of the Princlpal Medical Officer that no Hﬁmﬂhww
io the yubhc health.

\ If ‘this is certified with respect to the removal of the bﬂy ’
to, and the Roman Catholic authorities make no objection to its re
ment in the Dhurromtollah Church, T sce no particalar reasen ﬂy 1

~emoval should not be sanctioned. I think, however, co
should certainly be cased with a zinc covering while it isbein: emo .
which could be taken away, if necessary, when the coffin is ﬁl#b M

<d in the vault.
3 ) ’ &

From J. O'Kinealy, Esq., Officiating Secretary to tho Government of j;g
India, to Mr. James Sutherland, 10, Clive Row, Calcutta. No. 44, dated, %ﬁ
Fort William, the 31st January 1892, j‘ 4

In reply to’your letter dated the 20th wltimo, T am directed to saythat
the Governor-General in Council is to grant permission for the
removal of the body of Joseph Gill fromf the Military Burial Grouul‘
Bhowanipur for re-interment in a family vault in the Dhnrruublhh
‘Roman Catholic Church on the following conditions :—

(1) That you obtain a certificate from the Principal Medical Olont “,‘

at the Prosidency that no risk to the public health will be in- Al
curred by the removal of the body ; k4

(2) That the Romar Catholic anthorities have no objection to ﬁ. ra- '!"
interment of the body in the Dhurrumtollah Church ; ¢ y
(3) That the coffin be encased in a 'hﬂclthbdn‘,ﬁ&
removed, which covering may be off when the coffin i¥ A

‘finally deposited in the vault. e il

: Y
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Prifors (SEPARATE ' .

wy \ir Jas, Sutherland to H. D., Asks permission to remove the
A Ea. 20-12-91, body of one Joseph Gill from the
; Military Burial Ground, Bhowani-

PR ] & pur, for re-interment in a family

s vault in the R. C. Church, Dbar-

i *  rumtollab, and requests that the

. nmecessity of a zinc coffin be dis-
pensed with.

H. D. to Bengal Govt. Forwards the above with an

@ . No. 1, dt. 3-1-92, enquiry as to whether there is
i « ' any objection to permission being
ARl . " granted.

Bengal Govt. (Genl. Dept.) Submits a letter from the
to H. D., Ne. 377, dt. 25-1-92.  Archdeacon and uta‘_pu that under
Wi J the conditions gpecified therein
e permission may be granted. The
. conditions are (1)athat a cer-
B tificate be obtaineggfrom the P,
4a : - g;* M. O. at the Presdey. that no risk
to the public health will beiincur-
red by the removal of the body;
(2) that the R. C. authorities have
W gl . no objection to the intermen

%’ 3 ; the Dhurramtollsh Chureh ; (8)
: A othat while being removed, t
< A coffin beencased in azinccovel
H. D, Mr. éuﬂuﬂm& Permits the removal
N’o’. 44\. dt. m-n ?2. body on the wndg’u !

e

)

e




< Pricis ( ConTinvous).

dt. 20-12-9).

%

© No. 877, dt. 25-1-92,

——

Letter from Mr Sutherlaad,

*No. 702, dt. 16-1-92.]

. On 20th Decembgr 189
Jos, Sutherland askod perm
of the H. D. to remove the
of one Jos. Gill !
rial Ground,
re-interment in a fnlmly vaalt in
the R.C, Chiurch, Dhnmto{lth
The Bengal Govt., on
ing referred to them,
a Jetter*frohn the Archd
und stated that permission m
be granted on the conditions
specified therein, viz,, (1) '/ﬁui
a certificate be obtm‘?]om %
P. M. O. at the Presdcy. that
no risk to the public health w
be m&ed by theremoval of t.h,
body ; (2) that the B. C, nnthorg#‘
ties have no objegtion to the re-
interment in tlm

Chaurch ; and (8) th
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‘ CHAPTER XL
g, NOTING.

Meaming of term— Notes to be in accordance with either some estab-
lished ruling or standing order of Government, or a precédent
or similar previous case—To be short and to the point— Proce-
dure when the letter is a lengthy one— When part of previous
correspondence—Instructions for noting in Secretariats—
Qualifications necessary to be able to note— Hints.

NoriNG is the term used in offices for writing notes or offering S
suggestions on a letter or case.

After a letter has been put up with its file and~ rd;a;oed,
the Senior Clerk or Superintendent of the Branch dealing with it
has to note on it stating what action is necessary, and making
suggestions as to its disposal ; the notes must be in accordance
w.ith either (1) some established ruling or standing order of

‘Government, or (2) a precedent or similar previous case. For

the former the clerk’s own knowledge of the Government codes
and rulings mm assist him, for the latter he will be able from
the papers put up with the letter to readily see whether there m
any precedents which may serve as a guide. "

In noting oa a letter, the clerk should be careful not to
be too verbose. A short note to the point is all that is requi !
Should the letter be a lengthy one, or contain a number of e
sures, a brief précis of the contents may advantageously bg m:
but when the letter is part of some previous oormpbndenw




K. in Secretariats :—

NOTING. '

(1) BEvery note must be legibly written upon paper .
employed for the purpose which is of foolscap size with a *
quarter margin running dewnthe length for relorsnoes and
remarks.

(2) Only one side of the page is to be writte} on.

. (3) Notes contained in more than one paragraph should
have the paragraphs numbered. When the notes extend beyond
a single page the pages should also be numbered. ‘

(4) Only one note is te he submitted by the office on a
letter. The practice of an Assistant, the Superintendent and
the Reglstrar each writing a separate note is prohibited. Tf the
senior accepts the note written by +his junior, he merely adds his
initials. If he does not accept it, he can modify or, if necessary,
re-cast it, and either re-write it himself or return it to be re-
written as corrected. TIf the letter is required to be seen by two
or more branches each branch may put up its own note
separately.

(5) As the case passes on to seniors and superiors, if the
latter agrees with the preceding note or recommendation, he
initials or signs it. Superior officers frequently make margingl
notes to emphasise any special point.

(6) - Office Assistants initial notes, while gazetted officers
append their signatures, The former on the left snd the latter
on the right hand side.

(7) The language employed must be temperate and free
from personal remarks. Observations on errors should be
%d\-ﬁeonsly worded and criticisms on the opinions ofesuperiors

(8) The use of the words “I” or “we” should be
avoided in notes. Abbreviations of designations and words

s e




~be made, i.e., a précis of the tents combined with noﬁu -;qg
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. shiould be employed, but care should be taken that only recog-

nizéd forms of dbbreviations are used.

(9) ' Linked files put up with a case should be properly
rveferred to in the notes by their file numbers. Similarly letters
and proceedings should be referred to by quotations of their
numbers and dates, and these should be flagged or slipped, thatis,
have distingnishing letterslips as A, B, C, ete., affixed to them
and the letterslips also quoted under the respective refer-
ences.  The following example will illustrate our meaning =
; In the A. G.’s letter No. 249, dt. 12-2:01,
put up it will be seen that there is no
audit objection to the proposal : but the Commr., Patna Dn. (No. 172 G.,
i dt. 24-1.01), states that the change will
entail more eclerical labour, in his office,

Slip A,

Slip B,

or the references may be enl.irve]y thrown out in the margin as

The A. G.* has no audit objee-
tion to the proposal, but the
Commr., Patna Dn.,t states that
the change will entail more

*No. 240, dt. 10-2-01, Slip A,
tNo. 172 G., dt. 24-10-1, Slip B,
clerical labour in his office.

The mumbers and dates of the letters in the margin
should be written in ink as being a permanent record, but the

 references to the letter-slips as ‘slip A,” ‘slip B, may be entered

in pencil.

10. 1In the case of files received from outside departments
for opinion or note, the notes of the department referred to
should commence as a separate note form. A

11.  Paraphrases and verbatim reproductions or extracts
of letters should not be entered in the notes. 1If the )ebter
under disposal is of great length or complexity a précis sh
bé prepared, but the latter should not ordinarily be

without special orders. In such case a préeis note nhouh‘l

&
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suggestions as to pmpom disposal. The lebter or papers
-be briefly simmarized, and then the points for conmdetnw

or. decisiop clearly set forth with veferences to. any law,. .

rule, regulation, precedent or parallel case, and the procedure
indicated or definite suggestions made for the daspon.l; of the
case itself. |

12. There are special forms for writing routine Jotes which

should be kept separate from the ordmary‘notes whichi are of .,,
more permanent, character. - By routine motes are meant en-

quiri:ss as to delays, requisitions for papers and soch = like
matters of a routine natuve which are not essential for permanent
record. The clerk, instead of writing a fresh story of the entire
case, should so word his notes that they ma); be read in conti-
nuation and as part of the previous notes in the file.

The chief qualifications necessary to be able to note are an
intimate knowledge both of Government rulings and the office
records so as to be able to quote the correct ruling or furnish a
precedent if necessary. The following hints, however, may prove
useful to the new clerk when noting on a letter or case :— f

(1) The structure of a note is first a brief statemgnt of the

facts contained in the matter under disposal ; eecond,

the point or points involved, third, the arguments for
or against, fourth, comparison with precedents and
agreement or confliction with rules if any, fifth,

deductions arrived therefrom and conclusions which
should state how the case can be disposed of.

(2) Tis the letter is a reply to a previous reference made by

the office, see whether it; contains alf the information

respect it is so, suggesbmg whether a iurﬁ)er r
will be necessary. | 1o i

asked for in that reference, and that it is,complete.
If it is in any way incomplete, point out in what

¥
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(3) See if the letter contains information on any point or
letter which is unanswered or undispésed of in the-
file. 1Ifso, draw attention to the fact by referring
to the letter which may now be answered,

(4) See whether the opinion of any other officer or depart-

3 ment is necessary, previous to any action being taken
on the letter.

(6) Draw attention to any paragraphs of the letter which
specially call for or require an answer.

(6) If any statements of figures are forwarded, see whether
they are capable of being checked in the office, from
previous papers or otherwise, and, if possible, check
them. Check the results or totals of any calculations
given in the letter. A

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

(8) In putting up precedents see whether they merely

_ indicate the practice of the office or whether they
are based on any authority. See also whether the
precedent is exactly similar to the case under dis-
posal, or whether it differs in any regard, and if the
latter, note the point or points of difference.

(9) If a letter contains a request which, if sanctioned, would
require to be intimated to officers or departments
other than the one making the request, the names of
the officer or departments to be informed should be
stated

(10) If a subordinate office, state whether the request requires -
A the approval or sanction of any Department of the

Government of India or other superior authority.

A_,.-M P
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If the sanction is within the powers of the Head of
the Department or Office, say so.  * ¢

the letter treats of account matters see whether the
Accountant-General or Examiner of Accounts (as the
case may be) has been informed, and if net, ascertain

. from previous similar cases whether he should be

(13) If

(14) Tf

informed or referred to. K

any General Orders or Gazette) Notifications are re-
quired in connection with the letter, draft the neces-
sary order or notifitation following the form of some
precedent. .

an application for Leave or Pensjon is submitted, see
that it is in proper form and in accordance with
Code rulings. If in +connection with travelling
allowances see that it is conformable with the rules
of the Civil Service Regulations. In the case of an
application for leave from a gazetted officer see that
the Accountant-General (or Examiner) has certified
to the title vo leave.

sanction is asked to an increase of establishment
see that the proposition statement required in such
cases is in proper form, und that the present
existing establishment is shown correctly. Draw
attention to the gru’unds put forward for the
increase.

(15) In the case of pensions note the class or kind such as

*compensation, invalid, superannuation, or retir-
ing; also see that, the title and ‘certificates by

the Audit Officer have been furnished. » Pension

cases are to be treated as urgent, as any delay is
likely to® cause inconvenience to the pensioned
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(16) In drawing up or checking travelling bills see (1) that

; the ‘object of - the journey is clearly stated in the
dates of its occurrence ; (2) that the shortest and
cheapest routes are taken and correet ; (3) that the
charges for railway and steamer fares as ‘well as
mileage and halting allowances are made according
%o the class of the officer as 1st, 2nd, or 3rd as laid
down in the Civil Service Regulations relating
to travelling allowances ; (4) that unnecessary or
unduly lengthy haltd are not made ; (5) in cases of
transfer that the period of joining time is not ex-
ceeded - (6) that the necessary certificates are
fu;'nished; and (7) that the bill is countersigned
by the controlling officer. .

(17) In applications for extra‘or temporary establishments,
repairs to or erections of buildings, indents for stores,
and all cases wherein money is required to be ex-
pended, see whether the Accountant-General (or Ex-
aminer) has certified that funds are available from the
Budget provision to meet the costs.

(18) In cases of reports of transfers of charge, or an

. officer proceeding on or returning from leave see that
the date and time, forenoon or afternoon, are in-
variably stated. ’This is important to check over-
stayals of joining time and leave, An officer
joining or vacating an appointment in the fore-
noon, counts that day as having joinec or left his ‘
n,ppomtment but if in the afternoon, his date
of joining or vacation of office counts from the
next day. .

‘(19) In cases of certificates see that they are in order
and properly signed, and in documents “where j
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proper one is signed. When x
ssary but have not been furnished, ponptly call
for them. ¥
(70) When a medical certificate is submnsbd. see Mmu
in order and signed by a proper medical Gﬂoer or
officers as laid down in Regulations. I3 the case
of an officer invalided for pension, the date he is
struck off duty must, unless especially prolonged
by a written order from the Local Government, be
the date of the invaliding certificate.
(21) In the case of a reminder, ascertain and ¥ the cause
of the delay in replying to the lette " ferred to in the
reminder. . :
(22) Tn the case of periodical reports reqnu‘tri to be sub-
mitted on prescribed forms, see that they are both
complete and correct. See that obsolete forms are
not used, and note ary delay in submission from
preseribed dates. “o
(23) In the case of annual returns and reports see that they
have been prescribed by Government, drawn'up in
the prescribed manner, and contain the prescribed,
information ; that the orders requiring special
notice or mention of any matber have been atbendgd Sl
to ; that standing orders in regard to avoidance of
vernacular terms, spelling of vernacular names and
sform of statistics have been comphod with, and that
no modifications in the prescribed forms have been
made without sanction. A
'(24) Lastly, never make a statement which you cannot p!ove ;
or in support of which you can produce no documen:
tary evidence. = Always enter in the margin opponﬁb

=
)
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gl snynﬁumutopmnousmor@odemlm@n m
iz support of your statements. Xy
* In noting, moreover, it is not merely sufficient that the
- mote should be brief, but abbreviations of names and words
~ should also’ be used, and for this reason the clerk should
acquaint himself with the abbreviations given in Appmdiees I
ry :ﬂi,»md Il'ffwhlch are mostly in common use.

i g .s; c .
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nm COPTING LRTTHNS, )

s the 1st and 8rd,’and te the right en the even pmber M
. »= the 2nd and 4th, %

The despatching office leaves the mirgin bf sll letters blank. . °
which margin is used by the receiving office for noting references “
‘o peevious correspondence and entering remarks on. 2

Lo%ers are usually -copxed on not less than half tsﬁéﬂ of
foolscap, and must be written i 8 cléar, legible hand. vnth ﬂie
h;u.es‘of writing at least one-third of an inch apart, 5 o

I The different parts of adetter are (1) u.l heading or smu"t
'i‘scnptlon, (2) ¥he uddress, () the body or text. and (4) the
| <nbseription or termination. T
The heading of a letter consists of the fnl!mncg env.nes —
Number. $
Official Designation of Sepder.
Official Designation of Addressee,
Place and Date of Despatch. " r
I'iese are written on the top of the first page, In some. pheo;~ 1%
the subject-heading of the letter is also included in the ',dl =

The Numbers commence with the begmumg of the ﬂﬁLM
vear, t.e., the kst April.

Someumes the Sender’s Designation is omitted and tﬁé
‘name of the depertment or office inserted instead.

The Rlace is that from which the letter is written,

The Date is the date of despatch. Should a letter, however,
not be despatched on the same day a8 it is dated, the date of
actual despatch should also be entered, it being written bel:w
the first dage. y ; :

The precise order in which the hendmg— 19 weitten varies m' 3

i different offices. '
E - The number is the first part of a commmnoatxon, undn?ﬁ“
usually placed either in the centreorin the left hhld’up
of the pa.ge
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Next is written the official designation, sometimes both name «
andyofficial designation, of the sender, and under that the official.
designation of the addressee : as— ;

From
The Director-General of Ordnance in Endia,

To "
The Adjutant-General in India,
Ore——
From .
Major-General T. E. Hughes,
" Director-General of Ordnance in India,
o
The Adjutant-General in India.
Or—
From g
Colonel Sir R, M. Smith, r.E., K.0.M.G.,
. Director-in-Chief,
T Indo-European Telegraph Department,
o ’
« The Secretary to the Government of India,’
- Public Works Department,

The last example shows the title of the sender together with

his name.
The name of the addressee (except in the case of & personal
communication) is never given, thus the entry— ’
From ¢ ) /
The Director-General of the Post Office of India,
To i
R. B. Chapman, Esq., 0.s.,
Secretary to the Government of India,
Department of Finance and Commerce.

uld, exceot when the letter is of a personal nature, be in-

Bl N e QR



stead, whlch enu'y is written just below the number. {
The' Pln.ce and Date of despatch of the letter come next, ud g
are mnally written below the official designation of !,ho lddrelué #é'
“in one lme towardé the right hand side : thus—
; Calcuttg, the 18th Jamr, 189!.

buBthere is no fixed rule as to their place. saﬁ

* Below is a series of letter-headings am acteally written h A
« certain offices and departments :—

v Egample 1, o
No. 121,
S GOVERNMENT OF INDIA.
DEPARTMENT OF FINANCE AND COMMELCR, e
5 Caleuits, the 8rd Janwary 1892. o |
o ¢
The Accewniant-Geueral, ) ¥ é ! *,
Bombay, =
E.tump'le [ 5 W ‘)j
No. 87. T - ol
GOVERNMENT OF INDIA. i '
PUBLIC WORKSEPARTMENT. *
Crvin. Wonrks.
40 b3
The Dwrector-General of Telegraphs. f »
Simla, the 22nd May 1892, %
Ezample 3, i w §
ko No.” 482, S :
. GOVERNMENT OF INDIA, , ]
HOME DEBARTMENT.

PusLic. L
Simla, the 19th April 1892, :

Whe Registrar of the High Court,
¥ Calﬂtﬂl.
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M .
Beample 4.
3 . FOST OFFICE. ‘
" No. 813. . :
; Simla, the 4th June 1892,
* From
THE DIRECTOR-GENERAL OF THE PoST OFFICE OF INDIA,
]‘ﬂ
The Post-Master- General, 7
Lahore.
Erample 5.
No. 242.
From
THE DIRBCTOR-GENERAL OF TELEGRAPHS,
To =
The Eraminer of
Telegraph Accounts.
» Calcutta, the 11th of April 1892,
Ezample 6. .
ORDNANCE DEPARTMENT,
No. 323,
From .
" THE DIRECTOR-GENERAL OF ORDNANCE IN INDIA,
il The Inspector-G@eneral of Ordnance,
Bengal Circle.
Dated Simla, \st October 1892,
Eaample 7.
No, 76.
To
» The Military Secretary

to the Vieeroy.
- Subject- Heading—
Appointment,
ODFFICE OF TBE QUARTER-MABTER-GENERAL IN INDIA. -
ARMY HEAD-QUARTERS
; Simla, the 2nd Decr. lm.
Examples 1, 2, and 3 illustrate how the heading is wri
e Secretariat Offices of the Government of India. In then'




FAIR COPYING LETTERS, ’ CART

o x:

. it will be observed that the designd%n of the sender is uﬁﬁﬁ
and the name of the depurtwment inserted instead. Example 4
gives an instance of the place and date of despateh being put
above the designations of both sender and addressee, while Ex-
ample 7 shows the name of the department below tho designa-
tion of the addressee.

The form of address in an official letter is inVariably  Sir.”
We now. come to the text or body of 'the letter.

Letters when not complete in one paragraph are divided into
paragraphs, which are numbered, with the exception of the first,
Each paragraph commences with a new line. In denoting the
numbers of paragraphs Arabic figures are used. These should
not be placed within brackets s (2), but so: 2. The paragraph
number is written on the left hand side, close to either the margin
or side of the page, but the first line of the paragraph itself
is commenced about an inch further to the right of its number.
It is essential that the distahce between the first line of each
paragraph and the margin be kept the same throughout, 50 a8 to
give the text a uniform appearance.

In a sub-paragraph the lines are indented, i.e., th.ay do not
extend thronghout the entire breadth of the paper as in the ease
of a paragraph, but are written an inch or two further towards
the right, leaving a blank space between them and the margin
or side of the paper, the same distance being observed in the .
case of each line of the sub-paragraph to its end. When there
are two’ or more sub-paragraphs to a paragrgph, and they are
numbered, the figures useds for their nnwmbering should not
be written in the same way as those used for the Para;

" Arabic figures in brackets may be used as (1), (2), (3), or
figores as 1, II, IIL, or English letters in brackets ¢
(@), (©). it

¥y,

st
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Below is an example shzwing how the vext of a letter contain-
ing paragraphs and sub-paragraphs should be writtén, the sub-
paragraphs being numbered in letters :— -

T am directed to acknowledge the receipt of your letter No. 210,
dated the 17th January 1892, regarding travelling allowances in Af-
ghanistan.

2. The grqunds on which an enhanced rate of travelling allowance in
Afghanistan is dsked for, as contained in your letter, may be enumerated
as follows :—

(a) Difficulty in obtaining transport.

(b) The absence of rest-houses and the great distances which
exist between the different villages throughout the country.

(¢) The consequent necessity of having to carry a larger amount
of baggage equipment than is essential for travelling in
India.

3. In reply, 1 am to state that the Government of India is satisfied
that the claim has been fully established, and accordingly sanctions the
grant of double the ordinary rates of trawelling allowance for all journeys
made by its officers in Afghanistan.

‘When marginal references occur in a letter, they are written on
the side of, but not in the margin, being inserted within the body
of the letter and separated from the text by lines. The writing
in a marginal reference is usually smaller than that of the text,
and it is written in closer form. The following is an example of
a paragraph containing a marginal reference :—

I have the honour to forward copies of the correspondence noted in

Lotter No. 23, dateq | the margin, relating to the appointment of Mr.
&:l&ma-}x;: m& from | J. Ives, a passed candidate of the Upper Divi
otees ated oth. 'jfu, | sion, who has recently been posted to the Public

1802 from Mr. J. lves. l Works Department.

An official letter is invariably terminated as follows :—

: I have the honour to be,

o 8ir, 4
LA \ Your most obedient servant,
~* with the signature and official designation of the sender,

[
«



