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PRE}'A~ 

TUE p\OgJ't's~l\ e dl'vdopilleut !lnJ advance of Briti,h 
power in .India gi\'P rJ-o to a 1IIl1ltiplH'lty of ndministrnth (l 
questIOns of \UI Jlng '!'·r\I.f'P' of IlllpOl'tancl' amI complexity} to 
the SJ>llIboll of wldeh It. Ig IiH' pi 0\ Inc'(' of the vnrious depnl t­
mcnts of the St,lto t.o adJI'(,~s tbelll'th('~. "'ht·!'" the field I.>f 
" uJllllni~trnholl IS ~o V.l~t, and t.1l1' IIltCIl'bts iuvolved so gren-t, 

sucil (l'lestlOlls lII\1-t llil'-~ nn!i d,'mawi ~pf'l'dy diqposal: henC'o 
the neces~lty foJ' all OJ g.l!lb,·d i-}"t"1ll of procetll1re for thc 

efficient conduct of the" o!'!.: of a d('(I:1l'tl1)(·III. 

, r5;'purtlllt'lIt.ll pr.)f'(,,jl1l'l' invol\t" the Idea of a perBonlll'l; 

and this j1I'1'ROltlirl cOllljlli,"'" Lilt) '+IlJ('nt~-tho administrative 
and the IllluisLelial. Tlw,,' two ell!lll('nts mU3t ever operate 
In uni~on in vjpw to dr.-dl\l! I;'~II(,; an,l tllOugh their spheres of 

action nrc essentially JI~tlllet, 111" 1'01'IIwr canuot exercise its 
functIOns except. on matol wI prepall·r! Ity UIC l.ltl"r. 

1'''' ....... 
E"c~!lence of au 1I1l11 btllltiun-tl!CI eful e irnp4f.'~ ~!liciency in 

thp, personnel, and the means uf Sl'CIIIlIlg a coutilluit\.p( such 
efficiency The ~UCCei<61On of dli('I .. nt aJmJU~utiv'e~cers 
i6 provided for by the rnl('~ flamed.for the ~mi~ljtot ol~di­
dates lUto the \'Ul'IOUS SI~rHC(J8 flom wlmh tllCY :H~re~l~. A. 

fo • • 

to Olinist€Tlul officf'r~, they,,' erll not rOQulI ('~ Ull~~O .ny 
test ot effi<.-i<>ucy, th~ acquisition of whICh was Wtlo;mlperienCe 
that might be gnineq. by yirtue of Sllch facnlties as they pos­
sessed ~ nor was the t:ecessity fot' l fflciency in this class of offi .. 
cers admitted !Iy the State, till (lUite recently, when it WOB,' 

to a certai~ Cldput, r(>.'ognJ~('J hy thl' prornnlgation of the 
clerical examinatLOq, ru\(o,s. Tho ruleR, \Vbile they made provi .. 
Ilion £Or gen\ral aducatioaal ability compatible with the nature 
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~ ilre -dllties whioh the clerka . were expected to perform, were 
ptac'Ucally useless in secUl ing even a superficial, if nut an effi­
Qielltl knGwledge' of depnrtmontiul prooed ore, which constitutes 
the e8seritiul attribute of milllstE'rIal officel So It is true that 
.the -_8uhj~ot's pI escribed ~'or t1;e, exailliuatlon"'- .candidntes for 
clerk!lbip8 included docketing, pi CCI~-WI iting and drafting i but 
the rules impliedly admitted that, in the ausenOe ff ll,ny text-

, book t1°eating fully on the working of a dep,lrtrnent, know­
l1)dge, of pffiew.1 _ procoduI6 must neces$lmly be scant and 
meagrE.\ inasmuch I\S they endeavoured to supply the dci­
ci~ncy, by prescribing thattLe 'candidate selectpd should be on 
probation for one year, b('fore beill~ {loIdirmed in bis appoint­
ment. 

These rules" ere inteniled to supply efficient clerks for 
the two main divil!ions-tho lower or routine, and the upper 
or intellectual-of tIle cleJicRI sen ice ; but, despite the pro­
bationary clause, the state of nfflliJ·s was hardly a whit better, 
and the benefit to tho Government, I~ whose interests the 
rules were fWllled, in secUl iJlg a better e,ducated cluss ~f 
men, very problematiclIl indeerl. Tl1l!e and practical. rfSults 
have exposed thil fallacy of the idea, that the comparatively 
meagre test prescribed in the rules was well adapted to provide 
for the' -service educationlU ability, comb:ned with , Ii- general 
koowledge of the principal 'classes of depad;mental work, whic~, 
with very little experience, 'rould BURble tbe cand11ate tu 
acquire efticiency as ... clerk, within a far sborter Pflrio1 than 
\Hlder the old regime j and the Government haw at length comB 
to recogmse the shortcomings of the rules, which, though 
they had worked satisfaotorily lS regards the lower division 
.f clerks, had not beeR SMce~sful as It means of recruiting 
for the upper division. While the general knoft'ledge of 
the successful candidate for an upper.d.i-tision e;1,erk8hip was 
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scarcely, if at nil, above par of that of liis ~li.ble ri"~ , . 
the 10'MV' dIvision; at least so fnr as the requ.r~ltltmta', of' ,~e 
sorviCl! were concel'lle~, his l.11oIVJl\d~e of tb~ p.rincipal tI~pa. 
mental fuuctions, though judged ad etj 11 lito by ilie t~8t l>r~Qribe4, 
was l/lmentably deficient, and nel'd('d; as befort! .tlie .8ue of 
the ruJeq

l thA sume training in the ~dlOoJ .~£ rxperienc8, 1111 .e 
clerks of the lower di\'l~iQll have to itndergo. TI~e Ilppotnt.­
ment ther~fore of su<.h cllnl\itiail'.'I to the gll~ri()r grade. of . " 
the SeCIl:'turillt (~l('rical ~enicel tn , sUp!'l1lession of .the oIaimi 

.of deserving lDeJ~b(,ls of tho lO\fer 'grades, was to ~y the 
least unfail', and f>xercised a. demoralt!!inu influenee on tOe 
latter. 

Thrse facts lIa,,~ Jeu to the locpnt I'flvision of the rules by 
tho abolition of the tl'~t for the upper diviRion, and by slightly 
I'.dsing the standard of th~ test for tl1e lo~ er division. by tile 
inclusion of urafting among the subjects. The revised Tolee 
Tt'quire that cllndidates for the lower (livision shall po!Jtle88 a 
certuin 'amount of kno" ledge of some of the principal dE'plI't.: 
mental functions; and thai the upper divIsion shall be recruited 
by the promotion of eligihl~ clprks frOID thll lo\ver, nnd failing 
these, by oprn compctrtiolT. l'h(\~e requirements, Bud the mnin­
tennnce of' the probationMY clause, clearly point to the necessity 
for a relill;blo and pr:wtiolll t(·~t.book, which shall COD\'ey 

precise anJ IlCCUl'llte in~trllctio~ in respect of tile various 
depurtmental functions, fmd in which the candidllto for clerk-

<\ 

sbi~ aod the aspirant for prornotion may find the information 
necessary to enable tbem to (JuaHfy ibemselvt's, and pi8/! any 
r('qnisite tests. 

Att~Dlpt8 have been. mau~ to meet this want by the pub­
hcation of a few so-callod 'manunl!! or 'guide-books. by perSClDI 

who-have had no experi(lncc whlltever of the working of all 

Indian 8~cretarjat; but this circnmstance combined with the 
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Ilitntted scope or these books, and the necessarily imperfect in~ 
'.tractions contained therein, renunr them practically of y""fy little 
.&e, if nny. in the acquisition of the nereo~ary knowledge of secre­
tariut duties. 'flns work, whieh eIllLllllH'S dlC e~ pel il.nae of 0\ &r 
a third of a century ill the first st.'cretanut, ol'"-the Government 
'of India, was 01 iginally inicuJed to sUI'ply the ueficiencies of such 
publications, nnd to fUl'nish an adl'l)llate tnt-Look for clerjt'al 
candidates. In the COUl'~e, hO\HHI, of Its COIll!IJ\;ltion, the idea 
'WIlS conceived of making it a COlI!p'II'lC I'ractic,11 Lleabse on 
the working of a depllrtllJent, and tllll)' c1.tenJing its sphere 
Of usefulness to ev('I'Y class of H't'n'bll HIt offic('r~. A glanc~ ~t 
the table of contrnt8 "ill ~how tllC l'lan of tli(' booh, Itnd tho 
nature of the attempt that lw~ berll maue: wlldhel or not, and 
to what extent, the object!'! :,IIllCtI at b,ne been accomplished 
it is for the unprejudicl'ri and illlp.ll'tLtl el'ltlc tv Judge. 

The book, though origInal in i.t., conception and drsign, is 
in 1'aet l\ systematisation uf L'staLlblwJ pI illei!,h of procedure 
obtaining in the Reereiariats of tho GOVOl'llIlH'ut of India: its 
chief cnd, 'which has been i>te<ilhly hl'L III vi,ew, IS the benefit 
,to the State derivabln from the plactlCal training of cl<'1ks, and 
'from harmonising the relatIOns 'betweelJ aJlllwi~trative and min­
isterial officers. It is nol enough tbat the clel k ~hou1d possess 
complete knowledge of hi~ uutiel>: It IS DPC(lSSnry that he 
$hould reduce that know1o~go to pludlC9, if (,{fi~iency is r&· 
quired ; and nothing il! urtter calculated to evoke hearty co­
operation, which is the houl of· t'ffieiency, than harmony ot' 
-relations between superiors am1 subordinates. Any attempt 
tb Iltrain these relations must lIlevltauly result in disharlllony 

\ 

and consequent inefficiency. 
One, who has not given the matter serious consideration, 

'ia apt 'to underestimate the importunce of the clerk, or to 
Itanme the. bypuo-means insignificant pObiti,on he occupieR in 



the government of the State: not so the experieocl'd Qdmi~ 
nistmu,., who reJogllises in the clerk a valuable and trusty 
eo-arljlltOI', If pl'eci~lon, L'quity, al~d lllllf'urmiry IU'~ ess91ltilll 

chal'nctel'i~tics III till' tledsiom ot the G(n CIllllH'nt, -if the 
JIsl'osal of qnesttoll" cOllneete.J WIth the adlUlOI~tratlOn of the 
State, need~. a~ It dol", oInll ('()n~ld<'r.dlOll III the light of pre­
ceding phllSf'~ of tho", (l'l,'~tlOrl", ,II of pIHviu1I8 I nlings or 
01 ders, vr of pl'eced Ii'nt,~,. or 1)1' 'peclal rllle~ 01 I pgnlatiolls,-then 
illd~ed t,!J{' yalue of the elel k, II Jill'!' dllty It h to furnish the 
materml ne~ebS:\1 y tlW\(,to, e.11l IW\'\'\, [,e oyel {,,,tilll.It('J : udmi­
lli~tI'atIV(' officel~. fl urn (hplr III'C('~~.11 t1y bll('f tpllure of offioej 

t'oulJ not be C'l't'ei("j ta I'()~~P'~ th" 1l'llllhile kll()wleJge of 
the Iceolol:" Ilor of "pt'('ral ruI(·, and It'gIlIahon~: and liny 

lache on the p.ll t, of til(' elPI k I~ c.d('nlutt'u to ~(JrlOu!>ly com .. 

11Iolllloe the U(I\('llllllellt. Inde(,J, a no Jl'~S di~t,lllguished 

llldwI ~t,ah"lIIall t]I.11l tllP ],Itp ~ll' CII.ll]e~ Alt.ehiwn, recogllis. 
IrIg tIle real posltlOll HI III IlllpOIf.I!ll'(' of the clf'l'l. in the 
~t'h()lIle lit' adIrll'mtl,ltlOlI, has tIIll~ l'peollll'd his ViPWb on the 
sub]l'et :-" SOlie but Lbo,,' \Vho lune had pxpl'ri(lllce of the 
\\OdWlg tIt' olJe of tll(, Ialgt' l)('Il.lI tlllt'nt~ ot GOY!'rIIuwnt CUll 

\'lell l~l1dl'li.tal1d Iww nJllc\1 It I~ 111 tbe J"OW! r of tbe clf'rk to 
helIitdte 01' 1II11'I'd(· tlrp "(Ilk (,f' thl' GlI\Plllllwnt." Again, 
II fll rtirel t('~t1ll1 OIlY to t lie 1III}1(~ t anee ot t 1)(' rlt'l k i:; borne 

h) Mr. \y, Lct'-\VaJ'IIt'I, t--('CII'l,flY III tIle l'oiItlcal and Secret 

})(,~ll 11I1I'1lt, Iudla Uft~:e. Londoll. 11 bo, 011 the oc('n~ion of 
• hl~. vue.ltIug the oihcp of Und .. r-~(,cl<'tan' in the fndilll1 

Foreign UtfiC(', thu~ exprebf.('<i hlln~clt In hl'l valeuictory 
lIJdreslS :-" Tlw offi';Pls could ,If) llttie \\ithout U){'l (·stablish. 
IIH'nt, ulId the ('up('l'Intend('nb aI(' the malll.flprings of the 
wholt· maclUlICl)." It I" unnece~~al.\' to ndulwP II dditionlll 

evidt>nce III SOl'pOI t 01 all aXiomatIC truth. Hence, in the 
IUterel:tts ,of the :'tate, .1rI~l'~ tile ne('cs~lty fOI a tl1orough train.. 



hlg of clerks in the ~ropcl' knuwleuge and uiseharge of their 
duties, and for the harmonious co-operation of 5uperiflrs Kod 
subordinates - the t" 0 maw objeets whICh form the theme of 
this treatl se. 

In India, where the flell of eUlpl(jylD~ is so limited, 
government clerkship is thE:' pi Jl1ci pal Cal eel' to ow hich the aver­
age youth asrire~, or for which he IS destined; arid this fact has 
been recognised by ~ome of ':lur collpg('~ and schools which have 
ulready uudel'takcn to b ain bhltlpllt~ for the clerical sClVice. 
Hitherto, however, iustl'llctiolls 011 the subjrct have, in the 

abseu<le of any tt'xt-book thereon, been nrceSl'al ily fragmentary, 
and of a IDOl e or le~s general charadel ; and the Govemmcnt 
bave had to be content With fo,uch P(hll results as Were possible 
nnder the cirCUlllsbnces The pre<('nt trpatise wJil, by its 
introduction into the enl'licululll of studies of every educa­
tionul instilutiun, render pm'sible a s\ stpmatlC and thorough 
training for guvernment clerk~lllJl~. The Government too, with 
luch a teld-book, "ould be jmtlfirll In in~i~tillg on a more exs 

tended knowledge of secretmat dutJ('~ in future candidate~ for 

admission to its sel' icf'. 
A distiucti ve feature of the book is, that Its usefulness 

~ not I'estl'icted t.o any Rpecial cla~s of reader.i: in it, 
candidates for clerksblps, :.nd del ks, both Junior and senior, 
whether aspiring to pro 111 ob:lJ1 , or demous of quahfy,illg in 
the detuils of their dutil'S, Will fiud J<i.'ady to h,md m:,tru,ction 
and information to satisfy their t re-pf'ctire needs: (Well to . , 
,the administrati,e officer and the offiClal exp£'rt it will doubt-
less prove a useful handbook of reference. GI'eat cal'e has 
been devotod to make it as complete and practical and reliAble 
as possible; and lucidity aud.l1ccurar:y have been specially aimed 
.Jt, in discussing the details of the dIfferent departmental 

,t~iqJlI. 



Diffioulty is oft,en experienced in obtRining any partio1lla.r 
information, from ignoranee of the source whpoce it mny be 
got: special chnpters ba ve thel efore been devoted to II. descrip­
tion of the nature of the information ded vable from the 
principal books of general rrference. 

Having commenc!',l by a gpner,ll description of the 
mechanism of adillmi~t,ration, and discussed ill detail the 
various functions llece..,sal'Y fur the cond net of work in th6 
Imperial Secretari'lt~, through wl)()~e agency the country is 
ndlllini<stered, the tleatise concluues by a descrIption of depnl-t­
mental economy, that i~, of' the m(lans by willch the machi· 
Jl{'ry of the s"cretariat is made to operate 

In the cour~e of my expf'l'ience I hwe often noticeJ, 
what appealOd to !lie to b<" defect~ or rathrr .shortcomings in 
the eXlstll1g departmental systems. Clo'!er observntion led to 
the convicbon that no fixed pzin(,lple~ hUll been followed 
in det.ermil1lng the detalls of the sy~tems, which seemed to be 
the outcome ot tIle e"lg('ncle~ of thc moment. Founded on 
no recoglllseu stUllJfll'd, arrullgellwnl.~ of to-day, affecting 
whether the COllstltution or t.bo economy of a deplu tment, 
have 'had to be SUI rendered ill favour of those ne('csflitltteJ hy 

the circumstallces of the mol'l'()W : hence the \\ 01 king of the 
d~pal tment hus COllle to be larkm~ in the elements of perfection 
and staLihty, to the detriment <tf dumcncy, and consequently, 
to • not ill.::on~iderable htent, of the intcrl'sts of the State . 

• The-e eil'CUlmtnnces induced me to give the matter 
serious consideration, III VleW to detect thl) SOUl ce of the evi~ 
IlDd to discover the true pnnci I'le~ which should gover~ 

the prop!'r organisatIOn and mau:lgement of the secretariat. 
On due refieetion, It was patent that the deficiencies in 
que-stlQn ,,'ere attributable to the departure of the systeIlU, 
if tht>y lIight 8e so designated, or nlther to then deviatio», 
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ftottl nlltl1rt', in WhUbe- olgallthation alone the tlue plincip]es 
of pt"rfection w('re to be' found. It was therefore "clearly 
necessary that a COfl'ect departlllclltnl Systt'll must be founded 
on natllral princil'le~; and th05l~ pl'in:)iplt's could only bo 
apprt>hcndfod by a careful ~tudy of natur~ lh€ concrete, 
Pedectinll is mOle or Ip.~( ppr('pptlble in l'H'ry org:H1iSUl, in 

eVt'ry deplll trllt'llt of IIILul'l' ; Illlt It~ detuil~ :H'I' to bp fouud 
sUlulmu,ised ill mall, ~,Ill) 1'1 t hrlt,fUl'll Jll;,Lly st) led the 
epitome of the uuivels!', '1'0 J('Juct' tho t1 uo orgalllc prin­
ciples llpplicable to the becretariut, It was necessary that the 
OOlllput'ison bhould to instJtut~d Oil the phy:;;ical plane, that 
IS, with the phy~lcal body of man, Thl~ 1 haH) acclJldin-gly 
endellvoUl'ed to do in orJ('1 to aSl'eltum tiJI' condItions lequi­
site fOl' tbe succer;si'1l1 W('I king of the dep:u tment ; lind ha\'~ 
embodied the re~ult of tIll' Clllll}mrhOn In the 1.1bt two chapters 
of this treatise, enhtl(,d The JIodel Secl'c/arzat, Thc,~e chapters 
may be objected to as being too discUl~ive in the treatment 
of the suhject: but cOllld it have been otherwise, when they 
aim at drawing conclUSlOns flom e~tdblbhed filst principles? 

The Idea of adopting the ijuman organism Uti the stand­
Ilrd ot' compal'ison, in dctelltl1uing the term~ on whlcll the 
BueceS5 of an instltutiD1i may be Pllbured, is doubtless novel, 
abd' may, by some who i1u\'c not gIven the matter the 
mature consideration it dest!l'ves, be held to bc fal-fetched, 
if not absurd. But, in viel\' of the fact, that analogy il% thl! 

• 
master-key which unriddles all mysteries, is the notiol1 so 
unreAsonable that nn organisation to be perfect UlllSt be 
baaed on the pdnciples which underhe the being of nature's 
unique mastel'-pH'lce-the livwg human organism? Indeed, 
th!l same idea is practically cal'l'ied out in the political, and 
social, and industrial planes, in the constitution Ilnd economy of 
4he goverllment1 of society, aud of the yariou!t industrial insti~ 



tlii 

totions ; and iourc)y there iii no l'cnSOll why the saDIe princi­
ples way not apply with equal aJvuutage to tho depal'tUl6Dtal 
system, 

Besides tho chllptel s in question, there are certain other 
matilltls treuted of in the course of~ thi:> book, which relate 
ruther to tlw duties of udulIubt rlltivt) and superior officer&, 
than to thoqe "irh W}lIc!J the subordlllute c1~rk h more irn 
JUl'dlntely conc!'l1lcd; nnd ~ll't the olllrsRion of \\ hich would 
materially impair' its completene~s anu mar Its utIlity, The 

"taws I have cnuneiuted are the lesult of long years of cale­
ful study, and of pl'rsoIlul ohscl'\,:!tion :md experience; ann 
in ndvnncmg tlwm, I lr:ne not Leen iufluenced by any desire 

to givl' undue prommence to "but may eventually prOV6 to 
be erroneous. I alii ,,:ell <1\\ lIl(' tlmt ~n('b liS :-eemingly trench 
on the domain of cxistlllg I ule and practice, or on the rights 
of superior officel s, "ill be open to much controversy and 
unfavourable rOlJllnt'nt; Indeed, I am not \'ain enough to for 
a moment imaglIIt', or entertalll tho belief, that my opinions 
will be ncct'pted unquc:,tioncJ, especially by LhoSA who are 
pl'epoBse~sed in favour, or t<.>U'UClOUS, of advelse views, or 
who, from whatever caUbe, are ('ither indisposed or unwilling 
to accrd to olhem an impartial npd lI}lprecilltive considera­
tjon. All I (\~k and expect is t!wt condemnation may be 
suspended tIll such time nIL those opinions have faded to with­
stand the crucinl test of expePiment. 

Official phraseology, in common with the nomencl&tUl'8 
of' other sciences, is not undel standabJe by the general reader 
1I'it hout clclll' and de-Smte expJauatIuu of the !,,~culinl meaning 
attaching to the terms. These terms are interspersed thl'ough­
out the body 01 the book; but to obviate the labour (if refer­
ring to the particular pGssage where any specific term is 

,explained, ih order • to learn ~he ~eIlse in which it is mplo,.ede, 
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or the special notion it is intended to convey, a glossary hnl 
been added of the various technical words and expressione ustd 
in the tranuction of official bll~iness. 

The glossary is followed by appendices ~ntain ',ng forms 
aDd speoimens iIlustrati,\e of the different departmental func­
tions, and other useful information, such as t~e distribution 
of the administrative branches and:. Jbjt!cts d~ult with by the 
several departmcnts cf the GovemrDtlllt of Illdi-., the dericnl 
examination rules, etc. Many other iit'/I1s, which might hllHl 

been appended an/l which would d()ubt.1es~ have proved uSClf.l 
to secretariat officers, have had to be om·tted, to avoid ex­
tending the work to undue dimell~iuns. 

Those who may be incllllPd to doubt the ust'f'uluess of the 
book from a practical stand-point, who COli wier that nn oance 
of solid practice is wOl,th n tOll of theory, 5hould not 
forget that efficle\lcy is facilitato,l, and so attained mOl'e 
JIuickly when practice i'i pl(>celiE"d by theoretrcal knowledge 
thnn otherwise, a fact whieh expprienee has abundantly proved, 
aDd which is univenall \' l't'cognised : tho, <'ry elm ical examination 
rules are evidence of tht' ndrrh.~inn of thi, principle. ,Without 
such knowledge efficiency, If at nil possible, can at bE'st be but 
.low of acquis1tion: ind~ed tlllll'e nre numbers of clerk~ in 
Government offices to-day'. evp.n among the rankil of sellior .. (, 

clerks, who, with nil their experieQce of years, are, to say the 
Jeust, Borry specimens of clenChI efficiency. Besides, \t must 
be borne in mind, that this treati~e IS IDtended fOl all ch'sscs of 
Government officials: the sphere of its utility lllu~t therefore be 
en-... xtensive with its object j and any opInIOn liS to its general 
lIsefulness, based on its applicubjljty to :my individual cl.I!!S, 

muei oertainly be el'rOlleous. 
l'be work deal. with watters of a most delicate nature. tbe 

u.p9Si~itn of which bas been hitherto uDlltt~mpteO,'namell' the 
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inner working of Indian secrelarillts, and official di£ciplioe, 
embracing the nature of tilt! relations that ought to subsist be­
tween deplu tmental officers, in order to liiecure th'o efficiency of 
• secretariat, without \\hich the interests of th" State mu.t 
inevitably suffer. DIffident of my own judgment as to how fal.' 
I may bav(' erred in Ollf'uly discussing ~he~e rr.atterl'. I have .ub­
mitted the book to the Judi!ment of !!uporior Government officers, 
whoso opioion$, wllleL \. lit bl' found Illllw>.ed to thi8 prt!iacf., 
will best "peak for tbem~el\"('~. 
• A few \VOl ds of explanation nre, bo,w·,·pr, I think, necessary 

as to my reasonl' fol' lIltroJuc1I1g Inl,o tbl!> trenti~c the subject 
of dlsclphne, 01' the due regulatIOn of the Tr]at.iolls Letween the 
differl'nt c!.lsEes of officel ~ of a d('pal tment.. (In the term, 
" officers," I inclllrl e offiecl5, both a,1 In ilJl~t,rati\'e lind ministerial i 
in other word~, I u~e till' term in it~ \\II1r~t ncceptat.ion, in the 
Fen~e in which It is I'lnl'lo)'rd itl t.he varronq ro~uJation8 of the 
Government.) The filst and fllremo-;t rea80n is, t,hat a work 
which is protf',,~edly a I'omplete tl rah.e on the \VorkiD~ of II 

secrebtrl:tt cannot. he said to bl' sl1('h, if it omits t,o treat of 
the question of dl~.:::ipline which i~ Imdeninbl\' lin eb!cntjal ele­
ment, in Its ecollomy. Again, In the course of my long expe­
riene(>, I h:ne obsel'\pd wllh IPgret not il.lfrequ~·nt imtances of 
a Jack of ha,mony, nay, I llIight. almofo>t "ny, a f(,fling of aliena­
t+on, jf not of pO"ltn(' antal!ol11~m,.hetwcPII superiol' and 8uh. 
ordina,e offiecr", brought :thont E.olpiy, it is ilopeli, nol so much 
by dl~reg:Lrd, as perhaps. by ·ove,",ght, of t.he nature of the 
proper relatiolls bet\\eel! tlu~ tl' J c1,ls$(ls, whICh relations alutle 
can oL"Jate such und('sirauit' It'suljs To rcdlf.v this evil, that 
is, to estahli~h 1I propel' ll11upr.tan2J1lg IJ{'twe~n slIperiors aad 
~nbordinRtpQ, lind thus plicit th(,lr heart" co-operation bv a . , . 
earefnl anlllym ulo,d e~p(i>'tion of these relations, is another 
Ilre>ng reaSQD WhICK bas indnced me to t,bree\ out and cii8CIIIII" 
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!Ilbjeot in all its bearings, In the treatment of th€i sPhject, I 
have endeavoured to steer clear of dogmatism which was farthest 
frOllJ my intention: my remarks ure eutirely haspd on /I know. 
ledge of human nat.ure anu on the principles of equity j and 1 
trust that they will be accepted in the same"8enoiiiutory spirit 
in which they ale offel'ed~ 

Oonsidering its suhject matter, and that It I"rofessrs to give 

clear, precise, ami prnct.ical in~tl uotions fol' the performance 
of secretariat dutie~, and ailll~ at hannolll~ing the relations 

between superior amI subordinate offieel s, this tl'Batise could 
only have been written bY:l clel'k ; fur, no no but such aI.' one 
caD fully apprehend the detaIi~ and intI ieacies of the various 

clerical fUllctlO(J~, nor ean any othel It'ali"e til!' dllficnltles 'lnd 
disabilitie'!, and sympathise III the ViCl5~ltud('s, of a cler~'!-l pusi­

tion, nor declal'f' \\ hat shall cOllstit,ntp the tnH' hasis of har­
mony betweeu Rl1periol'B anJ suhordinates, so f,if u., the 
ministerial body I"; concernpd, Helle/', upon It~ Illellb or 
d(lmerits, as an accurato and tl'ustwodhy gmde to the (>ffieient 
dischal'ge of depllrtmenLal dUties, nOIlO other, ,ave he who IS, 01' 

bas once been, an uule and ('},.l'cIieneeJ clt'l k, i~ capable of 
pronouncing a II ne veloict, I aCl'ordingly 1lPJ!!,lld tho' opinions 

of the re~i~tt'ul'i5 anu st'mor clerb of i>ome of the !'JUOI etal bt~ 

of tho Government of IllUia, 
In commlttlllg th1i, WIJI k, ~uch as It l~, to the g('ne\,~B 

crIticism of the read or, I would !,"f'J'('~~ the hupe ,that he 
will treat with inonlgE'llce theerlors und impeifpctioJlH wbich 
are the necessary concomitants of <'''('ry first utt('lJ,lpt at Inf'tho­
~i8ation ; and that, in all'iying at a proper estimate of its v,lluE', 
he will merge the peJ son a Iity ot the W~ iter in the ImpOI bmce 
of its subject, and permit no Ilhberal ~!'ntiment to illtiuenct' 

or warp his judgment. I might bave been deterred from its 

'.cco~plishment had I anticipated, at the ol'tset, the di,ffioultiel! 
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which beset the ta~, nnd the labour 1t has oost me. To d60 
vote every leisure moment, to sacrifice the well-enrned repose, 
.fller the daily ftltiguing l.Lbours of Q cIt-rical life, to forego 
every social pleasure and enjoyment, and to toil, often far 
ioto the night, from day to day, and from month to month, 
without intermission, at n self-impo~d task; lifter nil perhaps 
of donbtful issue, were indeed a strain which, apart from the 
mental disciphne invul\'(~J III its special charactl'f Dnd lit4lrary 
execution, not any lind (1\'oIY one llIuy be able or disposed 
to bear: to fully reali~e its IHIH1SbJIIg DutUI e, 1 can only 88Y-
• EiDpe1·tu8 di.sct:s ,/uam g1'Ctt'18 ibte lubm·. 

I shull, hUI\ ever, conSIder myself limply I ('colllpcnsed for 
all my trouble, if the work but slIcc('ods III fulfilling its mission 
of conveying a mOle extended knowledge of official duties, 
and of establishrng on a firw basis, what IS of far graver 
import, though unhappily 80 frequently ignored, a harmonious 
co-operation between the su pel iOl' II lid hullOl diullte offiocl'$ of 

the department-tbe principal, If not the only cffeotive, meallS 
of securing th!' highest interests of tIm State in whose service 
I have expended the best yeIJl's of my life. 

r have but to add that, in se·eking the opinions of Govern­
ment officers and of my colleagues 111 the service, 1 was well 
aware I was asking them to undclitake a very irksome and 
.boriotl8 task. Thpir ready and ijllgrudging response to my 
appeal blls, bowHer, fl'" surpassed my expeotations; for, 

• many have suppJenwnted the~ testimony with kind advioe and 
valull"le suggestIOns that have matedally corltdbuted to tbe 
completeness and [lccampy of t1ji~ WOI k. To them all, I taie 
this opportunity of tendering my grateful acknowledgment.. 

SIMLa: ) 
GLENHOGAN,. ~ 

1'he 3Olh· Marcil • 1896. , 

C. P. HOGAN, 



OPINilONS 

(lJ 

,At'lut I am able to give you an answer with respect to ;your book. I 
JOegfet'ery much that it has been so long dl'lllylid, but I could bot Wflte 
conscientiously wlthou~ reudlOg tho book ('lllefully th, QI19", and as I could 
only do 80 at long intervllis tllO proc~ss was nllcessallly vClY ijlow I did 
not think it light to give lin off-hllnd opinion. 

I am now able to lIay tllllt huvlOg studIeU tho book cllwfully it seems 
to me calculated to be vel y useful' thore 18, of COUI ~e, a grelLt df'ul in it with 
which I am not {amI/lilT, and I have myself karnt II great deal from t1l9 
book which I did not know about the detaIls of office work but It is, 80 

far 08 my knowledge goes, both accurate aod thorough, and I lJOpe that 
the GovelDment will sec their wily to adopt it as an offiCIal manual That 
iBf however, a matter on which tho Secretllries Will hll\e to form their own 
opinion.-The Hon'ble 8i1' A E. MIURB, KT, C S I., (J.r, Member of tIle 
Oouncil of the Gavel nor- G e!lcral. 

(2) 

I am very sony to have delllJed so long in replymg to yo'!r iettCl of 
the 9th ultimo. The draft (lOPY of your work duly clIome to haud, &nd I 
have read it with much into rest. 

You have succeeded in Flep&ring II most useful lIlanual for Officers 
and A'l8istants, and I only WI8Q tlmt when I was Attrclu) or even Unq,l'­
Secretary in the Foreign Office, Buch ~ work had b. en pi ocurable. It 
would have saved me much hme anl\ lrouble lU mastering all th~ minubre 
of office routine. 

I congratulate you on the arrangement cf your book and, so far a8 
1 am able to judge~ter so long a separation from the Foreign Office, on 
the oompieteneB8 IIIld eccuracy of the mformation conveyed In it regardmg 
oftIcil/ol routine an d procedure. 

Your work will be invaluable to Assistants, and I trust that you will 
succeed in getting it adopted by Government ai, ~n official manll&l, ur !II a 
.-book for the u:&mination of Assistant&. 



Ple18e put me Ilown II a In_bet 101 a ~py wItea,,, ~ 
.,ork ill iaaued.-Cor.. P. l' .. lJBl!N1~lf.·C. I. 1'1 Ruitknt .. lq..,.,. 

~ 
I have been 'through the book aui thilfk that it Sh~B .. t.oOIlta.te 

familiarity with the subjects <Uscus.ed, !lnd I power"'et clean,- .,..-., 
your mellDlpg, When it is publieIr8(} I eh .. 1 ~ glad til Ol-der a. ClI'f1 tor 
Illy hbrary.-Tke Ron'l/k Mil. W. LIII·W,ll!o:ER, C S. I., I.e. s., 8fcr. ~ eM 
Govt of BolltbfL!/, Poltl. Dept., tmel atl Jddl. Me".~ of t.ht Oorl/wil !I 
"Ui Gavel nor· General for 1Ila]mrg LUllS ana Rfgll/at;olll (nolll Secg., Poltl. 
lind Seclt:t. Dept. Indw Oj1i{'e, Londou) 

(4) 

I am sorry I have not till now been able to give an opinion on YOUI book. 

1 think it wIll be decIdedly uMeful to derks \x>ginning work hi any 
of the GovelDment of India secretarllits. 

• • • • • 
C L TUPPER, ESQ, I. r 8, C;wf Secy to ilt~ GOilt !of tke Punjab (nolO 2fUl. 

Fwl. Comr, PU7ljab). 

(&) 

I hne lead your book with much mterest. It contains a great declof 
useful information. I [lm not 8uffiuently actluililited wIth the lOner workiDf 
vf the secretariats to be able to form a valullble opimon as to t10 !\coiracy 
lind completeness of the details em bOOIed in It. But there 0IIl lie no 
questIOn as to the value of such a work to mllny persons Joining a Govern­
ment offioe, and I can suggest no Ilmendments of importance. 

•• •• 
• The appendIces with Forms, Specimenl, etc., will add much to tte vaiu. 
of the ~k for purposes of refer~Dce.-A H. T. MARTINDALE, E:sq.; I.e.l., 

Commr ~ of .4jmere. • 

(6) 

• • • • • 
It teems to me tbllt it (the w"rk) should be fer, UJeful to aDYbody 

deairing to become a thoroughly effiCIent clerk in a GoverlllDent c50e, and. 
I Would strongly recommend II candidate for such an app~intme ... *" make 
hlD1aelf muter of the rules &lid principles laid dQWD for hia guidaDCe. 

G. R. lR"'lN,·E~., I c~., Folltlwl Agent, Jhallawar. 
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I return with thanks Y')UI' book whlCh I have read with interest: it 
.hould prove useful to young clt'rks in teaching' them the details of office 
l'()utine.-CoL Sa A. C. TALBo'r, K C I B , Depy. Seay /,Q tke (loot. oj I?lil,a, 
F'omgn Dept. (now Qtfg Resulent, Kasltmtr) ~ 

(8) 

I think YOIll trrlttJso wiil be l1~efl1l to many peopl!' 

I wish it all KUCCt'S~ -J. A CRAWFORD, -g'Q, Ie R, UevrnuJ; Co/nnw., 
• I 

BulIJchisian. 

(\I) 

I return YOIll book WIUI thanks It appears v) be a very careful an4 
complete account of the proct!sse8 In the Government depllrtments, ar.d. t, 
think It sholtld be very useful for n~w mon, and that It will be no less 
uaeful for men with explllienre In the 8~rvICO, as furnIshing them wa.lt 
reasons for many processes whICh they go through mechanIcally withollt 
quite understandmg the;, real object and lrnpOI t. 

~ . ~ ~ ~ 

J. E. O'CONOR, EsC), C I ~:, Dmctor-Ge'l8lal of StatlStlc8, alld e''C·0ffickl 
Aut. &cy. to tht Govt. of Indifl, Drl'! of Fwrlllce IIl11l Comme/ ce 

. (10) 

1 h!lve been thl'o' yuur manun.l anu think It might be very uaeful 

~ .. * "" It is clm' 
you have taken a gl'eat ue&\ of trouble In It~ compiln.tion, and I should 
be glad to hear It proved a 8llC('f>ss -CA.PT,uN H. DALY, 0 I E., .d88t. (nil" 

OJfg. Drpy.) Secy. to the Govt. of Indw, FI reiglt Dept 

(11) 

I am. mueh obliged to you for showing me the proof of your tm.tise 
Qn the working of Indllm socretarl,lts The work contains a ma88 of USeful 

i6Iormation, which m~8t havtl given you great trouble in gettmg together. 
I am lure that it wtll be valuable to all who now are, or are likely to be 
lIereafter, employed in any of the Government offices. 

It ought to command a steady sale.-E. H. fl. CUIlLE, EsQ" A,al. 

S.eg. to th~ G01:t. of IJUlia, Foreig" Dept. 



(12) 
!"aID Yery'earry that I !rare beeo Ilu.hle to IJIVd an oplaiM ~ 

~yb1ll'bookl 

It' il inlifleCl Itft excellent oompilatwn Ind contain. II. Vllt lmolllR of 
infotmatiotl \fflloh I hnve DO doubt. will prove very useful not oDJ1 to 
,dung men who are 111:1.1008 to enter the S, oretariat Offiul'l of the Gov8m. 
meut of Iudla, but also to pllreons who are &Il't'8dy 10 the IIervioe of Govel'll­
ment.--C. H SAMP!ON, £S(l., &glltrar R01nt. D~pt 

(13) 

I return here"ith the copy of your Government of IndIA Secretariat 
empe Manual, which seem. to me to glVe full detail of the work of th_ 
d.flloea beeldes information on pOInts connected wIth thai work. 

The book gives proof of yonf Intimate knowledge of the subject i ud 
WIille the experienood hand Will find It very useful for rl'fereuce, the lllniQr 
must find himself Willi repaid by a careful study of its contente.-M.uaa 
B L. FlnMAN, V.D, Regutrar, Public Works £Hpt. 

(14) 

• • • • 
I read through your book at Simla, and it struck me 18 being a vefJ 

uaeful wOlk indeed, parlieularly 80 Cor the younger men In our of5cee. 

• • • • • 
H. HBSBLTI1i'Jr, ESQ , Supdt., (nol/) Re[jl8!rar,) Dept. of Finant!~ and CotItfIIenJi! 

(16) 

• • • • • 
The book J8 a careful compllatlon and contuill8 useful information. · . .'. . 

A B. WILSON, ESQ, Rt9"trar, &fJ'8Iat~ LJep/ 

.(16) 

l"have read your book carefully and with much Interest In my opinion 
it would be a most valua.ble gUld" for all Becretarillt men-officers and 
clerke It mUlt bave given you "gr~f deal of trouble to compile, ADd I 
think you have JUr:ceed1lli in puttmg together a mOlt useful work, which 
I .hould be glad to see 118 the Office Manual of the Foreign Department.­
A. J. ROLLO, EIIQ, Supat., Fqrfl971 Office. 

(17) 

I han fead your'tean.e with milch tntllreat Ind no" retlU'll it with 
thanh. -The book contain. a great deal of useful iuformation c1earI1 Ind 
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WIll put together j and will, I feel sur., he of great help to clerks in the 
ronmmeut teOretarill.ts, more especially to beginners who, 8() far as I know, 
ha.,. no other adequato meane of acqualDtmg thelIliJelves with the prooeaeM 
which have to be !\,ot through iu a secretarilit-a 1Vant whicit your book 
amply supplies. Any clerk stalting life in a govero~ secretariat will, I 
helieve, the 8oonl'I pus through hlB probatIOnary course and beoome aD 
efficient hand with the !lId of your useful and complete Manual, than 
without its help.- J. L. MILNE, ESQ, Supdl, Home Dept. 

(18) 

I have read your treatise with much care and interest. In my opinion, 
though the subject is most important and intricate. your treatment of it, iA 
your arrangement a.nd codification of the rule. and prmciples governing the 
conduot of official busiuess in large offices, leaNS nothing to be desired. I 
('an Bllggeat no implovemeut worthy the name The accuracy aud complete­
IU!SI of your instructions render the work IIIvaluable to all claneB of public 
eervants employed in the secretartats, a.nd the book will be exceptionally 
useful to the recruit seekmg such employment I think it would be mOlt 
appropriate as a text· book for the cxa.!Dlnatton of candidates for the Govern" 
ment of India secretariats. 

As to its literary execution, I consider that the language you have 
employed is 80 happily expl eseed as to be undelstandable by Rny penon 
of ordinary educatIOn Rn~ intelligeuce Your u.pl,mations of every branch 
of public bU8mes8 are clear and ex'hausb ve 

I may add that if I had had your book in 1889.90, when employed 
in re·organismg the system of work In the A~Bam Secretariat, my task 
would have been much simpler ~and easier than I found it.-W. SPENCBB, 

ESQ., Supdl., Foreign Office. 
(19) 

(From a Veteran Stcretarlat Gl6rk.) 
This book I know has cost its wnter 

Nights of weary, patJent toil ; 
But its oontents are all the brighter, 

For the use of 'I midnight oi!." 

It treats a subject dryas asbes, 
In a terse and limpid style, 

Illuming as with lightning flashes. ' 
What in dllrkness la.y erstwhile. 
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In worda that OOIl'S attentIOn fetter, 
It leads all who wish to learn, 

From" Receipt" to responsive" Letter," 
Or to .. Resolution" atern. 

It takell them onward from the" Docket," 
To the" PrecIs," "Note," and" Draft i" 

And puts into their menta.l pocket 

Thing~ el~e helpful to their craft. 

I "Hecords" a lore that but rarely 
In a clcrIC you Wll1 find, 

And is an "Indel," If Judged sltuarely, 
Of a deep, obsel vant wind 

would therefore commend Its study, 
(Though my counsel meet with sneers), 

fu clprks wbose tbeeks with youth are ruddy, 

And to those of Ilper years 

Nay. for its weI\lth of useful knowledge, 
It should take fL text· book's pla~c 

In e\'cr! publIC adaml snll collpgl', 
Thllt will tram the cOUling race -J. W. B 
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INTRODUCTION. 

SUGGESTIONS ON THE USE OF THIS TREATISE. 

As the book professes to be an exhaustIve treatise, in 
which is described the entire rnachll1ery by" means whereof 
India. is administertld by the Bl'imh Governmen;, the rules 
and principles therein codlfied, and the llIstruct,lons and in· 
formation which it cont:uns, tWIst be specIally Il~~flll to the 
various classes of officers, whether atlrll1Ul~tratlve or mmisttlrial, 
as well as to aspiring cllndldn.tes for clerk8hlp'l. It will 
therefore serve a good purpose to make r. fow slIggestions as 
to the parLs of the bo,)k whel'eiu each eLm m'ty lind matter 
adapted to its requirements. 

Adminish'atwe O(fi,('ers. -Information on pomts eonnf'cted 
with the government of the St,Lte wIll be fLlllnd III chapter (1) 
which deals with the mechanIsm of adlllllmtratlOlI In 
chapter (m), are cQrhfied t,he rllles and pnnclples relatmg to 
the several cla'l'!es of correspondence 111 vogue in seeretarillt 
offices; while certaiu other mIscellaneolls procedure, with 
which it is necessary that the officers should be aoquamted, are 
treated of in chapter (XIX), The chapt!:'r (xx) on Departmenl<J,l 
Economy is recommended for p'lrusaI' special attention is 
however dra.wn to section (3). This section (3), whICh treats 
of departmento.l supervision, sholVs the rpspective duties of 
8uperiutendentR of branchps, and of registrars or t.:1tef~clerks ; 

. and it is imperative tha.t admlllistrative (Officers should be well 
informed as to the~e duties, as any serious departure from 
their legitimate exercise, in relation to subordinates, is eminent­
ly ee.lculated to lea.d to a rupture of harmony between superior$ 
and subordinates, 80 fa.ta.l to hearty co-operation, which is a 
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main element of Effiei. DCY, slJd cODblquE'otly so detrimen~I ,1.O 

the interests of tht: State. Chapter (XXI) deab, II ith discipline, 
that is the due regulation of the relations between departmental 
OffiC()fS, which is so essent.ial to harmony. A careful analysis of 
the basic principles of disclpliue is followed, in sections (3) .. nd 
(4). ~Iy a similar anal)sis of the pr1ll9ples of harmony which 
ought to subs18t between superior" and su bordinates. Section (4) 
oontaios moreover an exposItion of the vurious means resorte4,to 
by unprincipled subordinates t.o promote their own srifisb, if not 
WI)r8!', purposes; and It is highly necessary that unwary 
superiors should be warned hetimeR, allli guarded against such 
machinations. There are, bel'ides, varIOus points relating to 
the details of the departn1l'ntal system, of whICh it were 
well that administratIve officerg should bl' informed: these 
will be found inter8per~('d in the courRe of the treati"e. 

Negistrat· or ('hil'f-flel'k.-Of the working of tbe depart­
m~ntal machinery IJW I eglstrar or chief clerk should pOBBeBS 
a complete knowh,dg(' he is howover concerned in a pa~ti~ 
cular manner with chapters (XIX). (xx), and (XXI) which treat 
of certain neccsga.ry procedure of a luiscellancotlB character, 
and of the el1onomy or management of the departntent.. AI 
the ultimate referee 1lI all matters c(lnnected with the 
working of the secretariat, it goes without saying that he 
should be a thorough master of Lhe depar~mental system; 
he tr.ust have a cl~ar insig.ht into all its parts, 60 all to be able 
to remove any obstacle or .impediment that may, cl?~ its 
action. He should also make a special study of the .prine~rle8 
of harm~ ;ous co-operatiolJ, which is the key-stone of disci­
pline a nd efficiency. 

Superinten..ient.-Not unlike the regist.rar, or c~ief-e1erk, 
~be auperiptepdent must be thoroughly acqu~i~~~d w~t~ all 
the wtrica.cies ,of the dep&J'tmental pystem. 'f.bp"lgb UDder 



n funotional classification of the work of a secretariat, the 
8t1periotandent is chiefly concerned with the particular function 
with which his branch is accredited, yet, in view of his StRtU8, 

or of the possibility of his transfer to aDfJtber branch, it 
is but rensonable to expect that he shoul~~88e8S more than 
a mere genE-rat know1edge of the work of the department. 
While therefore he will find complete information on the 
subject in the course of the treatise, chapters (xx) and (XXI) 
are recommended for his careful study, 88 indicative of the 
principles on which alone IL branch may be efficiently conducted. 

Senior Clerk.-lf the work of the department is • sub­
jectively' classifit'd, the senior clerk is required to be COD versant 
with all the d{'ltails of the departmental "ystem; even under 
a functional ClallBlfication, though only a thorough knowledge 
of the special function of his own branch is wbat is striotly 
requisite for him, he ought to acquire proficiency in re8pe~t 

of Buch othE-r functIOns also as are suited to his capacity, nay 
of the whole df~parlmelltnl ,,)sl,.·m, with a view to his promo­
tion, aud l'oRllibly consequent transfer to branches accredited 
with other functIOns. Hence, for him~ a study of the entire 
treatise would be very helpful: chapter (xx), which trea.ts 
of the economy of the department, is specia.lly commended 
to his attention. 

Junior clerk., w~o are expected to perform si~ple 

duties of a more or less routi,ne character, should have a 
proper idea of official routine, a.nd be acquainted with the- ele­
mentary principles of the various departmental functiQus. The 
portions of the book best adapted to their requ-aemeDts ars 
ohapters (II), (IV), ,v), (VI § § [4-9]), \lX I, (X), (XII § § [4 & 5]), 
(XIX § i), and (xx §2 [c]): the relations of subordinates towards 
their superiors will be found discussed iD chapter (XXI § 4,). 

Candidate lor clt7'klltip.-The clerical examination 
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rulee require that the candidl\te for the lower division of 
clerkllhipa shall possess a certain amount of general knowledge 
of the principal departmental functions: of course the more 
accurate such knowledge, the greater are the chances of his 
success. He is therefore recommended to make a eareful 
study of the following portions of this work :-Chapters 
(IV § 2), (VI §§ [4-9]), (VII), (vm), (IX), and (x). For appoint­
ments in the upper division of clerkships, when thrown 
"pen to general competition, the candIdate should be well 
up in the details of all the departmelatal functions, as 
expounded in chapters (II-X), (xu), (XIII), (XIX § 1), (xx § 
2 [c]) and (XXI). 

This work, as has been already stated elsewhere, was 
originally intended to supply a complete, and practical, and 
reliable guide to the working of a secretariat of the Govern­
m~nt of India: As the Indian departmental system is about 
tbt! most complete, if propbrly conducted, that could be de­
VIsed, it would doubtless be advantageous if a similar 
system were introduced, mutatis mutandts, in all subordinate 
offices, and in the secretariats of local governments anu ad­
ministrations: this treatise would doubtless afford material 
help towards the accomplishment of sucb an objet. 
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THE MECHANISM 01' ADMINISTRATION IN INDIA. 

Before enUlring upon an exposition of the monns by which 
the government is conducted, we shall endeavour at the ontset 
to explain the system of administration obtaining in India, 
and the correlation of its parts, which weld together into a 
consietent whole, the component elements that constitute the 
British Empire in the East. 

2. Prelimina.ry however to discussing thp details of the 
atlmimstrative ma.chinery, it is necessary to form an accurate 
idea of the chief controlling authority, without which it is im­
possible to comprehond in its integrity the complex process of 
administration. 

§ 1.-Constitution 0/ Government. 
(a)-!Tbe india COUDcil. 

3. As a dependency of the B'ti~ish Crown, India is pri,., 
marily ruled by the Queen of En~land under the style of 
Empless of India, a title assurued by her in 1877,88 declaratory 
of the suprernacy of the British 'Government over all the Native 
States in India. 

4. The Rome Government or India i8 conducted through 
a Member of the British Cabinet, . the Secretary of BtaQ 

for India, aided by his Oouncil, known as the Ooonoil of 
India. 
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5. Of thfl members of tbe UouDoil, fifteen in nnrnoor, who 
are appointed by the Secretary of" State, n.velve trbld offi~ for a 
term of ten yelll's, which may however, for Ipeci'!\l reaeODS, be 
extended fOl' fi ve years more: the remaining thl'oe, having 
professional or other special quahficatione, mii)'" ~ appointed 
for life. 

6. The majority of tnembElfs mll~t be perSons who ha"" 
held high office 01' r!1sidt'd in Ind IU for at least ten yt>al'f\ and 
who", have not left India mOl'e than ten Yf'ars before their 
.ppoiptwenl • 

7, As II. rule e-..ery order proposcd to be made by the 
Secretary of State, must be laid before the Oouncil prior to 
its issue. 

~, Tb_ Secretary of State may, however, u.1e the 
order-

(a) when the question at issue is considered urgent, in 
whILh ease he must record his reasons for doing 
80 ; 

(Ii) when extraordinary expenditure is involved; 
(c) when the qnestions dealt with affect the relation!! 

of tile governmt'nt with Forl'ign Powt'rB, snch 
as making war 01' peace, and prescribing the 
policy to be followed towards Native States; and 
generally, 

(d) in matters in which sec.ecy is necessary, 
9. But no grant or aPllropriation of ony part of the 

revenues of lndilt mlly be made without the concurrence of 8. 

majority of votes at a meeting of the Council; the power how­
fWer of the Oouncil in controlling expenditure can only be 
exercised in regard to the ordinary business of the administra­
tiOD. 



( a ) 
.-The Vioere8'Jll Council. 

J.P. In lAdia the bead of the government is the Governor­
Genval, geaera~ a statesmlln of established reputation iu· 
Europt', who is appointed by the Crown, and whose tenure of 
office, thoush D.9t limited to any specific term, custom has fixed 
ot fi~ years." Since the transfcr ot"- the gO\'erlllnent to the 
prown, the Governor-General ill also btyled V leeroy, but the 
term is not recognised by law. 

11. The Governor-General 81so is aided ill thf' government 
of the ceuntry by a Council, whICh may be cum pared .M ... 

~ 

Cabinet of a constitutional country, and "hich, in Its functions, 
is of a two-fold churacter -executive and leglsluth e. 

1~. The supreme authority in India com;equently vests 
in th. Governor-General in Council subject to ~e control of 
the Secretary of State in England: and every c'({'('utive order 
and legal statuto issues in the naille of the Govcl'l1or-General 
1U Council. 

13. The Ordinary or Executivo Uoullcil of tho Go\'ernor­
Geneml is composed of SIX members, who are ul'puinteu by the 
Crown, and whose term of office extends oldimlflly to fhe yelll's. 

14. When required- to pnss legislativQ enactmenb, the 
CouncIl, which is then styled the Legislative COUI/cil, is aug-, 

mented hy not less than ten, nor mor~ than sixteen extra mem­
lfrs, who are nominated by the Govqnor-General. 

15. Tbf\se adJitionallDf'lllberll, of wbolll not more than six 
Dlay be officials, are selected itOlll oflicia18 lind I('plcsf'ntut,ives 
of the non-official J~uropean and Native cOllmullitu'8 of pro­
vinces ; and holJ office for a term ul' two years. 

16. The Commandel-in-('IJlt'f in lndin, who is Ihll chief 
tnihtaryauthority in the country, IS fOJ'llllllly an extraoldinary 
member of the Viceregal Conned, and takes precedence at tb, 
Council next after the Gc.vernor·General • 

• 
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17. So Ille the Governors of KadI'M nnd Bombajt when 
~:4he Oonncil, which mlly be beld at any place in India, meets 
within their presidenoies. 

18. The Lieutenont-Governor or Ohief Commissioner 
.of any province in which the Council may 8tiemble, Illso aots 
as aD additional member. 

19. The members of the Executive Council are virtually 
Oabinet Ministers, as their ordinary duties ar(l rath-:lr those of 
administrators tban of councillors. With the Governot-Gene­
ral.t their bead, they preside over the several dtpttments of 
the State, to wit-

(1) The Foreign Department. 
(2) The Home Department. 

" 

(3) The Revenue and Agricultural Department. 
(4.) The Public Works Departm~nt. 
(5) The Mililiary Dopartment. 
(6) The Legislative Department. 
(7) The Department of Fmance and Commerce. 

20. The Governor-General has immediate charge of the 
Foreign Department, which controls the political relations of 
the GovernOlent.of Indin with Foreign States. 

21. Three of the mt'mLers must have served in India for at 
least ten yenrs : of these two are covenanted civilians, nnd ha,"e 
charge of the Home Department, the Revenue and Agricnltul'6l 
Department, and the Public Works Department, the first two 
departments being controlled by one member j the third is 
'a military officer, and bolds cbarge of the Military Department. 

22. Of the two rf'maining members, ODe who most be a 
barrister-nt-law, or a Member of the Faculty of Advocates in 
SQotiand, of not less tbun five rears' standing, presides over 
the Legislative Department; the other controls the Depart­
meut of Fiullnce and Commerce. 
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23. The Home Department regulates the internol admiuis­
tration of the State: the {unctions of the other department8, and 
the branche!! of the administration with which they are severally 
concerned, are indicated by their respective designations. 

! c)-BUsine,. in Council. 

24. Besides the Member of Conncil, who may be said to 
represent a Secretary of State, the department over whioh be 
presides hns a Seoretary, who holds a position similar to that 
of an Under-Secretory in England. 

25. The power to dispose of ordinnry matters within the 
province of a department rests with the MembAr m charge, 
or is delegated by him to the Secretary whose other duties 
are-

(a) to place every case before the Governor-General, or 
the Member in charge of his Deportment, in a 
complete form, ready for final decision, i.IJ., 
accompanied by a note, with his own opinion 
recorned thereon; 

(b) to send the busIness of his Dt'partment to the 
Member in charge, for fhst perusal alld initiation 
of orders; 

(e) to send papers of special irn portance at onco to the 
Governor.General, who will initiate orders himself 
or send thero fOI' initiation by the Member in 
charge; 

(d) to Bee that no papers come before Connoil withont 
having been previously Beeu by all the Members j 

(e) to attend meetings of the Council if necesllarv. 
26. In matters of greater moment, the papers, with the 

Member's orders or opinion. are submitted to the Governor. 
General for approval: aud if concurred in b, the Governor­
General, orders are issued accordingly. 
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il7. If the views of the Member are not appro~d, or, if 
owing to the importance of the matter, or for a~y reasoD, it is 
40Dsidered desirable to do so, the Governor-General directs the 
papers to be circulated to all or oertain of the members, or to 
be brought up in Oounoil for discussion. 

28. Ordinarily wnen a question comes before tIre Conncil, 
it is decided in accordanoe with the opinionS! of the majority 
of members. But the Gov"rnor-General is empowered by law 
to act on his own opinion alone, whenever the safety, tranquil­
lity, or interests of the British possessions in Indilt may, in hill 
judgmen~ he essentially uffeoted. • 

29. Measures for legislation ore submitted to the -Gov­
eroment of India in the shape of proposed enactments. 

30. These are then submitted by tbe department con­
cerned for consideration by the Governor-General and Law 
Member, and afterwards circulated to the other members of 
the Executive Oonncil, previous to being laid before the Legis­
lative Oounoila8 draft Acts or Dills. 

a1. Committees are next appointed by the Legisilitive 
Council to consider each Bill, which after publication in the 
.GQ;lellte oj India, in the manner prescrIbed, is either rejected, 
or modified, Or passed into law. 

82. Legislative eaactments, which were before 1833 
known BS Regulations, ale now called Acts; but such as .e 
passed nnder the provision of 'the Statute, 33 Vic., c. 3, 
.till retain the original designation. 

8a. Every Act requires the assent oftbe Gorenwr-GeMral; 
;,but a passed Act may be disallowed by the Secretary of State 
for India, though his assent is not neoessary to its validation. 

84. Apart from these legislative powers, the Governor. 
General in CouDoil, that is the Executive Oouncil, is empowered 
to make Regulatious having the force of ll\w for Non-RegalaboD 
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Provinces, of .h~h we shall presently have to speak more.t 
length. 

35. In case of urgent nec088ity, the Governor-General oan, 
on his own authority and without reference to his Cooncil, make 
enactments which have the force of law fOf six months. 

as. The Executive Council 01 the Governor-G~neral 

usually meets once a week: the Legislative Council, as occasioa 
may require. 

37. Strangers may be admitted to the meetings of the 
Legislative Oounoil; and further publicity is ensured by the 
proviso that Bills must be published in the Gazette of india a 
oertain number of times. 

38. The system of Government as set forth in the fore .. 
goiog paragraphs dates from the transfer of India. in 1858 
from the East India Oompany to the Crown j and 16 regulated 
by Acts of Parliament-21 & 22 Vic., c. 106 (An Act/or tilt 
better Government of India), and 24 & 25 Vic., o. 67, Bod ~5 & 
[)6 Vio., c. 14 (Tile lndum CouncilB Acts, 1801 4- 1892), which 
may be referred to for further particwars. 

39. Having described the constitution and powers of the 
Supreme Government-the main spring, as it were, of the 
entire administrative machinery-we are in a position to COD­

sider the details, and to comprehend ijs moduB operandi, which 
• shall DOW proceed to discuss. 

§ 2.-1'erritor~l Div;.ion 0/ India. 
40. In view to a clear onderstanding of the process of 

administration in India. it is necessary in the beginning, by a 
general definition of its boundllries, to convey an idea of the 
geographical position and the extent of the <:ountry, and to 
deacribe its political divisioDs. 

41. India may be said to represent in form a great irregular 
triangle having for it. bue, on the Dorth, the vast Hiwala,&Jl 
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_,ell, Illd at it! apex, Gape <A>mcrill, the estrt'ftle- p<tin~ on the 
.onth ; tbe main portions of its western and eastern sides being 
washed by the Arabian Sea and the Bay of Bengal respectively. 

42. This tract, which is situated be-tween 8° 4' and 36° l~' 
north latitude, Rnd 66° 44' and 99° 3u' east loRgijade, and covers 
an area of 1,388,730 square miles, way be divided territorially 
into-

I.-British India. 
1I.-l'IlItive States. 

III. - Foreign European Possessions. 

§ 3.-BritiaJl India. 
48. The British possessions in India originally oonsisted 

of the three settlements at Surat in Gujarat, Furt St. George 
on the Coroolandel Coast, and Fort William in Bengal. Aronn1 
thl'se as Duclei gradually grew other settlements, and thus were 

focooed what are called the Presidencies of Madras, ~.9mbay, 
and Bengal; the tel m Presidency being derived from the fact 
that its Government was conducttJu by a PresiJent and Board.. 

44. New acqui81tlOns of territory were generally attached 
to one 01' olher of th~se Presidencies, though owing to circum­
stances !luch n disttibution W(lS not always feasible. 

45. Hence a~ the empire expnnded, the Presidency of 
Beugal came to inC'lude I.ot O'nly Bengal and the neil/:hbouring 
provinc"s of Bebar and O. iSf>a, but the whole of the Brititb 
oonquests in Northern India. Having thus become too extensive 
for a single charge, it was for purposes of better admini8batioQ 
split up iDto proyinces, or charges of lesser extent. 

46. No unnatural or inconvenient additions of territory 
were made to' the other Presidencies of Madras and Bombay, 
wbich may be regaded 9S provinces. They however oontinue 
to take precedence over the ~ther provinoes, owing to their 
iJDl'Qrtance and the QODstitution of their Qovernment. 
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47. The provinces are ~dmibilltered directly hy the 
British Government, and taken collectively oonlltitnte what is' 
called British India. 

48. The following ill Il libt of the provinoes into which 
British India is partit,ioDed ;­

(1) Ajrnere and Merwara. 
(2) Assam. 
(8) Bengal. 
(4) Berar, also known as the Hyderabad Assigned Di .. 

tricts. 
N.H.-This can hardly be reckoned as • province of Bnti.h 

India' though under exclusive British management, 
it is in fact foreign territory. 

(5) Bombay. 
(6) Central Provinces. 
(7) Coorg. 
(8) Madras. 
(9) North-Western Provinces. 

(10) Oudh. 
N.B.-The last two (9 and 10) wele lID'1algamated in 1877. 

(11) Punjab. 
To these must be added British Balucuistan, Burma, ond Port 
Blair, which though geographically outside the limits of India, 
have been officially declared to cOlfstitute part of Britillb 
lfadia. The outlying district of Aden,"which is under the control 
of the Government of India,· m.aY also be reckoned polItioally 
as part of British India. 

§ 4.-Non-Regulation Provinm. 

49. According to the constitutl..,n of ita government, each 
Presidency was originally empowered to enact regulatioDs 
ptior to the formation of a General Legislative Council in IH34. 
Territories added to a Presidency came nnder the existing 
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I!galations ; and the course of their offwial appointme~tl was 
govel1led by Act of Parliament. 

50. In the case of provinces which were not, and could not 
be annexed to any Presidency, their official staff could be pro· 
vided by the Governor·General nor was it qanlated Jby any 
Stl1tute ; and what was of greater moment, the existing Regula­
tions did not apply to them. Besides, there we}'e parts of the 
older Presidencies which, owing to their backward state of 
civilisation, or other causes, it was desirable to exempt from 
the ordinary law. 

51. 'Provinces belonging to the latter category are known 
as Non-Regulation, in contradistinction to those of the former 
class styled the Regulation Provinces. 

52. It will be observed that two fenturt's serve to distin­
gnish the Non-Regulation Provinces from the Regulation 
Provinces-one relating to the difference ~of the laws in. 
force, and the other, to their official appointments. The 
formar has now, except in respeot of a few really backward 
and exceptional tracts of country requiring a simple form 
of government, almost disappeILred ; the latter Burvives in the 
titles and salaries of certam officials, and in the fact, that in 
Regulation Provillces certain appointments are by law reserved 
(or members of the CoveQanted Civil Service. 

53. The tracts, in wQlCh the difference of laws still obtaiJS 
and which may, in a perfectly valid and current sense, be said 
to be extra-regulation, are now 'spoken of as the Scheduled Dk­
triots, so called because they are noted in the SchedulQi of Act 
~V of 1874, which waS passed to place them on an inteligible 
ba"is as regards the -laws in force in thew. 

54:. It may however be observed that, owing to altered 
cironmstances, the terms, Regulation and Non-Regulation have 
lost their former faroe, and ~e becoming obaolete. 
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§ 5.-PftOCtl8 of Adminiltrotion. 
55. A province though subject to the general control of 

the Governor-General in Co'nneil, bae a 8eparltte government 
of its own. 

56. The following list shows the various branches of the 
administmtion which may obtain in B province :-

(1) Administration-Land (14) MInt. 
Revenue and General. (15) Miscellaneous. 

(2) A!sesst"d Taxes. (16) Municipalit,ies and Can· 
(3) CustOIDS. tonmente. 
(4) Education. (17) Opium. 
(5) Eccle8iastical. (18) Paper Currency. 
(6) Excise. (19) Police. 
(7) Financial. (20) Postal. 
(8) Forest. (21) Political. 
(9) Income Tax. ,,22) Public Worlts. 

(TO) Jail. \ (23) Registration. 
(11 ) Judicial. (24/ Salt. 
(12) Marine. (2ii) Survey. 
(13) Medical. (26) Stamps and Stntionery. 

(27) Telegraph. 
57. The number Ilf branches in a province dc>pends upon 

a variety of causes, such as its extent~ state of advancement in 
oivilisation, looaJity or situation, natural products, clc. 

58. Each branch is ad1ninistered by B specially orgsoi&­
ad eBtabli!bment ; but this treati;e is chiefly ooncern('d with the 
first, viz, Land Revenae and Geacral Administration, whioh 
is oommon to every province, and which, so to say, constitutes, 
the baBis of the entire admini'!trative system. It should 
therefore be horDe in mind that onr remarks have Bpeoial refer­
ence to this bl'aDcn of the administl'l\tioD. 

~9. To farther faoilitafe and simplify administration, pro-
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.. inees are divided into districts, which, e:xcApt in Madras, are 
grouped into larger areas called divisions j but the district is 
properly speaking the unit of administration. 

60. Districts are sub.divided into lesser tracts, called sub­
divisions in Bengal, taluk8 in Madras and .lnft>bbIlY, and tan&il. 
in Northern India generally: these sub-districts are the pri­
mary units of fiscal admimstration. 

61. The designation of administrative officers 'Varies with 
the importance, extent, or natore of their respective charges. 
. 62. The supreme authority in a province is, R('cording to 
its status or importance, styled a GovE'rnor or LieuteOlmt­
Governor whose administrative charge is known flS B Local 
Government. In provinces under the direct management of 
the Governor.General, who is therefore the Local Government 
(jllorul those provinces, the I!upreme authority is called B Chief 
Oommissioner who constitutes a Local Administration. 

63. Officers holding charge of Divisions are called Uom­
missioners. 

64. The title of the highest executive official in a Regula~ 
tion District is Collector-Mllgistrate; that of a corresponding 
officer in a Non-Regulation District is Deputy Oommissionel'. 

65. Tbe table in Appendi:c A, No.1 will (lxhibit at a glance 
the category to which ca<'ll province belongs, its variou~ divisions 
and sub-divisions, and the number of each class of officer 
employed in its gflneral administra'tion. 

66. The provinc('s enjoy varying degrees of independtonce 
, in proportion to their importance. 

67. Of the five principal provinces-Madras, Bombay, 
Bengal, the North-Western Provinces and tht3 Punjab-the first 
two Bre administered by a Governor who, like the Governor­
Genera.l, is aided by a Oounoil consisting of the local Com­
mander-in-Chief and two members of the Civil Service. 
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68. 'rhe Governor, who is usually ao English .tateMlllftt 

and the members of hill Council are appointed by the CrOWD. 
69. For l&gislativ.e purposes the provinciQI El8CutiTe 

Council id: Madras and Bombay is augmented by Dot less than 
eight, nor more than twenty additional members, besides tbe 
Advocate-General of the Presidency, 1\·iro nre nominated by the 
Governor, and of whom at least half must be lIon-officilll persoll&. 

70. The province of' the Legislative Council is restl·jcted 
to subjects of local and pruvincial interest: it cannot repeal or 
amend Qny Act of PQrlialllent, or any law passed in India 
before the Indian Cuuncils Act came into operation, nor can it, 
Without the sanction of the Governor-General. take into COD­

sidel'ation nny meaSUIe affecting the public debt, cOlltoms, 
imperial taxation, currency, the post office and telegrnph, the 
pennI code, religioD, the military and nanl forcts, patentst 

copyright" or relatiolls with Foreign States. 
71. The vlllidity of laws or regulations made by the legis­

lative Conncil'3 in Madras nnd BombllY is subject to the assent 
of the Governors and of the Governor-General; aud any passed 
enactment mlly be disallowed by the Sccrfltory of State for 
India in Council. 

72. One privill'gl1, not possessed by other provincial 
Governments, which MlldJas nnd BllIlIbay enjoy ill, that in 
c€lItain matters they lire entitled to q)lrespouJ dil'ed with the 
Secretary of State. 

73. Bengal, the North-West"tJrn Provinces, and the Panjab 
are administered by Lieutenant-Governors, who are chOien 
generally from members of the Covenanted Civil Service of 
oot le8s than U>n years' standing, and are appointed by the 
Go"ernor-General with the approval of the Crown. 

74. They have no Executive Councils; but the Drst two 
-Beogal and the North-Western Provinces-have Councils for 
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legislative pUl'flOses only, similar in constitution to those of 
Madras and Dombay. The number of councillors is limiteu in 
the former, to twenty, and in the lutter, to fifteen. 

75 The administration of a province is conducted by 
dlfforent grades of officers with vllrying I'hr«rees of power, 
varioollly distributed l'imong the districts, according to their 
importance, extent, or other determining circumstances. 

76. The different branches of the administration are 
administered by the provincial Secretariab!, subject to the con­
tl'O} of the corresponding Secretariats of the Government of 
India, which in their turn are, as we Iwve already stated, super­
vised by the Governor-Gener,l! and the Members of his CounciL 

77. The branches of the Ildmir.istration controlled by O!1Ch 

of the S~C\etnriats of tho Government of India will be found 
specified in Appendi.v A. No.2. 

78. WIllie tlwreforo the Secretary of State in England, 
and the Governor-Genellli in Council in India 1If(' thl'OIetlC/IIlly 
t11e supreme authodty, under the decentl'alisution scheme inI­
tiated durillg the viceroyalty of Lord Mayo in 1870, the 
provinoial Governments enjoy compalatively greater indepen­
dence than before. Details of administration lire not now 

. interfel'ed with hy the Government of India, who have come 
to recognise the fact, ~hat provincial Governmf'nts are neces· 
sarily better judges of lopal requirements and condition!!,! 

79. But though the supervision exercised by the Governofloo 
General in Council is of It general character, there are 
branches of the administration which can be efficiently control­
led by the supreme Government alone, such as-

(1) the military defence of India j 

(2) relations with Foreign Powers and with the Native 
Stntes of Ind.; 

(a)-construction of railways anJ canals; 
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(4) administration of the PO!!t office and teJegrarh ; 
(5) manngflJnpnt of thfl finances of the country; 
(6) commercill) relutio'fts. 

80. It will b~ observed that the fundamental principle ill 
the conduct of the admmil'tration is partition of labour con­
nected with the WOI king of its branches hJnon~ vnrious grades 
and clns~es of offie(,l!'l, according to the natmfl of their chnrgPI!, 
under the snpervision of tl.l1 provincial hpud, and subjoct to the 
~E'I1{'rdl control of the supreme authority. the Governor-Gener­
III in Council. 

§ 6 -Natil'e States 
81. The Native States in [ndia may be divided into two 

Cla'l8t's :-

I.-Those um)pr tho immediate control or the Govern­
ment of loeha. 

11.-1hose nndt'r the direct supt'rvision of the Local 
Governments. 

82. To t1J{~ fOI'mer category bplong-

(1) Baroda. I (4) Klllat. 
(2) Cenlrallndia States. (5) Kabhmir. 
(3) Hyderabad. (6) Mysoro. 

(7) Rlljputana States. 
83. To the 1atter, nppertain the St£tes under the­

t!) Government of Bengal. 
(2) Do. Bombay. 
(3) Do. Madra·s. 
(4) Do. North-Western Provinces Rnd Oudb. 
(5) Do. Punjab. 
(6) Chief Commissioner of AJ8am. 
(7) Do. Burma. 
(8) Do. Central Provinces. 

. • The ao,.onuDent of Ind.a haTe also duect relatlolll Wltli AJlI'han· 
IltIaJ, ad Nepal. 



( 16 ) 

8(" These States are known na the Fendatq1'y States of 
India. 

~5. These States, according to their importance, are ad-' 
ministered by Ohiefs possessing varying ~ree8 df power 
under the supervision of political officers, and subject to the 
authority of the Government of Indii. 

86. It is through tho political officers in charge, that 
the relations of these States with the Government ot' India nm 
oonduoted j and no State may have political communication 
with any other State, ot' with nny foreign power, without the 
consent of the British Government. 

8? In the case of systematic Qnd persistent mlliadminis­
tration and tyranny, the British Government, in virtue of I'ts 

'supremacy as the paramount power, reserves to itself the 
right of interference for the protection of the ppople. No 
Native Ohief is immune from trial and punishment for any 
atrooious crime, by a tribunal duly oons~ituted under the orders 
of the Government of Iodin, 

88. The principal I'UUng Chiefs are, gl'llnted salutes as a 
mark of distinction. 

89. The lowest aalute is 9 guns: and the scale of salute 
"riset by 2 to a maximum of 21 gUliS, which is the highest 
number acoorded to any, Ohief. 

90. From the synop.t.ical table in AppendiiD A. No.3, as.-
ciently adequate idea may be formed of the relative importance" 
of the States, and the mRnner'in which their political relations 

'w,ith the Government are carried OQ. 

91. In addition to the number of gnns accorded to them 
as rulers of States, same Ohiefs enjoy extra personal salutes, 
granted for special considerations. 

, 
92. Besides the prinoipal ruling Ohiefs noticed in, the 

foregoing paragraphs, there are a number of petty 8u~rdi-
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bate Obiefs .Uaehed to lome of, the ptovinoes, who PODell .,., 
limited powert. The administration ot their estates is mainll 
'conduoted onder the direct supervision of politioal omoers, 'aud 
is .nbject to the provincial head. 

§ 7.-Admini8lrative A.gency. 

93. The officers througb whose agency the administration 
is conducted belong to two main categories :­

I.-Administrative, and 
n.-Ministerial. 

94:. Administrative officers are the res{lonsible heads, eaoh 
within his own sphere, in their respective branohes of the 
administration. 

95. Ministerial officers prepare the necessary material w 
aid administrative officers in the proper discharge of their 
functions. 

96. These two classes of officers constitute distinct sernees, 
according to the branches of tho administration with which 
they are severally concerned. 

97. Broadly speaking the various services may be said 
to be subdivisions of two principal services-Oi~il and 
Military. 

98 •. In ,view of the relations ot its member. to the 
tgvernmept, • Civil Service is di,ided into two clRsses :-­

I.-UoveDRDtet;i, aDd 
n.-Uncovenanted. 

99. The former, known also as the Indian Civil Servioe, 
is composed of persons who have undergone special training to 
qualify as adminietr&tors, and hive passed a Bevere competi­
tive test in Englaad. 

100. Originally all civil oftices, ministerial excepted, were 
recruited froUl tbil Service ; but by the Statute of 1861 (24 &; j6 
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\'le. o. 84) Ule following offices only were reserfed for Membel'l 
of the Oovenanted Cirll Service :-

General. 

(1) Secretaries, Junior Secretaries, and Under-Secre­
tariee to the several Governments jn India, except 
those in the Military, Marine, and Publio Works 
Departments. 

(2) Accountant-General. 
(S) Civil Auditor. 
(4) Sub-Treasurer. 

Judicial. 

(1) Civil and Sessions Judges, or Chief Judicial OffiotT. 
of districts in the Regulation Provinces. 

(2) Additional and ASBistant J ndges in the said Pro­
vinces. 

(3) Magistrates, or Chief Magisterial Officers of distriots 
in the said Provinces. 

(4:) Joint Magistrates in the said Provinces. 
(5) Assistant Magistrates, or Assistants to Magistrate. in 

the said Provinces. , 

&ven~. 

(1) Members of the Board of Revenue in the Presiden­
cies of Bengal and Madras. 

(2) Seoretaries to the said Boards of. Revenue. 
(8) Oommissioners of Revenue, or Ohief Revenlle Officer. 

of divisions in the Regulation Provinces. 
(4:) Oollectors of Revenue, or Chief Revenue Oflicel'l of 

districts in the said Provincee. 
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(6) Deputy or Subordi~oo Oollectors' whe.-e QOmbiQ" 
with the offioe of Joint Kagistrate in the Aid 
Proviuces. 

(6) Assistant Oolleotors. or Assistants t9 Oolleotor. 41 
the said Provinces. 

(1) Salt Agents. 
(8) Uontroller of Salt Chowkies. 
(9) Oommissioners of Oustoms, Salt, and Opium. 

{10) Opium Agents. 
101. The same Statute permitted the appointment, under 

special circumstanoes, to such offices, of persons other than 
Oovenanted Civil Servants, subjeot to oertain restrictions. 

102. But as the conditions imposed were II.pparently beld 
to be not sufficiently liberal, but few appointments were Qlade 
under the permission which had thus been accorded. 

lOa. In view, therefore, of the policy whioh had been 
inaugurated of assooiating natives of India in the administration 
of the oountry, the HOlDe Government by a subsequent statute 
of 1870 (33 Vic. c. 3) provided" additional facilities • • • 
for the employment of natives of India of prov('d merit aDd 
ability in the Civil Service of Her Majesty in India." It IMoW 

hat their appointment should be II subject to such rules as may 
be from time to time prescribed by the Governor-General in 
Co~oi1 and sanctioned by the SecrefJ1ry of State in Conncil 
with the concnrrenl'6 of a maj41rity of Members present." 

104. The statute laid down-that for its purpose the term. 
'" Natives of India' shall include any person born and domioiled 
within the dominions of Her Majesty in India of paren" habi~ 
tually relident in India, and not e$t&blished there for teDJPo­
rary parposes oaly, • • • ." 

105. SDCOesaive seta of rules were framed under this Act 
in 1813, 1875, and 1879, for regula~g the appoilltmeata of 
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NaUfea of India to posts ordinarily reserved for' !Ie~bers of 
the Oovenanted Civil Service. 

106. The rules of 1879 provided that a proportion not 
e:rceeding one-fifth of the total. number of Civilians appointed 
by the Secretary of State to the Civil Servic;rn anyone year, 
.honld be Natives selected in India by the Local Governments ; 
that each seleotion should be subject to the approval of the 
Governor-General in Council ; and that the selected candidates 
should, lave under exceptional circumstances, be on probation 
for two years. 

107. But as the plan of nomination had been proved to 
be ineffioient in securing adequate guarantee of ability in the 
Dominee, the rules were held in abeyaDce. and Local Govern­
ments were allowed wide discretion in the system of selectioQ, . 
taoh being left to follow its own mode. 

108. Thus was constituted an intermediate Benioe, a 
brani)h as it were of the Covenanted Civil Service, known 18 

the " Statutory Oivil Service." 
109. 10 oourse of years, experienoe showed that the 

bMalures adopted had failed of the object of the Home Govern­
m&nt-'the more extended admission of Natives of India, in 
the seDse of the Statute, to the higher posts in· the Admi­
nistration. As a matter'of fact, in DO case, except in Bengal, 
bad a person been apllOinted II. Statutory Civilian on the 
ground of intellootual qualificatio1l8 alone, nor bad Iny domi­
oiled Elll'opean or Eurasian reoeived a nomination or an appoint­
~eot. 
\ 110. As it was reoognised that the rules referred to above, 
had Ilot operated satisfactorily, the question of amending them 
was re-opened in 1884 : indeed II. ~dical cbanga qf system was 
oonaif1ered necesaary. Protraoted oorrespondence euued with 
tile Secretary of State at whose instance a OOmmissiOll, bon 
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8S the Publio Senice Commission, was appointed with the 
Obj8Ct of devilling" a scheme whioh might reasonably be hoped 
to possess the neoessary elements of finality, and to do full 
justice to the claims of Natives of India to higher employment 
in the public service." 

111. After a protracted enquiry·into the circumstances 
of the case and careful deliberation, the Commission proposed 
certain radical changes in tue existing system of recruitment for 
civil appointments. These proposal!!, which, on the recommend~ 
ation of the Government of India, were g~nerally accepted by 
the Secretary of State, resulted in the constitution, of two distinct 
sel'vices, for the conduct of the higher branohes of the executive 
aod judicial work throughout India, to be known as " the Oivil 
eervice of India," and" the Provincial Service," each branch 
of the latter being designated by the nam3 of the particular 
IJrovince to which it belongs. 

112. The former-the existing Covenanted Civil Service 
under a modified narue--wilI continue to be recruited by com­
pehtion in England, and will be opell without distinction of 
roce to all natural born subjects of Her Majesty_ II.! members 
will, as before, fill the majority of the highest civil office" 
with such 11 number of smaller offices as Ill'e calculated to pr~ 
vide a course of training for the youngtlr men. 

113. The recruitment for the latter service will be made 
in each province under rules framed by the Provincial Govem­
ment 'with the saoction of the· Government of India. Tb. 
rules while providing for indi8p~D8able educAtional attainl9.lI, 
must be ada pted to obtain thoroughly efficient candidate., 114 
secure the due representation in tLa servioe of the difereat 
classes of the cOlDJDunity. 

114. To give effeot to this new system, it was proposed to 
r&dooe the number of appointments retened for the .uperior 
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service-the Civil Service of India. The Secretary of State 
however was opposed to the tramfer of a defillite portion of 
the chief administrative appointments to the Provincial Service; 
but on tho other hand, he was of opinion that there was 
no propriety in reserving to the Civil ~IC(, a large propor· 
tion of many otber classes of offices from which there was no 
reasou why mombers of the Provincial Service, if possessed of 
the ability, training, and other I eqUisito qualifications, shouW 
be excluded. 

115. In respect of oth('r offic08, ProvincIal Governments 
are empowered to determille "hich shall be reserved oX'Jlusively 
for the Provincial Service. 

116. As delay was inevitable before the now system could 
come into full operation, PlOvincial Governments ure at1thori~e~, 
baving due regard to the claims of members of the ex:~ting 

Oovenanted Service, t,o ~ppoint members of the Provlllcial 
Service, to offices to which they shall ultllllately uttain. 

117. The U ncovenuuted ei vi} ServlCo, though unrccogni8ed 
by such a designation, comprises in a strict SeD~f\, the members of 
the Subordinate Executive S(\i'VlCe j but tho term' uncovenanted,' 
bas come to be loosely applied to incumbents of all appointments 
Dot reserved for me III bers of the Covenanted elVlI Service. 

118. Executive omces filled by the lower grades of un­
covenanted officers have,.under the new system, been constituted 
into 11 "Subordinate CiVIl Servic~" 

119. Under the new system, the Statutory Civil Servioe, 
and the Uncovonantod Civil Service, will merge into the Pro­
vincial Service. Hencefol'th, therefore, the term i uncovenanted,' 
though obsolescent, may only be held to apply to the body of 
ministerial officers. 

120. No person other than n Statutory Nativo of India may 
be appointed to any office not specially reserved for Covenanted 
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Civilians, and carrying a salary of Re. 200 a ILontb or upwards, 
without the previous sanction of the Governor-General in 
Council, or, in Madras and Bombay, of the Secretary of State 
for India. 

121. The Military Service embraces all Military Officers 
who, in common with members of the Co\'enanted Oi vii Service, 
hoJd office from the Home Government. It.!! ranks furnish 
officers for all military appointment~, also for nppoilltmentB to 
the l\inrine, MOllIca!, Public Works anti some other branches 
of the lldminil'tration. 

122. Special qualificafions uro l'£'<]uired of executive 
offic~rs for some of the other branches of the aclrnmi8trntion; 
and 8pecial regulations nro llrescllbed for admission IOto those 
services. 

12:3. OffieN's \\ ho conllnct Uw relations between the 
Government and tho Native Stat(·s bll/lmg to the PolitICal De­
pRrtment j Uw relations of Native SLah''! unuer the immediate 
control of the Government of Inoia, being conducted through 
the agency of officers" ho con"t1t lite a srecml pel v ICc, lind", hose 
names are bome on what is called the Graded List of the Poli­
tIcal Department unoer till' Government of India. 

124. Officers of the latter category are dIvided into three 
grndes-

I.-nel\iuents, of "hom the ra a~ two cla~5eil. 
II -Political Agents, or\\ho/ll there nrc three classes. 

I1L-Politica! ARsistants, of\holll there arc three classes. 

§ 8.-F01'el[!n Em'opean P OSSl'88ion8. 

125. The only Europ$ln POI\ ers l\ ho hold possessions in 
IndIa nre France and Portugal. 

126. The French territories consist of Pondicherry, the 
principal seat of the Government, Kilrikal, Mahi~ Yanam, and 
~handerpagore. 
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127. The Portuguese possessions are Goa, the ~at of the 
Government, DamonD, and Diu. 

128. Correspondence with the Government of India on 
Platters relating to, or connected with, these po.sessions is 
carried on by the Governor of Pondicher"-and the Governor­
General of Portuguese lncia, through the Foreign Department. 

129. Correspondence relating to matters with which other 
Foreign Powers are concerned, is conducted by their respectiT8 
Governments,' or Consulu Officers, through the Secretary of 
State for India, or the Indian Foreign Office, as the nature of 
the case may require. 

180. For fuller information relating to the admininra­
tion, the reader is referred to the varioull standard works 
treating on the subject. Among these may be mentioned, The 
Imperial Gazetteer, The Indian Rmpire, and 1'he Life 0/ LJrd 
Mayo, by Str W. W. HUNTER; Indlan Polity, by GeMf'al Sir 
GBORGI OBBSNEY ; Indta., by Sir JOHN STRACHEY; The L~n(l 
BYltema of Brittsh India, by B. H. BADEN-POWELL, etc. 



CHAPTER II'. 

OFFICIAL ROUTINE. 

§ 1.-Necessity for organised IJrocedure. 
The diversity and complex nature of the subjeots which 

come within the cognizance of a dtpal'tment of the State, 
render their treatment a matter of no small difficulty. But 
when tIle consideration of a question involves the application 
of established prinoiples, or of rules oftentiwes of an intricate 
oha.raoter, the difficulty is considerably enchanced hy the 
necessity of obviating conflicting orders. 

2. These circuwstances, coupled with the fact, ,that the 
action taken in any case is likely to form a precedent for future 
guidance in dealing with similar questions, necessitate tbe adop .. 
tion of an organised system of procodure. Without method it 
is impossible to have ready access to the maLerillls required 
to elucidate any point at issue, or to seoure 8 just anti 
eqoitable, and at the same time, an expeditious decision. 

3. The procedure in a departme~t is so involved, that the 
uninitiated tyro ('an only attain to' a due understanding of 

• its constituent operations, whep he comes to apprehend theit1 
respective objects and their natural sf-quenee, by following the 
track of a hypothetical qnestion through the perplexing sinnosi4 
ties of official routine. We sball, therefore, for his benefit, 
traoe the course of such 0. question, as it passes through the 
different stages, And take advantage of tho opportunity to 
explain the Domeuclature employed in the conduct of official 
business. 
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§ 2.-Prepa'l'ato'l'!I Btage. 
(a)-The I receipt' 

4. Let us assume that a subol dinate administration bas 
submitted to the department concerned, a certain point for 
decision. Such a commuuication is terrueh receipt in the 
rocei ving department. • 

5. FrequenHy it happens that papers are transmitted 
with the 'receipt' in fullor explanation of the subject: these 
papers are tel'mod enclosures With reference to tho I receipt' 
which in such a case is also known as the oovering, trans­
mitting, or forwarding uocument. 'Enclosures,' If eopied 
in continuation of the 'covering' communication, :l1'{1 &tyled 
annexures ; and 'onclosures' of I enclosures,' sub-enolo­
sures or sub-annexures (18 tho case may be. 

(b)--ReglstratIOD. 

6. For various obvious reasons, the 'receipt' is in the 
first place given a sorial number, and an entry of it, in the 
briefest detail, mnde in a book specially kept for the purpose, 
called a register. 

(c)-Docketmg 

7. To enllble one to ascertain at a glance the snhject matt or 
of the' receipt,' a short hbstract of It i~ next made, which, With 
certain necessary detail~ r0latiog to the' receipt,' is incol pomted 
in what is technically styled a dooket. 

, 

(d)-' Dllnising , 

8. To fu.cilitate access to any specific papol', it is noce!\sary 
to keep an accurate record of the progress of all • receipts 
in their transit through the depadment. This is efFeoted by 
means of entries in special classified registers. In suoh a 
register. which is styled a dia.ry, the 'docket' is then entered 
as an initial step of this process. 
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(f)-' Rllfllrellcing 

9. The doe con~id{\ration of tho question at issue requires 
that it shonld be vio\'led in tho light, of previolls decisions or 
ruliDgs, if any, on the subject, and In cl)JInection with tho 
papel's bearing thereon, It l!- therpfol e necessary in the next 
place, that all such dOCnlU('nis, or referenoes as they are 
called, should be put up WIth thr 'receipt.' The technical term 
used to indicate this prores!. is referencing. 

(j)_ The I file I or 'c"c I 

10. The 'receipt' and tho 'TfJf"'r('nces' put up form a 
file. 

11. The paper~ in a 'file,' 'reference!!' tlxc(>pteu, aro 
called current papers, and con&titute a case, 1\ term by 
"hich the' £Ie ' is al.~o vnguply hown. 

1~. Until final ol'ders aro passed and cartied out the 
I file ' or 'caso ' is saId to Le ' cUlI'ont,,' 

13. ~hould It be comioer(lo nece,sary to suspend action 
on HIE) 'receipt,' or IihOlllo f Ul ther infurmatlOD, I equired for the 
disposal of ,he 'CIIse,' lJaYC been ealled for, the 'case' is 
saId to be in suspense, aIltl is culled a suspend or an await 
, case.' 

14, If the H'f]uired mformatIon is not furmbh('d within a 
re'.lsonabl6 time, I el£moel S are l~SUCO "at Cotlv(,Jlient intervals: 
such leruindcrs art! also known as tdkidB. ThiS intermediate 
correspondence is l,rcpal'utory. to the final dl~posal of the 
, ca.se.' 

(G)-Notmg. 

15, The • receipt' having been duly 'referenced,' tho 
'file,' is ready for submission; IlUt as the amount of work 
to be gone through in a department lenves but little time to the 
officers to wade through the pupers in the 'file,' It is necessary 
to draw up a succinct wume of the 'receipt,' noting clearly 
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tbe points requiring orders 'With all possible arguments for and 
against. This eummary, which is intended to dispense with the 
persoal of the papers in the 'file,' and thus expedite disposal, 
is sty led a note. 

§ 8.:-Submission of 'jile~. 

16. The' file' wilh the' note' is then suhmitted for orders 
through such of the junior officers as are required by the 
prevailing system of official procedure to help in its dispo,al 
by an expression of their views. If the point for dec i~ion is 
of an ordinary nature, the officllr to wbom the 'file' is Jast 
submitted, If so empo"ereu, passes final ordel's; but if it 
demands the concurrence of other departments, the views of 
those departments are taken in the first instance. 

17. Should however the question at issue be one of more 
than ordinary importance, t.he • filo' is, after consultation wir.h 
other departments if necessary. fOI'walded for oruers to tM 
Member of the Supreme CounCIl who preSides over the initi­
ating department. 

18. In questions of gl'eat!Jr illl portancel the' file ' i~ sub­
mitted for the orders of tho VICeroy, who may, if he so desire, 
consult the remaining Members of his Council i and should 
lack of unanimity. or ~ny other reaSOD, render such a course 
neoessary. it is ultimately laid before the Oouncil itself for 
discussion and finnl orders. 

19. The views of all the officials through whost' hands 
the I file' has passed, as well us. the final order, are recorded 
successively in continuation of the office' note.' 

20. 'rhe ol·der passed on a' file,' if' the result of a dis­
cussion in Oouncil, is known ns an order in oounoil. It ill 
reoorded below the I note' on the I case,' by the Secretary or 
the department who was present at the Coullcil. 
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4 4,.--Final ,tag,_ 
(a)-Dra.fting. 

21. When order has been Jltlssed, the' file' is returned to 
the proper branch of the depadment for the preparation of the 
formal order in the usual official style. This formal order, 
which is technioa.lly called a draft, is submitted in the UBUal 
coarse for approval; and afterwards srut to the oopying branch 
of the department, to be faired and issued under tho signature 
of the proper officer. 

22. After issue the 'draft' is suhjected to much the aame 
operation as the 'receipt,' its necessary particulars being 
recorded in the appropriate register or ' diary.' 

23. The 'case' having beeu disposed of, has to pass 
through two further processes, before it is finally deposited 
among the archives of the State. These processes are intended 
to render it easily oome·at·able at nny future time if required. 

(b)-Recording and IDdedllg. 

24. The first lIf these processes is termed reoording. 
It consiets in a system of numbering each paper forming the 
, oase ' in chronological order, and in making an botTY, acoord­
ing to prescribed form, of the general subject, etc. of the 
I case,' in a periodical statement, in tabular form. This state­
ment, corresponds to the contents of a book, and is accordingly 
styled a table of contents. 

25. The second process is mdexing, a term snfBciently 
indicative of the plll'pose it is intended to serve. 

(c)-The recQrds of the State. 

i6. A' recorded case ' is aa~d a oolleotion. 
27. 'Collections' form a permanent register of the pro .. 

oeed1np of' the government, and taken together coDltitute 
the 1'eootds of the Stale. 
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!8. Important' collections' are printed separately, and 
are also bound up collectively in what are called volumes ot 
prooeed1ngs : unimportant collections are not printed. 

29. The foregoing 'general sketch of the various process­
es of official rontine, through which we ...!!.Ilve tracked the 
course of II 'receipt,' will suffice to give an idea of their 
several objeC'ts and their natuml sequence; ,and show how 
necessary they are to the methodical treatrnent of individual 
questions in a department whose administrative jurisdiction 
extends over a vast array of subjects. 

30. The processes noticed above are generally applica­
ble to every 'receipt'; but there are certain other operations 
and recognised practices obs~rvable on specific occasions. 
These will be discussed in a subsequent chapter. 



CHAPTER III. 
OORREBPONDENCB. 

§ 1.-Cla.sification. 
Before discussing the details of its machinery, it is well in 

the first place, to acquire a correct notion of the various classes 
of correspondence in vogue in a secretariat, and of the preoi.e 
scope and nature of each. 

2. Secretariat correspondence is divided into three classes, 
l'tz. :-

I.-o1D.ola1. 
II.-demi-ofllolal, and 

IIl.-uno1D.o1al. 
§ 2.-0fficial correspondenct. 

a. Official correspondence relates, directly or otherwise, 
to questions of administration, and is conduoted between or with 
officials in their official capacity. 

4. In the conduct of official correspondence, the follow­
ing rules of procedure are generally observed-

(1) that, as a disciplinary arrangement, no subordinate 
shall communicate direct ,!ith a controlling autho­
rity, but through the channel of his immediate 
superior; 

(2) that one department shJ1ll not address direct, without 
permission, offioials under another department; 

(3) that generally not more than one point shall be made 
the subject of the same o08ununication-the im­
pottauce of this rule cannot be over-estima.ted ; 

(4) that every communication shall ordinarily be self­
explanatory, 'enclosures' being forwarded merely 
for ponible reference on pointe of detail ; 
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(5) that' enclosures' sball, as a rule, be 8e~ in eopy, 
cxcept-
(i) when, owing to their bulk and the dearth of 

copying agency, they cannot be copied-if 
wanted back, their tet~ is speqially Isked 
for,. 

(ii) when they are not required to be kept for 
record, 

(iii) when merely a report or opinion is required 
thereon, in which case, their retarn is in­
variably requested, 

(iv) when, from their nature, they should be sent 
in original, and 

(v) when specially ordered to the contrary ; 
(6) that demi-official correspondence shall not, as a , 

rule form' enclosures' of official communicatio~ ; 
(7) that Jl() rllference shall be made to demi-officiltl Or 

unofficial correspondence; 
(8) tbat no reference shall be made to reminders, 

except when the communication is a direct ad 
il1te7'im reply thereto ; 

(9) that no order shall be pallsed but by, or in consul. 
tation with, the proper authority in regard to the 
subject of reference ; and 

(10) that no official actio'1 shall, as a rale, be taken on 
demi-official oommunications. 

5. Administrative measures constitute the sole end of this 
class of oorrespondenoe; nnd the decisions arrived at in its 
oourse, are veritable a!s or proceedings of the State. 

§ 3.-Demi-official corresponcleMe. 

6. In demi-official correspondenoe, administrative or 
ofticial m_tters form the subject of personal oommuDicatiollS 
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between officials, hut without the formality of official pt·oeedure. 
7. To npprehend the scopo of domj-official corrospond­

ence, it must b{' borne in llllDU-

(a) that official corr(lspond('\lC't' alonc il:! hrought on re­
coru; and 

(b) that tho o ffiC' Ull r('coru of' a t'a~{' should, us n rule, be 
complete m it"elf, anu contain IIlfol'lllaLion on all 

material point.., n('('(,ss~lIy for its d,.~posaJ. 

8. A comiucllltlOtI of tL('~c prinC'lp/ts WIll onaul(1 one to 
determine the rango and hnnts of uOIlIl-()fIit'1.1i l'orrcspondpnee. 

9. Whaterer IS \lot fit Jll.\tlPr f()\ ofiiel.d record may ap­
propriately form the snhJect of ~ut'h ('01 r(,~pollUCJlC('. The fol­
lowing aTC instance" III w)Jlch C'[)lT(· ... pondclJ('o I, unsllited for 

official reco/'J lInd /lilly LlJ('rerol (l be dft'duJ dellJl-otIicilllly : -
(a) when supplelUontary infUlIl1:rt 1011, 01 Hldanution is 

neeu(lu on '>IlU.,j·jr:IIY pOJllt.~ ,Iiu('h It i~ inexpedient 
to notice otlicwlly ; 

(b) when quc51ions dealt With aro sLr'ictly confillentiallind 
d!'lllanu rxh CillO <:r('r('('}, ; nnd 

(c) when C:t'JCb ale of HIGh urg(,lIcy that they cannot 
brook the dday IIlCld(,lIt Oil ordlJlary official pro. 
carlure. 

10. On the oth(')' hawl, "hat. I~ (sq(,lllia) to tho di~rosnl of 
a question, nnd is cOI1~e(ll1enUy mat~liul for ofiinal record, 

• should not be trratt"u d(,llIi-officwlly, at tho rIb). of I cndcl'illg the 
record incomplete nntI ulIllItelllgiLle, 

11. To diSCI imiuato heLwcI"n iIIaUl'r rs~ontia I to tho dispo­
sal of a question, and bupplemtl1iary informatioll which may 
not be placed on record, it is IIPcr"~ary to Uh~NYC-

(a) that whateyCl' is aho,oluldy rcq'~ir(Jd to arri\'o at 1\ 

decision or conclusion, belongs to the former calo .. 
gory; and • 
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(b) that to the latter, appertain matters of II t*rIODa'i-or 
confidential nftture, a knowledge of whiclt &16no is 
capablo of removing the difficulty that is BOUMr 

times experienced in coming to a decision, despite 
the material necessary for the ~Qsal of a case. 

12. Should demi-official correspondence eventuate in or­
ders of an official character, snch demi-official orders should in­
variably be supplemented by official instructions. 

18. The main obje('t of demi-official correspondeDce is 
the interchange of viows, which, for VIU ious reaSODS, it is COD­
sidered nndesirable to place on rocord, on certain phases of 
questions that are, or are hkely to form, the subject of -official 
oorrespondence. The views elicIted in the course, of such 
correspondenoe, though derived from official soorces, are of AI. 

purely individual character j nevertheless, they often serve a~ a 
turning .point in, and afford the means of, arriving at a decisi"~. 
especially when the official bearings of a question are nut 
luffioielltly defined to admit o'f its ready disposal. 

14. It is very necessary that such correspondence should 
be strictly limited to its It'gltimate scope. Any license in this 
respeot is ()alculated to degenerate ir.to aD abuse, by E'ncouraging 
offioial. to, on the smallest protext, correspond demi-officially 
on matters about which they would not otherwise venture to 
write officially; and th'Js add to the labours ond tho already 
heavy duties of the slJcretariat staff. 

J 

§ 4.-Unojficial corretpondett.ee. 

15. When the disposal of a question needs the'conmttrence 
of other depart1J1ents of the State, it becomes neoel!sary for ftfe 
department of origin to oonsult th&m before coming to a 
tleoision. This inter-departmental communication is conduoted 
ihmgh \hQ medium of what is styled unofficial oorrespoll· 
dmoe. 
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16~ Unlike the othel'f, however, this claM of corre.poad. 
eDoe is not carried on hy mOODS of separate communication. 
be$w8n the anthorities concernud. The entire 'file,' that is, 
the ~rigiDal ~fereDoe, together with all the llRpers required for 
the elucidation of the point at iS8UO, including the I note' 
thereon which cootuins the opinion of tho initiating deportment, 
i. circulated to the other departments for an expression of 
their views, on the pbases of the question with whioh they 
have to delLl j and these views, which Dro recorded on the' notet' 
co\lstitote the basis of the decision. 

17. This mode of correspondence is ad()pted with a three­
fold object, ~il.-

(a) to curtail the amount of official work which would 
otherlVise devolve on tbe departments cODcerned ; 

(6) to afford th~ depnrtm(lnt~ consulted a full knowledg. 
of the entire facts of the matter under con.ider.­
tioe, and of the grounds and argumont,s on whioh 
tho views of the initiating u('partment arc founded ; 
nnd thus 

(c) to expedite und facilitnte the disposal of the qneatioB. 
18. Thpsc ends could not be as satisfactorily 113eUt~ by: 

means of separate communications which, apart from the addi .. 
tiol)arJabour th"y would entad, could ,hardly be expected to 
convey as complpte and debuled a stat(,l~ent of the case I1S might 
be desirable, ill order to an e,xpr>dltiou9 and equitable solution 
of the various points with whick the departments might be 
lIovMally concerned. 

§ 5.-Cla88es dijferentioted. 

19. Thus it will be perceived that corunmnioation with 
ofti.{)ials" on questions whioh affect the interosts or the State, 
..metber diteetJ, or indirectly, is an element common to evert 
clau of correlpondence. But the distinctive ourlo&.riltlo of 


