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If tbe sender is a military officer, bis rank and corps 11II1IJ 

be stated in "dditioa to his official designation, but honorary til;Ie8 

degrees, .eto., are omitted. Tllns the entry-

wo.ld be correcl, bnt nol-

I bave tbe bononr to be 

Sir, 

Your most obedient sernnt, 

HENRY JAMEa/COL., 11.&. , 

See"eta,'!! (0 the 'GoverTiment of India 

I have toe honour to be, 

• Sir, 

Your mO Rt obedieiH . "rTant, 

BBNHY JAMES, OOL. , O.S.l., 

Secreta" !! to the Government of India. 

The copYlllg clerk should hoe coreful 10 Icave sulliciellt. space 
fo r the signature of the offi cet'o 

I" letters nnd notices issuil;" from .. Government of Indi .. 

Secretariat, the name of the pnl·ti cnlar Secretari"t '" Department 
is not g iven witb tbe official des ignation of tlae writer or sellder 

;n the subscription; as-

Secreta,'Y to the Gove,."_,,t of Indi" 

Leqislative Departmtnt. 

but simply tbe designation, as-

See"eta,'Y to the Government of India. 

All rair copies of letters and other documents, sDob as me­
moranda or statelDents intended. for despatch, ar; compared with 
their drafts or originals before being sent for signatnre, _d 'mnst 
bear tbe initials of the examiller, in some offices of both the 
copying clerk aod the exnminer, as vonching thei r correctness. 
Thes~ ini tials are usually placed below tbe official designation 
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.n the 8ubscr'ptioll. After Ihe letters have been SlgOOOJ lOa, 

I4rCl sent to the despatcher, who numbers, dates und despllt"ches 

th.m. 

1'l,e followillg is :l sample fuM- copy of n Jetter ns required to 
h mnde pr~vious to its submission for signature ;-

Mar(lin ~ ( No. - I GOVERNlInl:N1' OF INDIA. 

, 

I 
i. ... 
1; 
~ 

'" ! 

~ g DEPARTMBNT Of' FINAN CE AND Qo>UfERIm. 

C i < Calcuttu, tile F elJTUary 189'2 . 

.5"6 11'0 
~.., I THA SEl: IU:'J'J\R Y ']'0 THE GO"RBNM..ENT OF INDIA, 

::: l Public Jll'oru Department. 

Form oJ AddrCII.. SIR, 

Mat'(final 
1l4/Br/mel, 

\VUh refel'ence to the correspondence endir.g 
with your letter quoted in the margin, recommending 
-No.4 ~ 21G"dutfd lsthl .1\11". H . R. H n.rl'isO'n for a.n ap­
January 18D2. . poil,ltmcnt in the lowest gra.de 

of Enl'olled Office ... of ihis 1epal'tmcnt, I am directed 
to request the !a" onf of your intima.ting whether 
Mr. HalTisOD-

(1) h ... p,,",.d tho Public Work. Department 
Subordinate Accounts Ex aru ina.tion j and 
if 80. in what y eaT : 

I Sub·pAragraph,. 
(2) i. still under 25 years of nge : 

(3) was employed 80rne time in the yea.r 1890 in 
the Office of the Superintendent in charge 
of the Dacca Di.iBion of the Telegraph 

r ,-- --
Department ; and, if so, the reason for bUt 

______ h .. "ing left it. 

Pa'l'a(J1'Cf"h. 2. The fM'OUI' of a very early reply is requested. 

SUbHN';pfinJl. or ItJr.} 
"dnbtion. 

1nitW., of COPlli1'!1 CI"k. 
EzamiMr. 

I have the honour to '>e. 
Sir, f 

Your most obedient servant, 

Ojg. U-.d.r· •• y. to Ill. Govt. Of 1n(lia. 

A.B. 
C.D. 
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MEMOlUNDA, 

How copied,-TM Heading- T~xt-Si!l"atu"e and qtficial designa­
tion 0/ tJuJ 8end~'-Name 01' official designation of tM ad­
d;'e8see-- ample/ai,' copy 0/ a llfemorcmdum, 
l\lemor:anda are copied on half or quarter sheet of fool~ca.p, 

as may be snfficient, The heading of a Memol'Qndul~1 consists of 

the;-
Number. 
Name of Office or Depal'tment. 
Place and. Date of Desplltch. 

N ext follows the text, with the signlltu" e and. official designlltion 
of the sende~" The name or official designation of the addressee 
is written to the "ight below tue siglmtul'e of tire ,,'rite,·. Below' 

• i II sample fail' copy of a' Memo .... lldulli :­

HEADING- Military Departm.nt. 

No. 2'27. 

GOVERNII1ENT OF INDIA. 

MLLITA U.Y DE .... AttT~1 f:NT. 

Port William, t/tlJ 12th February 189"2 . 

OFFIOE M EMOltANDUM. 

111,·. R. Dobson is infol1ned in "eply to hi. application dated the 1 
February 189'2, for !,mployr~ent in this department. that there are no 
vacancies at present, a.nd that his a.pplication should be made ill the usual 
way through the Home Department. which makes aU appOintments of 
succe ful candidate. to office. • 

A. B., 

A 18t. Sec .. tary to tlUJ'Govt. of l1uUa. 

'. 

• 
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E..1\'DORSEMEXTS. 

ti'!.." tlBcd-Ex,,"'p les Of E ndu"sement8 used when forwaI'ding a 
copy of a letter-F07:m when an 07'iginallette,' is to be 1m·wa,·ded.] , 

When a leHer or a copy of it is to be forwarded to a third 
party for C"0mpliance of a request contained therein, for informa­
tion, or for guidance, wi thout ony further explllnation; remarksor 

opinion be.;ug required on it by the forwardi l! g office, it is usual 

to do so by menns of nn endorsement which, in t1,e case of Il copy, 
may be written eith er (a) above or ( b) below it, Lhus-

(a) 

The following is fO nY a!"d "" 10 Lhe Acco untant-General, 
Bengal, for information. 

A. B., 
Unde"-Sec" ela,"y to the Govt. ~f India. 

(b) 

Copy forwarded to the Ac , Qunt""t-General foi· information. 
A. B., 

Under-Secfela>'Y to the Govt. of India 

In the case of CaJ the headi ng of the letter i. nlt.p,·po nnd 

put in. a 'mnning form, us follows :-

Copy of t\ letter, No. 218, dated the 22ud l~o v ember 1892, 
'from the Quarter-Moster General in Indill, to the Direetor·Gen~ral 
of Ordnance in Ind in. 

Or-
• Copy of .• a I~tt.er from the Quarter-Ma!,.ler Gellel:~,l in Iu,~~~!,~ 

the Director-General of Ord nance in India, No. 21&, dated the 

22nd Novemb~r 1892. 
I.'J.!! text of the letter only is giv eh. 

F or (b ), the copy of the letter is mude in the usual way , i.I, 

iu he same form as it is made for the nddresse~, the letters ' Sd. 
being put befor~ 'the signntnr. of the sender, which is written. 
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Example (a). 
No. 261 S.E. 

GOVERNMENT 0]1' INDIA.. 
MILITARY D EPA.R'l'lIIENT, 

Simla, II .. 27th &pUmbBT 1892. 

123 

The following is forwarded to the Qunrtor·Ma.oter GODeral i. IlId;", for 
information. • 

A,B" 
Secrsearl/ to II .. Go~t. '01.!.ndia. 

lJopyof a Jetter. No. 260 S.E., d .. ted the 27th September 1892, f,~om 

the Secreto.ry to the Government of India, Milito.rjr Department, to the 
Adjuto.DtrGeDeml in Indi ... 

I am directed to acknowledge the receipt of your letter No. 4474B, 
dated the 19th September 1892, aDd in reply to state that the Govern· 
ment of India apprO\re of the Go'Orkhn. recrDits no~ Ii" at the KllUrpa. 'ral 
Depot beiDg seDt at ODce to the regiments requiri';-g' recrui,ta to complete 
their sanctioned, establishment. 

T~ 

SIR, 

F;xample ( 0). 
No. 200 S.E. 

GOVERNMENT OF IN DIA.. 
MILITARY DEPART1IU!NT. 

Simla, the ?:lth Sentembsr 189'2. 

THE ADJUTANT -GENERAL IN I!I."'UIA. 

I am directed to ackuowledge the receipt of your letter No. «HE, 
dated the 19th September 1892, and in reply te state that the Gu'.rn· 
ment of Iudi .. p.pprove of tbe Goorkha' recruits new at the Khurpa T&1 
DepOt being sent a.t once to the regiments requiring recruits to complete . 
their sanctioned esta.blishment, 

I have, etc" 
(Set,) A, B .• 

s.cr.tarv to t/18 Govt. 01 bulla. 
Oopy fbrwarded to the Quarter - M ... ter Generat in India fo; informn.­

tion. 
A. B., 

S .. ·,..tarl/ to tluJ Go . QI India. 

When an original letter is to' be forwllrded, th~ endorsement 
is ",rit t'en helo,," it in some form ns under ! -

Foro ~iJed, in original, to the Superintendent ot Stationery, Calcutta. 
for fa,\>ou; of compliance. 

A.. B., 
.;blistallt s.eu. to 1M Govt. (if bull". 
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CONCLUDING HINTS. 

Division arwo"ds-Blonlc spaces at the end of /lline-Matters to 
be avaidecl-Blank lines-Prepa"ing !Jfanuscriptjor Press. 

In fair copying letters, eto., it frequenlly happens that a portion 
of \I word bnly onn be written at tbe end of a liM, tbe rest of tbe 
word Laving to be carried on to the next line. WLetl this is daDe 
cnre sbouitl be taken to divide the wo,.d accordilllt to its syllableEO: 
tbas, sapposing the 1V0.d to be "system:' nnd lhnt there is unly 
room in the line for" sy :" this course mllsl be abandoned, as tbe 
word can only be divid ~d .ys-tem. Words of one syllable there­
(ore con not be divided. Whelt a word is divided, n hyphen 
should be i'!sCI·ted nt the end of the fi,. .1 portion of the word, 
4nd there should always be l\vo or tbree letters .to cnrry on 10 

the next line. When a blai.k space e?,isls nt the e,;d of 1\ line, 
nnd the next word 0,. portion of i't CMoot be fitted into it, the. ., 
pmctice is to fill tbe I(np by a carved line, thus" _ .. 

A careful oopyist will eneavou,' to fit in his words evenly in each 
line, that is, he will avoid ha~ing too many gaps or blank spaces 
at the end of the lines or having too many words divided. The 
letters should be distinctly formed and the word not written too 
close'to each other so as to give the lines .. crampL appearance . 

• ' pace of not 1888 than h&1f au inch should be kept between the 
full point at tbe end of a sentence and tbe first word of the next. 
Above all, the paper should be free from smudges and erasures. 

When writing on white foolscap a .. black.line," i.e., a sheet 
of paper containing thickly ruled blaok ink lines, is usually placed 
under tbe paP'(r to help the clerk to write straight .• In the case. 
of blu or thick paper, when a black-line cannot be used, f int 
penoil1 nes may be ruled aoross the paper for the same purpose, 
the lines being neatly erased after writing. ~ 

In preparing manusoript for the Press only one si~e of the 
paper hould be written on. 



CHAPTER XIY. 

DI~S PATOH DIAHY-DESPAl'OHING, 

Desp!llch Dial'!J cOl1'esponding book 10 Ihe Ileceipt Dia7'!I-ils /ol'm- E xplanation of its colu"'1Is­
lJranch Le/le,'. ,,(/txetlla Numbe,'s- l'he Desp alc" Bo~k-ils fOl1I1 -P,'ocedw'e, ajler a drafl "as 
been rui,' copied unlil tI~ tltslmlc" of its jail' cOP!J- IulIss sent 10 Ihe Taketd 0" Reminde,' Cle/'k- • 
Enclosules- Adtll't8si"9 oOicial eovs,'s 01' e7lvelopcs-FmnkiJl9 eove",-Ss,'vicc Posla!Je Labe/s­
Exll'aet from "Irle i/O P OBlat GI/ide I'~re", 'ill,q 10 oOi~ia l e7lveh>llfs- Re!Jislet'ed I.elle,'s-Covel's may 
eOlilain OilS 01' 1II0l'e lellers !ld"l'c~ " e(1 to the same pel'sol~- Cf)IIJidential Lel/cI'd-Packages and 
Pal'cels for tile Secreta,'y of S lul, - /(ea,on [Of' ~tJicia t oove,'s bcin9 made witle, -

As ~lJ o lteee ipt Diur, is a record Iff tho lclters reee ifeu ill 1\ Branch, so tho Despatch Diur1 is 
a register of tho lellers issued from iI, 

~'ho form of the D cspntuh Dinl'y vnrics ill the ditl'e rclI~ OniC<!s, uut the ono usually 1I8Ct! ill a 
I::!ooreta,~iat is somo"lJat as follows :-

r ~~~UD REl'8REN';ES' 1 
Q 1------"', .; 

D&OO. 
.., 

To whom &d- Abttr~ct of . ubject, 1 I ~ No, l 'Oi :z; 
l~re8S$1. >. 

• ] p&rt. Month Number. I 3. :; 
~ l iS 

Remark. , 

~ I 
(2) I I (J) (4) , (5) (6) I (-~~r~1 Oct.' ;>J I 00-10 I ~·inc1. Dept. .., 476 ForWardSl'IlnsiOIlf;j:""' 

. /:'" of Mr. C. \ iI· " 
mm.s. ! 

" I 

(8) 

6 Enc:lQ., 

t:1 
!:l 
~ 

~ 
c: 
~ 

!=l 

~ .., 
"" 
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Col mUll (1 ) shows til e number of the letter issued. Tw () 

colnmns f(ll' daws are given, "it., (2) the date of the leUer, nn ll 
(3) thnt of its nctunl despatch. The latter is necessnry as it 

freq llell tly happens that Il letter is not despntched ~n the same 

da y liS il is dawd. In colu!Iln (4) the nalDe of the pe"rson or 

departme~t to whom the letter is addl'essed is given. Column (5) 

shows th~ diary number of the receipt letter to which the one 

issued i8 tY reply. Column (6) contains the su~j ect. Column (7) 
shows the record references of the letter, and in column (8) nre 

entered tbe nurober of spare copi es or enclosures sent witb the 

letter Bnd any nther remarks . 

In order to distiuguish b~tween tbe letters issuing from tbe 
different Branches of nn office, lette"rs lire IIttached to the numbers, 

usually the iuitial letter of the Branch itself. Tbus supposing 
tbere nre three brunches A, B Illid C · in lin office, nil the letters' 

issued from Branch A will hll"~ the brllnch leUer !Ittached to 
their numbers, as No. 429A, siDlilnrly those issuing from Branch B 

will bave the letter B affixed to thei .. numb~rs, as No. 237B, nnd 
so in the cnse of letters issuod from Branch C . 

. After II drdt has been fair copied and . xllwilJ ed, th e Jj;"allliner 
of tho Copying Brn;~b 8end~ the fnir copy for eigna \urr, wbil r 

the draft itself with its file or bundl6 is sent to the Despatching 
Olerk, who keeps the IR~t~r until he receives tbe fair copy dol y 

signed. A number nnel dnt~ are then pot on to the fair copy, 

which snme uumho,' nun date nre likewise enlered on the draft, 
.fwr which the former is despatched to the addres,ee, while tbe" 

draft, with its bundle, is sent ~o its Branch (or entry in the Branch 

Des~~cb Diary. 



DESPATOHING • 127 

• The Despatch Clerk has a General Despatch Book for number­
ing all the letters issued from the office. This Despatch Bqok 
is kept in sQme simple form as the following :-

Cubjc«. . , nomarb. 

Th e Numbers 1'110 in cOlpecutivo ordel', eommencing from 
-co beginning of the official year. The Des{latch Clerk must b. 
ocrefnl, however, in each ec.so to nG" the proper "Branch letter to 
-c. Numbers. 

Somctime3, 03 in th e'ca~c of tho GOIIerul Register, tho column 
l' r th J dat~ is omitted, it being writte;} ncros, th o pngo ns n head­
ing, in red ink ench day. T},e dnte of despatch is the dnte on which 
the letter is actually issu~d from tb . office. In the next column i~ 
~ntered the name or designation of tb. addressee, i.e., th. person, 
Cilmpony or department to wbom tbe letter is r.ddressed. 

The Subject nnd Remarks column~ Ilrc filled ill the mme way 
" those of tbe Goneral Register. 

After th. cntry of an issue lettor in tho De-patch Diary, it 
" reply i. called for or expected, it iR sent to tho Takeed Clerk, 
who notes it in his T"keed or Reminder . Register. Th. cas. 
i. then kept in tho Branch, where it lie. with the rest of the 
suspense Cases uo til a fp.ply is received . ., 

When enclosures arc to bo forwarded with II l.tter, it is the 
unty of the Despatcher to see that they srt complete. 

It ia :lIsa the bosines:; of the Despatcher to write out the 
.'hl re.ses on the envelopes. In addressi.ng official enve)oJ)e~ 

aud rover care should be taken to write the words "On his 
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Mnjeaty'c Service" U>era. 'fbe name or official designation of 
tb.e addressee aa01lld be clearly wriUen, .. d the N mnber of tile' 
letter, with the number of elleiosans (if an:!,) enclosed ... itil. is, also 
given, 

No. 829A with 4, Enclos. 

Tho Despntcher is also required to sign his uam~ in full nnd 

write his o..l'ficial designation in the loft hand bottom corner of the 
cover. TI, ;S is called" frnnking .. the cover. AU officinl letters 
nre required to be fmnked, as otherlviije they are treated nnd 
charged for by tbe Post Office ns privntp. lett.ers. 

Service Postago Labels must be used . These nrP inscribed 
\vith the letters" Oll H. M. S." Only tbe Posbal and Telegraph 

Departments- are not required to affix nny poaUigo stamps or labels 
to the covers of their letters. 

The following .xtroot from Itnle 374; Section X, of the Postal 
'J uide, .refel'" to officinl envelopes :-

The stamp9 must be 8nppol't.ed by the supel'!§Criptioll ou the covel' U On 
BiB M .. je8ty'~ Service," under the full signatllre and official deaign&tion 

of the Government officer who 

is Mtrjuty', Sef'victJ. I . 
t'VJce 

, tn 'l1 p. 

(B .... Iml ... addr ... ,) 

sends tbe al·ticlo, or of the H ead 
OIerk or Superintendent of biB 

I office. or 011161' respfJllsible offi ce1" 

.to whom the duty of despatching 
I lA confided. The pa.rticula.r officer 

Si~"_. qf &..a ... ) 
(O.Qicialll&rignatlou.) who signs the cover must enter in 

--- full his oum official desigoation in 

oroer that biB individ'.,,1 I'esponsibility may be enforced in """"" at doubt 

or fraud. 
The superscription a nd signa.ture should be entered in the fOf'D ma.rgin­

ally given. ervice st..'lomps affixed to an article withouT. the a.bove 
superscription will not be ,'ecognise<! by tbe Post Office in payment of pos· 

tage. . 
(aI-Postma ters 0.1'" a.llowed to recognise o.bb .... iated designations, 

provided they are Itenerally known. But 00 official caD claim 
the recognition of (\n abbreviation, the 1'"le being that the 
designntion shan be entered in full , 
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(1»)-l'ostmns!.e.l'S are allowed to recognise fac·simile impre ion8 of 
'signatUl'e8, i.I" 8iguatllr68 impre sed by t..'\mpe : but public 
officers who li se snch stamps are expected t~ make o..rmnp.. 
.ments for theil' propel' oustody and u\te; l\nd if there be any 
!"'eMOIl to ~UHpect the misuse of sneh 8tomps or the n.bsenoe 
of pl'oper precautions against their mieusc. Po tmasters may 
decline to recQ~ lli 8e 010 8tu.mp iwprossion and requh'c 'strict 
A.dherence to the rule. L ithogro.phod impreSsions o1 8jgnatu~ 
a8 well as printed naru c~t co.nnot b l"ecogni...i~ in Ireu of 
"igna.turcs; fae-simile iruPl'6Stlions by mCA.DS of tamps used 
under proper precautions being the only substitute for actull.l 
signatnre which can be r cognised . 

(c)-F or official Gazettes in open covers, pOf'tcd ill large numbers by 
the office of publica.tioQ, a. printed name may be substituted 
for the signa.ture. 

Lette,'. cont"ining remittances or v&l uable papers are 

required to he re"lstered ; whon wax;cloth is used for the purpose 

"f p,'otecting ' ,he papers from , damp, &'c" t he wax-cloth should 

• hI' us~d It" "n inside cover, the outer cover being, a 8 u8ual, of 

p"pel', 

A co \'er In"Y contain two or more lette"N. up to the limit of 

wpight per",it,t,ed oy t he Post Office, addres~ed to the same 

(,tlicial or pe,'son, In such ca~es t he NUlUbers of each of the 

Irtters " ,'e to lw stl\led on the cove", 

When the letter to be forwa,'d..d is of "confiden tIal nature 

it should bl' add ressed to tbe addressee by llaUle ,,"d not merely 

hy his desig nat ion. Wi th the exceptioll of t he Number of the 

lett er enclospd, no other information rl'g'\I'ding it i shown in tbe 

co\'er, In Rome offices it is cuswmary in suc), cases to put the 

I Lter into ,~ covtlr marked " Confidential," which covel' is again 

enclosed in another one which is ,addressed in tbl! usual way, 

Bulky doc'umenta ov!',' ,10 Lolas ar posted by Parce ' Post. 

PackBges !Lnd Parcels in tended for tho Office of the Secre· 

tary of S lAte for India are forwarded to the Agent for Govern· 

mellt C'onsij.{wnents, who transmits them direct to England. 

eM , , · 
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Official envelopes or covers, are purposely made wider and 
larger tban is .absolutely required for the size of tbe documents 
to be enclosed therein, 80 tbat all risk of tbeir being mutilated 
by t,l\e strain of being tied up in bundles when in the ha.nds of 
the Post Office Illay be done away with, and also tbat the 
enclosures may easily be abstracted on an;val by telll'ing off thp 
end of the-,cover, 

q , 

.. 
, " . 

)" . 

I. , . 



CHAPTEH, XV. 

i:lPECI AL PRO EDURE. 

. . 

IN'I' EH - UEI'AI{Tllg~l'_U COIII{~;SPO :\'OIl:'i E 01< UXOH'ICI.\I. B~;HJt · 

F.~C ES - C:O . f'ITlIlN'j' I.\L OASE~ -CASE8 ~'O lt l'lU; GOVEL~NOII-
G IlNEItAL'S CoUNCil. AND IS'l'EIlPEI.LATHis QIlES'l'IO:<i~. 

When IMw.tlicial ",!/'e, ·e"c~. ""e e."c/Vl!ltyed-O,'·iginat file to be Bent 

in "",h Ci,ses- llnoiliviaf "iferew'/Jij t" ."bo,-d·i,Ulle depm·t­

ments- ClIses when dI",h '·~/I','e,ICP. (I7'e prohibited-Noles by 

1M dP})(tl·tm,ent VOWJlut ed - Pruved",,.,, whfJn di.frerence fil 
"pi~Iion "JJisltJ- Dl'lIjZiny o,-de)'s 0/£ n"o,t/icial clISCS-Stlppty 
rif cupy qj' c01','espondence and O1'cl",'~ tu depa'f'tm.enls 

w nx"Uetl-Confidential clIsn-By who1l1 dellit wit4-onpply 
~/ 1Jn1,ticular. for qlficial ,'eco,-d- Custody-Procedm'e in 

"pga,'d to clIses f01' the {/fI1'PI"um'·GenprllI'8 COllncil- "'t; 

te"pelllltion qtlestions, 

UNon'lcLu references al'e excloan"ed between dIe everal de­
pnrtments of t he .arne Governm nt in I,ll case~ whel'e nil opinion, 
note, concurrence in the orders proposed to be pD.88ed, or suppl«. 
ment&rv iufol'mation is desir'ad or consultatiou ~ceded, but when 
papers ~re being sent fOt, record, -disposal 01 ' further 'lction they 
m u~t be tl'ansmi tted otficiall y, 

[n the caRe of .. n unofficial reference the Ol'iginal file of 
notes l1.I!rl papet'S are sent, but any documents ~r notes not ihten<l • 

• ~ to he s en outside tlle depal'tment should be I'emoved, 
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U noffi cia l references a re al so m"de to subordinM.e dep~rt­

ments when an expression of opinion or advice, or supplementary, 
infol'mtttion is needed; but care should be taken to r,\lmo\-e from 
the fil e papel's which under rule should not be seen by the latter 

deptu'tment : and no pttpers containing rpfi ections on the officers 

of a particul.ar department should , in "ny case, be ~el,lt unofficial ­
ly to t hat t\epartment, 

Again , if the cond uct, emolument s or " lI owances of an officer 
is u.nder discussion, I.lre OJ'ig ina l fil e should not be sent to him 

or the helLd of his depar tment for note. In such cases further 

details should be called for pithel' offi cinlly or hy mpans of demi­

ofli~ial corresponde!'cp. 

l'I'l:atte,'s which require t.he ""nction of a pa rticular depart­

lUent should not, as a rul e, ba ,'efel' l'oo to i t tllloffi~ ially,. but such 

cases conducted o/]]ci"lIy. 

U nolJjcial I'eferences from out BidI' dep"rtments are to be 
tl'elLted " s urgent, :tnd the notes of the consulted depar tment 
should be wri t ten on sepa mtf' sh eet~, except in cases of a l'outine 

11"t,ure, such as requisitions for papel's, replies to rellli," ie,'s, etc., 
when t he Ilotes can be wl'it ten on thl' forw""ding shee t. 

H t he case hll .. , been Itlready full y .taLed in t he notes of the 

[Ieplwtment of origin , t he dep.wt lll n t consul ted is not required 
to repeat, them in its notes, which RlIOUld be st"ictly confined to 

the sr Aciti c poin t or points in respec t of which t ht' reference has 

been made. If there is a difference of opinion between the two 

dllpartment.s, in lieu of fut' ther not ing " person,,' disoussion 

should be held, by which somA unl\nimity of opinion should be 

LLrrived n.t. 
If-.. file is received f,'om "n ou tside depMtmeut tl'eating of 

a matter which should be dealt with by the department referred 

to, the l!\tter department is "eqllired to draft the ordel's for issue 
by the dep,,,·tment to which th" fi!p belongs, 
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U nofficial references must not be quoted in official corre· 
'spondence, bu t in order that nhe departments congultedmay hlWo 
a record of·the decision or ol·ders pa sed on the case, th depart. 

ment 9f ori"in is requil-ed to furnish the former with a copy of 
the same. 

In fflet, labels, indicating tbat copies f the corre pondence 
and the orders thereon are needed, ,>I supplied il!.· all ecre­
tarlat office, and wbich the deplwtment con 'pjt-ed "lli xes to the 
file when returning it as notifying the Depal·tment of ori!rin of 
its desire to be furnish ed with these p"pers. 

Confid ential c,,~es "re dealt with in the office only uy t be 
llegistrlLr "no tbe Superintendent of I.be B.anch .concel'Oed or 
by tbe fonuer "lone. If "ny record of such case are needed 
for the regi ters, the PlLftjcu],,,'s are' eot red from slips fOI'nished 

• by the Hegistrar or Superinte;,dent dealing with the papers, but 
the information on such slips should be of a very generallll\tn re, 
just sufficient to trILce the papers without disclosing th xact 
porport-of their contents. Confidential cases are sent in doubl 
covers. The inner cover contains the personal address 'of tbe 

officer concerned and supel'scribed with the wOI·d 'Confidential,' 
while the outer cover contains the usual official address with 
no mark or token indicative of the contents or their confide,. 
tial nature. All confidential papers are kept in the cuslody 
of the Hegistrar or Branoh uperintendent in closed boxes or 
almirahs, and r. re not to he recorded with the office records until 
they have ceased to be confidential. 

When ' Il case is ordered to be ci rculated and. brought up in 
Council it is required to be ci rcula ted to the Honourable Mem­
ber,s in order of seniority. except that the Member in charge 
of the Dt>pal·tment concerned sees it last. 

i:)ix days previous to the date fixed by the Council, a notice 
the case circul"ted among the sevemJ Members to ea.ch 



13-1- THE CLERK' . ~IAN'VAL. 

of whom .. sepamte printed seL of the essential pape,'s a.nd 
notes are supplied, those for the Go\' rnor·General heing sent 

to His Excellency's Pri,'ate coretary, 
Three days before the dal ~ of I he meet,ing a p"~ci~ ,of the 

facts and opinions recorded on the case and the poin ts requi"ing 

deci~ion is drawn up by the Branch concerned. This sta tement 

is prill ted (Jf\ pape,'s heRd.,.-1 ' Coullcil Case.' 
The utmost p" ompt)less nnd despatch i. 10 he ohsen'ed in 

the printin l( of the pupers lLnel t hei,' circulation, 
All Acl,s of Council require the Viceruy's "ignlLtllre und 

mll,t be signed by him before t hey nr(' \'lLlid. 

(~uestions proposed to be asked in Cou neil by 1\1 em be,'~ of 

the Legislati;'e Council are rerei,'eel in the Depl\"lI~ent concern· 
ed through the LegisllLti\'e Depa,'tmenL 

If the question is permitl.ed, which pel'lJiission is gi\'en , 

when sMisfied tlmt the questioll ml\y be answerecl cOllformulJly 

with public interests, n drlLft "(,ply is put, up by the Bmneh of 

the Dep'lrtrnent, coucerned, lind "fter appro"lLl by I he )fonou,'· 
lLble Member in charge (i n impo,'tan t cuses lLlsa by the 

On.'el'l1or·Gcll e,'al ), it is sent to the L<'gislat i" e Department for 
prillt of both question l\nd answer, 

CopieR of t.he IlLtter are supplied to Dep.II·lments concerlled 
b: the latte,' Vepa,·tment nnd on I'eceipt circulated, if it is of 

gen ral Mignificance to alJ Locll.l (JO"CI'nIO nts and Administ ...... 
tion 0 1' if it is only of local Application to the pMticula ,' 

Go\'el'llment 0 1' Administ,'ation concel'lled , Tbe Legi.lath'e 

DeplLI'tment supplies ,eopies of t he"/, questions and ". nS\.er8 to 
the newsplLpe,'e, 
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HOME CORRESPONDENCE. 
. . 

Ifou' conducted-To wllom add"essed-F,'OI wl.om received­
Cove,'mnents of Bombay and J.fad,'as-DijJel'enoe in jO"f)1 
between It lette,' and It despatch -Fo" m- U,e qj the e:tpr8B­
.ions '.,8' and 'we' -/,.. "ep01,ting to, Sec"elary qf State, 
one subject to be dealt with in a single despatCh but seve"al 
f . tte,'s ";ay be "eplied .to altogetke" -Str"ct~"'e 0/ a despatch 
-.t1pp,'ovaf of deSl)atclleg-P"ocecl1we in rega"d to receive 
despatches-Special Docket-·Per".sal ana Ci,·culation- St.b­
missiOl'- TVi. e" copies m'e "eceived-Pl'Ocedure in "ega"d 
to l!espatohes /01' issne - 1'0 b'e pri nted-4fT.xing of Nt.mbe,· 
and Date~Sig"lat~"'e8-Jlinimum signatu" es eBse·ne.:al­
P"ocedure when a 11I embe,' obJects to sign-Time usually 
allotted /01' circulation /01' signat""'e-To conlai" 'pencil 
note to eff-ct whethm' apP"oved and by whom-To be d~. 

spatched in l)ackets-l','ansmission of duplicates-ProcedUll'e 
after despatcll qf an important telegrmn-PublicatiOll of 
Deltpatclles in the Gazette-Lette,'s to the Unde,'.Secreta,·y oj 

State-Registers 0/ Home Cor" espOItdence-Forms of Des· 
patchelsent to and "eceived/"om the Secretary oj State. 

THE Hom!l correspondence I)f the Government of India is 
cO,!ducted by means of despatches and telegrams, 

Detlpatches are addressed to the Secretary of State and deR. 
patches. recei ved from the India 9ffice are signed by the Secretary 
of tate. 
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The Govemments of Bombay and Madras a lso correspond 

on.some matters diroot with the Secretary of State. 

A despatch from GO\'ernment difte rs from a letvu only in 

80 far t hat i t is w ritten in thc fi rst person plural and is ~igned 

by the se ve~al Members of the Government instead of a single 
official. 

The sal'1e care as to clearness and b revi ty of expression is 

required to be obser ved in the d l'l1.f ting of despatches as of other 

importan t lette rs : and instead ·~f t he phrase "Governor-Gene­

ral in Council" used in letters in allusion to the supreme 

au thori ty in India the words " we" and " 118" are employed 

in despatches. T lulse expressions, however, are not to be used 

in connection with t rivial mat.ters but resen ·ed for use only in 

important matters. 

The Governmen t of India .. lways con fine t,hemselves to 

one subject in repor ting to the Secretl\ry of S tate, hut several 

let ters are sometimes r eplied to together. 

A despatch should commence with a reference. to the 

p revious correspondence and a brief statement of the subject 

ma t ter. F acts and a rguments should t hen be set forth, then 

t he comments or views of the Government, and fi na ll y the poin t 
('r points r equiring sanction 0 1' approval. 

Drafts of Despatches require the a ppl'Oval of t he H onour­

ahle Member in charge, and, if of impoI·tance, III so of the 

Governor-General. The same rul e applie" to telegrams to t be 

ecretnry of tate. 
On receipt o~ despatcbes from the Secretary of S tate they are 

first checked with the packet li6ts and th"n distributed to the 

Branches concerned for entry in the DiILry and File R egisters. 

Each despatch is then docketed , the special form provided 

being used, and the entries carefully, neat ly and legibly written. 

The despatches afe then ~ubmitted for perusal by the Secretary, 
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Deputy, Under and Assistant Secretal'ies and then oircul .. ted to 
.'the Exeoutive l\fembers of Council and His Excellency j;he 

Governor (lr Governor-General , ~s the ca.e Ulay be. In the Cllse 

of de~patche. received by the Government of India they are 
first circulated to the Member of Council in coorge of the 
Departmeo.t, then to the Go,·ernol·-Gene!'!.l , .. nd finally to the 

other Members of Council. . 
. On return .. fter circulation t be despatch i. to be put up and 

. ubmittecl in (,I.e usual manoor. If copies of the despatch 

have also been received, the copies are to be put up before 

awaiting the return of the or.igin"l from ci rculation , but when 
copies hM'e not been recei ved and thll mat~er is of ul'gency or 

importance .a copy i to be macle in the office' priol' 80 the 

circulation of t he original and the formel' submitted at once 

wi th thn case. 

No delay in the circulation and submission of despatches 

is to be allowed, and in the case of despatches receh-ed in IJ. 

Departlllen t refer'ring to matters ' dealt with in another Depart­

ment they are to be imrneeliately transfelTed Lo the Department 
concerned without l'egistmtion, the latt;er Department dealing 

with it exactly as in the cllse of desp"tches received direct. 

In the . ca~e of a despatch to the Secret...-y of 'tate af~!' 

the manuscript draft has heen approved, it is sent to press 

for proof, anel on the latter heing finally pas.eel is numbe~ed 
and dated before IIctual prin t. 

Despatches are numbered in annual series separate from 
other corroopondence, and the date to be "ffixed is that on which 
the post for the English Mail by which they ~re intended to 
be sent leaves. 

De pat.ches are signed by all the Members of the Govern­

.ment i,nclusive of the Governor or Governol'·Gene,-al, and are 

circulated for this purpose first to .. tbe Member of Council 
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in charge of the Department concerlled, then to the other 

ME1,mbers, and finally to the Governor or Governor-General. 

( In , the case ' of th~ Government of India, the order of 
,ignatures is first the Governor-Geneml, next the Commander­

in-Chief, and then the 'Executive Members in order of seniority 

of appointment.) A printed slip is usually affixed : indicating 

this order' a!1,d serves ILl! a guidance in the affixing of signatures 

in their proper places, In the case of absent Members their' 
.ignatures are of course omitted, but the rule is that no 

despatch hom the Government of India is to be ordinarily 

po"ted unless it contains at least three signatu ,'es, including 
that of the Goverpor-General. In the e l'ent of a Member 

objecting t,o sign, t he circulation of the despatch is to be sus­
r-ended and the whole case submitted for orders, 

The ordinary rule is to circulate desplLtclres fol' signature 

" full week before the mlLil by which they are intended to be 

posted, so as to give sufficient time to the Honorable Members 
to study the matter, but in urgent cases this r ule is fvaived, 

lind it ~s e~en prol' ided that if a despatch cannot be signed in 

t,ime for the mail, and is of a ve,'y urgent nature, an advance 

copy play be sent to the Under-Secretary of State or one of 

tlv; Departmental Secret .... ies of the India Office, 

When a despatch is sent for signature a pen~il note is to 
made as to whether it has been approved or not and by whom_ 

If it has not been approved by the Governor-General or any 

of the Members the file is to be also circulated , 

DAspatches, and letters for the J ndia Office Me Ulade up 
into packet8, each containing " list of contents, which list is 
signed tJy t he Registrar, Duplicate and spare copies of de­

. patches are ,'equired to be .ent by the sncceeding mail, but if 
the CMe is an important one, t he spare copies Me to be sent 

a10ng with the original despat'ch, 
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'When an official t~le"r8m i~ Ilddresed to the ecretary of 
. Slate on any important matter, the telegram must be follo\"OO 
by a despl1>tch issued by endiest available mllil, containing not 
onl)' "post copy of Ilw issupd lelegrom but fujJ flxplanations 
on th'e subject. 

The puhlication /ilf despatches in tlie Gatelte of bodia can 
only be done with the snnctio,n of the Viceroy. . 

• 
. In minor cases in lieu of despatches to the ecretary of 

State, communications are addressed to tIle U nder. eCl'etal'Y 
(If St.ate for India. 'Ihn" paper without any comment or 

expression of opinion by the. Uovel'Dm.ent sent merely for in­

formation and purely \'Outine "nd ' unimp?rtant matters, such 
"S indents for stores, postltl copies of unimportant t,elegrltnJ.S, 
corre8poode~ce regltrding I,ho 8"le. o1' supply of books are sent 

to the U nde,··Secrel",'y of Stnte, 
Accoun t Officers fOI'\I'iU'ding dllpliclttes of last pay certi­

ncn.tes of officers p"oceeded on Ip,,\'(- to England address them 
to the y nder-Secretary of State: 

In each Secretariat speci!.! 1'egiste1'R are main t[\>ned for 
correspondence exchanged ",it,h the Secretary of St.ate. 

These are (1) Register of despatches received. (2) Regis­
Le,' of desp"tches sent. (3) B~gister of telegram both received 
and sent, and (4) B~aistel' of lelters to the Under·Secreta,'y ·of 
State. • 

Appended are forms of despatches sent to and recpived 
f"om the Secreta .. ), of ~t,at,p . 

. ." 
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No. 33 (Exte"nat), dated FOl't IViltiam, the 1st Ap"it 1890, 
" , r 

To ' 

T.FIE RIGHT HON'BLE VISCOUNT CROSS, G.C.B., 

He>' M(J-je8ty's Secrete,,·!} f?f • tate lor India. 

My LORD, , 

" With reference 

No.' 29 (Judicial), dated 
the 19tb Suptember 18~9. 

o. '120 (Publiu) , datod 
the 21st November 1889. 

to Your LOl'dship's despatches margin ... lly 
noted, regarding a,\thentication of docu­

ments to be used for the PUI'pose of 
oj,taining !,xtmdition from the United ' 

States of America, we heLve the honour to fOl'\vard, for Your 
Lordship's infol'mation, the forms of ceI,titicate which appeal' 
to us best suited for adoption. in British· India. 

2. These fO"ms lIeces",,,,.ily differ slightly from tbos" 
received with Your Lordship's de. patches above mentioned, and 

we shall be glad to be infol'med whether they will he accepted 

as suflicient by the Courts of t l, e United States of America. 

\Va have the hooour to b~, 

~ry Lord, 
Your LOl'dship's most bumble, obedien t <erva.nts, 

(Sd.) LANSDOWNE. 
.-\. R. SCOBLE. 

C. A. ELLIOTT. 
P . P. HUTCHINS. 
D. BARBOUR. 

Fonn of Certificate. 

I------Coo ul·General fo,' the United StaLes in 
Calcutta, hereby ceL·tify that the annexed paper being---­

(he"e state what the pape,'s are) pl'oposed to be used upon an appli. 
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cation for the extradi t ion from the United tates, of----­

. charged wi t h the,. crime of----allelYed to .have heen c9m­

mittpd in-, - ----are prope,.]y and legally au tb~nt,i cated 

------ 80 as to entitle them to be received in ev idence 
for . iini}ar purposes by the t ribunals of------. ItS requil'ed 
h~' t he Ac~ of Congl·es. of August 3rd, 1 82. 

Dmft C,,·tifi,.ate. 

. . 
In fon vm'ding t he annexed papers to be used in support 

of .. n "pplicat.ion for the . u r.render from the U nited States, of 
--- --- charged wit.h t il l' cr ime of committed in 

Bri tish I ndia, J herehy cer tify that, to t he best of my know­
ledge and i)elief, the signat ures .( ,. A. B.") on the warrant 
(,f " rreRt, and pn the infol'lmtt,;on and depositions on which the 
warrunt, was g l'anted, a re t he signatures of a 
~1I.g i s tl·ate in Brit,ish ] ndin, iuwing authori ty to issue 'and: 

I·/'ceive. t,h" ""mp, 'and I fur ther C'er tify th"t such documents so 
signed hJ n. Magistmte h .. ving jurisdiction in the plaoo where 
t,he Bame were i"Rued and taken and authenticated by a Secra­
tMy to {)m'el'flment "nd sealed wi th his offioial seal, would be 
rpceived in e"idenc!' for Rimilal' purposes in the t ribunals .of 
Brit,ish J ndi n. 

See,·P.ta,·y to tlie Govt",nment qf India. 



To 

Nu, :!5 (.!udicial), dated J "r/ia o'fiic", 1.00«/O'i, the 

J !II" J"", J 890, 

HI. ]!:XCELLENCY THE MuST HONOUR ARLE 
THE GOVERNOR·GENERAL OF IJ:'DJA IN 
COUNCIL, , 

My LORD MARQUI. , 

\Vitll refe,'cnce to you,' Despatch ,33 in the Fo,'eign 

\:f!:xternal) Department, dILled the 1st April last, I transmit, for 
the inforlO"tion of Your Excellency in Council, copy of 1\ 

d()!;pILtch f,'olll Her :Majesty'. M i uiste,' 
Dated 16th May 1 00, 

at ,Vashington, wit,h its enclosure, stat, 

ing that the United St"tes {;o\'e"lIlUe,;t ILppl'ove the fO"lIl s of 

eertificate proposed by you for "doption in British India ,'egaI'd. 
i ng the ,mthentication of documents ill extmdition c!,ses, 

T h"ve the honou,' to be" 

:l'l l' Lorrl ",,,'q ui~, 

Your Lordf<l,il" s mORt, humble, ohedient SCI'Vllt1l" 

(Sd,) CJWSS 



CHAPTER .' VI] , 

RECORDING, 

. . 
JVh~)I a case is 10 be "6Corded-p1'(H;~dul'f "' minor o.tfi~8-I" 

• eCI'elm'ials-Classijicalion 'Il "dcm'ded papet's - A P,'ocelid· 
ings- B P,'o<:eCf/ings-C P,'oceeding.s-Pif;ed Pa~r8-

Dep08i~d Pape,'s- What eaclt kind cm,,!,," ed-Pal'ts 0/ 1m 
.A PI'oc~edinrI8-Conle"tB '!I (Jo".,' - FOIvn- Expil".ation q/ 
Entries-Tile 'i'able 0/ 'Contents- What it eonta'"8-Th~ 

Notes- How to be dil,ed-1J7,at 10 be .,'l:Cised- What 10 be 
ineo''lJO,'aICil-lIeading of Nol.x- l:',' inting of names oj 
S ~,'eta,'iat Officers, Metnbe'l's' '1f Cov"wil at/d the G.we,'nOl" 

Gene"ai- Initials of Clerks- The Cot','espondcnce- fl'm'm­
Demi.official Cm'l'cspondence- Sample A P~oceedings-B and 
C P,'aceedings, pHe and Dep08it l'ape"8- l-Inw made up­
Fo,..,. of coverB f o,' each, 

~'TER 0. case ho.s been finaUy dispo, ed of, i,e" wben no 
further action 0 11 it is needed, it is recol'decl , In minor office 
tbis merely means tbo.t tbe fil e or huudle of papers is tr&nsferred 
to tbe Record Room, where it lies with tIm rest of the I'ecord~ 

or ~isposed co.ses of the office, until e,ithel' & I (\',renee is m&de to 

it, or it is wanted to serve &8 a p\'ecedent for another similar co.se, 
, In ccl'etario.t. Offices, however, I1ftel' 0. c&se is completed, 

it is, p~evious to its tmnsfer to t he R ecord Room, re-al'l'&nged and 
conver,ted into what i8 'ter~ed & Pl'~e~dill[l8, i.e" a portion 
the finished work of the ofllce, ' , 
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Recorded papers arp cla.sineel in to eitner -

A P occeding". I. Filed P "perk. 
B Proceeding~. 

C Proc~ing' . 

II Proceedings compri 'es all important cases, i.e., in wluch 

important questions have been discussed 0 " order. establishing 

precedents' ,;ssued or im portant instructions or rulings given a. 

well as all correspondence with the Secretary of State. 

B Proceedings iuclude cases of minor import,ance, returus 

anll rnrrespondence not liktJIy to be needed after a lapse of ten 

years, while C Proceedings contain all unimportant cases and 

correspondence also of an ephAmeral n"ture not likely to be 

required for reference after five yea1's. . 
.' Filed papers include all uch aR are not essential for record 

in Proceedings, such as purely routine or trivial correspondence 

,,"d .unimpot·tant notes, while papers for' deposit' are such as do 

not "ppe,·tain to "ny curren t til e "nd cannot form pa.rt of the 

notes to any P,·ooeedings. 

A Pt·oceedings. 

T,he sHe"al parts of a n A Proceedings '1I'e­

I . The Cover. 

n . The T"ble of Content,. 

III The Notes. 

IV . The Co .... esporidence. 

The Cover contaiM-

(a) The year in which recorded. 

"(b) ?esignatiol) of the G~vernment (f.fl .. G~v!,,:ument of 

India, etc.}. 

(0) Name of ' Department .(e •. q., Home Department, 
Foreign Department, etc.). 

(d) Subject-heading under ~hich dealt with. 
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(e) Month, Year and Number of the Proceedings. 
(I) Subject of the case dealt with. 
(g) References to Previous and Later P,'OCe~ipg8 res­

pectively, shewing :-
(i) Class of PI·oceedings. 

, (ii) Classi~c!ltion, i .e., subject-heading 
dealt with. 

(iii) Month. 
(iv) Year. 

(v) Proceedings N umbel'S. 

under whicb 

. . 
The following is the form, of cover for A Proc~ing8. 

Fm'm of COV&>' /01' A P'roaeed~ng8. 

GOVERN~ENT OF INDIA. 

(DEPARTM""T.) 

(!Subject, n .atli"ll. 

File No. of (year) . 

Proceedings (Month and r ear), N08. 

(S UIlJF.(JT.) 

PRBVIOUS PROOEEDINGS. LATER PROCEEDINGS. 

i I II I ! /1 /' ~ I ~ i U l I ~ I ~ '-~--T-----_2----T---~---T----~--~~--,---r-------
'. 

OM K 
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EDt,,* (~), (b ) &nd ~c) hardly need explanation. Suppo •. 

ing in thif year 1900 .. case i it<> he recorded regarding Rail'way . 
SWr. ill the Public Works Elellarlilnent" tile entries ,.ould he 
wtitt;en as follows :-

. , 
1900. 

GOVERNMENT OF INDIA . 

PUBLIC WORKS DEPARTMENT. 

Railway StO'l·eB-.A. 

The Month is t hat in which' the case iij actually recorded . 
]<'01' instance, supposing a case, which commenced some time in 

August 1900, is not finally disposed of nnd consequently not 
able to be recorded t ill M.a"rch l~Ol, ' tbe latter month and year 
would 00 shown. The Proceedings Numbers are those which' 

./\re given to each of the official letters in the fil e. Enclosures 
have no separate Proceedings Numbers affixed to them, but 

endor~ements, which are treated 1\8 letters, ha.ve ' separate 
num bers. Proceedings Numbers are consecutive and are com. 
menc~ anew ee.ch month. Thus, supposing tha.t in the 
flcst C&II6 ~rded within a certain month there a"fe live letters, 
'.hese would he l1umhel16d consecutively from 'I to 1), and on the 
cover they wnuld accordingly he bown as Nos. 11;05. 

If, in the next case recorded in that same month there are 
fourteen letSers, the Numbers shown on those Proceedings 
would he 6 to 19, a.nd so on. 

The Subjrct is the subject-hearung or a.bstract of the File 
which is recorded, &8- ' 

.. Treaty with the AmiI' of Kabul, 1900." 
.. Gr&Ilt of SpeoiaJ Penoion. to Peon. of the 'Office of the PrivILte 

Secret&ry to the Vicer!,.!'." I;.c. 
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In he columns under the heading P~t>io"8 P.·~i.ttg& are 
. ~ntel'ed all references to previous Proceedings, ""Mob conta;in 

any matter relevMlt to the one under con idera&ion' while if at 

any future time otber references sho\lld occur whiob bear any 
relation to thl!Se Prooeedings, they would be simiia,:ly entered 
under the h~ing of Later P .. oc~edi.ng8. 

The Table of Contents contains & hrief sumlll&ry with 

num.ber &nd d&te of the contents of t he letters re~eh'ed &Ilt! 
i!lSued on t he subject of the case and recorded with-

(a) the Proceedings Number gi ven to each letter received 
and issued, and . 

(b) a reference to the page or pages p£ the volume on 
which the letter is to be found . 

The Notes are those wbi«b pas ed on the case. otes anI 
·however to be carefully edited before printing, and all un· 
important matters, sueh as referring to the rOlltine 'Progress of 
the case, should be excis d. On ~he other 'hand any important 
notes or brders passed on proofs 0" rou tine note form <!u t of 
the ~riginai note mll8t be incorporated with them. Preees of 
letters are not ordinarily printed with the note8, and if & • DOte 

<lan be shortened 0,' cut down or substituted by a brief expla­
nation showing the oause of the 0&116 at th particula.r stage'" 
this should be done. 

The Notes are -beaded with tbe subject-he&ding Month , 

Year and Number of the Proceedings, wbile the pa.rticular 
Prooeedings .N um ber of the letter referred to is inserted in the 
margin against tbe commencing ,une of the note@ appertaining 

to it. 
' The namel! of the Governor\Generr.), }lambers of Council 

a nd ecretariat officers are printfJiI in full 011 the right band 
,ide at the foot of the notes "!'fitten by them, but in the case of 
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the Governor,Governo,' and Honourable Membe,"S the le~tel"s 

"fter the firs~ letter of the surname are enclosed in b,'acket<l, 

50 as to distinguish them f,'om the names of th~ eCJ'etariat 

officers, Th us 

22-2-1900 

would imply thl\t the write" is" Sec,'etariat officer "" a 
Secretary, Deputy, Under 01' Assist,ant ecret.","y, ",heren.s 

c, R[AVE~BHAWR, J 22-2-1900 

would imply that the w,'iter was 1\ Membe,' of Council or the 

Gove,.'nor-General.· The ini t i .. l. (not llalUes) of Office Assistnnts 

are printed below their nOI;" on the left hr.nd side as 

C, R. 22-2-1900 

but 1Jl cl\Ses where .. note by " Cle,'k is vouched fo,' by the 

signature of an officer it i., not necessary in prillting to she'''' 

the former's illiti .. ls, t he office,'". name heillg Bufficient, 
, . 
The COl','espondence i. arrallged ' according to the dBtes of 

the Illttel"S, but in COJl\'er~e order to the latter's a 'T[Ulgement 

i n the the Ille, 'Viz" thA first or e.wliest letter is put first, and 

<the othe,'s in the descending orrte .. of their dates, 

In t,he fi,'st line the N ulUber and Date of the Letter is stated , 

The Proceedings ' umber is put in t,he right hand side margin 

opposite to this, while below th~ ""mes of the sender and the 

"dd,'essee nro given, &8- ' 

No, 21 , 
No, 234, d"ted 3rd September l89l. 

From- The Government of India, For.iiD Department. 
To- The Resident, Hydembad, 

'rhe t.ext only of the letter is gi Yen, 
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·Demi·official Correspondence a,'e either inserted among the 
. notes or separately filed. If howeger it is de iI'able to include 
them in the 'Proceedings with the corre pondenu they Me to 

be "I tel:ed t{) olllcial form. 

On pages 150 to 155 will be found all example ' of an A 

Proceedings, The cas'e taken is the on" contained i'~ Cha.pte" 
VIII. The stndent will observe the altemtion in fOl~n the oll.se 
has undergone in its conve,'sion into A P,'oceedings. 

I 
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1900. 

P U BLIC WORKS DEPARTM.EN'r. 

OFF,IOK ESTABLISHMJlN'I'. 

Proc~eding8, September 1900, NOB. 33-36 . 

Appointment of Mr. C. B. Smith to Class V . 

PRBVIons PRo<'EBD1NOS. LATER PROCEEDINGS. 
____ ---.,..-_..,.------,,---_-1-_.-________ '. 

~ \ .c1~8i . I ~ lye .. r'\'N08. ~ I ·Gla~.i ' .=~~o~ I Ye"".j No .. o ficatlon. 0 0 fi ca.tlon . 
-.: ~ -.: --'- -1-' 

I ~ I 
I 
I . 
I 



.... 

Progs. No. 

33 

3t 

35 

36 

RKCOROING. 

Table of Contcnes. 

Letter., etc., and .n hiec~. 

Letter from Mr. F. R. Browne, Clerk, 
United e""ice Club, Simla, d ted 6th 
Augoilt 1900. applying for v_ot 110 t 
in Cia.. V (& 80 to lb. UO). 

'Memorandum to MI'. F. R. Browne, Clerk, 
United Service Club, Simla. No. 1580 G., 
dated 9th AUjlu8t 1900, informing' him 
that 0.- he h... not .J>8.8I!ed the Govt. 
Clerical Test his application cannot be 
entertained . . 

MG~~~~:.~~ of~ndIf~,mNO. P~~~d:~ 
9th Augu.t 1900, reque.ting that a 
passed canrlid .. ~ be apJ>Ointed to fill 
the va.cant post 111 Class V. 

Memorandum from H ome D~pa.rtment 
Govel'nment of India, No. 331, da.~ 
3rd September 1900 intimating the 
appointment of Mr. C. B . Smith to the 
""""ney in Cl"". V. I 

• I'al:e . 

. . 
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NOTES. 

OFFICE Es1'ABLISB~IENT-A., September, 1900. 

Nos. 33-36. 

Froul Mr. 1'. It. Browne, mark, U. . Olub, Simla. [P,·o. No. :l3. 
PaUld 6UI Augu.t, 1892. 

Registr .. r, 

This application presumably refers to tbe appointment "ecently beld 
by Babu Nobin Obunder Gh08e. Mr. Browne i8 an "npassed candidate, 
.uu uutler Home Depa,·tment Resolution No. 1817, dated 3rd July 189"2, he 
cannot be entertained. Perha.ps the Home Department m&y be ""ked to 
nominate a passed candidate and Mr. B"owne informed accordingly. I was 

about to submit the quustion of tilling up tt.e vacancy whon Mr. Browne's 
application was received. 

Drafte put up. 
A. B. 

7-8-92. 

Under·Secretary. 

Yes; Mr. Browne cannot get the PORt he applies for. Home D epart­
ment ml>Y be ... ked as suggested above. 

E.Foy, 
8·8-9"2. 

, To Mr. F. R. Browne, No. 1580G, dated 9th Au!:ust 189"2. Pro. No. 34. 

Offioe Memo. to Home Deparlment, No. 158IG, dated 
9th August 189"2. 

From Home D epartment, OOlce 1\lemo. No. 3.11, ,Iated 
3rd September 1892.· 

Pro. No. 36. 

P, ... No. 36. 

The Home D epartment do not give any date ... to when Mr. Smith is 
likely to join this Office. Babu N. O. Ghose retired (.-om the servioe on 
lat August, or over a. month ago, and the Section to which the Babn 
belonged is getting somewbat into arrears. We may perhaps enquire 
demi-offici&JJy when Mr. Smith is likely to join ! 

A.B. 
4-9-92. 
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. Yell t we cannot. do without a man rouch JougeJ'. 

C D. 
5-9·92. 

Demi·official foJ' eal'ly i ~8ue. 

15 

E . Foy, 
5·9·92. 

E. Foy, 
o' 6.9·9'2. 

"Demi·official lettel' to O. Lawson , Esq. , u.~. , Under.Secretal'Y, Home 
Department, dated 7th September 1892. 

Demi·offioia.lletter from G. La.w8on, Esq., c .S., Under·Secretary, Home 
Department, datAld 10th September 1892. 

In ,..ply to thi.t u(fiC4 dmti ·offi,ci<t' 6!,,/ui"l/ .tllI .. tha Mr. Smith can 
j o;" on 25th September 1892. 

Thi l! 31'TfLD,gement win suit us. 

Record. 
A.B. 

12·9·9'2. 

E. Foy, 
12-9·92. 
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PltOCEEDING 01<' THE 

P U BLIC WORKS DEPARTMENT SEP'fEMBER, 1900. 

O'·.'ICE Es'rABLISHMENT. 

[Pro. No '. 33, 34. 

AplJointment (If .AlT. :;. B . Smith to elas. r . 

Dated 6th Augu"to 1 9f!. 

FrQlu- Jlfr. }j' • .lt. B,·own., Cl."k, U . 8 . Club, Simla. 
To- The Secreta",I' t" the Go,·t. of India, P. W. D. 

U nderst&ilding . that 0. .... cl<tlCy exists in you,' Office in the 

grade of Rs. 80, I'isiug to 11.. 110, per ~ensem, I beg respect­
fully to offer myself as I< cllnd id .. te for th~ appointment. 

I am at present employed !\s a cle rk in the Office of the 
United Service Club, Simla, !\nd beg to enclose testimonials in 
original for favour of pettlsal and return. 

Awaiting a favou .... ble reply, 

No. 1580G, dated 9th August 1892. 

From-The Secretary to the Govt, of India, P. W. D. 

To- Mr. F. R .. Browne, Clerk, U. S. Olub, Simla. 

No. 34. 

With refer~uce to his application dated 6th August 1892, 
Mr. Browne is infO"Med that as he has not passed the Govern­
ment Olerical Test, his appliCl,tion cannot be entertained for the 

appointment applied for by him. 

2. The original testimonials are returned herewith as reo 

quested. 
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[Pro. Nos. 35, 36. 

No. 158IG, dated 9th August 1892. 

From-The Secretary to th; Govt.. of Indis, P. W. D. 
To-The Secl'atary to tbe Govt. of India, Home :Qep,t . . 

No.'S5. 

A vacancy Ilaving ocourred in OIIl8H V (Rs. 80 to 110) oli 
the clerical establishment of this Office, the und rsigned i8 direct­

ed. to request that fl. passed' candidabol may be apPointed> to fiJI 
it at an eafol, date . 

• o. 331, dated 3 .. d September 1892 .. 

F'1-om-'J:be 8ecr.atary to the' Go.to of IodJ." HplD6.Dept.. 
T4,-Tha.Sl\C_etary to 'the Govt. of Indil/o, P. W. 0, 

In accordance with the request contained iu the Pll'bli 
W01'HS Depa.rtmen~ Office Memo. No. 15S1G, dated 9tJl AugUHt 
1892, OOjl. unde 'gned is. directed to- sta tcha.lr ,. C. B. Smiijt, 

a pa/3sed ~ndjdate, has beeD appoin.t«! to- the vlIoQant I!1lS" in 
Class V (Rs. 80 to 110) of the clerical establishme.n f th 

Office. 

2. Mr. Smith is ali proesent employed in the Office of> ebe 
Accountant-General, Lahore, and hns been instructed to join his 
new appointment n8 soon as he receives permission from his pre­
.ent superior to do 80. 
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'R AND c: PROCEEDINGS . 

FILE AND DEPOSIT PAPERS. 

Explanations as to na.ture of Band C Proceedillgs .\nd 
l!'iled and Deposited Papers have already been given (seepage 144). 
These matwrs are not printed, but the original .papers are 
arranged in o't'd er and stitched into their respective covers. 

As a table of contents of B Proceedings for each month is 
printed, an extra copy of the same is supplied for cutting up 
and ps.sting on to el<ch such Proyeedings case to indicate its 

contents. 

In the c~e of C Proceedings the current abstract remains 
in lieu of the printed table of contents prescribed for A and B 
Proceedings, and. this abstract is placed between the notes and 
the correspondence. 

The form of covel' for Band C Proceedings is exactly the 
Bame, the only difference between the two classes of these Pro­

\leedings being their division into papers of more or less than fi ve 
years' utili ty. 

The following II.re sample fO"ms oi covers of Band C 
Pruceedings, F ile and Deposit cases respecti '·ely. 
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F01"Yn q( CO'IJ.e.-/01· l:J and C Proceeili'1{J" 

GOVERNMENT OF INDIA. 

(DEP A R1'~IENT OF TH~; SEORE1·ARIA'r . ) 

(Yenl'. ) .. 

Prcyious Refet'ences. File Nc. 

Serial NOB. 

Later References. 

(S"bjPt./ fJe(ldiny .) , 

PROCEEDING" }<'OR (MON'],lI ). 

Nos. 

PART IJ. 011 C. 

S"~iec/ . 

'" "' I '." 

157 



l~ T HE OLERK'S MA NUA L . 

Ji'Ot'm if Oot>er for Ji'ikd Caees. 

GOVERNMENT OF INDIA. 

( DEPARTMENT OF TH E SECRETARIAT. 

File No. 

Serial Nos. 

Year. 

PAPERS FILE D. 

~onth ____________________ __ 

Subject. 

Previous R eferences. Later Referenees 
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PROCEEDINGS 

Nos. 
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CHAPTER XVIII. 

MISCELLANEOUS HINTS AND RULINGS 
SPECIALLY RELATING TO CLERKS. 

Obedience to Orders-Di1l1dging.lnformation-Reg"lar A Ue.u;l­

anoe-Closing . Office-Holidays-bifectious .DiseaseB­
Lending' or Borrowing Money-Signin.? Seeu.rity Bond~­
Borrowing (rom Juni01" and ft{enials-Resort to tM 
Ill80lvent Court - Tran.!e,·s and Application. for appoint .• 
"lent. outside' the O./Jice-Anonyrrwu8 Comm •. micatior .. -
Connection with. the Public P.-e88-Acco·edited Newspaper 
C"r-respondenls-Re-employmenl q( l1<!rSOfts who hfl''I1e been 
dtsmisseli-Letters, &'c., on personal matters to b. addreB.ed 
through Head of B.-anch and th. It.g'"lra,' or Chiif Cl.,,.k. 

11' is the primary duty of a Govel'llment servant to obey 
oroers, and clerks and other employes having a grievaDc should 
first carry out orders aDd afterwards ropl'esent their case. Obe­
dience to orders i8 e88e~tial for the smooth working and internal 
disoipline of an office. If every clerk endeavoured always to 
oarry out orders as laid down or given him, there ,,:ould be I 8 

cause for supedors ro be dissatisfied, and a large amount of 
trouble, cau ed in offices through the neglect or imperfect carry­
ing out of orders, would be avoided. 

It is necessary that orders should be not only promptly but 
exactly carried out. Thus, if any information is called for, it 

1 
I 

I 

'I 
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sho\lld be complete and to the point, without containing any ir1'e· 
. levant matter. For instance, if the grad and name of the meJII­

bers of the pffice establi hment are required, it would be as much 
a disregard of orders to include the sup rior staft, or give any 
particulars which were not aaked for, as it would be ts> omit any· 
thing wlrich was asked for. 

It is an ordinary occurrence with newly-appointed olerks, 
especially if they happen to come from a colleg , to e~deavour to 
do their work alto~ether out of office routine. Such men labour 
under the impression that therehy they are improving the sy8tem 
of work and introducing what they consider to be beneficial re­
forms. This should be studiou'sly avoid d, as it is sential that 
the sy tern of work should be uniform throughou t the office, 

. and that on8 recognised system 8~ould be followed. A clerk 
y suggest through his superintend nt a better or an easiel' 

met of performing or disposing of any particular work, 
but he should ot carry his ideas into effect before rec iving 
permill8ion to do so. 

Clerks must bA careful not to divulge information . • Such 
an action is held to be an offence, and is, as a rule, very s vere!y 
dealt with, the offender being liable to ummalY di missal.. Any 
official information, whether trivial or important, acquired by a 
clerk in his official capacity must be regarded and treated ~ 
confidential, and no clerk may take a copy of any writing in 
an official document belonging to or received in his office without 
penni ion. 

This role applies equally to cases of written orders re­
lative to the clerk himself. Yffice-notes pareioularly are to 

be regarded as trictly confidential doouments and cannot be 
removed from the office without the pel'mission o~ the Head 
of the office himself. Unpublished records apd letters must 
be oon~idered confidential and must not be communicaied to 

011 L 
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tbe Press or uOILuthorised persons even if the latter happell; to 
be officials. 

RegulB" attendance in office is expected from .every clerk. 
No clerk who has his heart in his work Bnd is striving to get 011, 

will, as B rule, be law in his o.ttelld"nce or make it a practice of 
arriving ill office precisely at tbe time it opells. The .. iser plan 
is to be in otlice at least I.' quarte.· of an hour before .time, so as 
to bBve a' few minutes before the office opens to see to one's 
papers, attend to any urgent or important work left over f.'Om tbe 

previou" day, Bnd arrange as to tbe quickest method of disposing 
of thA nay' work. 

The practice of leaviug .office precisely at the hour. for 
closing should be' avoided, as al 0 that of coming to work at, 

the eXBot time the office opens. Ul1less his duties are very 
light, whioh is rarely the case, no clerk in a Governme t 

office cBn 80 time bis daily work as to finish it regularly within 
office hOUl'S, and it is often neC6IISB.'y to remBin in later for th,s 
purpose, It frequently oocu"S also that work of an urgent or 
impor"ant nature, requiring immediate attention, is sent into the 
office a few minutes befm'e the hour for closing, sometimes !'ven 
~fter, and it is nece ary that some one should be t,here to 
attend to it. To provide .. gainst such a contingency, in some 
offices, a.s for example the Foreign, one olerk in each hranch 
takes it in turn to remain on duty after the office has olmed, 

util uch timb as ... ll the officers have gone. enior clerks and 
superintendents should make it a rule to remain in office unti1 
the ol;!ioers ha.ve departed; and should they desire on nny 
occasion to IMve earHer, they ought to depute,. junior clerk: 
who is iutiml'te with the papers and working of the branch 
to I'emain io. Wben office ... are working, they may at any time 
"equil'e papers or &88iatance, and there should ,.\waY8 be at ]ea.&t 
One olerk t,o atl>\lod to them, 

". 



~SO&LtAcNlJ:OU:; HlN1'S AND RULING S. 163 

, . In several Secretariatli where the closing hour is 4·30 P.M., 

I • e&~h cltlrk is required to remain in till 6 o'clock eyery alternate 
evening, to .attend to any urgent work that ma.y come in after 
the office has closed. 

Every clerk is required before leaving to armng~ his papers, 
&c. , in orde.· on his to.ble and not leave them in a disorderly or 
untidy manner. Po.pers o.nd books also should not ~ left lying 
on .the floor. It is & good plan for & clerk to note" on a slip of 
paper what unfinished work he baS on hand; he will thus know 
the extent of bis arrears, and be able to judge how much 
!3arlier he should come the fol1~wing morning so as to dispose of 

his work. . 
H oliday are allowed in Government offices 'provided the 

state of the' work will Mmi~ of the office being closed. They 
• should therefore be looked uflon rather in the light of 0. pri­
v.ilege than of .. right. In 'ecreto.rio.ts and other large offices, 
1<'h.ic,h do not Mmit of being entirely cloeed; it is usual to detail 
.. few clerks for duty from each branch to' attend to any import­
lint or ~rgeDt work whioh may come in, such men being (\lloweO 
leave, in lieu of the holiday, at !!Orne subsequent time. • • 

The following is .. list of the authorised holidays in Bengal :-* 
New Year's Day. 

, I 'I'i Pa.{lchomi. 
pol JI/ttra. 
Chait Sankranti. 
Good Friday. 
Emperor'. Birthday. 
DasijJl&r:l. 

Janm .. Aahtami. 
Mahala),a. • • 

Dllrg.. an~ 'Lukkhl Puj.... " 
KJ>1i Puja. , 
JlLgadhatri Puja. 
Ohri8ton.... , . 

Clerks in or about whose hQuses t'be;e a~e cfl.Ses of infectious 
diseo.ses; such as small-pox, ·etc.,·.re required to sub~it a medic.l 
certificate to this effect .nd to obtlr.in leave of abl!encie from offi~ ' 

I '. Tbp number of dAY. AUOWed tor eacb felt,v,,] t. publt8b~ 'once ... 71&r tn·' the_. . , ,.,,' -·f 
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l 
until another medical certificate can be produced that all danger , 
of infection h~ ceased. Men reported attending office under such ' 
Ci~culllstanceR will certainly be suspended from duty and run a 
risk of being dismissed. 

N01:E.-l\ledical certificates furnished by Governmeut employes should 
be obt&ined from eitber a Government Surgeon or A"iot&nt Surgeon. If 
they are from a private Doctor they must he counters;l(tled by one or otber 
of tbe above " meers. 

Clerks are strictly forbidden to lend or borrow money or sign 
seourity bonds for each other or outsiders. It is a standing rule 
of Government, that if a public S"l"vant voluntarily contracts 
debts or obligations which he is unable to meet, he renders him­

self liable to summary dismissal, and a clerk who stands security 
for debts contracted by another, renders himself liable to the 
same punishment. 

The practice of senior clerks borrowing money from juniors 
or menials, such as durwans and peons, is strictly forbidden, and 
Sflnior clerks and superintendents who use undue influence over 
their juniors and subordinates in this respect render themselves 
liable to severe punishment. 

Heads of departments and offices have been directed to im­
press upon the members of their establishment the liability to 
di'&missal they inour by resorting to the Insolvent Court. The 
Government of India has more than once repeated its orders in 
this mattflr, and below is reprinted the text of the last Govern­
ment Resolution on the subject:-

B(Jf1IlI D_rtmmf Bu.olution No. 77';02' d<JtfJd. thl 19th Ja"U<JIlI l 8Ji4. 
In the Reeolut!on of ·January 1866 cpntaining tbe first orders of. Govern· 

ment ' on tbe subject. heads,of ojll"", bar ing est&1I1isbments 1'\ t.he ~y 0 , 

Government were directed to impre .. upon their subordinate. the di&credit 
","""hiDg 'to • reeort to the Insolvent Court, .ud -to " .. n them ~at. auch & 

prooeedinr would be con.idered &8 of itself constituting a lufBci<lllt. ~ 
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for el'clusion from the public .enioo, unl ... it should appear that the em· 
.b\'r ..... sments of tit. insolvent had been the result of unfores!l"n mlofortnne. 
or of oircumstances over which be could exercise no control, a.nd bl\d not 
p.'OCeeded fro", dissipated and extravagant habits. 

By .. Circular M.mo. No. 67·2816 to 28'!1, dated the 19th Nov.mh.r 1874, 
hmds oi departm.nts under the Government of India were .equ",ted to 
bold the Registrar or hood of the office responsible for .... porting to the 
Sec .. etary in cb .. rge or tq tl.e CI,i.r of th. Oepartm. nt the i'l.olvenoy of 
clerks &nd other a.ssistants. , 

All tbere is reason to believe that the operation of these orders b ... to 
HOme extent been lost light of, the Governor-Geo -al in Council. in repro-

I 
ducing th.m, desi ..... to direct the attention of Iill Local Govel'llments .. nd 
hoo.d. of d.partments to tbe imperative duty which d.volves upon them of 
taking •• v .... notic. of the miscomluct of cl. rks and oth.,· employes who 
allow themselves to fl\ll into embarrassed circumstanoos. . 

It is no valid .xcuse for hopei ••• ind.btedn ... to .how th .. t it h ... be.n 
. oa.ueed by sta';ding 80Cnrity for {d.nds,.th. pi ... which is frequ.ntly put 

forward in 8uch oases. Assistants in Government offices should olool'ly 
und .... tand that if they voluntarily contr""t debts or obligations which 
they a.re unnoble to meet, they render theDlselves lia.ble to summary 
dlomi .... I. 

When & clerk, wbo is alre&<ly 'in Government service, wishes 
to &pply for &n appointment in anotber Government depa.rtment 
or office, be must first obt&in tbe permis ion of his immedi&te 
superior, a.s it is strictly forbidden to make any suoh &pplication 
without the previous knowledge and sanction of his superiQr 
officer. If a clerk accepts another appointment without tbe 
consent of his departmental superior, he renders himself liable to 
dismi~sal; and the loss of &11 tbe benefit of his pa.st services for 
pension. If permission be accorded, the clerk m&y have his 
services transferred from his old to the new ollice. If not, be 
may resign his old appointment te take up the new post. Should 
be join the l&tter within a period of six montbs from the date of 
bis' resignation of his late office, it is not held to be a resignation 
of the public service, &nd therefore does not entail forfeiture of 

past servioo 



166 . i'BE 'CLKRK'ii MANOAL. 

The following is .the text of the Government order on the 
su.bject of taking up 'employment in other Government offices :-: 

Financial D."art1ll6fl/,' Ruolutio .. No. 546, daud 311t Ja"danJ 1888. 
It h ... beeu brought to the notice of the Government of ~ndia tb .. t 

officers employed under Government sometimes obtain leave of a.bsence with 
the intention ot taking up other employment, or othp.rwis6 a.ccept 8uch em· 
ployment wbile on leo.ve. Wben this is done with the pre"iou. knowledge 
a.nd consent d the officer'lj depa.rtmental auperior , the pra.ctico is not open 
to objection. There is l'6a.sOll, however, to believe, that in the a.bsence of 
any specifio direction8, officerll are a.pt to consider it unnece88&ry to obtain 
the consent of their immedia.te !mperior before accepting employment else-

bere, and as it 800mB a.dviaa.blo that the practice should be discontinued, 
the Governor·Gene .... l in Council h ... p· .. cribed the following rules :-

(1) No heai\ of any offioe should employ, either teIDpo~ ... rily or per­
manently, an officer be10nging to anothel" elllt&bHsbmcnt without the 
previou8 consent of tho officer on whose esta.bli8111nent t.e is at the time 
borne. 10 ca.sea in whioh, for reasons which ma.y a.ppear satisfactory to the 
Df'W employer, such consent cannot be obtained, before the officer joins hi. 
new appointment, bis employment may be ma.de conditiona.l on eon~nt 
being obtained in due cour ... 

. (2) It shall be incumbent upon an officer employed under Government 
whether on leave ('Ir not, before a.coepting other employment, either to resign 
his prev:ol1s appointment, or to obtain oonsent of his depa.rtmental 8uperior 
to hiB a.ooepting 8ucb emplo,Y.ment. If 8uch consent i. not obtained either 
previously. or, when this is not possible, in due course, the officer rend erR 
himself liable to be dil!Charged from the previous appointment, and thus to 
1088 the benefit of his previous service for pen8ion. 

(3) There is nothing in these rules to prevent an offioer on one estab. 
lishment oeeking employment in another. But an offioer i. not placed 
onder .. ny disability by resigning one appointment to take up another 
(Civil Pension Code, 101, I), and it must be held to be .. breach of 
diScipline if .. n offioer actually transfers his servioes to a new employe.' 
witbout fint obtaining the conoent of hi. old employe,', or definitely 
resigning his old employment. 

Applications from clerks for appointments outside their 
offioe mus~ be made with the permission of the Head of the ( 
office to which they belong, and when such is permittea or 
supported, the permission or recommendation is to be endorsed 
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on the application to the new office, which application should be 
, tor warded hy the office and not by the olerk concerned, 

It is .... rule of Government that no &nonymou8 communi· 
cations reg&rding the cbaracter or conduot of any Government · 

servant are to be acted upon, exoepting 0 far as to elJdeavoul'to 
remove any apparently well-founded caus of complaint, which 
does not affect the character of individuals. • . 

. The following are the rules on the subject of the connection 
of officers in the 8ervice of Government with th Public Press :-

L-No officer in t,be serv\ce of Government is permitted, without tho 
previous en.netion in writing of the Government under which he imme· 
diately !$orVeI, to become the proprietor, eithol' in whole 01' in part, of any 
news'pa.per or periodical publication, or to edit or ma.nage . any such neW8~ 
paper or pubUca.tion, Such sanction will only be given in the ca.se of 
newspa.pers or publication8 mainly devotc<l to tho diacu8Mion of topics noi of 

-a political character, 8uch for josta'nee, B.8 al't, science or literature. The 
sanction will be liable to be withdrawn .. t the discretion of Oove"nment, 

11.-0ffioeI"8 in the service or Government are not prollibited from 
contributing to the Public Pro •• ; but their pooition makes it incumbent 
upon thom to confine themselves wiihin tbe limits of temperate and 
1'6a.sona.ble discllssion, and they are pl'ohibited from ma.king pnb'pic, with­
out the previous sanction of Government, a.ny documents, pa.per. 01' in· 
form .. tion of which they may become po e..oo in their ollici&! ca.p,,,,ity. 
In case of a dep&rture from them, or if the Government should conoider 
the connection of .. ny officer with tbe Pre .. to be cont .... ry to the pn1jjic 
interests, tbl. libe.-ty to contribute will be withd"awn, 

III. The Government of Indi .. will decide in case of doubt whether 
any engagements of office .. witb the PreSll al'e consistent wIth the dis­
<lbD.rge of their duties to tbe Government. 

In tile case of clerks in the Imperial Secretariats and 
attached offices, the permit!8ion. of the Secreta~y in the 'Home 
Department as well as that of the Seoretary or Head of the 
office in which the olerk is serving are required to be ohtained 
befo1'6; t he clerk Can beoome the acoredited oorrespondent of any 
newspaper, 
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No person who hllo8 !Jet,n dismissed from a dt:partment .for 
misconduct wh.ich is at the time declared by competent authority 
(i.~., a Local Government or Administration) to ~ such 1108 to 
incapacitate the person for re-employwent, OIay be so employed 

in that department, or in any other, without the sanction of the 
Government. which dismissed him. 

It is V8ual in Government offices that letters, etc., from 
clerks on p;rsonal matters, such as applications for leave, etc. , 
should be &ddrp,ssed, through the hend of the branch and the 
Regist"ar or Chief Clerk, that they may be submitted with the 
latter:s recommendations or r~m&rk s. The submission of 
appeals or applications for promotion, etc., by clerks to the H ead 
of the office direct is prohibited . 

. , 
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OFFICr.\L DE FINITIONS, TECHNTOALn'{E'::, &e. 

Am'" Ilead-gua"/tr.s - A ClillJ Allowance- The B,ilish Arm~ 
1'Tlt B"dget'--Calmda,' Month-Calk Imprest\'Ond Cont~ 

!Jent Bills-Civil ACColl nti Depa"/11Imt-Civil Departmc/!!3-
Dtppatches-Fo,'est Depa/'Ilflent-Gattlttcl Offiee"3-Go~tfrrt.. 
m,nl of Ind,'a-Ine" l!tllenll- Leavd admissible to Cle,'/:. ­
Local Adminisl,'alions -. Local Gove,'nment8 - l1liniste,ial 
Officer-Nalive ~r India-Non-Regulation P,'ovinc61-0ificial 
Yea,'-Opi1l11l Depa"lmenl-l'ay and 'Sala"!I-Profl',egsiDd 
Pay-Postal Depa"lmenl-SaJary BiIls- eerelary of Stalt 
for ~ndia-Sec,'eta,'y oj Stalt's Council-Se,'vice P os tag. 
Labels-Se,'vice Book8-Subo,'dinate E rx:ecutivt Service­
Subo,'dinate Judicial Se"viee-Survey of India-Telegrau 
-TtlefJl'Oph Departmen:. 

T MK AnMY HKAD-QU.\R·l"K I( . UFFIOU are those uuder the diree- f 
tion of a, E. the COlOmander-in-Chief in Ino.l in, nud cOlUprisG 

the offio. s of the (1) AJjutunt,.Gen ernl i (2) Inspector·Generai 

of Arlill .ry: (3) A ~. istl~nt Adjutant-General for Roynl Artil­

lery ; (4) QU(l,ter-M aster-General (General and In telligence 

Branches) i (5) Inspector-Gell erlll of Cavalry i anti (6) JIIIlge 

Ariro<ate--Generlil. The Army Heud-qulU'tere Offices ure locatea 
ia Silula, • 

" 
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AC'rlNG ALLOWANOES.-A olerk may be appointed to actfor 
allother in the same office whose pay is higher than his own, 
provided both of them are not in the same grade o{ pay, i.~ .. 
their pay does not progress from the same minimum to tbe same 
maximum. '1'he former would then receive, as acting allowance, 
\Jne·fifth of the minimum pay of the clerk for whom he acts, hut 
he cannot ~Iraw more than the minimum pay of the office in 
")Vhich he acts. For example, if a clerk who is substantively. in 
~he Rs. 140 stage of an appointment of Re. 100 rising to 

RH. 150, is appointed to act for another whose pay is Rs. 200 
rising to Rs. 250, his salary would be calculated thlL~ :-

lts. 
Pay 140 
Acting allowance at one-fifth of Rs. 200 40 ._-

Total 180 

Or supposing the clerk who act!! is in au appointUlent of 

Rs, 100 rising to Rs. 200 and drawing Rs. 170, his salary would 
be <!&lculated iu the same way, mz.-

" Pay 
Aoting allowau~e at one-fifth of Rs. 200 

. 
" T tal 

Rs. 
170 

\ 40 
(- -

210 

But he would draw only Rs. 200, which is the minimum 
pay of the post in which he acts. 

A olerk performing the duties of a fellow-clerk oU 'less pay 
than his own is not entitled to any extra remuneration for the 
additional duties, and no acting allowance is given for the fint 
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tlioirty days in conseqnence of a clerk acting in a Privilell6 leave 
- vacancy, 

TUE ARMY IN INDIA i composed of British troops dr~wn 
from, the army in England, and of Native troops raistod in 
India, The British troop~, comprising CMalry, {\ortilleryand 
Infantry, Me sent out in annua.1 relief to serve a periou of 
years in India, .a*d return to England. Tue ~lIdi .. n troops 
are commanded by officet,S from British t'egiments, who, after 
passi ng the requisite examinat,ion, join th Indi&n taft' Corps, 
and &re posted to nativ regiments in different parts of India, 
Some of the highet' comll'l!\nds and stl,ff appointments &re' 
filled by B,-itish officers drawn from the home army independent 
of the Indian Staff Corps, J n addition ~ the ~bove there &re 
the Imperial service troops raised and equipped by the Native 
Princes, £0 be placed at the dispo al of the Indian Government 
in time of need, and the Volunteers composed of Europeall8 and 
Eurasians for service ill India, 

TUE BUDGE'r is a statement of xl'ootations and require· 
ments made annually for the informMion and sanction of Gov. 
ernmellt, and becomes, after sanction, the sole &uthority for 
expenditure of public money during the official year to .which it 
refers, The Budget is in two parts: the Revenue, showing how 
m'uch it is expected to receive, &nd the Expenditure, showing how 
much it is intended to spend, The entire resources of Government 
are carefully estimated for each official year, and the Depart­
mental Budget of charges for t lt'at yea,' is considered with re­
fer nee to the sanctioned total, which must not be exceeded, If 
the total of the chlU'~e8 'provided in all the d~partment8 is more 
than the anticip"ted resources, reductions are made in the 
former, Under the present system Lo~al Governments and 
heads of depB,·tments consider in detai) the estimates of 'each of 
tbe,~ departments, after which the Accountant-General sends the 
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figures to the l!inancial Department of the Government of India 

for compilation ;ond final orders. 

CALENDAR MONTHS. - Whenever it is necessary to calculate 
a period in "oalendar months," the period ends either on the 
day of the month corresponding with the day before the day on 
which it begins; or, if there is 110 such corresponding day in 
that month, (hen on the last day of the month . 

Examples. 

A period of six calendar months beginning on the-

28th February ends on the 27th August. 
31st March or 1st April 30th September. 
29th August 
30th August to 1st September 

28th February. 
" last day of February. 

A period of three calendar months beginning on the-
29th November ends on the 28th February. 
30th November or 1st December last day of February. 

[Civil Service Regulc.tion8. 

OASH IMPREs'rs are usually kept in offices to meet con­
tingent expenditure. A certain sum is allowed to the office, 
and when that amount has been spent, a contingent bill is 
drawn up, in which entries of the sums expended are shown. 
The bill is then presented at the Government Treasury, and the 
total amouut shown on it is recouped. All charges on account of 
telegrams, service postage labels, and amounts of over ten rupees 
must be supported by vouchers, which are filed, while the voucher& 
for all sums under that figure are destroyed. (Civil AccoutU 

Code, Vol. I .) 

OIVIL ACCOUNT DEPARTMENT.-The control of this depart­
IJ,lent is ·vested in the Oomptroller and Aurlitor-General, who acta 
under the orders of the Government of Inrlia in the Department 
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of .Finance and Commerce. Thfl head-quarters of the Comptroller 
_nd Auditor-General's Office are in Calcutta. U uder the CO!ll~ 

troller-GenlJral are the Accountants·Gen ral j there are six such 
officers, one to each of the six Local GOYlJrtlments. The chief 
Civil ~ccount officers of th" minor Administration;,! of Assam, 
and the Central Provinces, are designated mptrollers. 

Under the Accountants·General ar the EnroUf'd Otllcer 
who fill the positions of D puties and Assistants Aocountants 
Ge~eral and Examiners of Accounts. Next below the Enrolled 
Officer~ are the Chief Superintendents who ar attached to t h 
larger acoount offices in the various Presidencie and province . 

Thflre are nineteen Civil' Departments of the Service, w., 
the ArchlOOlogical Survey, Civil Accounts, Customs, Educational, 
Forest, Ge010gical Survey, Jail, ¥eteorological, Mint, Opium, 
Pilot Service, Postal, Police, Public Work , Registration, alt, ' 
Subordinate Executive and Judicial ervices, Survey .. nd Tel 
graph Departments. 

FOREST DEPARTMENT.-The . existing organization of this 
department is as follows:-

The Inspector-Gener .. 1 of Forests with the Government of 
Indi ... 

The Cont"ollixlI Staff consisting of Con ervators, Deputy 
Conservat~rs and Assistant Conservators. 

The Executi'lJe Staff, consisting of Sub-Assistant Conser· 
vators and Rangers. 

The P"otective Staff, consisting of Foresters and Forest 
quards. 

The Conaervaters are the ohief Forest officel'll of provinces or 
parts of provinces j the Deputy Conservators are in charge of 
FQrest Divisions, and .the AssilltJ&nt Conserv&tors of Forests sub­
divisions, The offi~rs of the Execntive Staff. are in charge of 
For. st Ranges, while . thQ\ltl 14 the Protective. Staff are in chuge 
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of bI'-ats. . The managemen t of forests is left. in the hands of Local' 
Governments, hut the Inspector-General communicates directly 
with the Conservators, and may call for any informati,on, reports 
or returas from them he may consider necessary. 

GAZE-n:ED OJl'FICIlRS.-The term of Gazetted Officers" ap­
plies to all olJicers whose appointments are notified in the 
Gazette. J;lut only such officers whose appointments are gazetted 
by Oovl'rnment and not hy the Head of a Department are 
regarded aM gazetted officers proper. The gazetting of the for­
m r Me made in Part I of the Government Gazettes above the 

ig"" ul'e of a • ecrettory to Government, whereas the appointJ 
ments of the latter are made ill part II and are inse"ted by the 
Head of th Department to which they belong. 

TBR GOVRRN)IEN'f OF INDIA is compo ed of the Viceroy and 
Governor-Genera! and bis Council ; hence the phrase .. Governor~ 
General in Collnei!." The m"ximuDJ number of Members of {he 
Governor-Genf'.ral 's Council is twenty, of whom eight are to be 

official, and six, at least, nOD-official, Ivhile the character of the 
remaining six may be determined as the Viceroy pleaseS. The' 
eight official Members are-

Ext"Qm'd,:"Q''Y Member&.-H . E. the Commander-in·Chi f, 
H. R . the-Lieu tenant-Governor of Bengal when the Council sits 
at'Calcutta, and H. H . the Lieutenallt-Governor of the Punjab 
when a.t iml ... 

Ordinary Memben-The Military Member, the Legal Mem­
ber, the Home and Revenue Member, the Financial Member, and 
the Public Works Member. 

Of the /ive -latter, one each is in cbarge of a Department 
or. eoretariat of the Government of India, and these, with the 
Yiceroy, ordin'lrily &dminister the ·country. 

'fhe>twelve Additional Mdmbers are appointed for the PUf: 
po86 of making Laws and RegUlations only. 
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INCREMENTS.-Tue grant of periodical increments is condi-
_ionalon the conduct of the clerk uaving been. good, and can 

be withhelIJ at the discretion of the head of his office who may 
also delay g"anting an increment, for any period within twelve 
montns, as he considers advisable. An increments I\ccrues from 
the beginning of the calendar month following that in whioh it 
is earned, any intermediate broken period being ign~ed. Thus, 

" supposing a clerk joins his appointment on the 13th Ap"ilI891, 
his inc"ement would fall dlle not on the 12th April 1892, but 
on the 1st 1\1,\y, and he draws it on 1st June. The grant of an 
increment in advance of due <jate is not OI'dinarily permitted. 

I • 

... 



'I'M jollowing .tate_ne 8Mrp' 1M OOMoUS kinds oj MafJ6 to which 11 ~k-mgy ~be dnt~ : ...... 

NAM& or Le,n. Deft,Dltton, Icc. 

Leave on Medical Thi. i. leave granted on the rooom-
ce.rtificate. menda-tion contained in &. certi­

ficate from a GovcMlment Medical 
Officer, uouallyof not lower rank 
than that of a Presidency Surgeon, 
if in a Pr .. idency town, or the 

~::'ceDi!tri~~i~~ "l~i:! c:;o7u"'il~ 
The certificate mnst otate that the 
applicant is in a bad .tate of 
health, and that leave froID duty 
is necessary in consequence. 

In the caoe of r-ve on Medical 
oe,rtUicateof over lix months'dul"&­
tion the papers must be submitted 
for countersignature by the Ad­
miniotrativ. Medical officer of the 
Province in which the clerk is 
eerving: And it il optional with the 
latt.r authority to call upon the 
clerk to appeal' before him. 

Amount of Lea • ., admlsal,ble. lAwove Allowaucea. 

May be granted for two For til_ first 15 months of 
years at one time, bot not eneh period of a.bsence on 
more than three years in such leave, but not morc 
all. Out of Indi .. not thi\n 30 month. in 0.11,­
more than twice. 1I&1f average saJary. For 

th ...... t,-Quarter Rve.-a.ge 
... lary. 

Leev. on Private Admisoibl. to an officer who has not After six )'ears' servioo and H&lf avemge ... lary. 
Affairs_ beon on fu.loogh 8iuoo tho la.st six repeated .after interval. 

Furlough 

ye&r8 or longer perioo. of six years,-Six months. 

Admio.ibl. to an offioer who 11,'\8 not 
had leav. on Private Atfairs aince 
th. Ia8t eight yean or longer 
period. 

After ten yean' service Balf a.verage sMary. 
and thereafter at inter-
v .... of not I ... th .. n eight 
yeal"8,- One year 01' any 
I ... period. ~ 
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Extraordinary 
Leave or L&.1.VC 
without allow· 
1\11008. 

St1bsiuit~ry Lea.ve. 

Lea.ve of this nature is uSlla-By 
taken when no other kind of lea.ve 
is clue. There is no limit to tho 
length or fl'equent'y of such leavo, 
Ilnd it may be granted in contin­
uation of t\ny other lenve. 

Afte<- eig)lteen yeal's' .or· 
Yloot-Two years or o.oy 
less period. 

Thereafter at intel'vals of 
not less than eight years, 
- One ye..'ll' 01' any less 
pel'iod .• 

Subiect to " limit of two 
years in al1. 

No limit SRve the general 
one tha.t a fter five years' 
continuous absence, whe­
ther with 01' without 
len.vo, the officer or sub­
ord inate is consirlelw 
out of Go\'cl'nment em-
ploy. 

This is 1Isually gn\nted in the case Six da.ys. for prepara.tion 
of tho o.pplicant going on or reo plu, ono day (excluding 
turnillg (,'om leave out of India. Sunda.ys not n.ctunJly 
and it is in e:.:ocss of the other spent in travelling) for 
lo.'\\'o Luan by him. It i. nat each (I) 20() mil .. of the 
a.dmissible w1len pl'ivilego leave is jOlll'noy if travelling by 
coll1hined \Tith tho other lo"ve. l'OJI , (2) 150 ·mil .. if by 

ocean sk"amel',(3) BOmile. 
if by river steamer 01' by 
mail C~\I"t or. other public 
stage conveyance d,'awn 
by horses, (4) 15 mil .. if 
in any othc!' way. 

Thc minimum length of 
t.hi:J lea\'o is fixed at ten 
dl\)'8. 

None. 

~runo rate of al10wance as 
that for the 1.""0 to which 
it ilt prC'fixed, or at t,he end 
of the loo.\'e to which it i. .. 
subsidial'Y· 

". 
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PrivUege LeAve. 

. \ 

Deftnltlon, &c. 

During thisleo.ve an officer i! enti­
tled to his full pay. The amount 
of Privilege Lea.ve ea,rned is one­
eleventh of tho time d!lring which 
the n.P1Jlicant hM been on duty 
without interruptioJl, but the 
total amount of Privilege le.-'we 
admiHIible at one time is limited 
to three calendar month! . 

E"e,'Y kind of Long Le~ve 01\11 be I 
taken in rontinuation of PdvlleJ,!'o I 
Lea,'e, but the combined It'ave 
must, not be loss lhan si:< months. ~ 

In Bueh CMe8 the Privilege lea,-e 
alwa.ys precedes the other letwe. 

PrivileAe leave when taken by itself 
I'OQuirCfJ that the officer takin:;: it 
must declare that he doo.CJ not in­
tend taking 8,lly other lea'-o or 
resigning f,'om the Hervioo for 
(l period of th,'Co months frOID the 
expiratiou or the Privilege leave, 
but in cases when Privilege leave 
is combined with oV.or le1lve such 
declaration is not required. Again 
if I'rivilego Ie.."\vo is taken by itseli 
and is of over six wee.k1S in dura,· 
lion, (\. period of eighteen months I 
must elapse ~fol'o tho oHi< .. "C1' 0" 
clOl'k can take Furlou~h or f...cn.vc on 
Privalo Affairs, but this Interval u. 

Amount 01 Letne .drulwb'e. 

. -~ 

LQ(u"(1 AUo .. "ncos. 

Privilege lealo allowanccs 
lU"e pay"ble in India only: 
th~. if a clerk tAke. Prh' i· 
lege INlve combined " 'ith 
other lelne and goe8 &.'\Y. 
to England, his Privilege 
loove "Uowo.nCt'1 will 00 

~:~e ~li~ !t~~~'~~~;sndf~l~ 
the other leave na.n be 
"."awn by him at tho Homo 
'J'I'CaSl1 ry. 
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lhl\lUn. Leave 

C ... u~1 Lea,·. . .. 

~ 

not nec ..... ry 1n case. of sub • .,. 
quent leavo on medical certifi'.::\te. 

This is n. specia.l leave granted in 

~ttee;d ~ eG:~!~n~~~n~P~~C:~~n~ 
tioD, but it can not be .. llbwed 
more than twice for p.acb standard 
of exa.mination. 

This is leave of a.n informal na.ture. 
The amount of casual leave which 
may be granted to " clerk is de­
pendent 011 the disc .. etion of hi. 
officia.l superior I generally. how­
ever, 15 days in the year is 
accepted as the maximum 
limit. It cannot be taken in 6"I­
tension of aoy other kiod of leave 
except where the extension is 
oooruriooed by detention in plague 
camps o.r by absence due to infec-
tious diseases. . 

For-such number of days 
ns is a.ctua.Uy necessary 
to enable the applicant to 
attend ILt the examin· 
a.tion. 

. J 

~-

Full p.-.y. unle •• tbe bead ' . 
of tho offioo finds it 
necessa.ry to'make a. de­
duct:.ion to enable him to 
ma.ke arrangements for 
c .... rying on the ","o .. k: 

Full pay. 

NOT«" -The LeRve Ru1C1'1 tAbulated in the above stAtement apply fully only to tho" whose pay is not leu than ~. 100 per 
meIlSCtu. But l8$ve accOiding to them may be granted to au officer whose pRy it len than Re 100 per menHm I" far at it enn be 
done without Imposing My coa~ upon tho State, when the absentee allowance of the substantive incumbent muat not excacd what 

R.-~~n. ~'::D~:n -:y ~~ ~~r.~~~i~:v~e:~lr:r!d~:~~O:r;~u~~itl! :t!:~=g;, ~~:O~n~l~\~~n ~:;;; ~~ d~ti~~yo~~ 
we wllr say, A WM'Y of as. 30 per mcnaemt the allowanoc to be dnl.WD by the Clerk while on leave It not to exceed ne. tOt or tho 

amo\\nJl=::U;:!r,<;:~ f=tn~ ~ ;~~ :r~on~~no~ be .. Howed Leave on Medjcal Gel tiftcate or Furlough, and if theT. arc 
011 euch lel\\"o the lamo expires on tho date they stt:lin that age. Claru do uQt; forfeit their letl.'fo allowances by reason of their 

ri'SiguWf~~~:~~~ u~t~~.:~~t!0:~ ~f si:~e:;~ :::ite t;~b~ertt3v!'v~~e:'~~:~l:~ ~t;!fr Leave p,erioUJJ11 on tOyed by tho 
appUca:nt\ in o~er t'hat tho he:ad of the depsrtment may 8ee whether 4:e Lean applied for 18 admisaible and due. n the Ctu'e of 
~lerk. ana subordinates tb,.,o partlcubl.n arc t.,,-ken from their Service Books. AYe",ga salary In the case of a clerk m08llS the 
livcragc salary for :\ month,calculated for 80 Diuch of the throe ye&rs immediAtely preceding the day Oll which he laat at;tended 
office, AS ho hM pMBOd on duty or on Privilege Leave. <0-

If. ho~~~e~:e:!.~ltbC!!:iia:teCR~na~\:~itt~i:~ur;;.~go~t ::~p;:C:~:U ~r ~::!~ ~~~\!O':::t fh~i::~:.' (~O~~;il:J~ 
th Ciril 8ert:ic, R(gKl(ltio"".) 

e-< 
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TUE LOCAL ADMINISTRATIOl(S are those of Assam, and the 

Central Provinces. These are under Chief Commissioners. 
TilE LOCAL GovlmNMEN! are those of Bengd, Bombay, 

Madms, the United P"ovinces of Agra and Oudh, the Punjab 
and Burma . Of these the Governments of Bombay and Madras 
are under Governors, while the others are under Lieutenant-

Gov<;l'IlOrl!. , ,) 
A MINISTERIAL OFFI CER is an officer, whether his appoint­

ment to the Service is gnzetted 0 1' not, whose duties are not of an 

admillistrative or executive chamoter, but who is employed as a 

memher of an office establ ishment,. Example.-A Registrar, an 
Accountant, 0" a Clerk, is a ministerial officer. A Tahsildar, a 
P olice Inspector or Const"ble, Or a Teacher in a school, is not a 
minist.eri,,1 officer. - Civil Service R egulations. 

A NATIVE OF I~DI A means ""y per on born and domiciled . 
within the dominions of His l\f"jesty in J ndilL, or within the terri­
torie' of Jndi.Ln Princes tributary to, or in alliance with, His 
Maje,ty, of p"rents habittl/\l1y )'esidenL in India and not establish­

ed the~e for tem po"ary purposes only.-Civil Servic~ Regulq.-
tions. 

T~lE NON-REG(,LA1'ION PnOVINCES "re those of the Punjab, 
the Ceutml P"oyinces, and Assam. 

TilE OFFICIAL YEA R commenoes on the 1st' April. Hence 

in quotinll an official yea,' the numbers of two successive 
calend"r yen .... "re gi'-en, as 1902·03, which means the official 
year commencing on the 1st April 1902 and ending on th& 

31 t .1I1ILrch 1903. 

OJ>IOM DEP.ARTMIlNT.-The t\\'o Opium Agencies are tho e 
of Behar and Benaras, each of which is under the charge of 
an Agent and one Principal As istant. There are also Factories 
at Gya and Patna each under the charge of a Superintendent. 
'fhe other superior ufficers are designated Sub-Deputy Agents 

• /' 
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and Assistants. The system of appointing Deputy Agent was 
discontinued in 1858, when their duties devolved. on the Collec­
tors of dist"icts, who hl\\'e since been sty led ex-o.fficio Deputy 
Agents. The Collectors' duties are at present confined to th 
settlement of any question which may aris betw~en a ub­
Deputy Agent and the Covenanted Officers of Government, 
and to the adjustment of disput. s between the formet· and 
the cultivators, Each Ag ncy is divid d into" wh"t are 
termed divisions, of which there are eleven in the Behar 
and fifteen in the BeDl\res Agency. E ,Ich Opium Division 
is in charge of a nb-Deputy. Agent assisted by one or more 
a.ssistan ts. 

PAV means monthly substan tive pay, ~hile SalOory means 

. pOoy plus "UowOonces. 
PROGRBSSIVE P A Y is pay which, subject to the'good behaviout· 

of an officer, rises by periodic'd inorements h om a minimuOl to a 
maximum. For bre,·ity's sake, !I prog,'es ive pay is described by 

three gl'Oups of figures, namely, the minimum, the incl'ement, Oond 

the maximu~ E:vample.-A pay of Rs. 100-20-300 mellll a pay 
rising from Rs. 100 by a yeMly iOCl'~ment of Rs. 20 to !-ta. 300.­
Civil. e,'vice Regulatiom. 

As a I'ule, an officer on progr S i \'e pay rises from his miq,i­
mum t.o his maxim urb p"y in oot less than five year. Thus, in 
the case of a progressive appointment in which the minimum 
pay is R s. 80 and the maximum Rs. 110, the anoual increment 

would be R s. 6. 
POSTAL DEPARTMENT.-The existing organization of t his 

department is as follows :- • 
The Director-General of the Post Office of India. 
A Deputy DireCtor-Genera\. 
Three As istant Directors-General. 

These form the direction and administer the department. 
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Six Postmasters-General, one each in charge of the follow­
ing Postal Circles :-Bengal, Bombay, United Provinces. Madrao,~ 
the Punjab, and Burma. 

Eight Deput.y po~tmasters-Genernl. one each in charge of 
the followi!,g Postal Circles :-Assam, Behar, Central Provinces, 
Centr'al India, Eastern Bengal , Oudb, Rajputana, and Sind and 
Baluchistall, 

Tbree Presidency Postmasters, one each in charge of the 

Bengal. Borubay ann Madrns Presidencies. 
Superintendents in charge of divisions of ci l'cles under the 

P ostmASter-General or Deputy P Olitmaster-General. 
Inspectors, su?ordinate to the Superintendents of Divi ions. 

In minor circles they are placed in charge (If Divisions directly 
under the Deputy Postmaste.r-GeLeral. 

In the Accounts Branch of the department the three princi-. 
pal officers are the Comptroller, the Deputy Comptroller, and the 
Assis~nt Comptroller of Postal Accountli. 

SALARY BlLLs.-Gazetted officers draw pay on sall'ry bills 
which lu'e signed by them~elves, The salaries of ~Ierks and all 
other members of an ollice establishment are drawn 011 one bill, 
which is signed by the Head of the office. Except when the 
last six days of a month are gazetted holidays, no salary for a 
;onth can be drawn previous to the end of·that month. 

THE ECRETARY OF STATE FOR INDIA is" member of tbe 
Engli.h abinet and only retains office 80 long as his party is 
in powe,.. His salary is £5,000 a year, while that of the Perma· 
nent Under-SecrAtary and the Parliamentary Under-Secretary 
are respectively £2,000 and .£1,000, 

The Council of the Secretary of Sval e for India is CODlpoBed 
of fifteen Members, who are selected from eilJinent Indian Civil ~ 

and Military officers on their retirement from sen ice, Each 
l'cceives a salary of '£1,200 a year. The term of office in the 
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CoWlcil was at first fixed for life, but in 1869 it :was limited to 
t~ll years, with a power of fe.appointment by the ~ecre~ry of 
State for a . further term of five ye"rs. The Council is divided 
i\lto Committees of Finance, Political, MilitAry, Public Works, 
Commerce, .Stores, Judicial, etc. 

SERVIOE POSTAGJ<; LABELS may be' put'chased from the 
Superintendents of Stamps "nd St"tionery or any Government 

• Treasury. A 'receipt is alway given in eMh case of purchase. 
SEllVIOE BooKs.-Every ole"k on first appointment is pro· 

vided with a Service Book, in which every step in his otficial life 
should be recorded, each entry .being contemporaneously attested 
by the head of his office. In the opening page of the Service 
Book the following entries are to be made: - ' 

(1) Name. (2) Race. (31 R esidenel!. (4) Father's Name and ReNi • 
• dence. (5) Date of Birth by Chrilltian era as nearly as Can be ascertailled . . 
(6) E xaet height by measurement. (7) Personal marks for identification. 
(8) Signature of office,'. (9) Signature and Designlltion of the head of the 
office or other a.ttesting officet'o 

Th~ entries on this page should be renewed or re·aot·tested 
at least every five years. Tbe relllninin ... pages are divided into 
columns for entries in t·he following form :-

(1) Name of appointment. (2) Whether .sllbstantive or acting, and 
whethe,' permanent 0 1' tjlmporary. (3) If acting, hore state the sub.tantrv. 
appointment. (4) Pay. (5) Acting allowance. (6) Date of Ilppointment. 
(1) Signature of officer. (8) Reference to any recorded pnnishment or cen · 
Bure, 0,' l'eward or praise of the officer. (9) Signature and designation of 
head of the office or other attesting officer. (101 Date of termination of 
appointment. (11) Reason of tel'luination (such as Promotion, Transfer, 
D). missal, etc.) (12) Sisnature of the head of the office 4)r other attesting 
officer. . 

I 

. Leave of every des:cription (except casual), every period of . 
suspension from employment, and every other interruption in 
service; i8 to ~e nqted in the Service Book .with full detail of its 

11 
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duration by an entry written across the page and attested by the 
Head of the office or other attesting officer. The Service Book 

of an officer or clerk .i~ kept in the office in which he is serving 
and transferred with him from office to office. It may be given 
up to' him if he resigns Or is discharged without fault, an entry 

being first made therein to this effect. Every clerk should see 
that his Service Book is properly kept up and that all erasures 
in it are pr~perly attested. If this is not done, difficulties may 
ari~e as to verification of service, when he applies for pension.­
Civil Service Regulations. 

THE SUBORDINATE EXECUTIYII: SERVICE includes, on the 
one hand, officers styled Deputy Collectors in the R egulation 
Provinces and Extra Assistant Commissioners in the Non-Regu­
lation Provinces; and, on th~ other hand, the officers known as 
Tahsildar, Mamlatdars, Mukhtyarkars (in Sind) and Sub-Deputy 
Collectors. The Deputy Col\ector and Deputy Magistrate is 
usually in subordinate chal'ge of a sub-division or district, or it 
may be of the tl'easury, or, in some provinces, of certain b:anches 
of the revenue and criminal work. In the former case he may 
have the immediate control of one or Illore Tahsildars, 8ub­
Deputies, or the like. The Tahsildar is the head in some cases 
of the territorial sub-division. or in others of the territorial unit 
next below the sub-division, and usually conducts, within pre­
scribed limits, all executive functions required in respect of it, 
includ ing the exercise of magisterial functions. 

But in Bengal and part of Northern India a practice 

pl'evails of employing Deputy Collectors at head-quarters or 
otherwise upon duties assigned t<> them by the Collector instead 
of giving them territorial cbarge. For instance, they may 
try criminal cases allotted to them from day to day, or may 
be deputed to do revenue work and partition of estates in a 

particular village or ·tract, or be placed in charge of excise 
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or .some department of district work undel' the orders of the 
District Officer, 

Again,. Sub-Deputies (a class of officers peculiar to Bengal 
and Assam) have, for the most part, no specified oharge and do 
the w~rk which they are from time to time set to . do, Their 
immediate superior is the Assistant or Deputy Collectol' in charge 
of a sub-division, or tbe District Magis rnte at head"1uarter ,­
Repm't of the Public 8ervic8 CornmiBsion, 1886· 7, • 

The term SUBORDINATE JUDICIAL ERVleR includes officers 
known as Subordinate Judges (or Extra Assistant Commissioners 
in the Non-Regulation PI'ovil1ces) and Munsifs; tho fornJ I' of 
whoni exercise an originaljurisdiction unlimited in extent, though 
they are subject to the control of the District Judge, while the 
jurisdiction of the Munsif is limited to CMes where the value of 

• the matter in dispute does not exceed Rs, 1,000 (in Bengal) or 
Rs. 2,500 (in Madras). In Bombay there are no l\1unsifs, their 
places being taken by Subordinate Judges of the 2nd clas~, with a 
jurisdic~ion up to Rs. 5,000. In the Non-Regulation Provinces the 
Extra Assistant Commi sioners perform both executive aljd judi· 
cial functions.-Report of the Public Service Commission, 1886- 7. 

SURVEY OF INDIA.-The executive staff of this depart1'lent is 

as follows;-
Administrative.-The Surveyor-General of India ; oneDeptfty 

Surveyor-General, Revenue Branch ; and one Deputy urveyor. 

General, Trigonometrical BI'anch. 
Senio.· Division.-Consistiog of Deputy and Assistant upel" 

intendents"respectively, 
Junior .Divt'sion.-Consisti!1g of SurveyOl'tl and As~istan t 

Surveyors. 
. Th e omcers of the Administrative staff and those of the 

enivr Division are gazetted, while tho e of the Junior Division 

are no;'-gazetted. 
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The three classes of Survey work ordino.rily performed.by 
the Survey Depo.rtment are thus deecribed in the.report of tbr.t 

department for 1887·8/:L:-
I.-The General Survey 0)1 the standard ~cale of 1 inch in 

the mile of the hilly, more rugged, !Lnd poorer por­
tions of the British districts and of the whole of 
the Native States. 

2. - Thf\ Mauzwar or Village Survey on the scale of 4-
inches to the mile of the richer portions of British 
districts as an end to the opemtions of the Settle­
ment Surveys. 

3. --The Cadastml or Field Sun'ey on the scale of 16 inchel' 
to the mile of British villages in supersession of the 
field measut'empnts of the Settlement Surveys. 

STATE TELBGRAMs-Ar" of three classes, viz., Urgent, Or­
dinary and Deferred. Cat'l> should be to.ken both in regard to 
the curtailing and classifico.tion of telegrams so as to avoid any 

unnecessary expenditure. Urgent teleg"ams should he sent 
only in cases of re",l urgency or when it is known the line is 
blocked and ordino.ry ",nd deferred telegrams are likely to be 
seriously delayed. Ordinary telegrams should be issued only 
when it is necessary that the message should reach its distination 
wi~hin the working hours of that day and defet'red telegrams em­
ployed only when a letter iR likely to cause inconvenience by 
not arriving in t,ime. In addres ing State telegrams to Govern. 

ment offioials, the abbreviated add resses gi ven in the Indian 
Telegraph Guide arA to be used. Frequently telegrams arp sent 
in cipher, each' of the Secretariats and even, some of the 
subordinate offices baving special Codes for tbis purpose. Tele­
grams on tbe service of the Government Telegrapb and Postal 
Departments are sent free to and from any Telegraph office. 
Those of the other departmen ts are to be paid for at the Same 

. , 
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rate as Pri vate telegrams. Charges on account of the cost of 
telegrams are usually shown in the office contingent bills. 

THE ToELEGRAPH DEPARTMENT.- The chi f executi"e head 
of the. department is the Director·General of TelE' raphs, who 
is as isted by a Deputy Director-General and tWQ Directors. 
The other superior oflicors are uperintend nts ILnd Assistant 
Superintendents. The former are usnally in oharge o.~ Telegraph> 
Divisions and the la~ter of Sub-divisions. The woo·k of the 
department comprise.~ the construction, m&intenance and working­
of the telegraphs under the Government of India. The sub­
ordinates are dh;ded into t,hree clas.~ , ,,-iz, Sub-A istant 
Superintendents, Telegraph Masters, and ignallers. Except in 
the case of the Central Telegraph Offices at Calcutta, Bombay 
and Madr~, wbich are under tbe charge of officers of the-

• superior grades, the Govcrr1tnent Telogl'lLph Offices are in the 
charge, in the case of a large office, of , ub-Assistant Superinten­
dent, or a Telegraph Master. 



CHAPTER XX. 

DUT'~ES OF ME:lIBER OF THE CLERICAL 
ESTABLISHMENT. 

The Re,qi8trar or Chief Clerk-S"perintendent8-Registry Cle"',, ­
Dia",'1 Clerk8 - Record 0" Reference CI/i7'ks - Examine/'­
Copying Clerks-De8patcher-Cashier. 

TilE R KG IS'TRAR OR CHIEF ",LJ!:IlK is virtnl\lIy the Mnnagcr of 

the office, nnd it is his duty to maintain discipline in, "lid 
-exercise It general supervision over tbe work of, the office j he 

IS I\lso the medinm for tbe conveyance of all orders emanating 

from the officers which uffect th e office or any membel' beloll!!,in!!, 

to it. In Secretariats the R egiStl'tl r is entrusted wit.h the opening 

of nll zovers nddressed to the offi ce from outside, except those 

mnrked Confidential or addressed t(, the officers by lIume. In 

SOllie of the minor offices, however, this duty is performed by 

the junior officer in immediate cha rge of the office. 

• With regard to the office establi shmellt it is the Registl'ur's 

husill"sS to see that the clerks RI'O in their places in proper tilDe 

and that they are attentive to their duties, to check tbe Attend. 

ance Register and note tbe "bsentees eacb day, and to arrallge 

for the carrying on of their work, to see that medical certificates 

submitted by clerks on sick leave are in proper form, ,,",1 to 

mnke his recommendntions 011 all letters of application for leave, 

.or of a personal no.tlll'e, from the clerks. It is ulso the duty of 

iha Registrar to test co.ndidutes for ~llIploymeut in ll,e office, 

,find to repon whether probntionel'H are sufficiently qualified I." 
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be . confirmed in their appointmel1 ts; and further, to take the­
orders of the Secretary or officer in chal'ge of the pffice establish­
ment as to, the closing of the office on gazetted 0,' authorised 
holidays, and to notify the same to the clerks, Md to nquire· 

into and repOl·t to the officers all complaints of i rrt'guluritie on 
the pa.rt of the clerks. ' 

With regard to office work, the Registral' is J'cquired to· 
keep himself informed regarcling all Jetters pass!ng through 
the office and prevent any undue delay in the work, to over­
look the Arrear Hook, o)ld to eli t.ribute, when necessary, 
among othe,· clerks, the work of any particu 1ar branch or section 
which may happen to be in ~l'l'ears 0" upon wrut h there UJay 
be an undue preS8ure. The salary bills of t11e gazetted officers, 
the office establishment, and tlr~ office conting nt bi ll s aro 

, made out under his supervision, and ruu·t bell,r his initials as. 
vouching thei r correctness, all copies (,f documellts also which 
are issued · from the office must be authenticated by him. 
It is his duty also to contrpl .tire petty expenditure of t he­
office, ~heck disbursements of postage stamps, Imd pass-indents 
for stationery. In Secretariats the Registrar is in immediate 
cha rge of the Registry Section of the office, while in , minor 
offices the Chief Clerk has charge of t.he G oernl or Establish­

ment Branch. 
The 'designation "Registrar" is used in all Secretariat offices, 

while in minor offices, the term" Chief Clerk" or" Head Olerk .. 

is used. 
In the Imperial Secretariats the R egistrars are required to­

watch the prompt circulation of, Despatches, eSJ'ecially those for 
signature and issue to the Secretary of State, as well as the­

distribution arid return of all unofficial references made by out­

side Departments. 
Registrars of Secretaliat Offices are now gazetted officers. 
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SUPIIRINTENDENTS.- Semor A8sis~nts or Superintende,nts 
are responsible for the proper and efficient working of the sections 
or branches under their control. A Superintendent is required to 
be a good correspondence clerk, intimate with the standing rules 
and orders of Government and the Codes of the department so far 
as they affect the working of his section. He must also have a 
thorough k;nowledge of office procedure and be acquainted with 
the records ind papers of his branch. It is his duty to distribute 
the work of the section among the clerks under him and see that 
there is no delay. All letter. issuing from his section, after 
they have heen put up with their file, are examined hy him to see 
that they are complete and the notes affixed. He is required to 
<!raft all routine letters in his branch, and must be able to also 
.draft letters of an importall;t or intricate nature, and prepare, 
when neoessary, a precis of a case or correspondence for the use 

.of the officers. 
REGISTRY OLERKS are required to docket all letters received 

in the office, and sign for all town letters in the peon books. They 
also ke!ilp the Register in which are entered all letters, official or 
.d mi· official, received in the office. In the Imperial Secretariats 
they also make out weekly statements of disposed cases for the 
information of the Honourable "Member of the department. 

. 'mE DIARISTS OR DIARY CLERK are required to keep up the 
Receipt and Despatch Diaries and to answer all que.~tions refer­
ring to their contents. 

RECORD OR REFERENCE CLIlRKS.-AIl letters, after they 
have been docketed and diarised, are made o\'er to the Record or 
Reference Clerk&.to be put up in the files with the previous refer­
ences, &c. The senior Record Clerk controls the working of the 
~ranch, dealing with important and intricate cases himself aqd 
distributing the others Romong the assistants undf)r his supervision. 

He notes in eo "egister all references put up in each c;ase, !lxamines 
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files when they are returned, in order to wake certain that papers 
have been indexed, that keep.withs and slips are in their proper 

places, and affixed the nece ary countermarks. He enter~ CMes 

sent out of' the bmnch in the Circulation Book, compares files 

l'eturried with the book and sees that the paPers Bre complete. 
He complies with requisition for pap rs, Bnd answerS all queries 
requiring search among the records, makes notes of all important 
rulings, notifications, &c., publiShed in the Gazette· ; and wbet'e 
there is no special Code Clerk for the purpose, keeps corrected all 
Code books and sees that the circular files, &0., of the office are 
complete. H e also keeps properly arranged the spat'e copies of 
printed rules and letters, looks after the Takeed Register and 
drafts reminders on propet' dates, and is 'responsible that the 
papers and 'records are placed in I?roper order in their racks or 
hox.es, and that they are kept clean and not dmpaged. 

EXAMINER.-The Copying Branch is under the supervision 
of an Examiner, who rece ives lind dates 1I1I drafts of letters and 
papers sent into the branch to b~ fair-copipd .• H e distributes the 
copying work n.mong the Copyists, supervises them, and s~s thn.t 
work is not delayed ; examines fair-copies and affixes hiM initials 

to each before forwlU'ding for signature. H e also compe;res and 

corrects proofs received from the Press. 
COPYISTS OR COPYING CLERKS AND TYPISTS are required to 

fair-copy 0 " type all drafts and documents intended for issue 

from the office. 
THE DESPATCBER numbers and dates all letters and docu­

lDents fOl;' despatch, writes the addresses on covers, and franks 

those intended to be sent by post. He enters.in the peon book 
all letters sent out by hand and sees that receipts have been 
gt'anted for each. When anclosures aI'e to be sent with a letter, 
the Despatcher has to examine lind see that they are complete 
prior 'Lo despatch. He has also to keep the Stamp Register. 
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THE CASHIER, acting under the orders of the Registrar or 
Chief Clerk, defrays all current expenses, keeps the Attendance 
Rogister, prepares the monthly pay bill of tbe office establish. 
ment, tbe salary bills of the gnzetted officers, the monthly con­
tingent bill of th office, and rlraws and distributes Lhe snlary of 
the otlice establishment. He is nlso in charge of the stationel'Y, 
of which he keeps an !Lccount, and prepn"es all neceS'sl\l'Y indents 
for fresh 8uJ.lplies. 
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OLOSiNG R~MARKS, 

. • 

IT is a laudablc ambition in a young r.lel'k to desire to im­

prove his position, but he should be careful hOlv he goes about it, 

nnd not make the mistake which 'so many do of pl'cssing too often 

and persistently for promotion, A clerk who IIspires to rise in 

. his profession 'must be patient, learn every detoil of his work, and 

lOoke himself so useful thnt his,snpe;iors C~llIIot well dn without 

i,im, He should not be always think ing thnt his sulnry is too 

little, hut should l'emember that he is getting instruction in 

Qusiness and lelll'liing a useful pro(ession, The clerk who con­

. tantly npplies to other offices for nppointments, who does os little 

work as he can for his salary, who is the last to come i~ the 

illoming and first to leave at evening, will certainly be snperseded 

ill promotioll , and ill the event· of n rednctiOIl of cstnbliah'ment 

the first to be d iSllIi ssed. Heads of offices keel' a kindly eye oa 

tho~e clerks wi", ,!re "s~idl1ously attentive to theh- duties, who 

m'e ready for work at allY time mid III ke 110 cotul'lnillt of long 

hours, press"r. of ~1l1'k , or 8mull sslul·Y. 

It mill! p.rhllps va difficult for clerks ill Sc"retariats and 

I~ge offices, who hold very juuior positions, to .llIllieve thnt the 

• powers ~hnt be," slleh n~ the Registrar or the Secretary, 8l'elllive 

to· their capacity, are ell gaged ill 'lfeiglliog their meri18, and a:'? 

c~n8tantJy ill search of the bes, well to !Jut ill the highel' aud motto 

r8st'Otl..;ible rostS lIi the ullic~; lilld , .et, the frequent .eiecLiop <Ii 

CM N 
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comparatively little known nnd unillfluential cl~l'ks from Bub",," . ' 

dinate positionR to fill posts as Superintelldents aud Bends of 
Branches sbould ter-cl. olle thnt in a Government office uo light 

cnn be hid under n bushel. 

Young men who are in searcb of situntiolls in Goverllmeut 
omces, sbould not be guided alone by the amount of 8alary, the 

hlJlgth of, office hours, tbe frequency of holidays, or the distln-
c 

gllished cbaracter of the office, when making tbeir selectioll, but 

~loould also consider whnt uature of work is best snited to their 
eapnbilities, and endeavon: to obtain a post. where these cnl'nbi­

itie! can be nsed to the best advalltage. They shonld oe c(}nteni 
to begin in a humble post and work their way upwards, feeling 

assured that if fOllnd "or thy their services will receive due recog­

nition. 1'hey must be willing to do any work that is allotted to 

them, nnd to tio it as well ns they possibly can. Many n man 

lias lost his sitnntion through neglecting its humbler duti es ; 

and if a mall once loses IllS apl'oilltment, especially through his 

own fault, he will find it v~ry difficult to secure another ill 

Government Se"ice. 

When applying for a post, a candidate shonld be modest in 
pxpr~ssing his willingness to do anything thnt mny be required 

of him, and should not exaggerate his bnsiness capacities. It js 
I\etter that his superior officer should discover that a clerk is worth 

lIIore than he anticipated than that he should regret hnving ell­

gnged him. 

In filliilg vacancies, which occnr from time to time in Gov­
ernill ent offices, the li1'st cooside.'ation is thnt the dtt ties of the 

'post shnll be dbne in the most !lfficient mallil er possible, Dud it is 
,,"ly reasonable to expeot thnt the clerk m~st fitLed to carry out 
these duties should receive the appoilltment. It was with this elld " 
ill vicw that th e Government 'of Indin, ill framing its r~solutioD 
,~g 'mliuR: clerkships, ruled that the' selecLion of the Ue~istrar. 
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Chief Clerk or head of a branch, should be left entirely to the 
diacretion of the head of the office_ From this it will be obs rved 
that prolDot,ions to the superior appointmen ts in a Secretariat 
as in every othe,- departmen t of the service, go by meri t and 
qualifications and not by seniority_ 

Junior clerks are sometimes apt to think tit t as the up r­
intendents, and not they, are held dil-ectly resPOl1si~ for th ir 
work, they lire at liberty to perform it with the I aat amount of 
care and attention_ uch men need to hM- their work constantly 
scrutinized and are more a hindrllll ethan 1\ help_ They should 
no'\; be surprised if at the time ~f promotion they are passed OVIl,­

in favour of more careful and, the,-efore, more deserving men_ 
It is certainly the rule in Gove,-nm nt onices that tbe up r­

- intendent should be held directly re ponsible to thl' officers for 
J;he efficient working of his braneh, but this i. "0 reason wby 
subOl-dinate clerks should think that tbey are thereby fr e 
f~om .. II ,-esponsihility, and that th y can do thei,- work just 1\8 

they plea~e_ 
A u~eful clerk is one who keeps himself well posted in tit 

.- duties and procedure obtainiug in his office, who bas knowledge 
of the rules and regulations . effecting his Dcp;.rtment. and 
under tands how to deal with cases app rtaining to it. If he 
would also be a competent clerk be must in addition ucqui,-e th'e 
habit of quick working, so lIS to be always lip to hand with his 

work, be endowed with strong common sense in order to meet I 
diffioulties and steer clear of intricacies, alld possess a full 
command of, English so as to properly express himself in notes 

. and d raft~ _ 

_ tiuperintendent~ should combine with the above qualifiea­
tionl! good business habits and powers of control, able to enforce 
discipline as well as obtain the maximum amount of work out of 
their suburdiontc clerks with the minimum amount of worry 
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and fl·iction. They should also possess resource, tact and control 
over their temper so as to ,be successful in work !\l! well as able 
to treat with both (lffic~rl! and subordinates, uetween whom they 
stand in the relation of foremen, keeping the former pleased 
and the latte,· contenteo . 

. 
c 
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Q CHAPTER XXII 

PREPARATION OF OPY FOR PRES . 

Copy and what it compl'UPs-CoPY to be oomplete and ''''0p6''ly 
drossed-One aide of pape;' to be written on ana legibly­
Name8, and ch'lnge of type how 8hewn":".D~ffe ,·ent lx//rts 0/ 
copy and holO set nut-Indexed-;- hOtllder and othe,' notes­
Rife'rence ma.·"'" and figure8-Paragraphs .and thei., Bub­
dimsions and indentio .. , etc.-Pt~tctuatio'l/,-Capitaliza­

tion ....... Spellillg-D~/}'el·ence betwee .. lb. and lb., R s. MId It­
Othe.· common effOl's-Divisiwl of !VOI'ds-Foreign w01·d .• -
Extracts how shewn ....... Abuse 01 quotation marks-Pare!ttheses 
and b..acket.-'1'he ItlU'fJOint--Rule lor abb"eviations and 
contractions-Elisions-Style of pr1. .. tillg of State p'!blica­
tions ancl othe,' documents, . 

COpy is the literary or other m,\tter to be printed and froUl 
which the compositor bas to set up in type, Copy may consist 
of manuscript or of mlltter already in print or a combination of 
the two. To dress, i.e., to prepare copy for press, is to put it 
.into the st:rle or form in which it is required to appear in print, 

In most offices it has becollle the custom tA send copy for 
pri* improperly oreSl;ed. Indeed, m ny of them make it a 
hab~t to end only a rough draft ; and to cut, olip, cast 
and re-cast the matter in proof aftel' proof, up to he 1Ime' 
going to press or actual print, until they arrive at ~ dJey 
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desil·e. Such a practice is both reprehensible and costly. It 
not only gives unnecessary trouble to the printer and leads to 
errors creeping into the final copies, but also considerably en­
hances the cost of production, a matter which 'is of some 
moment even in a Government office. The compositor, asually 
a na.tive, is generally a very POOl' sort of workman, and every 
aid given him consequently means better, quicker and cheaper 
wOlk Whhther it is for a short simple letter, a notification, a 
circular or book, the clerk should therefore endeavour to send 
copy out to press as complete and properly dressed as possible. 
It is part of hia duty towards his employer and also in the in­
terests of his own advancement in the office to sa,'e worry, delay 
and unnecesSlj.ry expense. 

To commence with, write on one side of the paper only. It 
prevents anything frOID being overlooked and allows of more 
workmen being put on to the job and getting it out the sooner· 
Write legibly, and say all that has to be said and so avoid at 
lea t all heavy additions and alterations on the proofs afterwards. 
The worst ha.nd-writing can be made legible by the letters b, h, i, 
I, 'l, t, u, being gi ven thei,' proper shape, or even if the writing were 
spread out so as to leave sufficient space between each lettel' in 
a word; or better still, since every office now ha.s a typewriter, the 
copy should be typed. The names of personR and places should 
be ~hown in block letters, ';ot forgetting to score uuder them 
ne, two or three lines where they are required to appea.r in 

italics, sman capitals, or capit"ls, respectively, "s the case may 
be. Where a change of type is required in the text or body of 
the matter, sueh a. putting a word or more into ita.lics, sma.ll 
capitals, etc., mark distinctly in the copy what you want ~one 
and do not defer it till you get a proof from the prin te r. 

The U&/3 of italics also mars uniformity and neatness' 
Never therefore mark words into italics or e"en into any other 
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type unless this is impemti"ely necessary. If you can do so 
correctly, commence the word with a capito.l letter for prllf­
erence, M in the CMe8 shown in Exampl I and II. This will 
gi va it sufficient distinction. 

Tl1e titles of newspaperR, magazine, books and other pub­
lications, of esso.ys and articles MUles of ships and the like 
may be printed in italics, small capitals or low r. CMe, but 
only in the IaRt instance should they be plac&i between 
quotes. 

When a publication is referred to within its own pages it 
should appear in small capitals, thus : This book- TuE CLERK'S 
M:ANUAL-Wo.S very favourably notioed in 1'he Madras Mau in 

o.n article entitled" Manual of Office Routine." 
hould tbere be need for capi~ls lo.rger than tho.t of the 

,text type, write in the mo.rgin, One size lo.rgllr type; or o.s 

many sizes larger o.s may be required. When it is especially 
desired to emphasize or distinguish a word, write it with tho 

space sign b~tween each letter ; 0.8: The contents of a 
package 'should be shewn on it in bold, clear lettering" thus, 

D#Y#N#A#M#I#T#E j when printed it will o.ppeo.r like 
this: D Y N A MIT E , 

If any matter, such as office marginal notes, etc., is super­
fluous, it should be scored through without fail, as otherwise tHe 
printing of it will add needlessly to the labour and cost. 

Copy for press of book-work is the most important of all. 
The following applies to book-work, and, mulati, mutatldiB, to 

copy for letters, cireulars, etc. 

Following the printer's example, a book rna" be considered 
as oensisting of four parts :- ' . 

. (I) l'he P1'elimina,'Y matte ... -This comprises: (I) the Title 
for the Cover (made of pasteboard) or Wrapper. (of paper only); 
(2) the' Bastard or short title; (3) the Title.page; with the 

• 
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Publisher's Imprint at foot, and that of the Printer centred 
on the back, or backing page as such pages as these are termed. 
The publisher's imprint sometimes also appears on the cover 

• or wrapper. It is an infringement of the law and the date line 
in the imprint should not therefore be utilized or expanded into, 
for instance, 20th October 1902, in orde.· to i.ndicate the 
date of tl,!e writing of the work, as some offices venture to do. 
(4) The Sub.titles; (5) the Advertisement ; (6) the Dedi· 
pation; (7) the Preface; (8) the Contents; (!l) the Notes; 
{10) List of Plates, Woodcuts, or other illustrations; (11) 
Errata 01' Addenda and Corrigenda; (12) the Introduction. 

All of these should be written on right-hand pages. Note 
that the pages on which odd number! would fall, were all the 
pages written on and numbe"ed in the usual manner, are called 
right-hand pages, and those which get the even numbers 
left-hand pages; and that the even and odd number pages 
opposite each other are called facing pages. As in the above 
instance (in 3), the left-hand ·page is also called the backing 
page . . 

Should Nos. 5 to 12 need rno,re pages, 'they should be 
added,. The Notes (9) are praotically appendix matter and 
ruay be shown as such at the end of the book. No. 11 should 
also be put at the end if it exceeds more than a leaf. The 
Introduction (12) may be headed with a general summary of 
its oontents, provided similar summaries are u ed for the chap­
ters of the text. 

l\fany writers are content to leave out 2, 4, Ii, 6, 9 
Bnd 12 .. No. 11 should always, be used when thet'e is need for 
it, and 8 should on no account be ever omittRd from any &ook 
or even a pamphlet. 

(II) The T6xt 0" body of the book.-'-Besides the reading . 
matter there is: (1) Pagination or page numbers ; (2) Half.title· 
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{)n the openin/( page of the first ohapter; (3) the Volume, Spction, 
Book 01' other division number, if any, according to the manner 
in which tpe work is to be divided; along with tbe heading, 
indicating the subject; (4) the Part or Division, if any, number 
.and its subject-heading; (5) the Cbapter numbe~, with its 
heading; (6) other Captions, should a paper or ohapter be in 
sub-divisions ; (7) Headlines. Som times beneath tl\e headline 
.and separated from it by a rule ( hioh, when p~inted fro~, 
giV8>! a thin black line), a sub-headline app ars rppeating the 
part or division number and its subjeot, with perhaps another 
single, or dou ble rule, followed by a line showing the heading 
-of tbe chapter and the cont.ents of each page. 

Besides the above sub· headlines, else in heu, the text may 
have sh'bulder notes, etc., which will be found "eferred to below. 

(III) Supplemental matter.-This compris s: (I) Appen­
-dixes, which may include the Notes, (I 9), mentioned above; 
(2) Reports of district and subordinate oflicials, such &S tho e 
usually appended to the annual reports of Local Governments 
and Administrations; (3) Statistical matter, tabula~d or 
.othen-;ise; (4) nny otber matter that is explanatory or relates 
to the main work ; and (5) Index. 

As appendix matter is often headed wi h the word upp!e­
ment,/it_ may be as well to explain tbat this term is only 
applied to matter intended to supply dElficiencies and corrHct 
inaccuracies. while appendix is used to cover information that 
.adds to the value but is not essential to the completeness of the 

main work! 

~ A few words may be als" said about tbe inde". I8aac 
Disraeli described an index &S laying open the ner\'es and 
arteries of a book, and a French writer called it the soul of a 
book. An index is of even greater necessity to a book than the 
-table of contents, and no work should therefore be issued 
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without one. The best form is the generalnlpha.betical index 

I\nd should a work consist of more than one volume, one 
index should be compiled 1'0" the lot and 1\ copy of it bound 

• with each volume. This last practice, though oftene;' than not 
overlooked, should always be made tbe rule. One index for 
all saves ' time Ilnd inconvenience wben occllsion arises 
hel'6after ~ refer to the work, 1\8 then reference to the index of 
afiy one of' the volum68 will show whether the informatio.n 
sought is contained in the work, and if so in wbich volume; 
and there is saved the necessity of hl\ving to wade through, 
may be, volume after volume, as would be the case if & 

separate index of each of these had been compiled. Also, 
avoid classification ' headings in the index 1\8 much as PQssible; 
it is best to keep them out. altogether. ~t of ull, see that 
the ent"ies ar ,really not only in ~Iphabetical order but perfect , 
in every other respect M well, especially in regard to words 
similar in spelling but whi~h occur in different entries &8 differ­
ent PM'Ls of speech. Attentio,Jl to these two essentials is sadly 
wantin,g in many GO\'ernment offioes-!!enerally owing to any­
body being considered competent to compile an index, it being 
thought such all 6asy, simple matter-and the style in whlch the 
work i's turned out is far from creditable. Taking a cut.Ci.ng of 
all the entries unde,· oach heading from the monthl~ parte 
and pastillg Mch twel ve on to a sheet of paper and lel\vin~ it to 

the printer to see to the entries being properly a"ranged, ete., 
after the matter hl\8 been set up in type, is not an honest way of 
doing work, nnd where the clerk receives a separate. allowMC6 
for compiling 1m index it mel\ns thnt the State has to pay twice 
over, for the priuter's charjr6s are increas d, 

(IV) Adtl6,·ti8e'''~''t8.-This d06" not take in t.he one men­
tioned in I 5 above, but only those of a commercial natul'6, 
such I\S Itn nd vertisement of book and other goods for sale by 
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llIercantile firms. With ... few xceptions Government publ;ca. 883:::::' 
tions only contain un ad'e,·tisement of books for sale at th _ 
Government book depots and by theil' agents. When a list 
of these llt'tter is giYen, it is usually put on a backing pag 
n xt to nnd facing the first page of th opening chapter of the 
book. 

Finally, ... t the foot of the last page of the book, whetll<>l' it 
belongs to the index or contains an Itdv "ti emen~, ~l;e printel·''S 
imprint should again Itppea.r. 

The arrangement of the reading matte r Iso needs parti, 
cular attention, and before making out the copy fol' pre8S the 
clerk should decide as to whnt will sui t thnt matter best in 
the way of notes, ptlragraphs, etc" and adhere to hi. selection 
throughout the work. In this connoction the following in­
~tl'uction8 and hints will be fOllnd u~efuJ. 

A should " nott', which genemlly consists of tbe repetition 

of the \book, p,,,'t, chapter, section, page, paragraph '1-umber 
or sub.illct, etc" is placed on the putside margin of every page, 
the firll,t' line of the note ranging with the first line ?f the 
text nt the head. These houlder notes are very common in­

In\V-books, office manua.ls, codes, and regulat ions. (See ~e ex­
ample~n t his page.) 

ide Of' pamgmJ,h headings.-Thes6 nre used in the mnb­
ner sh~\Vn in this parngrnph, that iR, at t,he commencement of 
the first line. 

A marginal, Or side, note has no indention either before • ide N_ 
its fil'l!t or, other lines. It is placed opp08ite to the paragraph 
0,· part to which it ,'efe,'S, the firgt lin of the note ranging 
with the fh'St line ,of tbe text in que8tioll. It i used on the 
outer sides of left and right-hand pages. But marginal notes 
may al be used Oil the illll P " as well a~ outer .8ides of .. page 
at the 8!\me tim 
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Centre notes! are u ed 
when matter is set up in 

refer, Ilnd all should be 

counter'marked with supe-
two or morA columns and rior figures or superior 
where such notes are ~ letters ; uut see the next 

· Centre 
necessity. If space per- note. chapter'. It should also be 

~its a ce;ltre note may I separated from the text 
range witll the first of by upright rul~s on eithe.· 
the line ' to which it side, !\8 shewn here. 

In-cut, or in-set, note. are let into the left-band ide of 
paragraphs, the lines of the note mnging beneath the first 
line of the text., a exemplifi d in the fift.h parAgraph hom 
this one; this is tbe orthodox style. 

F ootnotes should be placed at tI.e foot of "page, or if too 

Ion", a footnote may be divided and the se<:ond part put on the 
next page. In. either case 1\ line'should be rlmwn between to · 
separate it from the text; and each one should also be c,ounter­
marked with the text. In manuscript these marks "ra best 
shewn in red ink. " 

Excepting the shoulder note, au b-di visions of para~mpb , 
etc., also cau have all the various kiuds of notes, including 
under-runners, and runners, "nd pamgrnph headings. 

Every shoulder, marginal or other' note, e:pecially foo't.not6s, 
ahould be shewn in their proper or'der and phLce; and in thjl case 

of side notes (when not of the naturll of Ii subject-heading), centre 
notes and footnotes, these should be properly linked up with the 
text. For this latter purpose, instead of the asterisk, dagger, 
etc., use "superior" figure or lette.·s, the figures for 'preference, 

beSides being a gnide to th" compositor 'in setting up the 
matter and afterwards making it up into pages, they appear 
more neat and distinct and more relLdi ly assist the reader in 
find'ng any particular footnote. GivA each volume, part, or 
chapter a fresh serie of up"rior ligur s, commencing in each 
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instance with the number one, If the volumes, parts, or 
cha.pters arB too long and the footnotes too numerous, allot a 
fresh series to every sectioD, 0" even to every page, bnt this 
latter alter\mtive should be a very extreme re80urc , 

When paragraphs are to be numbered, see that ;hi i done 
th roughout and consecutively, 

Always set out the QOPY so I\S to show whether you intend 

I ndention of pt\rtUI. , 
!lub· parall., cl(\u~es, nnd 
sub-clnuaos, etc. 

a paragraph, 8ub-para"'rapb,"clau8e, sub­
claus, 0 " any otber sub,division, It will 

be II. "uide to the compo itor in seLting 
up the copy in type and save a deal of time, laboUl', trouble, 
and expense, and can be secu red either by i'ldention 01' by 
giving each paragraph, sub-pnragraph, etc" a' distinctive number 
0 " letter or by both. 

Before going further it Jllay be as well to ~xplain the few 
technical terms that will be used. Measure or full measure is the 
length which it i8 decided that the lines.of a work sball have in 

print. The second and succeeding lines of a parag rapb are called 
the turl10ver lines; but tho last line, wben specially 8ingl~ out 
also goes by tbe name of breakline. 

Indention' is the space secured hy setting back a linll, may 
be at either end, so flS to leave it sbort of the full measur& 
where paragraphs and the like are concerned. The word Indint 
when used as a correction mark on a proof usuII.lly means to 
allow the space of an em of the type used, which in pica size type 
is about one-sixth of an inch, and in otber sizes proportionately 
less: if mpre than an em spnce is required it must be specified. 
In manuRc';pt it will be sufficient to allow a huH or one inch at 
the utmost for eMh indention . • In print the u.mount of in den-

• loo8ntatioD is the word commonly used, hut wrongly HOt Rill Rny good 
dlctiona~ .. ill abow. 



206 THE CLEllK'S MAN UAL. 

tion depends on the length of the lin&! (8.8 also the size of the 
page, the space between lines, and tbe kind of type used).' If, 
for instance, an em SpMIl is allowed before the firRt line of a 
paragrapp, then a suO-paragraph must have two ems more (1 + 2) 
before its first line and four ems 1I10re (I + 4) hefore the turn · 
over line"; ILnd so on for ILny other sub·divisions att.lLched to it. 
The princinle to be observed is that e"ery sub.{li vision following 

IL paragraph or another suU-dh'ision should have greater 'pace 
before its lines than the one immedilLtely preceding it. 

It will be found quite suffi ciellt if a slIb-pal'llgrapb is 
allow d tl", same 8pILCe before its first line ILS is 1L1Iowed its para. 
!!mph, ,,,,d another em more for its tU"no"er lines; and propor­
I>ionately, in the same manner, for ot her sub.{livisions to the 
suO-paragraph. Greater space thlln this, as just mentioned 
above, could be used, but there is Ilothing to he attained hy it. 
except the waste of space and an unsigh t ly gash of whiLe iu the 
ide of th page. Moreover, if hell"y indelltion is ru:lopted, and 

there were five or six sub-di"isions following ench oLher and the 
page narrow, some of them would, if the scheme waS carried to 
its logical conclusion, probably hlL~e to be ' carried on to Lhe 
next page, to the exclusion of otber mattRr and a greater dis 
figur LUent of tbe work. Of course sucb ex treme instances 
w(,uld be rare, but it helps to show the undesirability of beavy 
indentions. 

Th following ,bow the form s in wbich a suO-paragraph, 
etc., would appear, the indention being according to tbe 
method mentioned in the preceding paragraph; 1 Yl 2A ha\"e 
boon added to keep the scheme complete, and to vary the 

4 For pAges up to 22 pica ems in width, nllow 1 COl; nbbve 22 to 38 piCn. 

eml, allow }.~ ems; nhove S3 to 44, allow 2 ems. For longer lines the indention 
.bould b. l'roportio'~lely grantor. On. ood • balf or two em. generally look 
bost,-but the question of indention is boat left to tho printer to !lottie. 
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examples the indention of the first lines has been put at ona 

em:-

1. When indenting paragraphs the following points should 
btl borne in mind. If the pl>rngrnph is the opeaing one of 
" volume, part, chapter, 01' the like, of I> work, the 6rst 

, word commences with either a large initial letter, vtth capitals 
for the rest of the words; 01' a c 'pi tal nlld smnll capitals; or a 

ICApital !Lnd 10wer-cMe, i.e., slIlall letters. An example of the 
first style will be found in Lhe first word of the preface to • 

· the present edition of thi. book, !Lnd of the second that at the 
· ,commencement of this chapter. The third tyle is usually 
restricted to th paragmphs following the first paragraph, for 

. Iprin~d lett8rs IlUU oirculars, etc.,.and similar mattel·. In the 
• first two none of t he lines 'l\l'e indented; in the last tht> first 
line is set back, th"t is, is indented, as in the above paragrILph 
which, it will be noticed, commences ,vith ita first word ill a 
capital and small letters, that it is indented, in this instance, 
two ems', and thllt the remaining lines are full measure er full 
out, i .e. , start from the edge of the usual margin. In the 
case of the first parag""ph of letters, etc., the first lino must 
have double the indention allowed in the case of the ot~er 

paragl'aphs, and the rest of tha lines full out. The Ralutation 
SIR, DEAR SIR, 01' My LORD (in small capitals) should have 
only half that indention, i.e., the same as that used before the 
first lines of the second and succeeding paragraphs. 

2. Unl~s commencing a paragraph, (\ selltence the first 
word of which begins a line mu t not be indented, but be full 
on~, in all ita lines (as illustrated by the sentence followiug tbis). 
Thll ~b eneo of any space at the commencement of a sentence is 
one of. the signs of difference between it and a paragraph. 
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hould, however, .. sentence n t begin .. line (as in the case 
of next one), th .. t is, be preceded by the last word or. more 
of the previous one together with a full-stop, in terrogation, or 
exclamation mark, it should h .. ve the equiv .. lent of ;;n em space 
beforEl it . In the three instances the space is inserted in 
order to se~ure from the reader the proper pause, required by 
the punctuation point "he .. d of it, before proceeding f,'om one, 
sentence ~ 'the other. 

\ 2a. As .. n eKample this is giv"n in the form of & 
nbsidi .. ry, 0" &uxilia.ry p .. rn.g'·&ph, which &S reg&rds indention 

i treated in precisely the ", .. me m"'lner as &ny ordin&ry,. 
pa"&gr&ph, th&t is, the first line is indented the s&me spacll, 
.. nd the other lines full out. Besides bearing the s&oo" number' 
as its preceding p .. ragraph, e:Lch one should h&ve .. n italic lower~ . 
e&8e letter, in he .. vy face type if desired, to distinguish it. 
and &8 a furthe,' mark it should IIut be enclosed within p&ren­
theses, as-I. , la., lb. , 2. , 2a., 2b., etc. Subsidiary, or 
.. uxili .. ry, p&r .. g .... phs h .. ve sometimes no number or distinctive 
m&rk, . but this should only be so when the other parn.gr&phs 
be&r none. 

2.A:. This iIIustr .. tes how 1m addition .. 1 p .. r .. graph should 
be set out. It has exactly the s .. me form as tbe ordin .. ry para­
graph. In addition to bearing the same number as the one 
immedi .. tely preceding it, I\n addition .. 1 p .. rag .... ph should 
always be distinguished by a c .. pital I tter, .. Iso in he .. vy face 
type if preferred, and without parentheses, &8-1., lA., lB., 
2 .• 2A. , 2B., and so on. As .. further distinguishing mark, 
both subsidi .. ry and additional Faragraphs, I\~ well ll8 additional 
m .. tte,· to a paragraph already in existence, haye also someti~es 
an upl"i"ht black line alongside, usually on its inner margin, as 
exemplified her 

". 
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Clause I.5 Provided tlH\t cl\ndid,\Les for employment must 

be (a) ·not uuder eighteen and 1I0t over twcnty-four years of age. 
(b) of good ~hamc ter, and (c) of sound halth. 

Clause II. Provided a lso that candidl\te!l p"oduc certi­
ficates 'shewing tl,,\t they hare n,,\t riculated a nd nre. pronei nt 
in docketing, precis-writin;:, und leLler.d ,·aftiug. 

(A) This sub-paragraph is indented in its erst Illla like its 

para"raph, ,\nd all its other lill are indonted one em mOl'e, 
Pri~ter8 descri be all sub-divisions wbon theit· tu rno\'c,' 
lines are indented, IlS re\'erse indented , 

(B) I t may be followed by nnothel' 0 " more of Lb o Sl>me kind , 
and anyone of them ml>y have clauses ami sub-clau e , 

etc" atta,ched to i t., in tho forms nex t sh ;vn, ' 

(i) This clause to the sub-pl\ragrnph I\uo\"e commences with 
I\n em space more be£or" its fil,.t line than' the pllragmph 
and two ems more in front of its other lincs, 

(a) The fi rst line of this sub·elH.use to the I\OOvo clause 
.hM two ems spltce 1110 1'6 ' befol'o its first line than the 
pal'l\gmph, .. nd three ems more, bdore i ts other l\nes, 
(1) If there wns a di viKilin of the ijub-clltus it would 

appel\r in tho "",me form "" thi. ; "nd 80 oh for 
fur ther suh-divisious, 

(ii) F,'om here would .t .. rt the Hccond cbuse if olle WitS 

needed, and similMly Ruh.p,\mgraphs (iii ), (iv), pt seq, 

'When any particular sot of Rub-pa .... graphs, clauses, etc., 

as the case, may be, h,.~ any explanatory matte" or tlte like 

I It is also quito pormi s iblo to " tho form withou t. tho word Olaultt 

baving instead only the itali.c roman numerals J, II, l~I, etc" or italic arabic 

figuies witbin pllroDt hcZC8, rut (1 ), (! ), (3), nnd 80 on. CiauBc8 mny al. o be 
added to t\ paragruph . .. above. nnd " I.., be indenled ; ~hcy are practicnlly 

Bub· paragraph!, 

9 0 
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attached to it, such matter should be inserted in the form of 
an ordinal'Y paragraph 0 1' sen teuce, as the sense may require, 
immediat,ely :.fter th~ l:.st of such sub-p:.mgmphs, ·etc. This 
paragraph lJIay be taken us an exampl~ as to how explanatory 
matter ref'll'l'ing, say, to sub-llams. i and ii above may' be set 
out. The same form should be also used for explalla.tory 

matter wl'\Cb concerns only one suh-p"mgmph or clause, etc ., 
,tlld it should then be inserted immedial.ely after the sub-di"ision . 
it concerns; mal'king it to appeal' in ",TIlLl le,' t.ype, if desired. 

In the examples of sub,paJ'ag"aphs, clauses fllld. sub.clauses, 
for PU"poses of illust"IItion "epamte distinctive .numbe,.,; 01' 

letters havc' been used for each, a" well as indention. The 
forllle,· means by itself woukl, howev('I:, distinguisp. them equally' 
lUI well, so, if 'preferred or where tbe page (of print) is to bill 
narrow or space an object, t he extra indention may be done 
without, and e1'e,'y suh-pl'ragraph and further sub-di¥ision set 
out in exnctly t he same style· as an ordinal')' pamgmph, i .e. , th~ 
t:il-at line of each indented and the otbel's full out . Another 
style is to give the first lin" double or t;reble t h" indention 
nllow'ld tho first line of a paragraph and to havll the t Ul'Oover 
lines full out; 01', ,~ thi"d method, wi th no indention at all. 
The second method is the one to be pl'efen 'ed where the sub­
di ,·i.ions nl'e distinguished with numbers 01' letters. Each set of 
such Bub-d ivisions 1O"y be separated hom t he paragraph above 
and that below it by I' w bi te space of, say, half an incb in depth 
(for manuscript). No matter whether the pan;..grapllll are 
numbered 01' Hot, every g"oup' of two or more sub-paragraphs, . 
t heir clauses, sub-clauses, etc. , should each of them always bear 
either a separate distinctivc number 01' letter. It enables them 
to be readily and easily distinguished and besides facilitates any 
one of them being cited, ",hen this has to be done. It also 
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avoids the n('cessity of re\'erse indenting them. 'l'he only ex­
ception to .. this rule is where a sub-paragraph or any other 
sub-divisidll stands by itself, i~olated from oth r. In such cases 
one of a kind can al ways be distinguished and referred to 
without difficulty, and it, therefore, should not be- numbered 
or J~ttered, but it must al"nys, without exception, be ipdented, 
in nU its lines, in the manner alrendy described 

Roman letter. and numerals, both in capital, small capital, 

as .. Iso lower-cf<se; italic cnpital and mall Ie ters, and italio aud 
roman arabic figures; all may be used to letter or number off 
clauses, suh-pal'llgraphs, etc., but the order in whioh once used 
should be obsel'ven throughout, no matter ;wheth!lr the group 
consists of a.clausp, sub-paragraph, clause to sub-paragraph, etc., 

. or only pamgraph, sub-p ..... a«raph and clause, and the like. Thu8, 
if at Brst the order in which u'sed is I, 11, i, a, 1.; then use th m 
accordingly everywllPre else. If it is desirtld not to hnve the 
letters 01' numbers enclosed within pe.rentheses, then a full-stop 
must be .placed afte,' eaoh instead, but one style must be adhered 
to throughout. When parentheses are used no full-stop Should 
be inserted either within or outside them. 

Restriot the use of the (heavy face) lower-cl\se italic letters 
to subsidiBry 0 " auxiliary paragraphs, as in the example abov~ J 
and of (hea,"y face) capital letters to additional paragraphs, 
vide the example. To the printer desoribe them as (bold) italic 
lower-case and (antique) capit.als, respectively_ In ood wOTk, 

regulations and t he like, prefer to have the paragraph numbers 
. in antiquo arabic figures, and give instructions .accordingly, at 

least at the top of the first page of the copy or some other 
prominent place. It sbould be bot:ne in mind that subsidiary 
and additiollal pa,.agraphs are only to be numbered and lettered 
in tb manner le.id down when they are being isaued separately 
as amen'dment!! to rbles, regulations, etc., e.lrendy published, else . 
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for some other ~pecial purpose. The black line at the side is only 
used to indicate amendments when these are incorporated, for the 
first time, in issues of revised editions of regulations, etc. 

Punctuation should be carefully attended to and not ljlft to 

the discretion of the press. A prin ter is not expected to sub·edit, 
and if you want him to do your work for you, you should al~o 

recollect tllpt it means extra time and labour and therefore extm 
cost. Moreover, since you have dealt wi th the subject treated 
of in the copy and know best what has to be expressed, you 
can punctuate it better to your own satisfaction yourself, and 
more readily than anyone else. :Furt her, remember that in the 
matter of oomposition, spelling, punctuation and use of capital 
letters, it is no secret that it is an author's right to appeal' 
before the public in his uwn style j all the printer being · 
responsible for "is that he makes sure that allY peculiarities 
displayed in regard to them are really t he author's style. There­
fore any transgressions on any of the heads mentioned reHect 
discredit not on the printer but on your department aud even­
tually; and the more seriously, against you and your future 
prospects. Anyhow, the very lenst that the clerk should do is 
to see' that the essential pnrt of the punctuation is attended to ; 

namely, that a sentence is sub-divided in to its component 
clauses, and a period, 01' a collection of sentences, in to its 
component sentences j the comma being usually used for,' the 
former and the semi-colon and colon for the latter, 

The snme mny be said of uniformity in the use of capital 
\.etters; uniformity in the spelling of words both English and 
foreign, including the vernacul~r j and the division of words at 
the end of line!'. A too great use of oapital letters, &8 also 

irregularity in other respects, destroys the uniform a.nd neat .' 
appearance of the text, which is Qne of the great de8~ in 
good printing, Therefore use capitals sparingly a.nd only when 
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o.bsolu tely nece sa.'y, and, what is more important, uniformly ; 
that is, if you commence a word with a capital letter in one 
plIlCI', in the body of a sentence, t reat it in the s&me mo.nner 
wherever else it appears with the same or similar significance 
Illld force, otherwise let the word commence throughout with 
a sInall, or what printer" call a lower-case letter, 

Examples. .. 
'- For the first time in lbe past Len or eleven years tho Two- Powor 

Standard. has boon aoonc1onod, While the effort. 
of the delay are serious, far more distllrbing is tbe fact tbat tbo Lords of 
tbe Admiralty sbould have folded their hands, abandoned the Two-Power 
Staudard, and decided to build up what they regard as the present re· 
sources of tbe ship-building industry, 

II. Let it not be t hought, however, that t.he Admiralty nrc altogether 

neglectful of their high calling as masters 'of the }>'Ieet-in-Being as distinot 
-from t he Fleet-on·the-Stocks and otherwise incomplete, '. 
But the Flcet·not-in-Being, the Fleet in Ollr ship-yards or on paper merely 

thnt is sadly dangerously in arrears, 
III. Navies rule the destiny of, empires, A world-wide empire 

demands A. world~wide sea power-unql1estionably supreme. 

In the first example there is the word Two-Power S~ndard 
occurring twice, and in each instance it commences with a 
capi tal letter or, in printing house parlance, initial caps. . 

In the second example, there is Fleet-in-Being and nelCt 
Fleet-not-in-Being, an analogous expression, as also Fleet twice, 
and all correspond as to uniformity in capitals. 

The last example is one in which uniformity has been 
secured by .using an initial lower-case letter in the case of the 
eighth word world-wide. It would have been q~ite permissihle, 
had the writer so desired i t, to Mve used an inHial cap. Having 
however put it into lower-case in the first instance, he had, since 
it had no greater significance or force, to make the word 
when ~i further on uniform in appearance with it_ 
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In the matter of notifications and proclamation. greater 
liberty is pel'ln i~sibl e in the use of capitals, M will be seen from 

the two examJ;>les given below:-

HOME DEPARTMENT. 
PUBLIC. 

No. 167. 
NOTIFlCATIO~. 

Caloutta, the 23rd Ju""ary 1 001. 
THE Governor·General in Oouncil announces with the deepest regret 

the Demise of Her Most Gracious Majesty Queen Victoria, Queen of the 
United Kingdom of Great Britain and Ireland, and Empress of India. 

The Governor·General in Oouncil hereby directs that the Officers of 
Her Majesty's Oivil, Military and, Marine Services do put themselves into . . 
mourning until fur.ther orders. 

The Governor·General in Oouneil requests thltt a similar mark of 
respect may, on this most melancholy occasion. be observed by all other 
classes of British subjects in India. 

The Flag at Fort William anel 'at all other Forto and Stations 'wiII be 

hoisted ,half.mast high until further orders, and 101 ~1inute Guns will 

be fired this afternoon at each of the principal Garrisons and Stations. 

By orrler of the Govornor·Geneml in Council, 
J. P. HEWET'r, 

Secretary tit tlte 6Ul'tJrfl/m6",t of Ittdia. 

HOME DEPARTMENT. 
PUDLIQ. 

No. 246. 
NOTII'IQATlON. 

Calcutla, 251" JanuQ''1! 1001 . . 
The Proclamation of the Accesoion to the '1'hrol1e of HIS MOST 

GJlAOIOUS MAJESTY KING EDWARO TR& S~;V I~N'I ' H , KING of GREAT ' 

BRITAIN and IRELA'ND, no<1 EMPEROl< of INDIA , alld tbe Declar.~ion 
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made by HIs MAJESTY subsequent to the Proclamation will be relUl by 
the Sheriff of Calcutta on the steps of the Town Hall at 5 P.» . all 
Saturday, 26th January. 

Civ;"1 "~d Military Offieel'll of Government, Consulnr Offioers And 
<llher RepresentativC8 of Foreign Government, and th Public Are invited 
to attend. 

Full nrc will be WOrn by Civil OIllCUl'll eutilled to fI'car uniform 
And Review Order by Military Olllcers. Genllemen not entitled to wcar 
uuiform will \V,car Morning Dress. , 

The Proclamation will be read at tbe JIllme time at the HeRd-Quarlers 
<If each Local Goveroment and Administration, at Mndras "DO Bomboy by 
the Sheril'f; and at the other Hew-Qunrt.crs b) tile hief Secretary or 
<lther Secretary to the Local Government or Administrntion. 

J. P. HEWETT, 

Srcl'etal'!I til lite GurCl'll.lJI,eJlt 0/ lJl,rllfl., 

As the n e of capital is a ' matter of importance, th~ 
· following ~u~mary of rulcs on the ~ubject · is given us a 

guide~ These rules hal'e been culled from the l'1'actical P"inlel' 

and otber sources ;-

RULES 'Fon NEWSPAPEIlS AlW OllJ)lNAIlY LETTER, AND . CODES, 

NOTES, B're. 
[NOTE. _10 Kept up" menn! to commence with n capit.41 letter; If kept 

-(lown," to (.'Ommence with l\ small (lower CMC) letter. 

Titles given to roy!.1 pel'sonages, eithel' by right 01' coul'wsy 

to ba kept up; for instance, "His l\Iajesty," "His Highness," 
etc. The word royal or imperial, usually preceding such title 
to be kept down. When the full title is given all Kueh worels 

are kept up, as "His Majesty the King," " H i~ Mltjesty K ing 

Edward V II." 
The t itles of 'church dignitaries and members of tho Gov­

ilrnment to be kept up when such Litles are gi\'cn in full , as 
.. the '!3ishop of Mad l·a.s," "the Rector of St. ' J ames'~ 8Qhool." 
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But should they be referred to 1\8 "the bishop," "his lordship," 

" the rector," etc" they should be kept down. 
The full titles of the hp.ads of the corporate bodies, such 

as the Shel'iff of Bomhay, the COI'ollel' of Calcutta: etc., to be 
kept 'up ; ~ut when spoken of simply as the "sheriff," "the 
coroner," etc.-the town or city of which he is the head being 
omitted-~ be kept down. The only exception to the latter 
rule is in !JI~ces whel'e them is no necessity for giving the title 
in full. 

Whenever t he full and cOI'rect title of .. public body is 
given, l;be Rame to be kep ~ up ; for instance, "the Patna 

Di trict Board," "the Board of ' Vorks." "the Academy of 
Mu i ", " the H ouse of LOI'ds," etc., but down when such is 
refel' ed to 118 "the bOlwd, '.' "the council," "the academy," 
" the house," et-c. 

Tbe cOI'rect title of all the law courts to be kept up, for 
instance, "the Supreme Court. of Judicatur!'," "the High Court 
of Justice," "the K ing's Bp(lch Division," "the Insolvency 
Court, " et.c., but when refelTed to a8 "the COUI·t "-without 
giving its title-the word court t,o be kept dowll. The latter 
rule to be observed when the \VOI'ds, "sessions," "assizes," etc., 
occur, preceded by the article " the." 

The full titles of lectures, etc. , to be quoted and kept up­
such as, a lecture on " The Disco"el'y of The Ancient Buddhist 
City of Kapilava t u." Similarly in the case of titles of new.· 
papers, magazines, essays, ships, ILlld the like. 

The several departments of the Government an~ the Army 
and Navy to be kept up-such 1\8, t he Admiralty, the Board of 
Trade, the H orse Guards, Army H ead.Quartt.rs, etc.; also the 
word Volunteers when used as proper noun. 

The word Act to be kept up only wh en the title is given 
in full, as the" Telegraph Act." 
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The words Govel'Ument and Home to be kept up when used 
as proper nouns, Similarly with the word Press when referring 
to the pu bl if press, 

In compound and decompo<ite words elloCh word should 
comme'nce with an initial cap, in such cases as Vice-President, 
Deputy.AssistanIrQuarter-Mast.e r-Gplll'ml, when ref r;'ing to any 
particulal' officials, 

The words street, road, etc" in propl'r name ~,'e usually 
kept down, and a hyphen pllLCl'd befol'e thelll, as Park-str t, 
l\1 o un lr~ond, etc, When thl' hyphell is fl Ot used (as in \look 
work) they are to be kept up, u.s Hn .. qti ngs treet, 

Unless desired otherwi 'e, in botanicnl, zoological, ant! 
geological matter keep up the nnm" of t ile gen,u OI, but keep 
down that of the species in .. II CIL~e>l, In the C&8e of species 

.another rule is t,o use initinl , capita l letter~ ",ven old generic 
names 0 1' names of persons al'e used, "nd lower,case lettel's when 
nallled after a country or whell the ll1\rne is d cripti\'e, And 
similarly with Latin technical teqlls in medical mattet', 'Vhalr 
ever system is ndopted il. should he ullswel'\'ingly followed 
throughout the WQI'k, • 

The general rule for capitals is: Capital letters are used 
nt the beginning of proper names, for the Ilominath!e CMe 
singular of tht> personal pronoun, of the first person, the inter­
jection 0, and for any noun, adjective, 0 1' pronoun, used in 
speaking of t he Divine Being, They mny also be used at the 
beginning of a common noun when it is used in a special or 
technical l!4ln e, at the beginning of a noun, or an adjecth'e nnd 
noun, denoting something specially impOI' tanL, ~ld of such other 
words as are of prim&I'y importance or of speoial significance, 
Adjectives derived frOIll propel' nounS &re aleo written with 
capitals, as well ns the principal 8ubstantil'es in headings and 
in IUlIE,l.itles of any work. 'Ve also II'ritE' HiR Majesty, H er 
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Majesty, etc. The first word of a sentence must begin with & 
c&pit&l, and tbe first word of a line of a poetry. 

As a too liberal usc-of capital letters destmys the unifOl'mity 

which should always characterize the text of a hvok, in fact 
of any writing, they hould only Iw ""'') where n 'cessary. 

In th" matter of spelling do not "lIow, for example, organi­

sation, via d pOt, debris, Cawnporp, ,ind, Juipur, Ajmere, 
favor, hono :, abridgement, judgement, me"chandise, connexion, 
footnote, outtum, ten-inch long, r(:sume, Karachi and the 

like in some piaces I1nd ·in others organi;u,tion, via, depot, 

debris, ('l1wnpur, indh, J eypore, Ajmir, fl1vou,', bonollr, 

abridgment, judgment, merchandize, connection, footdloLe, 

out-turn, ten illcl'es long, resume, Kl1f1Lchi and Kurachee. 

Whichever style you I1dopt adhere to it right through, but 
always adopt the more correct style for choice. Neitber is 
it correct to use indices and "ppemlices when referring to 
part,sof a book, this style being restri cted to figmcs and anatomy, 
etc. The correct fO"m is indexes and appendixes. 

Compound words a.nd decomposites, such 118 govel'llor .genernl, 

communder.in.chief, commissary·geneml, dirocto()r·g~neml, adju­
tant-general, assistant.-adj u tan t-generlll, q uarter·ma..~ter-general. 

depuLj·assistant-quarter-master·general, "I)d ndn,inistmtor-gen· 
eral and the like should " Iw"ys I",,"e .. hyphen between each 
word, as shown. Assistant adjutant gt'ncl'Ul, etc., though 
commonly used, is not COn·eel. 

A very oomlllon e ... 'or is the ineliscrilllin"te use uf lb ... nel 1]) ; 

;B.s. and R The lb. rppr~sellts the 16-oz. pound of M'oirdupois 

weight, nnd 1]) tlu~t of Troy nnd Apothec""ies' of 12 ounces; 
and the use of the wrong fo,"') ma kes a differellce of almost 

three ounces. 'When alluding to Indianllloney use the R. or Re. 
~nd R s. The proper u e of R is only when referring to rupees in 
connection will, the dollars "url cents of the traits ~ettlelllents, 


