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each ~nsists in the method of treatment of tho' question at issue, 
and may be briefly summarised as follows :-

(a) offieial corre:,ponuence i~ the treatment of offioial 
matters, between or with officials as such, and 
nccoruing to ~trict official proNd,ure ; 

(0) dellli-official corr{,~polld{,lJce is the informal treat­
ment hetwron officIals, in their indivIdual capacity, 
of certain rha~cr, of a question, in view, ordinarily, 
to its oflieial d)Rp()~al ; 

(c) unofficial corr{',~pondcn('e is a "prcial mode of con· 
sulting uepul tments 011 phases of the question 
under l'eft'l'rllc(>, with which t.lley are respectively 
cODcernpt\, pn'pnrntcry to tlw i~sue of final orders. 

20. Th(>re al'<', howev('], othel f('atn1'('S of minor import­
ance, which Sf'l've to d IffercntJate tho spycral species of corres­
pondence from each othrl'. Th~'sc "ill be ulscussed w}lon 
treating of tho' cl raft.' 

21. In CDnnrctJOn "lih tlw subject of' tIllS chapter, it mny be 
noticed thut., in HI!' conduC't of official and unofficial correspon­
dence, foolscap paper is gpn!'lnll)' t1A{·d, ex('('pt when thG matter 

tr~llted of is of II wry unimp0l'bmi nnture, in which case, paper 
of a smaller BizI' IDny be emplil) (.J. Dpmi-officw.l correspondence 
is, as a rule, carried on on orul11f1I'Y llotr, 01' quarto-post paper. 

22. Signature cop~cs of offi('wl, unofficial communications 
and arc always wnth'n on t.hn.'Q quarters (lengthwise) of the 
page, the fOUl th quarter bCJl]~ left as U margin. 

Having now conveyed a definite Iuea of the different 
species of corrl.'SpOndl.'llce used for administrative purposes, we 
are prepa.red to enter upon a ortailrd conSIderation of the various 
processes of OffiClal routine, to whieh the succeeding chapters 
will be davoted. 



CHAPTER IV, 

nF.GI"Tnt\'l'j()~ - D()CI\E'I'I~G-IJIAltI~ING, 

Ho\'ing trn('ked t lit! or'! IIlaTY (,Olll se of a 'receipt' in its 
plogle~~ through the ucpnrtrnrlll, we shall now pl'oceed 10 

ana.lyse ~evernlly tIll' "arlOu~ pl00e~ses of official rontinl', 
§ I.-Registration, 

2. In Il prop('r1y O1g:\llI~@J dl'pattmcllt, it is for obvious 
rrasons primarily necPF~aly to ),!'rp a complete. rl'>gister of all 
communicatIons On offi"JaI Illnttt'l~ which nl'o ~ubmitted to it, 
wll4'thcl' fol' information 01' action. 

a A prelImrn:l1 y f-tl'P III t.he pi ocr~s of r<'gistration is t,o 
aflh n runnmg ~e\,lal nllmIH'J' to all' I ccelpts 'of whatever de­

scription, whether official, tll'lI\l-official, 0\ unofficial, due regard 
LCl!Jg paid to t,hf' order of ~e(luence In respect of the' receipts ' 
of each day flom the FIIlIIe 801lr!'('. 

4. 'Files' I ptUI mid by other df'partrllent q, to which they 
hnd been referred unofficIally for opmion, lire not numbered 
anew, inasmuch as th(l)' arc not Il{,W ' recClpt",,' 

[) Entri('~ are then malle in t.Iw ''rf'glster ' seriatim of all 
the' receipts' (If the d1Y, which are llHt passed on "ith the 
register' to the hrahches 01" ~cctiong of the dellartment clm­

cerned J the heaus or ~uperintenuell'ts of willch affix their initials 
0l'po~ite each entry, by wlly of acknowleugment. 

6, These entries ehould show the cla~s of correspondence to 

'" hich the 'receipts ' belong: froul whom they have b~en re­
ceived ; the numbers and dutt's they bear j the number of spore 
copies, if any nccol1lp!mying; and their subject in brief. 

7. Hence til(! 7'egi8ter is a dl:8Cl'iptit'e daily record, in .erial 
order, oj all communicatioll' recchoed in a department, 
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8. If properly kept, the:.' register' should, in .ddition to 
any other purpose it might be made to subserve, 

(a) show the number and description of communications 
received in a department; 

(b) provide a check against loss or nWar,artiago, by sbow­
ing what was actnally received, and to whom it 
waS delivered; and 

(c) afford II. ready means of ascertaining whether, and 
when, any specific communication was received. 

9. However desirable sucb a courSe may be. t,he same 
qlethod of registration is not aPopted in every department; 
but "'hatever the form of the ]'egister, or the mode of- entry, 
the object of the register is always kept in vIew. and each 
department has R.t its command ready means of furnishing the 
particulars whioh the register is expected to supply. 

10. The specimen given in Appendix B., No.1 will serve 
to show how the entries in the I'egiiter should be made. 

§ 2.-lJocketing. 

11. The' docket' is always written on a separate half 
sheet of paper. and contains all distinctive particulars relating 
to the I reoeipt,' viz :-

(1) the olass of cOl're!pondence to which it belong! ; 
(!) its nature or species; 
(S) the official de~ignation of the transmitter; 
(') tbe Dumber, if any,.borne by it j 

(5) ita date j 

(6) the date of receipt; 
(7, the number of enclosares, if II.DY, which accompany; 
(8) if pr~nted, the nnmber of spare oopies received; and 
(9) a brief general abstract of the subjeot. 

12. In docketing I reoeipts I of a pet'lQnal character from 
oIIcial8, the name of the writer is superadded to his designation. 
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13. The I dtlcket' of letters from Don·official or private 
individuals, shollld show tho name and address of the writel'B. 

14:. In the case of demi~official Mters, the name and 
official designation of the addressee are usually given in the 
I docket.' 

15. Sometimes it happens that a letter which was erro­
neously addressed to a department, other than the one wbOie 
province it is to deal with the subject to which it relates, i. 
transferred by it for disposal, to the department concerned. 
Such a communication is, for the sako of convenienoo and 
facility of reference usually' docketed,' in the office to which it 
is transferred, liS a ' receipt' flom tbe writer or original tran ... 
mitter ; the fact of its transfer from the misad~ressed depart· 
ment being simply noted parenthetically on the fac!l of the 
, docket.' 

16. When a letter relates 10 more than one subject, 
it is usual to make extracts and treat them as 8eparafIJ 
I rllceipts.' 

17. Unofficial' receipts' Rle not' doeketEod' in the receiv­
ing deparlment. 

18. In the ubstt'aet of the I receipt,' for reasons whioh 
will be apparent later on [33 (c)], It is convenient to cite the 
communication, if any, to which it is ;{ reply, or to which it hIlS 
direct reference. 

19. The ab~bllct may donsjat of the briefest possible note 
of the subject of the' receipt/ or it may be a connected lum­
mary of its main points. But either method of 'dochting' 
way be used indiscriminately, Ilccording to departmental ueage 
or convenienae. 

20. From the very nature of the abstract it follow. that 
frequeatly it is 11 matter of some difficulty to the inexperienced 

'·olerk to COlDprell it ~tbiD the limiMChpaee'lIIualJy alJotted 
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ror thA purpose. A few hints, therefore, towardE> ita prepara­
tion will perhaps not be considered inappropriate. 

21. If the subject of the' receipt' is simple, it is of course 
easy enough to adapt the aLstl'ur;t to the prcscribed limit j but 

bulky communications, and such Il~ are of uft'otetricate character, 
do not present the sallie facility. 

22. In the latter contingency, one of' the following el(­
pedients may be employed in Illakillg the al!~tract :-

(1) If the 'rccript' i~ fln ans" er to a requisitlOn fol' 
certain information, or for furthel detUll~) and, at 
the same time, lengthy and lllvolved ; and if the 
Mubject '" ill not otherwise admit of comprtlRsion 
~ithin the usual compaSE, tho ab~tract may simply 
dechlle that it is a reply to the requisltion (cltmg 
its number and date) for certaIn particulars, which 
~hould be stated briefly 111 genpull t£'rms. 

(2) If the 'receipt' submit,,, II (JlH'stion for deci~ion, 01' 
Inak(~s some r(lqur~t, ll1l1l, at the Rame time, litates 
the fl\ct,~ of the ca~(', 01' addnce~ l('usons or argu­
ments in support of till' point at iSSllf', the ab~tJact 
may state that" in the ClrC\llU~tances represent.ed," 
or" fOl' reasons a~siglled," the questj{)n has been 
submitted \'01' ordel'~, 01 t.he request preferred; the 
purport of bitber being gm'l\ in hi ief'. 

(S) Sboultl the rl'ceip~ h'e a mere 'CO\ ering' letter or 
'endorsemellt,' alll} should it be consequently ne­
cessat'y to gather the subject from the enclosure 
or enclosures, the abstract may, after referring 
to any cOl'1'espondence 01' leHer that HcUY be cited 
in the b anslmtting document, btute that c~rtain 

papers, \ which should, If possible, be specified), 
are forwarded, relatiD~ to Ii certain 8ul:i1ect. whiob 
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shouM be gi\'(>n in a few wDrds i or it may, 
without malting Hny mention of the enclosures, 
simv1y Bay thut the 'covering) commuuication 
intiml1tes so IIml so, glYtng tho subject I1S shortly 
as possible, 

(4) Sometimes in the case of telegrams ",hieh from 
their very nature are ahtracts III thelnselves, it 
becomes neces~al'y to give mCI'(j notes of the main 
points, instead of' end(lavoul jug to stllte them in 
connected sentencc~ which is u~uillly dono in ordi~ 

na I')' n bst! aets. 
(5) News-letter~, reportn, demi~officlUllettert!, etc., which 

deal with, or it ellt of, n ,arltlty of buLjllcLs, are 
simIlarly nL5tracted; lmcf subJect heads only 

lH'mg givell 
These uevic(ls wIll douht,l('~, ~uggygt otLel~, as great~r 

experience is acquired In tl](' 31 t of aLEo.tlading. 
23 Splll.lIlwns ilIu~!JatlVe oftlw 'various klOrls of' docket' 

and methods of absh actmg will bo found in Appendix B, 
No, 2. 

114. The 'docl,ot' may thcICforo Le u(lfinrd as a brifj 
smllmary or syllopsu (If tile salient cltaracieri1itrs of a '1·eceipt.' 

25. The obJPc! \,If a 'docket' IS' to afford a moans of 
idt'ntifying, and a l'l'ady imlght illto-the ~ubJ(·ct matter of, 11 

'receipt,' anti thu~ to obvi.lte· tlw lo~s or bllJ(' that would be 
entnilrd by the porullal of the 'Ie~('lpt' ill orU('1 to lI~certain its 
purport, which IS oiten rendprcd lH'ceS~[\ly ill tile course of 
official bU~llle8s. The 'JodwL' i~ also pl'eparatol'Y to the 
proceB~ of • diarising.' 

~ 3.- DHlTt~!ng, 

26. The subjecti aumlDistered 111 a department are so Ulul· 
tifarious, and varied in character, that the amuunt of work to 
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be gone through can only be aooompHshed by a judicious 
divisiou of lab'otlr. Hence the work is classified under certain 
general heads, and allotted to corresponding branches or 
leotions of the ministerial sblff. 

27. In the conduct of departmenl!t work, it is often 
necessary, for various reasons, to aSOl3I't.tin the subject or the 
progressive stage of 'receipts.' Thfl nuroner and frequency of 
linch references, especi'llIy when made simultaneously by the 
various sections of the depul·tment, necessitate, as a matter 
of convenience, the up-keep of special registen, or ' diaries' as 
they are called, to faCIlitate access to such information. 

28. The' diary' should contain-

(1) nn entry ef the full particulars of the I receipt' as 
detulled in tho docket; 

(2) a complete rOCOI d of the progl'ess of the' receipt' 
through the dilftlrent otages of its cotlrse : 

(3) a hrief It'cord of' thu action taken on the' receipt,» 
that i'l, ,m entry of' the dt'tails d' the reply, simHar 
to those shown in the' dpcket' of t.he ' receipt'; 

(4) an indlClltion as to whether any specific' receiIlt' 
constitutf's II hnl!: in a chain of correspondence, 
and whet,her the latter is complete; and 

(5) a note of the location of th(1 'cabe' among the 
Archives, after it1l final disposal. .. 

29. In' diarisiog,' thr following points should be at­
tended to :-

(a) thnt the particulars of the' receipt· noted OD the 
I docket,' UrE' entered In the proper colnmns ; 

(b) that the key-words in the abbtract art', a~ a conve­
nient arrangement for purposes of reference, 
written in red ink, or otherwise 80 di8tingoillhed 
'II to readil)' catch tbe eye ; 
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(c) that the fact of the receipt of a s\lbseqaent com­
manication on the same subject is D{)ted opposite 
the entry of the one immediately preceding 
iti 

(d) that in entering a new 'receipt,' a note is made of 
the- 'receipt' on the same subject immediately 
preceding it ; 

(e) that the particulars of the progressivo stages of a 
, case' are marked opposite the last' receipt,' the 
previous entry being simply cut or 8cored through, 
80 as to be clearly legible in view or any possible 
future reference "; 

(f) that when undisposed of 'file~' needed for the 
disposal of a 'current case' 81'0 put up, or, to use 
a technical expression, linked with the latter, tbe 
fact is noted in the 'diary' opposite the entries 
of the lust' receipt' in each' file'; and 

(g) that when the 'diary' hilS been 80 marked, ~ 
whereabout henceforth of the 'lioked files,' as 
long as they continne so 'linked,' is not marked 
separately, inasmuch as they are to be found with 
the 'current file I the progress of ,,·hiob aloA' 
need be entered, • 

gO. TIle' diary' i, thus a clu8Bifittl record of the ' dOC/CIt,' 
and 01 tIle departm.ental progress 01. tlte I receipt.' 

31. From the foregoing it will be perceived, that the main 
Qbject of the I diary' is VI farnish a means of traciog any 
!!pecifio ' receipt.' . 

32. After a • case' has heen disposed of and 'recorded,' 
the purposes of a (diary I are ordinarily fulfilled by the index; 
but oocuions frequently arise wben reference to the I diary' is 
"till rendered necessary. 
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38. Such occasions nre the following :-
(n) when it ilol re(luired to a'icertain what action, if any, 

was taken on a particular' receipt;' 
(b) when it is retjllired to a~cellain wlH,ther any reply 

ha'l bron fflcpiveo to a glven'l'n,ter; 

(c) when in the ubllrncc of a ~pecjfi() 'receipt' it is 
desIr(·d to lind out, wlwthcl' that 'receipt' IS R reply 
or has direct refrrrllce to a gaen ccmlllllnicahon j 

(d) when it i~ nrccssary to llscertulll wllt'thcr a 'file I has 
passed through It particular stage; 

(e) when acct'S8 is desired to n Rpeeific ','eceipt' whioh 
is not readIly traceaulc from the iudex; 

(I) when, for au) ]'ea~on, referenre to tho ( diary' Iltfords a 
moro rrlHly ami pxpeoibolls meam of acce~s to 

nny particular communICation. 
84. In the case of (n), the entry of the orders passt'd will 

give the desired inform"tioll ; as Tf'gards (6), If [\ reply has bren 
receivrd, the fact wIll be found rrcOlded in tho appropriate 
column; the information lequil'C'd in \c) Will be obtainable from 

the citation of the spoCified ' receipt' III tho subject abstract of 
the communication to whICh it IS supposed to refer or is a 
reply; as to (d), the entJl('S of the progressive stagf's of the' file' 
will afiord tho needed informatioll; anti in rrgard to (e) and (/), 
the indication of its locatIon among the archives, or of its 

whereabout, will enable the p~per sought for to be traced. 
85. The specimen' diflry I sheet gIVen in Appendix B':, , 

No.8, will suffice to give flll adequate idea us to how the entries 

Ilhould be made. 



CIIAPTER V. 

RgFERENCING. 

§ 1.- Clas~l}ication oj • meip(.~ .' 

The communicatIOns lwhil'h form tho staple of secretariat 
correspondence may belong to OM or more of the following 
cIasses:-

I.-They may be link'! in the cham of current cor­
responuence'. 

II.-Tht>y mny relate to qmstions Oll whioh there hRS 
been prl'yiOllS corre'poll<lcncC'. 

1I I - Tho q u('~t IOns n.f<'TI eu to t h (lreIn Ina y bo such as 
are governl'd b) prr",cribf'(l I (\1('3 antI regulatIons; 

IV.-Thf'y lJl:!y br out"Hlf' any of the forl'gOIng dassel, 
but Illay trrat of qlle~tlOnc; tho disposal of which 
would, If llmformity of IIdlOn is to be lDaintained, 
n("rd the' alll of prcc('df'nt~ 

V.-They lTlay not Iir1()llg to any of the~e catogoriee, 
that i~, ti1C'y 111:1y Ollgi natl' a con C'spondence on 1\ 

ne" subjrct not amenable t(~ rilles or precedents. 
2. It iR obvi(}u~ llmt no quC'~ll()n tefl'l'I'eu to in 'receipts' 

appertaining to class('s i-IV; can admIt of r<}uitabl(' decision, 
when isolated from (,orre~pol1d('nc(.· to whIch It h:!:! direct refer­
ence; or, irrespective of pi eVlOl1R r111mgs or orders; or, onless 
viewed in the light of lImlogy. 

3. Before, therefore, any ~t('l'R can hfl taken towards the 
considf'ration (>f the ~II lo,i<,ct of su('h 'r('(~('ipt~,' it is requisite 
that all correllponcienclJ, rulfl'!, or TJrecedents that may be neces-
Dry or helpful to ltS dispoS.ll, slwuld bo put op. . 
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§ 2.-QualijiMtion.! fo,. , reJereneins 

4:. This operation which is technically termed I yifW­
lllcirag' pre-supposes-

(0) the possession of a good memory; 
(0) a thorough knowledge of tb.-.sonr(leS whence any 

information that mny be needed for the proper 
oonsideration of the qlastion is procurable; 

(~) a practical acquaintance with the ways and means 
of tracing pa.pers ; 

(d) a correct notion IlS to when the 'references' put up 
mllY be !laid to be complete j and 

(e) a knowledge of the manner in which the papers con­
stituting tho I file' should be put together or 
arra.nged. 

~ To teaoh (a), the art of cultivating the memory, is 
~IQnd the province of this trentise; and as to (b), spMinl 
ohapters (XV-XVII) will be hereafter devoted to an exposiLiun 
of the sources of officllli informatIOn. Tho remaining points, 
(t), (d), and (e), we shall ~ow proceed to discuss. 

§ 3.-Procm of ' referencing.' 

6. In' referencing' it is in tho first place necessary to 

carefully read through the' receipt,' and ascertnin-

(a) whether 'he I ene/osures,' if I\ny, arc complote--if 
not, the fact should ~o brought to notice; 

(b) whether the 'references' are directly s(lltCitied, 01 
merely alluded to i 

(e) whether the que~tion at issue is amenable to previous 
decisions, rulings, or preooJents ; 

(d) whether any informlltion, from whatever source, i. 
procurable, which would be helpful in deoiding 
upon the action to be tIlkell ; and 
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{e) what tales ~r ~gulations, if nny, ~ tile 11 ... 
posal ()t' the question under eonsideration. 

7. Hence' refarences' may be either direct ()r iadirect, 
aooording ttl' they are specifically dted, or .uggested .by the 
OODtext of tbe 'receipt,' or by the nature of the lubject. 

8. In the case of direct' references,' if the number_d 
date only of the paper referred to Ilre given, the sole m&ana fIl 
traeing it is to look for it in the 'diary,' where the indication 
of its ' record' numbers, or of its whereabout will Qabae .. 
being got at. 

~. When the subject of the paper reqlli:red is $Wed, 
a reference to the iudex at about the pwbabW date of the 
paper, if known, and under un appropriate key.wor.d, will be 
necessary to get it up. 

10. In regard to papers not specifically referred to, 
II good memory and eXp(lriellCe U 1"0 the UI08t reliable guides; 
reference to the index being only nece8sary, should the memory, 
fail to afford an a£lournte and definite indication. 

11. Sometimes' unrecorded' pnpers, or 'tiles' whioh 
havo not yet been disposed of are also needed as refertmce for 
~he diaposal of a case. 

12. As to rules and rcgulotioDs that may be nee.dsd, it 
goee without saying, that a thorough knowledge of them ita 
absolute pte.requisite to effiCIent 'reUrencing.' 

18. It often happens that the elucidation of the poiDt at 
iuue needs the aid of various works of referenoe, luch.u.law 
books, administration and other reports, maps, gazetteen, •• 
A knowledge, therefore, of the ~ources whence the neceslllU'Y 
information may be gleaned is, 8.Il has already been laid. indis­
pensably required. 

14. It may here be observed, that boob ,UqUiJ eel lor 
reference, 01 ~hich the o11iceJ:II are p'ovidai wiib aGU", aM 
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not be pat up: in such cases, it will sllffice to indicate, if 
this is not done in the 'recm pt,' the pnssages that bhould be 
referml to. 

15. Should the' receipt' which is being 'referenced' be 
one of 11 recurring or periodical natu~ the one immediutely 
preceding, though not absolutely nCf)ded for its disposal, should 
be put up as ' reforence.' 

16. In putting up 'rei'cl'rnc('s,' tho 'rec(lld' indiclltion of 
the pnpers, etc., referred to, or rl'<}ulrOlI, if' rocorci r.u,' r.hould be 
cited in pencil ill the marglll of th~' , rC(,{,lpt, ' the necessary por­
tions, or passages being Indicated Ly JI'itindH(l slips or flags. 

17. 'Uefcrrnces' lUn y therefore rOIll pri~e­

(a) 'collectlOm,' 
(6) 'unrecorded' l)apoI'8, or ' current fil('s,' and 
(c) 'books, snch a~ codes, r<'gulatIons, reports, gnzet­

terrs, mal's, ete. 

lB. 'Receipts' ",lllC): fall nnl1el the category of class V, 
from thoir very natur(l, reeJ11irc no ' refcl enclDg' 

§ 4.-' Rlferences' 10 hen complete. 
19. The ouly test of thll eompll'Ll'uPbs of the' references' 

put up i~, that they 8hould suffice for a thorough exposition of 
the question under c~ll!>lderatlOn, and alford the meons of ar­
riving nt a correct cuncluslOn as to the nature of the action 
that may be nOef'RSary.' ElficlOut' l'PCl'rcnclllg' is therefore by 
no means a purely mcehaulcal ' operatIOn, but one that is fre­
quently calculated to bring wto play the higher intellectual 
faoulties. 

§ 5.-Arl·angeJllent ()j tIle 'file.' 
20. The' file' is thus made 01'­

(a) 'references,' 
(b) I current papers,' and 
(c) the' docket,' and' note' (if any). 
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II. When the De~uary papers have been got 01lt, the 
'file' wuat ne~t be arranged in proper order. The arrange­
meDt CODlJiata-

(a) in the manner in whioh the papers cODstitutiDg the 
, file' should be laid out i and 

(b) in the order iu which the papers should be placed 
together. 

12. A8 to (a), the plevlliling prnctico- in all the seoreta .. 
rials of the Government of lnllin, and in all office!! subordioate 
to them, i, to Jay oot the papers open, like the pages of a book. 
for facility of perusal: this mode of putting up papers is bOWD 

&s the fia.t-system. 
20. The papers constituting the' file' are placed together 

in the folio I, iug order :-
(a) undermost, 'references;' 
(6) oe};t above, ' current' papers; nnd 
(0) uppermost, the' docket' nnd 'uot(~.' 

24. 'ReferenCI'8' are arrangeu in inverso chronological 
8equence, that is, the earliest papers nt the bottom, the Dext later 
in date, immediately above, Ilod 80 on, thG latest being at the top. 

25. In the nlrangement of the' reference],' 'unrecorded' 
pallers or ' file8 ' are usunlly plnced above the' colleotion8.' 

26. The practice in regard to the arrangement of' current' 
papers is not uniform: in some seoreillriats, the same method 
is observed liS with 'referenc'es;' in others, the reverse (dirM) 
order is folio l1'ed. The papers (except the new 'receipt,' to 
which is attacbed n slip or flag with the words, "under ooDlider­
ation" printed thereon) life tagged together as arranged,-tbe 
correspondenoo, and pllgu of the 'Dotes' if any, .eparately. 
The final pnge of the' notes' is placeel topmost. 
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17. The 'file' having been duly arranged, the 'refer­
enoes J ~fJnt up are noted in the same order on the faoe of the 
'docket,' in the place uBually set apart for the purpose. 

28. In I referencing J unofficial' files' from other depart. 
ments, all the' references J whflther in tl~corrtspondencEl or in 
the • notes/ if on locord in the rerriving department, should 
be pDt up. They should bo tied up separately with a Blip on top 
indioating the department Lo w~h tlley belong, lind placed im­
mediately below the I current papers,' 

29, The papers whi, h go to make up a 'file' arl) tied to­
gether on boards having side flaps to prevent their being cut 
through by the stl'ing or otl1('/'wise Jestroy<,d 

80, 'Current files' undel' Bubmi"sioll for orders. which 
are sometimes needeJ for tho disposal of another' file,' and are 
put up as 'reference,' aro tied or' linked' together, each ou its 
own bonrd; but if snch ' CUI rent fi\e~,' aro awaiting forther 
information or development, Or are oiber" ise held' in sospense,' 
they are tied up without their board~, and placed imUlediat~ly 
above the' collections,' (para. 25 supra,) 

28. Books put up as ' I ('feronce' may bE' pillced underneath 
the board of, and tie1np with, the otherwise completed 'file: 

§ 6.-Definition anll object. 
29. It will be seen "fl'om the fOl egomg remnrks, that I refer­

encing' wily bo defined 1m tIle collation 0/ materials neCCSlar!) jor 
th8 8lucidation 0/ the subject 0/ a "receipt,' in view to its duposal. 

30. The process of 'refe~encin~' is intended to subserve 
a threefold purpose, viz :-

(0) to fa.cilitate dl1e conideratioll of the point at issue; 
(b) to secure accuracy of acti('ln ; nnd 
(c) to obviate conflict of decision or procedure. 

Sl. A secondary object of 'referencing' is to connect 
limilar periodical 'receipts,' 80 as Lo admit of their being easily 
Dot toDetber if desired. 



CHAPTER VI, 

NOTING. 

§ 1.-1lte 'note' descl'illf!d. 

The 'receipt' having been duly 'I'f'feretlced,' the' 61e ' is 
t£'ady for submission. But f a department of the State. 
wlipre, owing to the great 8IDllaflt of work, it is impossible for 
11}e officetB to wade through and digest all the papt'rs in the 
humerous 'files' requiring order~, It is u~ul\l, as 11 preliminnry 
step, to draw up a 8uccint statement of the filets of the case; 
set forth the arguments for and against any meaSure wllich 
mny have beer. proposed; and, if po~~ibl(', ~uggeBt the nction 
that should be taken 111 the matter. 

2. In official phraseology, the outcome of thi~ proccss is 
termed a note. 

§ 2.- WIlen lite' not e' mayor may not be dlRpensed 10;tl!. 

3. It is not every' receipt' that l'1all8 for a 'notr.' There­
fore after a ' receipt' hns been' referenced,' it itt for consider­
ation whether the' file' should be Elubmitted at onc(\, or whethcr 
any intermediate step is necessary before thi~ can be done. 

4. Such intermediate stpp may he either-
(a) a mere rmggestion as to til!" action that should be 

taken; 
(11) a brief summary of Ih!' r.trl~ or circumstances of 

the ra<:e ; or, 
(c) a ' note' proper. 

5. It will not perhap" bf' c()n~iderru inappropriate if we 
endeavour to esplain under what ciJ'cnmst:mc(,1I a ' file' may 
be submitted at once, and WhpD any l1uch intermediate step 
it called for. 
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8. The I file I may be Bubmitted at once-
(a) if the' receipt' contains a clear and concise exposi" 

tion of the subject; 
(0) if the subject matter of the' receipt I is intended for 

information ooly, or reqni~no ord~r8-in which J 

case, the fact need merely be indicated on the 
, note' f(lrm, in the proper place, thus: "For 
information," "No orders," etc. 

(c) if tho subject of a 'receipt' is of u purely admi .. 
'uistrative or techuic141 nature and is consequently 
beyond the province or competency of the office 
to deal with; . 

(d) if the subject requires immediate orders, or is of 
grave importance, on whicb, from the nature of 
the case, it is evident that an officer can I note ' 
more effectively-in such CAses no lj,ttempt should 
be made at ' noting' without special ordl'rs ; and 

(e) if specially ordered. 
7. A mere 8uggeetion as to the course to be adopt01 is 

Bulicient, when Lhe subjoct treated of in the I receipt' is of a 
simple nature and is clearly eet fortb, and the necessary 
action i$ of a more or less routine character. 

8. Saggestions should be made only when the conrlle of 
aotion is clear: they should not be hazarded in donbtfal cases, 
,. they are likely to mislead the officer. 

9. A brief summary is nece9sary when the 'receipt I is 
'bulky and written in a. prolix, inv()lve~, or COnfd&ed 8tyle, 
regardless of order or 11 proper sequence of ideas. 

10. In every other CRse a ' note' is usually required. 
11. It is hardly necessary to add that. in the treatment 

of '61e8,' the prime object is to minimise work, and it IIho1lld 
never be lost sight of l DO one has " right, from •• te1'8t 
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cause, or with whatever object, td indulge his cacoUll,e8 8CI'il,tmdi 
without real necessity. 

§ a.-The prl'pm'qlion 01 tlLO fnnte.' 

12. The preparation of the' note j involves a consideration 
of the following points :-

(a) the manner in which it should b~ com rnenced 
(b) the arrangement of its constituent parts j 

(c) the method in \vhich it should bo wfltten j 

(d) the dlCtion anJ style that should Le employed in its 
composition; and 

(e) the form ill wllich it shoultl be prepnrpd. 
13. A few practical hints on eneh of thrse points will serve 

as 1l guide to the inexperienced. Of courso it goes without 
s.,ying, that an adeqll,ltJ) knowi('dge of the Inngnagr, 11 flwilit,y of 
expression, and a 8uffieirnt :~'noUllt, of intplhgPllce to grasp and 

methodise the fJcts and argnnlPnts of the ea~e, Ilre aLsoluto pre­
J"rC)uisite qunlifi('ntlOlIs 

, § 4 -/JOI{ 10 l'I',q ill , 

H. Prrpal':ltory to brginning thl' 'note,' it i~ necessnry to 
carefully nnd Intelligently read up the case, and endeavour 
to gra~p the sn"J(lct, and the brn.ring~ of any arguments or rca· 
sons which may havp bron adduced in snpport of any proposed 

meo'ure. 
15. The sllhjl'ct, shout,) bl' qo ma~ter(',l that t.lle fa('t,~, cir­

enmstanecQ. :In') nrgl1lnl'nt~ eOlll11 t)ll ('lrarty srt forth in olle'~ 
own Inngunge ; til(' papers hcing only refcrrrd to for nny particu! 
Jur!! that it mny be found nl'CeS8(lry to detaIl. 

16. If th(\' receipt' to be • noted' on relates to II. !!nb. 
jert on which ~h'?re h:l'l been no previous corresponrlence, it 
will suffice 10 begin by !-utnlll:\l'i~ing it'3 content~. 

17. In respect of a' receipt' which formll n link in " 
chain of 'cu~rent I cOI·rl'!ponJence. con~iJerjnl! th .. t the .!Itntc . '.., 
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(It the case is IIpparent (rom the preeed~ng f notes' in continu. 
tion of which the one under preparation is ,to be written (p:lra. 
87 infra), a similar course must Le pUl'SUel1, 

18. Should, however, there have boen previous ('orres­
Jlondence on the subject, which has bee~ready disposed of and 
I recorded, I a knowledge of which would be needed to uDder­
stand the question under reference, it n1\~!'t then be cunsidered 
whether it would be necessary to recapitulate the f!\et6 ab initio, 
or whether it would sufficp. to fix upon f\ny intermediate stago 
as the starting point. 

19. In such a conLingency tilc following prmciples, which 
should be borne in mind, will glllde the judgement :-

(a) that the' note' must ~llffice for a full cornprQbension 
and proper disposal of the question under con­
sideration ; 

(b) that tho nature of the' note' lUUfJt in u groat mea­
slIrc dfpmd on the extent of knowledge of the 
previous hif-tory or circlt1l1sL,H1c( Ii of tho ca~e, 

pORsesbcd by thc officer to whom the I file' i!! to 
be submitted in the tirbt instance; and 

(c) that It is only in rare and exceptional instances, when 
the nature of the ~ubject specially demands such a 
trea.tment, l\CCCSbsry to recapitulate the previous , 
history of tho case ~b initIO, 10 dealing with subse-
quent phases 01'. incidents of a questiop. 

This much premised, little dIfficulty will bl' experiellced in 
determining the sLl:Ige at" hich the j note' should be commenced. 

20. In making a. beginning, it is not unusual at the outset 
to draw attention to SODlO ' note,' if any Sl1ch exist, among the 
I references' in the 'file,' in which the previous history of, or some 
point collnected with, the question at issue hns been fully set forth 
or discull8Sd. The same praJtice is admissible m th~ body of the 
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'note,' when any point, nf phase of the questioD, which requires 
expansion, has been pre\·jonsly 'noted' upon exhaustively. Such 
references to previous 'notes' nrc intcudcd to obviate the 
necessity of traversing anew the same ground, and should be 

.resorted to only when Ire-noting' would enlail milch unDece!l8ftry 
writmg and consequent loss of tIme. 

§ 5.-AI'/,(/npement oj ~ls p!l1·I.~. 

21. The palts of the' notro ,' aecordlllg to their natural 
l'E'fl'lence, I\ro-

(a) the na1'l'Otive, whteh contains a hist,ory or statemol1t 
of the facts am} Cll Cl1mstanees of the CMC ; 

(b) the dt8CUsaion, wblch reviews tho arguments on ",hich 
any proposed mea'illre is based; and 

(c) the conclusion, which comprises the result of the 
discussion, and the suggestion (if within the com· 
petence ~f the writer) us to the appropriate deci­
sion or action that should be ta.ken. 

22. Of course it is unnece"sary to say thnt not evel'y 
'note' has all the three part!'!. Whcther a.ny, auf! which part is 
not required in any particular ('ase, \\'III bo appa.rent from t,he 
nature of the subject of the • receipt: 

23. The narratit'(J must 00-
(a) complete, that is, adequate to.a. full comprehension 

of the subject, yet shorn of all irrelevant and 
unnecessary ma.tter; 

(b) accurate, that is, correct as to facts ; and 
(c) per8picuou8, that iA, clear and definite without any 

vagueness or ambiguit) lIB to the meaning of the 
writer. 

14. In the ditcU681on, the arguments and reasons (or any 
proposed measure must be fnlly and clearly Bet forth, aad cri­
tioaJly 6umiD601 io the light of known facts, or precedeDts, or 
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any rules, r~gulatiolls, or decisions which govern, or are likely 
to help in the disposal of, the point At issue. 

25. The conclusioll ~hould, in addltion to the inference 
deducible from the- discussion, contain, ,,·hen ~sible, and 
when tho nature of the cllse will admit, sl1g~tion8 fo~ the dispo­
sal of the reference. SUj!gcstions on the part of the office are 
only ndmissible in caSAS clenrly amenable to previous decisions 
on the Bame or nnalogous queetions, or to fult's and rl'guiatioDS 
governing the subject of the (receipt:' they must huwever be 
refrailloo from when likely to beuch on purely technical or 
administrative ground. 

26. In putting IIp Il 'notl',' it is by no means necessary to 
ndhere to the arrangement of the fnets and arguments followed 
in the' receipt.' More often thun not, such an arrangement is 
extremely faulty and immethodical, nnd liable to lead to a COQ­

fusion of ideas. It is thet'efora clearly of the first importance, to 
methodi,e in the order of proper sequence, the various elements 
necessary to the ndrqllnte disposal of tho f receipt: 

§ 6.-.\!etllod of writing tlte' note,' 
27. The' note' may be written in one of two ways : it mny 

.tate the points for considera.tion Ilt the very outset, and follow 
up the statement by a recital of the circumstances explanatory of 
the origin of the propo~ed measure ; or, it may consist of a brief 
sketoh of the circuIDstllnCf'8 leading up to the question at issue, 
commencing eitb~r ab i,l1tiIY, or from such a starting point III 
may have suggested itself as neceS!8ry or Dillst appropriate. 
The former method is specially adopted to cases of recent origin; 
the latter is generally employed in caSe8 with a previoU! history. 
These methods relate only to the narrati.,e or the historical por­
tioll of the I note: 

18. It may be observed that, u each I Dote' written in 
8uocesaioD of the first office' 'nota' is intended to advance the • 
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ClUe a step towards its dillposal, it i, evident that its province 
should be restricted to fluch an end. It shonld not, 88 is often 
done, repeat the facts and argutn(>ots .Ir('ady summarised in 
the office 'Dote,' unit 5S the latter is inaccurate, too diffasE', or 
immethodical: unneC('5snry 'noting' sllOulU be studiouql, 
avoided. 

29. It should be borne in mind, that opinions lIod 
suggestions, unlees tb~y are founded On precedents or analogy, 
or are in accordance with rules or regulatioDs, or are clear from 
the natare of the case, are tho pro\'ince of secretaries alone. 
It were therefore presomption in clerks to give expre.s.ion to 
personal views, unless specially reqnested to do 80. Hence it 
follows, that in writing the • note,' clerks should refrain from 
waking use of the first persoll. 

§ 7.-Diclion and sl!/le. 

30. In the composition of the' Dote,' while tho obser­
vlmcc of the rules of grammar and rhetoric eSllentiul to good 
writing is necessary, its nature demands that all that is likely 
to offend against brevity, or to di.tract thfl Ilt~ntioD, should be 
~edulou8ly nbetaiueu from. 

31. Hence, though it is not the province of this treatise tu 
give instructions on the subject of jlood writina, it is well to 
point out-

(a) that the chief CauUs to be Rvoided in the diction of 
the' note' are-

(I) tautology, that is, the repetition of the same 
worde or ideas ; and 

(U) pleonasm, that is, the use of nDneceuary 
. words ; aDd 

(b) tbat in 8ty14. the 'Dote' should be, 
(i) concise, that ill, expressed in the fftetlt 

possible appropriate words j 
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(ii) simple, though not necE'88arily devoid of 
ornament j lind 

(iii) clear, that is, free from all uwbiguity. 

32. The' note' should, besides, be­
(a) couchel in temFerate laoguage j 

(b) devoid of all personalities j and 
(c) e~pro!lsed in tmlls consistent with the (. rroprietit's 

lind courtesies of official corr<'IlpODdf'llce." 

§ 8.- Quotations wIlen necessary. 

33. Quotations should rarely be indulged in, nnd only 
when, eithat· from ambiguity of expression, or from noy other 
ClUJe, there may be a risk of misinterpreting the mCll.ning of the 
writer; or, when the nature of the case requires, for purpo~e8. 
oC emphasi~, or contrast, or for any other reason, that the precise 
terms employed. should be quoted verbatim. 

§ 9.-Fo,·m of tlw ' note.' 

84. Aooording to the prevailing prnctice in nIl Goyern­
ment of IndIa Iltlcretnrintll, the 'oote' is written immeuiatf'ly 
below the 'do~ket i' n margin of half, or one-third of the page 
being reserved for romarks and marginal references. 

85. In some departments a Jist, which is prefixed to the 
, C'4rreD~ papers in the' Rle,' is kept up of aU 'receipts' and 
, ilIuM' in consecutive chrono)ogfcal order, together with a 
brief abltmct of each paper. Such a list is indeed a ' precis­
docket,' inasmuch as it parlakes of the nature both oC the precis 

\and the C docket ;' aDd if intelligently madl', is sufficient to give 
a general idea of the correspondence. 

86. When such a list i5 kept up, it is DaMI, in com-
1HDaiag _ the (note,' to cite the paper being 'noted I OD at 
the head. 
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37. In' Doting' OD unoffioial I Jiles' or rererenoes from 
other departments, the' nof..e' nmst not be oommeaced on the 
same page on which the' note I of tM referring department 
ends, but on a soparate page j the department in which the 
, note' is written being clearly indicated on the top. 

38. After issue of a draft, the filet is posted on the I note 
form, immediately below the 'notes '. The next' receipt' is 
• docketed,' 01' cited below this entry: the I note' thereon 
follO\ving illlllledintely lifter, lind so on. This method of 
, nollng,' whICh ohtnins in all the secretariats of the Govern­
m~nt of India, is known as the' oontinuous Dote system.' 

39. Every statement made in the 'note' must be support­
od by reference to the source wbence it is derived. 

40. The authorities are cited in the margin, and indicaled 
by slips aUached to the papers referr('d to, the distinctive 
character of each slip Leing lllllrked under tho citation in the 
margin to whIch it relates. 

41. All 'noteb' are parngral'hwd, Ilnd initialled or signed 
by the \vritt'r, according to the practico of the deportment; 
officers on the right-hand corner, and clerks on the len. 

§ lO.-Definition anti objecr. 

42. From th(' for{lgoing we mny d(·duce tbe following 
definition :-

A 'nole' 18 a comp,'cltensirf; summar!) of facts and circt,ull. 
,tancel, illustratil'e of the BubJect 'of a reference, in tUW to it, 
disposal. 

43. The main object of lIlo ' note • is to help ill the diJposal 
of the 'receipt':' it is also intmdtd RH It permanent record, (or 
future refereDc(', of the grounds on which the decision was based. 

44. There ill another kind of HliulInnry or abstract not of 
uncommon ase in secretariats, namely, the l'rtfcis: this will 
form the subject of thtl following: chapter. 



CRAPTER VII. 
PRECIS-WRITING. 

§ 1.-What i, a precis? 

Not infrequently some large and import,ant administrative 
question crops up, the disposal of which sometimes involves II. 

disclt~siol1 of numerous side issues, nnd require'i that the matter 
should be considered in connection with it~ various phases. 

2. Such a cOlme necessarily implies that extensive 'lnd 
protracted correspondence !lhould bo carofully digested, to AS­

certain the beal'ing of collateral matters on the Inllin question 
at issne. 

3. When the ('orrespondence ext,('nds, IlS is often the CIIIlO, 

over a series of years, und i~ consequently very bulky, it Tt­

quires Illore time lind labour thnn the officers of Il d!'partrnent 
have at their command to devoto to tillS purpose. The oon­
sideration of any such general question would thereforQ be 
much impeded without the help of a carefully prepared Sum­

mary ill which Its several eollllternl aspe:Jts nro distinotly brought 
out. 

4. Such 1\ sumlllluy is in offieial technology styled 1\ 

prJclS. though the term may, b<' prl'dicnted of ev('ry nb~trnct. 

§ 2.- TIle 'preci, ' classified, 

5. The 'precis' may belong to one of two classes. 
I.-It reay be a summary of the correspondence, 

written in the narrative style. 
U.-It may be an abstract of each letter in t:U! 

correspondence, written eoD!eeutively in 
~brpnological order. 
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6. The IiIlrathte style is adopted in drawing up- C preoia • 
wbiob are intended to be used in the consideration of queatiool ; 
the otb'er class of ' precis I is nled In the preparation of what, 
in the phraseology of Indian seoretariats, is known IS the I precis­
docket,' (c. ,L, 84 &; c .. xii. 40) a term suggestive df the fact that 
in Inch a ' precis " the abstract is Ulore of a generaJ charae"r, 
as in the' docket.' 

7. The I precis' ",hid. appertains to class I. and whiclt 
may be termed the' precis • proper, 

(a) may be a summary in which the points of. corr .. 
pondence are kept distinct; or, 

(b) it may be a running narrative of events III they 
occur, which, in the case of certain important 
qaestions, it is sometimes necessary to keep up 
for the purpose of facilitating consideration. 

8. In the latter case, the' precis,' it also known IS ID 

l,iatorical narrative. 

t S.-Definition and oldect. 
9. Hence we may derive the following definition :-nl 

, prtcU ' i. a complete ab,tract 0/ a cort'upondence in cl,rOJllOlegical 
aequtntt, or cla8,i/ied according to 8ubject !Iead" 

10. The main object of the ' precis' is (Q) to preaent in 
a oompact form a complete summary of a correspendence i and 
thus (b) to facilitate access to information on any specifio point 

• cootaioed therein, not ea!!iJy comlJ-at-abJe without macb labour 
and 101, of time. 

11. As an },i,lorWal narrative, it i5 intended to'lIbsene 
tbe purpoae of a record of fact.e, in chronological order, .bona 
of the necessarily distracting element of the correlpOndentlal 
atyle, 

11. The c pr~i8 j i. therefore helpfal in the diJpotal of 
'ceriaia qOOltioDl, whicla it facilitates by preveoUuIl the atteDtlGa 
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from being diverted, when the complex nature, or the bulky 
eharacter of a correspondence, renders it difficult to cull the 
information required. 

§ 4.-Abstract. differentiattel. 
IS. Abstracting is an operation whiCJr is of frequent use 

in the course of official business: according to their nature, 
Borne kinds of abstracts are of primary importance; "hile otilprs 
are merely subsidiary to certain processes of departmental 
routine. 

14. The latter class of nhstractR does not, need separate 
consideration; the former, to which belong the' docket,' the 
, note,' and the ' prcci~,' we have alrendy diecussed. 

15. Though from the definitions which have already been 
given, the points of difference between the 'docket,' the I note,' 
and the' precis' will be readily porceived, the following con­
speotus will serve to bring out their distinctive features iu 
greater relief: -

(1) The 'docket' contnin~ n hl'ief general abstract of r.. 

document. 
(2) The 'note' is II argumeillatit'e abstract of factI and 

circumstances, llltlstratit'e of tilt! point for con­
sideration. 

(8) Tho 'rrecis' is a aimple nhstract of a document, or 
correspon'dence on IlDy subject. 

16. Unlike the' note,' the' precis' always begins from 
the beginning. It is all narrative. In diction nnd style, greater 
latitude is allowed thlln in the preparation of the I note.' As 
to form, what bas been said of the' note' is equally applicable 
to the ' precis.' 



CHAPTER VIII. 
DUFTINa. 

§ I.-HolO Ordl"r8 should be carried out. 

After due consideration of the' cose,' the officer empower­
ed to do so passes the Deccsc;ary order, the Dature of which will 
determine the manner in which it is to be carried onto 

2. If the order is to consult some other dt'parimont of 
the government., it is effectuated by means of ioter-depart­
mental or unofficial correspomlenco, as hilS been already 
explained in a previous chnpter (c. iii, §4), except when the 
point for consideration relates to tho pmonnel of the consulting 
department, in whICh cabe the consultlltion is mode' officially.' 

3. Generally, unofficial corr('spondence is not conducted 
by means of st'pllrate ~olllmunicaholl~. though this agency is 
sometimes resorted to. 

4. Separate communications are made usc of-
(a) when it is cOllsidered desirable to withhold the views 

of the consultlDg department on matters unCoD­
nected with, or unnecessary. to the consideration 
of, thb point of leforence ; 

(b) when some intermediate :lction is immediately Deed. 
ed, and tbe papers in the I file' are not required 
for the disposal of tb~ reference; 

(c) in routiIltl matters, soch Wl calling for or returniDi 
paper! ; and 

(d) when specially ordered. 
5. Any otber order Or decision it! conveyed demi-official-

1, or officially as the cDle way require. 
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6. The order is communicated demi-fticialJyi­
(a) whe~ it is a reply to a demi-officialletter ; 
(b) when, from the nature of the communication to be 

made (c. iii., 7), such a course is considered Deces .. 
sary ; and 

(c) when so ordered. 
§ 2.-Definition and objecl. 

7. Thus answering to the threefold character of corres­
pondence in vogue in secretariut offices, a· ' draft' may be 
official, demi-official, or unofficial, according to the require­
ment of the case. Ordinurily, the 'draft' partake~ of th'e 
character of the correspondence; that ill, official COffCl!pondence 
calls for an ojjicf,al I draft,' demi-official, a demi-ojicial 'draft.' If 
an unofficial reference is to be made by a separate communica­
tion, it is generally so ordered. 

8. The ori!linal of an order when e:cprmed as a separate 
communication, i8 8t!lled a C draft.' 

9. The 'draft' is thus the medium by which the order or 
decition is !lonveyed ; and is intended .to serve the purpose of 
a permanent record of the action that has been ta~en in a 
gi\'en Cllse. 

§ a.-Species of d~·aft8. 
10. The nature of the order or decision WIll decide the 

form an oUioial 'draft' 8hull take; and according to the form in 
which it is dressed oot, the :draft' is styled-

(1) an endorsement, 
(J) a letter, 
(8) a despatch, 
(4) an 'offiae memorandum, 
(5) a telegram, 
(6) a notification, or 
(7) a resolution, 
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11. An ordfjc mar be the result of departmeotal require-­
ment, or of admilllstratn e lJeC~~~lty, or ot' a reference i it may 
concern a gO\ eJ nment or ad llIini,trlllion, or an individual, or 

tbe publtc at large; and Its ~lIb.ied way Le of an ordinary, or 
of nn UI gellt chatuctel, niH.! of 'ill) ing degrees of importaDce 
und applicabIlity. . 

12. A comHleraholl of' tlll'se points will determine the 
SpeCIf!o of the' Jmit,' of wlw,;h the f'olJowllIg arc the differential 
chnrnctcI Igti~'s 

13. It'1ll accolLlancf' wit II dqmrtmclltal usage or require­
ment, It is n('ee~"aly to communicate a copy of 1\ UOCIl­
IUtUt, nnd the ob.jI~d of tralJElIli'lIlOll i., capabl(l of bmng ex-
1'1{'~B{'d in !l fe" "ult/P, the' dtaft' Ulfly and does ordiuurily 
tal,!' tllC fOI m ul llll I l'nd 01 -'.'11]('11 t.' 

14. If the orul'l l~ IIltcnd\'11 fOI n goYcornlllt'l1t or IIdmi· 
ni~t.J ation, OJ' for a [i('1 ,ull of' "Ollll' ~iatns, the I draft' must tuko 
the fOlIll of a II'tiel, 01 d("patrb. 

15. :-;hollld tile atl,lr("~('(' oe It depaltmcnt of the goyern­

ment, the Older mmt he cOlllmullIcaid by 'office lDemo· . . 
randum.' 

16. Should' an olLiel be of' such an urgl'l1t nature tbat 
it WIll not bear the uel.lY of communication by post, it must 
be conveyed by te]rgIaIn. 

17. If the Older conrcll/B, 01' Bh~uld be known to, the 
public at larg<', tho' (h,tf't' a"'UIlH'i! the form of a notification. 

18. 1wl'0rulIlt Il,JIllIIlI"trlltl1'(' IlIC:l"ures of general applica­
bility are prolllulgat!:d lJY 1l1l':lnS of tlw I I e~olutioll; I but similar 
orders of minor IlllpOltan( I' art' ll~ually cOlllmuniooted by 
, circl11nr ' \\ Ili(·l! tal,{,s 11)(' fill III of [l letter 01' I endorsement' 
according to the nahll e of the C08('. 

19. Each of thesc "allO\I~ kllld~ of 'draft' will form tbe 
suLject of separate cOJlsideration} in the course of which it will 



( 66 ) 

by DeCeBlllry to disctlU at ieJlgth its jOf'm, ttyl8, anD natural 
dil'i,iofll. 

§ 4.-7'lte 'endo,·,ement.' 
20. It often happeDs, in the course of busines., that docu­

.ments received, or oruels passed in 11 dllfijlrtmt'nt,. concern 
the offices subordinate to it, and the administration. under its 
direct control j or they are such as concern other departments. 
Such cases are-

(a) when Ilome information is recei\'ed whioh WIlB OIllled 
for at the instance of another department or adrui- . 
nistration, or which otherwise affects the c.ffioes,­
administrations, or department~, referred to ; 

(b) when sOllle decision or order passed in one depart­
ment is applicable to other departments, adminis­
trations, or subordinate officials j and 

(c) when any action subsidiary to the order passed in one 
department is nooe/lsary in another department. 

21. In 8ueh cnses, it is usual, 8S a matter of convenience, 
to communicate the information or order, as the CRse may be, 
by sending the document, the purport of which is to be convey­
ed, or a copy thereof, as may be necessary, with a brief note 
stating the fact, and adding the purpose for which tbe commu­
nication is made. 

22. The note wlrich accompanies a document so trons­
mitted is teohnically called, an 'endol"Sement, from the fact 
that, when the practice originated, it Was usuRI to endtH',e the 
document for transmiesion, that is, to write the note on tile back 
or outside of the document forwarded. This method of enciOf'ftng 
however fell into desuetude on the introduction of the 'Sat 
system' of correspondence. 

23. An 'endorsement' may therefore be defined 18 II note 
pctxmtpaflylng a document, indieating tilt jact and ohjtct 0/ it, 
trammi8fton. 
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24. It mtllt be obse"ed that 'offioe memorand1lmJ' 
are never communicated hy C endorsement:' their purport iI 
always conveyed by separate letter. 

25. H tnp. addressee is of high stand:ng, Buch 8S the repre­
sentative of the Home Government, or of 11 foreign power, or'an 
independent pononage, the communication ill more "ppropri .. 
8tely made by letter i n similar course is generally pursued by 
local govornments or administrations in addros~ing the supreme 
government. The general rale is to address only subordinate 
administrationM, aDd departments of the government by en" 
dorsement.' 

26: UndE'r the existing system of procedure, the 
term 'enciorselrtE'nt' is n. misnomer, and, in some depart­
ment~, is 8ublltituterl by the more aprropriate arpellation of 
I memor:mdam,' in contradistinction to 'office memorandum' 
which will be discussed later on (c, ix., § 3.) 

27. Tho 'endorsem!'nt' is either prefixed or appended to 
the document transmitted, or it is writtpn on B separate half-
8heet of papAr, whioh sometimes serves tho pllrpose of a oover­
ing wrapper: an ' en'iorsement ' written separately is also kDown 
as a 'memorandum.' 

28. When a docnlnE'nt is to be tramferred for disposal, 
the 'endorsement' is alwayg written as ~ separate communica­
tion. 

29. The form of the 'endors'(llDent' depends upon-

(a) wb(ltber it is prefixed or affixed to its 'enclosure,' or 
written as a sepuratt' communication ; . 

(b) whether its 'enclosure' is to be forwarded in originil, 
or in copy 

(c) the number and nature of the document. VaUJoo 
mitted ; 
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(d) the ohjMt of transmission; nnd 
(e) wbether ot' not there is any previous corre8polJdencc 

to which It!. 'encloQUle' has refrl'pnce. 
80. The practice obt~tinilJg in the department is tbe only 

guide as to how the 'endorsement' ~holl)d be""" ltter 
31. The document is tr,l/Isnllttrd 10 oflglllal-

(a) when the SI1\Jj«'ct-lll,ltt,('r dO('5 not apprrtain to or 
concern the dep!utmrnt of If)CPlpt ; 

(b) when its dl~po~a) falls \lldlin tLo province of oth~r 
than the drl'urtmeut adllt'e~~PII; 

(c) when a report thereon l~ l('qnil(~u In view to its dis­
posal; 

(d) when it is to be ll'tUl'lletl to tlll' wntci ; 

(e) when specially asked for I,y a Jepalilnent unoffiri­
ally consulted; anti 

(/) wlll'n sent to :tuotllel drpllrtJllC'nt fOI consideration 
and ol'ders. 

32. When the tnfOillml 101l ('0 n 1.1\1 lI' I \ 111 tbe 'cnclosure' of 
a 'receipt' does not concel n tho I ('celvlIlg dpl'artlTH'nt , the ' enclo­
lure' may be transLllItteu til (mp/nat \\ lll! a COP}! of the' covoring 
document. 

33. In a1/ othel' riICl1ll1btn\l r ('~, a copy only IS ,en t, the 
originnl document bcin~ 1'('I:lllWII {Ol J ccoullll the transmitting 
department. 

34. In deciding what ~:lrm .!-hould be tr:lJ1smitted, the 
principle should be bOI ne in minl\ that only such !.-houlu accom­

pany the 'endorsement' :IS 1m' 1l('('N~ary fOI the pili po~c ill tended. 
35. When the intl'lltioll IS thnt the pnpe\s to be sent 

ahou\d form a comll\('lc nnd p('rmaJwllt rE-cord in the office of 
the anthority to be aJJr('~srd, tho en til e corre~pondence must be 
transmitted ; else it Will suffice to s('nd only 6uch portion as is 
necessary for the purpose of the audlcsscr. 
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36. It most be distinctly rom{'mberea tbat demi-offieial 
communications are nol us 11 rule transmitteu officially. 

37, Ordinarily the entIre COl re~pondence is only forward .. 
ed to departments whell consulted unofficially: indeed, it is a 
recogmsed rule, that dl'partlllents so consulteJ sball be furnish­
I'd with a copy of thl' entll'c COrJ'l''''pondrllce and 'notes.' 

38, To slILorclinato offil'I:lI~ 01' local governments and 
~IJl1l1tl1stlUtion~) C'omplct{1 COJ'r('''poJltlene!' is rarely transmitted. 
and only ,,111'11 tlH' P"-:IW'IH'Y of fll(' oaRe clrarly points to luch 
:. COllrS(', 

39, Corre~p()llti/'IICO WIt Ii tho Homo OOHrnmE'ut may not 
be commul1Icatcd W I'I;/tIISO, save to dopartments, and sometimel 
to I"eal fjol'el'nmenls, 

40. ral'l-\r~ arc forwarded by 'elldor~(lrncnt' either­
(a) for mformafiol1 ; 
~b) for mfol illatIOn and gnidance ; 
(c) for lIlforlllatiol1 and furil]('r orders; 
(d) for lI1forrnatJon Ilnd any further action that may be 

ncces~ary ; 
(e) for eonc,lLleration (nn(1 order,); 

(f) for dl~po~al ; 

(g) for commullicnhon to --- ; 
(II) for remarks, opmlOn, or report; or, 
(i) when they are to be returnedtto the writers. 

These are the uS\lal terms' enw10yed to express the object 
of transmission; but the Ilse of It Jjfferent phraseology is not De-­

cessarily out of ordel', 
41. A document is for\\urd"ti " for information"-

(a) when it conhuns information which, from the nature 
of the case, should be communicated to, or which 
was called for at the instance of, the authority to be 
addressed i 



( 10 ) 

(b) whcm the infor.wlltion to be conveyed, atTeets the ad­
drellste, or hie subordinates, or thOi/:) subject te hil 
control or jllrisdictioa ; and 

(c) when any order or decision is the I'elllllt of unolficud 
correspondence, and no !ub~i~ actian 011 the part 
of the a.ddressee is necessary. 

42. Instructions or orders which are intended to be ob­
IJerved by the addressee are transmitted" for infc,rmation and 

'guidance." 
43. When the decision in a case requires to bo supple­

me.nted by further action in another department, the document 
is forwarded " for information and furth~r orders." 

44. In case of doubt ns to whether any action is necessary 
on the part of the authority addressed, tho document intended 

. for transmission is forwarded. "for information and any furtber 
aotion that may be neceS8ary." 

45. Documents, on which orders should iSllue in another 
department, are transmitted "for conSideration (and orders)'" 
in such cases, it is understood that the order passed is to be 
oommunicated to the depllrtment of origin. 

-Hi. Communications which have been misaddre8sed, or 
which relate to subjects appertalOing to another department or 
administration, whose provin'Je it is to issue final orders there­
on, are transferred to the proper authority" for disposal." 'Re­
O~iptl' are siLQilllrly transmitted when it is desired that they 
ebpo]d be disposed of by the authority addressed. 

4,7. Information or iUlitructions intended for other than 
the addressee, sueb as official 8Qbordinates or those subject to 

bi~ control or within his jurisdiction, are tQ\nsmitted" for com­
Ulunication to" t~e person concerned. 

48. In the abseQC6 of sufficient material for t~ disposal 
ot a 'receipt,' or when further particulars are considered oeceil-
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aary, it it" transmilteJ "for remarks, 01' report &r opiftion" til the 
circnmstanoos of the case may suggest. 

49. A tjocnment is transmitted "for remarEs," to erK alP. 
tTtO'l'ity in any way concerned tlterewith ; (, for report" on Its me­
rite, to one cogni3ant of tlU! facts and cil'c"m'tan~8 of tAt Nit; 
and" fur opinion," as to 11$ disposal. The points 0!l which the 
remarks, report, or opinion is required, mny be specified if de­
sired. 

50. In addressing 1\ superior authority such as a local 
government, the request i~ made" for thE1 favl)ur of remarks,'re­
port, or an expression of opmion," as the case may be. 

51. Communicntions not transmitled through the proper 
channel are generally. returned to the writers: in such CalOS, 

it is usual to indicate the proper COlme. But when the writer. 
is an exalted personngE', the document is returned by letter. 

5!. 10 forwarding a document it is necessary to cite i~ 
the' eudorsement,' the previous correspondenc£', if any. This itt 
dono after specification of the object of transmission, by sending 
the documents "with reference to" or "in t'ontinuation of," 
generally the last paper on the subject. The citation should 
clearly specify the number, date, and writer of the paper. 

53. WhIm the document to b(' transmittf'd contains inform­
ation or orders supplementary to what W~B conveyed in a previ­
ous communication, it is forwa~ded " in continuation of" that 
ccmmunication ; otherwise it is sent "with reference to" the last 
paper "ddreBsed to, or received from, the same authority. 

54. Should the suhjl'ct of the paper, which it is intended 
to forward, relate to more thnn one, or to otber than the 
last, paper of a correS'Oondence, it is usual to transmit it 
"with referenCe to the correepondence ending with" the 1a.t 
paper, which wall received from, or addrel!lsed to, the lime 
autbority. 
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55. In discussing the' endorsement,' it~ form cannot be 
dissooiated from its ~tyle and nafw'al rllt'!sions. 
. 56. As to its dh'i8ions, the' endorsemenL' u1ay be said to 
be composed of two parts-

(a) the inception, in which pnrticulfi'1'll as to the paper 
transmitted, Ilnd the llame 01 designation of the 
addrees{,l! am indicated; and 

(b) the termination, in "hich-
(i) the purposp of tr:m8ml~ .. ion is FfJl.'clued, and 
(ii) refC'Tencr is made t.r) previous correspondence 

if :my. 

57. The form and ,~t.ljlf of tlir 'endorsement. ' will be ap­
parent from the specimclls of it." pal ts ~in'll below. 

58. From what has already Lef'n snHI, n l'uffirit1ntiy 
adequate idea may be iorlTlr<l of thl' ' cllclor~('mrnt, ,' hut the fol­
lowing specimens of ltll parts will fler\'(' to ilIu~tratll It~ nat.\lre 

more clearly:-

IIlI'fption 

(1) " The follow1\1g (01' till' following corre~ 

pondeurr) )~ forward('d to the [gi\ing 
the deSIgnation of the addressee J." 

(2) "Trnnsferrt>d to the-." 
(3) "Forwarded to the-" 
(4) "R('tQrn~d" to ~" 
(5) ., Copy (OT n copy of the foregoinp; [,l('scrib. 

ing the docnIn('nt] i~) forwardrd to the-" 
(6) II Copy of (01" n copy of the foregoing) cor­

respondt'nc(' (i~) fo I'wnrded to the-" 
(7) " A copy of the fOT('going-and of the _ 

to which it is n reply, i.< forwarded to the-" 
(8) "Copy 'With copy (Dr a copy of the fore-
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gOlDg-
and) of th~ comspondenl'e (or papers) noted 

in the margin, is forwarded to the-" 
TfrminatlOll. 

Tho "allous forms have already been noticed in paras: 
40, & 52- 54. But" hen, in ad<litlOn to the ordinary object 
of trnmmission, any special rrqucst ]s to be conveyed, the 
following words nre usn.tlly <:nperadded:-

I. nnd "ilh a rpqo('~t that. (~perif!!illg tfle 
objert )" 

MI. When \\ ritt('n n~ 11 f,eparatr communication, the parts 
0' the I endo1'sement'--

(a) may lakr onn of the for('going forms: Of, 

(h) may be "Ilt/('n thu .. ·-
JII('/pi ion. 

(, Rr[H!-from--No --c\,ltrd tho--." 
TC1'1nlllntion 

It Ordercc\ that nropy he 1'0l \\anlcd to thr--for--." 

GO. I n the !aUrl' ca~(', the rart~ of the' rndorsement ' may 
Lr ~t) led tll(' prealll/,lf and the m·der, corl ecpnuding to the 
I inc~ption ' and the 'trrmination,' 

61. The specimrDs given In A ppelldi,r B will rxhibit at R 
glance Ilow thr part~ of the' {,lIdor,ernel)t ' uro put together. 

62. ThE' obJ(lct of the 1 endorsemr,nt . is to economise the 
time and Inbour tllnt would b('. rcqnrred to accur.ltely nnd fully 

CODV('Y hy flny othE'r lI1('an" the purport of n document. 
')3. Though thp U~(l of the '('ntlor~('ment' i'l generally 

hmited to the tran~mi~~jon of a docnment fur n ~p{'cific purpose, 
opportunity may ho"ewf be tahn to )IlCOrpofllte therein any 
brief intimati(Jn that, ma~' Ill' ncc(>searr. 

64. Jt Dlay ho~ l'\ er b(' oh~{'n'rd that whrn the purpose 
for which a document i~ trnnsmiHed IS not briefly}:'xprel!sible, 
the (endorsement ' ~hould n"t he used. 



CHAPTER IX. 

DRAFTIPG-(continued.) 

The I endorsement.,' thongh it h:ls been treated as a 'draft,' 
can hardly lay claim to the appellHtion generally, inasmuch as 
not flJe7'y , endorsement • is the vehicle of a specific order. It 
ca.n only be held to belong to th'lt category, when it is the sole 
outcome of snoh an order: it is not a I draf~ , when it results in 
the ordinary course of office routine. 

2. The 'draft' propl'l'-
(a) conveys the final or(ler or decision of the govern­

ment on any given point or refl'rence ; or 
(b) cllrries ont nny necessary intermediate action whieh 

may have been decided upon. 
S. Before dlscl19Sing the diff~relltial properties of the 

several species of • draft,' it will be well at the outset to con­
sider their points of contnct. 

4. These points of contact relate to the jorm, the division, 
and the "yle of the 'draft.' 

§ 1. Pain's of contact of the dtfferent Bpecie~ of 'draft.' 
(n). All to form. 

5. In so fKr liS the ~urpo~e of the government is concerned, 
ewry offioial 'draft' wh('n issQed-

(a) benrs n Ml'ial number having reference to the branch 
of the department to which its subject appertains; 

(b) is dated; lIud 
(c) indicates 

(i) the department of issue, 
(ii) the branch subject, 
(iii) the place of issue-giving its official designa­

tion ifllny, 
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(iT) the deeiptioD of the addressee, if a publio 
fUBctiollary,-or, 

( v) if a non-official, his nnme and address, 
(vi) the dnte of despatch, Ilnd 

(vii) the officers by whow. it was approved, and 
under whose signature it was issued. 

6, }j'or these particulars, excc/,t (a), (h), and (c) (vi) aoel 
(vii), which are filled in by the despatcher, the respolllibility 
lies with the drafter. 

7. The species to which the 'dl'aft' beloDg~,· though distin­
guishable by its form, is generally indicated at the outset. 

S. The paragraphs of the 'draft,' 88.VO tho first, are alway. 
numbered. 

9. Except when .the 'draft' initiutes a correspoDden~, 
or wben it is DoL reqUired to refer to any document, the 
letter or correspondence to which it i~ a reply, or to which 
it has direct reference, is always Cited, and its subject, generally 
giveu, in the first or opeulDg paragraph. This coarse is 
obviously necessary both to ensure precision and to obviate 
confusion which is sure otherwise to result I hut the manner 
in which this is done WIll be explained in the following 
chapter (§l., 5, & 11-·18.) 

10. In citing official letters in 'drafts,' the officers whose 
signatures they bear should not be referred tQ by name: e. g., 
"In reply to Mr. A's iettqr, etc. Such II course- is only 
permissible when, in addresslOg aD officer, it is necessary to 
refer or reply to a letter frolD his predecessor in olBee. 
Reference by name is II distinctivo feature in personal 
commnnications; and the personal element should be ca\1lfully 
avolded in official corre!pondenoe. 

11. 1t may here be again [c. iii., 4(9)] impressed upon 
the attention that demi-{;fficial or unofficial papers should Dot 

be cited in official communications, 
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12. As a rule, ci tn tions are made in the body :>ftb e 'uraft.' 
But it is usual to do so in the margin-

(a) when the 'draft' is n reply, or has referencE', to more 
than one document; 

(b) when any docnmC'nt is men.lfWlndc(1 to, and to 
which it i~ not intrnded to U'UW i'pecin! feft'rence; 

(c) when the pUl'pose of the citatIOn i'l only to IlJdlC'lta 
the somca of v('rifiC'ation of' any Rtatnrn('nt made in 
t~c uo!ly of t.hc' , draft,' :11111 

(d) "hrn it is dt's\l'('d Hot t.o Ili,tUlb til(' ('olli.lllnity of 
the scnSl', or of the tc:\t 

13. In citing n document, evt·ry ddall neces<;ary to its 
identification must be giveJl, 

14. The head of the go,"m llllleut or administratIOn is I'e­

sponsible for all ordels 01' JCCIRI011'I I'm.'lnatlng from any of'its 
departments. Hellec CH'ry 'dr.lft' IBSllrS \ irtllally under his di­
rection: and thi~ fad I., gonrlally explcb~ed l\l the principal 
clause of the first paragr:Jph ; thus, " I am Ii mdeJ to-" 

15. If in the course of the 'draft,' It IS llt'slre,l, in any 
other instance, to conH1Y fh\· sallie idea, the phra~(', " I am to, " 
is suL~tituted for the words, " I urn dIrected to-." 

16. In' (lrofts' of one paragraph, \\ inch are direct, th[lt i~, 
affirmative or negative, replies to sImple refercncc8, the subj{'ct 
of the document l'flplieJ'to is not s('parat,ely rec:ited, hut is incor­
porated in th3 ordel' conv('yed ; hut when tlH' 'draftg' are not 
direct replies, the subject if comprosslole in a few wordl:! may be 
inserted. 

17. In form, demi-officinl drafts are precisely the sume 
118 official drafts, exc(~pt that ordinllr:ly th<.>y bear no number 
nor any indication of the branch eubject. 

18. The form of unofficial drafts is similar to tbllt of the 

'office memorandum' (c. x., 29.) 
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19. The foregotllg points, the purposes of whioh are suffi· 

ciently apparent, altl observed in every' draft '. But there Bre 
others, common only to certain classes: these will be considered 
in their proper 1'la('e8. 

20. (b)_Aq to dlVlSIOIl The order or deelSloo is gtlDerlllly 
communicated in a single pal agraph~ 

(a) "hon the 'draft' is a simple ooc, thut i~, a direchlfir­
mative or l1egatilc r<'ply ; and 

(I,) when It is not required to convey any romarks or 
obsenatlODs. 

21 In all other cases, the umit will CODsist of more than 

ODt paragraph. 
22. In ~u\:h 'dlaft~,' the 618t paragraph always refers to 

the docnJlll'nt or corre~ponu('lIc(' to whirb the 'draft.' is a reply. 
odo which It tHIS refcH'lIce; Ilnd reclt('S the ~uh.1rd of'the refer­
ence (para. 9 SIlpra.) 

n. Whrll a 'draft' of thi~ kind convl'p an order or deci­

sIOn on a single POll1tl the Inst parllgraph generally contains the 
oHler 01 d(,(,I~lOn. 

24. TIl(' inf{'rlll(·dintl' paragl Hl'hs IIrc devotod t,u t(,lllorks 
01 ob~el vatiUIl!', explanatory of tho d('ci~lon cOllv(I},rd. 

25. I Drafts' III willch the propo~al iR accf'pted only partial­

ly, or "ltb moJlficatlOll'!, gpnt'rally C0I1'\l8t of two paragrapbs-
• (a) when no comments, or observatIOns are necel!sary ; 

and 
(Ii) \\hrn COll'lIIent); or rt'marks admit of incorporation in 

thr S:lD1P paragl'llph \\Ith the· onJpl'. 

26. When r)ropol'aJ~ Ilf(1 noj, f'CC{'ptcd, in their ('ntircty, 
it IS necessnry, in order to n proprr understanding of the case, 
to state them fully at thl.' out8rt, and then, in conveying the 
order or deciSion, flpecify the el.tent to whicll they ha"e ~en 

sanctiODE"d l or how far th-y have been modified. 
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27. Should orders be required on more thllD oie point, 
after reciting in the first parngraph the general subject of the 
reference, the several points may, in view of methodical trea~ 
ment, be categorically set forth in the paragraph following. 
The decision is then conveyed in the 80me ~cr ; that OD each 
point being preceded, if necessary, in a .pparate pnrl'grapb, by 
any remarks or observations relating thereto. 

28. (c)-At to style. The' draft' must be expressed-

(a) in appropriate phrasElology, according as it is official, 
demi-official, or unofficial. 

(b) in language, conrteons, tE'mperate, and adapted to 
the class to which it belongs i and 

(c) in accordance with the osual rules of good compositirJn. 
29. Certain wardA, plll'nSel1, and set forms and modes of 

expression are peculinr to, "nd are, as n rule, never employed in 
other than, otfi,cial I drafts' : e. g. "directed," "I am directed 
to-," "I 1110 to-," "on a foIl or careful consideration of the 
facts of the clI.8e," "in the circumstances of the CI1SO," "t'ited 
in the margin," "marginally noted," otc. 

30. As conveying the orller or decision of the goveril­
ment, the style cf qfjicial 'drafts' must be appropriately dignified, 

. and befitting the position or status ofthe addressee. 
8!. In nddres!ling a subordinate ndministrntion or official, 

care must be taken to &void fU'l!i1iarity of style, to maintain B 
becoming dignity, and never to employ words or phra!lt's which 
woold he more appropriate from a 8ubordinate to n superior 
authority. 

82. SimilRrly in oommunicating with the supreme govern­
mIlnt, or with official superiors, local govemments and adminis­
tration!', or official su.bordinates should always Dse respectful 
language. and never indulge in terms nnbeseeming the exalted 
position, or et.atWl of the .ddreasee. 
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S3. In ckmi·oJicial tdrafta' the style i. more unJestrailled, 
. and partakes ratber of the cbaraoter of a compromise betweep 
the fllmiliarity of a private letter and the dignity of an offioial 

oommunication. 
84. The style of unofficial' dl'afte,' which are generally of 

n rontine nature, is of an impersonal character. 
35. A correct notion of the styles of the various speciel 

of' drafts,' can only be arrived at by experience: but a fe" 
specimens (vide Appendix B.) \\ ill serve to illustrate their 
differential characteristics. 

§ 2. Ot/ter general rltaracteri8tic featurn. 
36. 'l'here are certnin other genE'ral points which ~boQld 

be observed in all 'drafts.' 
37. Orders should always be conveyed in the principal 

clause of a sentence. 
as. Points to which it is desired to draw special at­

tentIOn should not be inserted in a relative or secondary oIau86. 
39. In preparing the 'draft,' t~e concatenation of ideat 

or arguments and the ipmsima t.erba of the order, as contained 
in the' notes,' should as far as possible be followed. or courle 
this rule cannot be observed when the discussion in tbe • note. ' 
has been carried on regardless of logical sequence, or the 
order hal! been loosely or clumsily worded. In sucb caBel, the 
'drafter' is expected to conver the su\Jstance of the 'notee,' 
arranged in the natural order of the points disc1lllod, lad 
the order, or decision arrived Qt, in choice and appNpriilte 
langoagt, befitting the dignity of the supreme government. 

40. Every' draft' shoDld bf' self contained, that ii, U 
should convey the order or decision in lIucb a manner 18 to be 
clearly intelligible without reference to nny paper in the 'file.' 
Such I course is clearly neoelJliary to obviate the poslibiJity of 
Iny misunderstanding. 
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41. Sometimes however tho proposals or recommendations 
for sanction me of n complex character, while the order accepts 
Or negatives them m toio. In such cases, the "anction or 
refusal may be conveyed in general terms without i'pecifying 
the proposals: e. g . • , I am duectpd to c(;n"e~nnct:on to the 
proposals contained in-." 

42. It follow!:! from pura 40 above, that, as a J'ulp, it 
is not necessary to send any enclosures [e. ill., 4( d )] ; 
though in certain instances it is u~efuJ aud mOl(' ('onVtllllent 
to do so. 

43. Such instances are-

(a) when a J'('l'ort or opinIOn i, required on any dOl'u­
mont; 

(b) when the suhject i~ too (Jompli('aLPd and lllvolved, 
in which ca~e a full lllcd~ ~0uld bc needod to 
elucidate the matter; and 

(c) when, from the lory natUle of thc casp, it I~ neces­
sary to traCSlnlt any docllnlPut. 

44. In addition to the m~tances mClltionecl in the proced­
ing paragraph it is usual, ill the case of 'despatches,' to tran~­
mit aU the paperd bearing on, or illu~trativo of, the subject of 

tho 'draft.' 
45. Subordinate administrations or officials, when sub-

o 
mitting for orders any question.on winch there has been a long 
series of correspondence, or which is not very clear in itself, 
should, besides stating the matter as fnlly and as clearly liB pos" 
sible, place all the papers 111 the case bcfore the superior QU­

thority, to enable it to form a proper juJgment and to cOllle to 
ILn equitable decision. 

46. It is usual to cite the 'enclosures,' in the margin of 
the' draft j' and, as a matter of office routine, to draw the 
attention of the despatcher to the' enclosures' or groups of 
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, eUOIOllllre8' by obliqUfl marginal lines. Or, as is the practice 
in 80me depadments, a list of the documents accompanying 
way be annm[ed to the' draft.' 

47. A copy of all orderB, affecting expenditure and ao· 
counts, passed by a department in accordance with delegated 
powel's, is communicateu lhrect by (endorsement' to t.he Accounts 
Officrr concerned. 

48, When an order has been passed after' unoffioial ' con­
sultation with another department, it is usonl to send to the 
department consulted, by' endorsement,' which ill appended to 
the 'draft,' It copy of the cntll'e correspondence tog('ther with a 
copy of the notes on which the order is based. 

49. The Finance Department is however Iln exception to 
thi<; rule: 110 copy of any paper is furnished to that Depllrt. 
ment unless specially asked for j but, in cases involving expen­
diture or accounts, if no snch request is made, the 'file' 
is returned to tlUlt Depal'tml'nt unofficially after issuo of the 
, uraft,' for communication of the order to the proper 
Accounts Officer. 

50. But if a department is consulted on some point 
with which it has no direct concorn, nor is likely to be 
concerned in futnre, It is onnecessnry to Bend a copy of the 
papers and 'notes' in the case, to that department, eX<lept' 
on special request. 

51. The trnnsmitbng , end'orsement ' whieh precedes or is 
appended to the 'Issne' or 'draft,' is known as a subsIdiary 
order. 

52. Petty orders, or those of 1\ rontine character may be 
conveyed without specifying in the 'draft,' by whom they are 
passed: e, g., " 1 am directed to convey sanction to-." 

53, In communicating other orders, it is nBaat to stafe 
in the 'draft' that" the Government of India lIanation-." 
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64. If the 'file' was submitted to the Viceroy or to 
his Counoil, the 'draft' should state" Hint the Governorn 
General in ConDcil sanctions-." 

55. When an order is conveyed by telegram, it should be 
supplemented by a letter, if there is any poss1t!i1ity .)f doubt, or 
misconstruction as to terms, etc. 

56. Except when the addressee is 11 dppnrtment of the 
!State, all 'drafts' should be addressed to the uead of the 
administration, or in the case of government~, to the secretary 
in the department concerned. 

D 7. In tbis connection it may be observed that in official 
letters, actin~ or offioiating incumbents should not be addressed 
lUI sucb, that is, in their acting or officiating capacity j e. g. 

" To the Acting Ohief Secretary," "To the Officiating Chief 
Oommissioner," The reason is obvious: it is the individual 
who is acting, wbile the letter is addressed to him, in his official 
capacity, as the holder of the permanent officp. 

58. Hence also it follows that in demi-official letters, 
whioh are of a personal character, nating or officiating inoum­
bents should be addressed by their names followed by their 
aoting or offiotating designations. 

59. In personal matters, all 'drafts' should be addressed 
by name to the person concerned. If the addressee is an official, 
his offioial designation .bonld be added. 

60., When two or more <h'afts are required in a 'case,' 
it is Ulual to indicate the number put op, in peoril, on the 
face of eacb, and the ord~ in which they should be numbered 
by the despatcher before issue. 

, The points noticed in tbis cha.pter relate or are com-
mon to aU 'drafts:' we shall in the next, discuss the oharacteristio 
features of the sevoral species. 



CHAPTER X. 
DBAFTING-( Concluded.) 

Having considered fully the properties common to all 
'drafts,' we shall now lIndeavour to point out the peculiaritiee 
which serve to distinguish the different species from eaoh 
other. 

§ 1.-Tlte lette1'. 

2. The most general mode of conveying Iln order is by 
letter: this species of 'draft' will therefore form the first 
subject of consideration. 

3. Form.-Every' draft' letter is addressed to a speoifio 
person, and begins with "Sir,"" Madam," etc., according to 
the condItion 01' status of the addressee: "Gentlemen" forms 
an appropriate beginning for letters to firms or corporations. 

4. All l:1uch' drafts' terminate with the words, II I have 
etc." with the designation of the officer under whose signa­
ture they are to be issued written uuder, thus :-

I have, etc., 

{Designation 0/ signing officef'.) 

5. The first or opening paragraph of ' draft' letters usually 
begins in one of the following forms t-

(1) "Iu replyto-No.-dated the-, Iamdireoted 
to-." 

(2) "With rllference to-No.-dated the-. I am 
directed to--." 

(3) "In continuation of-No.-dated the-, lam 
direcf.fd to-." 
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(4) "With reference to the correspondence ending with 
-No.--dated the-, I am directed to _." 

(5) " As requested [or, in compliance with the request 
made (or preferred)] in--No. - dated the 
--, I am directed to-." . 

(6) "I am directed to refer to-No.-dated 
the-." 

(7) "1 am directed to reply to-No.-·-dated 
the-." 

(8) "I am directed to acknowlildgo the receipt of­
No.-dated the-." 

(9) "I RID directed to-." 
(10) " I (we) have the honour to -." 

6. Except (9) and (10). these furills Rre applioable in cr-sos 
where the' draft' is t.he result of a leference, or when it rela~es 
to a subject on which there has b()on previolls corrc8ponripncl" 

7. Of course it must be distinctly understood that there ir! 
no bard and fast rule for commencing the 'draft.' For instance, 
there is no rea SOD why the forUls Illay Dot be interchanged 
when possiple, nor why the 'draft' may not begm thus :-" Your 
letter No.-dated the-, on the subject of--, having 
been laid before the Governor-General in COUllCl~ (or, having 
been duty considered.) I um dmcted to communicate DB 

followil : - ;" or thus ':-" In replying, or referring to, 07' 

acknowl(>dging the receipt of your letter No.--duted thEl--, 
I &al directed to-." 

B. The wording necessarily depends in a great measure 
oAe tallte, or wishes of the secretory of the department, or 
of the head of the office; but the forllls given above are what 
are genel'ally used in the Indian secretariats. 

9. Ordinarily there IS Dot mach discrimination exercised 
ill tlie use of the Ibnns. A few hints however, will p~rhaps be 
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considered helpfal in the seleotion of the fonn appropriate to 
the particular case in hand. 

10. If the subject is of a simple nature and the 'draft! 
is a direct reply, accepting or negativing the proposal. or re­
commendation made, and it is not required to conTer ant 
remarks, etc., on the subject, form (1) is generally used, 

11. Form (2) is usually ftdopted when the nato,re of the 
oommunication to be mado is simple and the 'draft' is not a 
direct reply, but bas reference IlltJrt11y to BomB partioular OQlUl' 

munication on the subject, to or flolll tho addressee, or to any 
docu,nent which he may have received from whatever sonroe, or 
of which he may be otherWIse cognisant. 

12. Any information Ol' decision in addition or supple­
mental'Y to whnt has already been conveyed in 11 previolJf 
letter, is communicated in continuation of that letter. (WJ~ 
form 3.) 

13. But should the' draft' be the last of a series of eot­
respondence with the addressee, and a direct simple reply, lnd 
have reference to no specific paper in the ,~f)ries, form (4) may 
be used in beginuing the 'draft.' 

14. The use of form (5) is indicated by its phraseology'. 
15. If ~he 'draft' is not a direct reply, aod it is neoeary 

to communicate any remarks 01' observatiolls aD the "subjeot ot 
the reference, form (6) would be a good 'way to commence. 

16. lt~orm (7) would h~wever be a more appropria~ 
beginning) if, whIle the 'draft' is a direct reply, it ace., 
negatives partially or with modifications any propo8al~ 
it is required to make any commebta or remarks. 

17. Form (8) is better adapted to 'drafts' of imporfaDoe, 
in respect either of' the S'ltos of the addrel!see, or of the .abject. 
This form is also ulled when it is required to merely acknow. 
ledge a 'recei t' 
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18. POlD) (~ it used only wli~ _ tttraf6' initiate! 
I oorrespondence, and it it not reqalre.d to refer to ant 
deoumrmt. 

U. In addfessing a superior Iluthfrrity form (to) should 
." emplofed. This form is made use of b,...the Government of 
India in letters to the India Office, anu in dospatches to the 
8eo~tary of State. 

20. As is apparent from the nature of tho case, commu­
DioatiollS by letter are made in the first peraon. 

i1. There is nothing special to he noticed in regard to th& 
~ or style of the letter. 

§ 2.- The I despatch.' 

22. In official phraseology, a letter nJdl'es~ed to Her 
Maj~8ty'8 Secretary of Stllte for India is called a'despatch.' It 
is signed by the Governor-General and the Members of the 
Executive Oounoil who collectively constitute the Government 
of India. 

23. Tho 'despatch' differs from the letter in IOI'1n and 
"yle'; but not as to its divisions. 

24. FQl'm.-The 'despat~h' begins with "My Lord," I'My 
Lord Marquis," etc., according to the status of the nddresbee j 

and ends' with the words, "We have, etc." • 
25. The first pnr.'lgrnph begins in one of the sarno forms. 

mulali8 mutandi8, as in the oaSIl of the letter j but inasmuch 
as the '1ieipatcb ' issues undAf tAle signature of tho Vicoroy lind 
th~ KQrpbers of his Oouncil, the communication ii made in the 
fiP" per8Q1f plural. 

26. As- the 'despatoh' is an immediate communica:tiolJ 
£roR).' the Government of India, it does n~ issue under direction, 
~d the phna!je, "We have the honour to ...... ," is'substiCttted for 

" the phrase, 'I I aUl directed to-," used in the Jetter. 
27. St,yle.-The style ot the '~espa.tqh' :iiioald ,,00 Ill~ dig-
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Di6ecl 4ha, that "<6ttte Wter, a~d greater' care taken ill till 
.,. '. 

aelectioD of the langwage ; and though, an rule, .,11 the papell 
connected with the subjeot of ref~rellce are tmnsmitted in .tm­
BO, the facts !1nd circumstances must bo clearly set forth iD tM 
body of the' despatch,' together with the grol1llds, re4SODS, or 
arguments, on which tho proposal, or recommendation, if 81, 
is made. 

28. The phraseolvgy mnst be such as is employed in ad­
dressing a superior authority. 

20. When there nre more than two 'enclosures' in a 
despatch,' it is usually accompanied by a list or schedule DC 

such' enclosures.' 

§ 3.-The ' ~fJice memorandum.' 

30. Official interdepartmental COl respondence is conducted 
by means of what is techlllcally termed the 'office memorandum.' 

31. All that has been 5aH1 in rl'gard to the letter is equl­
ly applicable to the • office memorandum.' 

82. Tho only dlfftlrenco in th(1 form of the 'office ~emo­
randum' is that communications by its ngency ar" made in the 
third person smgular ; the wor~8, "tho understgnod," being 
!!Ubstituted for tho personal pronoun, 1'1" 

33. Though strictly speaking the use of tbe 'office meom. 
randum' should be restricted to communications between depat .. 
mente, it bas beoome a rccoglliaed practico to employ i~ fa ad­
dressing certain classes of non-officials of no parti6'ldar' eMtus, 
lucb os petitionOls" Ilpplicant8 for information, appoi_antl, 
etc., and sometimes firms nnd oorporations. 

I 4.- The teUoram. 

84. Co~spondence on matters of urgency i. ClU'titd .()JI b, ielegramS'. 

.. Qrni,u.in~tendU"thc partioularrr8qllired in a 'draft' 
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~tegtalI1, D.8 to form, are similar to the requirelllonts of the 
'draft' letter. 

36. It is needless to say that there is nothing to be ob­
eerved in respect of the division, of the telegram. 

37. As to its 8tyle, it must be borne irl""'Dlind that perspi­
cuity and the utmost brevity compatible with a duo intelligence 
of the subject, should characterize the 'draft' telegram : all 
worda not absolutely necessary sboulJ be avoided. 

88. To mmlmise the cost of transmission, telegrams 
intended for despatch outside the limite of India, are translated 
into ~"code' language; and those of n secret nnd confidential 
nature, into' cypher' language, irres[.ectivc of their destination. 

89. Ordinary telegrallls iS6Ull in Lhe nllme of the secretary; 
and the number borne by them is also iranemitted at the 
beginniDi of the message. 

40. Telegrams addressod to the Secretary of State issue 
in the nllme of the VIceroy. In 8uch telegrams, the name 
of the department is telegmphed in lieu of the number, and 
alWllye begins tho message. 

§ 5.-The' notification.' 

U. The several species of the 'draft' already treated of 
are of a personal nature: the two remaining species-the 
'notification' and the 'tesolution'-nre of a general character, 
inasmuoh as they Rre not per Be addressed to a specific person. 

42. Rulings which affect the general public, and orders 
or decisioWlJ which, for certain reasons, it is considered 

. necessary or de8irable to mnke generally known, are pnblilhed 
,~y C notification' in tho government gazette, an organ instituted 
for this very purpose. 

'3. It is unnecessary to say that the form and 81!1lt of the 
notification' will in a great measure depend upon the 8U~ject, 

ana apoD ~e merits of the case i as to its diMCJR'J if "ny, 
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care should be taken that they Rre arranged in their natural 
sequence. 

44. A few specimens however will enable one to form 
some notion as to how a 'uraft notification' should bo prepared. 
(vide Appendix B.) 

§ 6.-The 'resolutIOn. 

45. Important gent'rol rulings which nffect all, or a 
nnmbe,· of ndministrntions, are l/romulgated by means of what 
are called depllI'tmental 'r{'solutlOns.' Ordinary, unimportant 
orders, or decisions in spocinl cases, applicable alike to other 
administrations, are usually communicated by' circular letters, 
01' endorsement!!.' 

46. The considel'ation of the lorm of the 'resolution' re­
solves itself into a discussion of its dtVtsWn8 or constituent parts. 

47. The' resolution' is wade up of fonr parts, namely, 
(1) the preamble, 
(2) the observatioDs, 
(3) the resolutioD (proper), anti. 
(4) the order. 

48. In the 'preamblo,' which corresponds to tho 
first paragraph of the letter, all the papers, which are affected 
by the 'resolution,' or on which the I resolution' i~ based, 
are cited, or, as it is technically termed, "read. 

49. The 'observations' contain the arguments or 
gronnds on which tbe Iresolution' ( proper) is based; and cor­
responds to the intermediate paragraphs of the letter. 

50. The 'resolution' proper conveys the ruling of the 
govt>rnment ; and corresponds generally to the last paragraph 
of the letter. 

51. The' order' speoifies-
(a) the authorities to whom the' resolution is to be 

ptmmunicateO j 
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(b) the purpose for which the communioatio, is 
mado j and 

(c) Ilny other instruction as to the treatment o(the 
, resolution.' 

52. If the' 'resolution' modIfies, or blm reference or is 
supplementary to a provious onc, the document which commu­
nicated the latter is in the uRual manner cited in the' order;' it 
must however bo observed that when two or more previous 
, resolutions' are affected, the document which communicated 
the last one only, should be so cited. The' 01 der' therefore 
corrosponds to the' endorsement,' which it vit tually lB. 

53. Thoro is nothing special to be noticed as to the 
Iltyle of the 'resolution,' except that tho ruling is conveyed 
impersonally, inasmuch as the' resolution' contains no indicatlOn 
of any communicating agent. 



CHAPTER XI. 

DESPATCHING. 

After a 'draft' has been finally approved, it is Bent to tha 
copying branch of the department, for issun in tho usual couree 

2. It is the duty of the superintendent of the brunch ill 
wbich the' draft' bas boen proparrd, to Bond the 'draft' to the 
~opying branch complE'te with all tho '(lnclosuros,' if any, Ilnd 
all omissions suppliNI ; hI' should aho read over tho I draft' and 
see tbat there are no doubtful points requiring solution. 

a. All these point~ bhould also be attended to by the 
superintendent of the copying branch, before he passes on the 
, draft' to be copied. 

4. Tho dntIes of the copying branoh comprise tho three 
main operations of­

(a) copying; 
(0) examining; and 
(0) despatchlllg. 

§ 1 - Copying. 
5. The f,lil-COPY of the 'draft' must fulfil the following 

conditions :-
(a) it must be written in a neat, ~lear, all (1 legible band j 

(0) it must be free from ortbogrnphical orrors ; 
(c) it must bE: cort'cctly punctuated; 
(ll) it must be muu(J on pap<'r of the proper size and 

kmd, according to the class to which the' draft' 
belongs; and 

(e) it lllllst be ma,Ie in the form adapted to the species 
of the' draft.' 

6. Oondition (a) cmirely depends upon th(l ha.'ld-writing 
of the copyist selected for the work. ' 
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7. Oonditions (h) and (0) pre-suppose a fair amount of 
eduoational ability in the copyist; but the detection aud rec­
tification of errors, which may have escaped him, constitute the 
duty of the examiner. 

8. In regard to (d), it must be ob~ved that, as a rule, 
official and unofficial communications nre written on foolscap 
paper with quarter Illargin ; demi-official letter~, on quarto-post, 
or note paper. 

9. As to (e), tho appropriato forms will Le found in 
Appendi:r B. ; but there are certain points, connocted with the 
fair-oopying of each species of 'drnft.,' whch we shall now 
proceed to note. 

10. Every official and unofficial communication is headed 
by its appropriate serial number. 

11. Tho designatton of tho signing officer must al\\ ays 
be written in full below the signatnre, in every offiahl or rmof­
fioial issue. 

12, Endorsement -An 'endorsement' either precedes or 
follows the document transmitted; 01, it is writton as Q separat.f;' 
communication. 

13. If it precedes, the document or correspondence 
transmitted is copied in succession, in proper order. 

14. If it is n separate commuuication, it is treated as 
an 'offioe memorandum'.' 

15. Otherwise the 'endorsement' follows immetli.tely 
after the oopy (complete, with 'enclosures' if 1I0y.) of the pnpers 
traDamitted. 

16. Bnt ehould the' endorsement' which follows be a 
'subsidiary order,' it is copied immediately after the current 
iI.ue, and the other papers, which are to accompany, are written 
separately, and attested hy the branch Buperintende~t, or the 
registrar. 
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17. As eVldry 'draft' iS3ues under direction, the fact, 
in the case of the' endorseJ1lent,' is indioated by the inaer­
tiou of the words, "By order," immediately above the) name 
of the officer undel' whose signature the 'endorsement' it 
issued. 

18. Immediately below tho 'endors!'ment,' on tho left-hand 
corner, opposite the sIgnature, are shown the depart.Ulent of is­
iue, the place of Issue, the branch sub,leet, and date: in the CAllI) 

of the 'endonement' which precedcij the document tra.nslllit~d, 

these detaIls are glvcn abOl'e the 'elldorSelll'lnt.' 
19. An 'endorsement' is generally issued under the signa­

tur~ of any J UDlor officer of the department. 
20. When forwal'dmg an ongillui 01' a printed dooument, 

the 'endorsement' may bll copied 011 :L separate balf'..sheet and 
attached to the paper tr.tllsmltted. 

21. Leltel'.-Thc addl'ess in tho signaturo copy of a letter 
ord 1I1arii y ShvW5 the n(l/III' fwd des/glial iOIl of tho Signing officer, 

and the deSIgnatIOn of the add"csBee : ill pel'sonal communica­
tions, the name precedes the designation, If the [H.ldres:.ee is an 
official ; If a nOIl-o!hcl,d, the na me only 18 gi VeIl. 

22. In tllO case of a derlll-offieral letter, tho place Clnd Jatl1 
of issue are written at tho right-hand COl ncr on thl! top j and 
the name and de~ignutlOn of the uJdrcssec below tho 8ignaturc, 
on tho left. 

23. In offiCIal leUrrs, the place and date of issue imme­
diateJy follow the addm~. 

24. The signature copy of the officIal letter ends thus: -

" I ha.·~ tbe honour to be, 
8m, 

Your most obedient servant, 
(Name) 

(De8'9natwn )." 
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25. Important letters are signed by the sec~tary of the 
department, or by any other officer for him. 

26. Letters to the address of the Government of 'India 
should be signed by the heads of administrations; but in the case 
of a local government, by one of the secretaries to that govern· 
mant. 

27. Generally no officer of n lower rnnk than an assistant 
sE'cretary may sign an officiallettc r of an uuimportaut nature ; 
but the registrat· of the department may sign l'OutlOe communi­
oatious. 

28. The department of issue is gooeratly written on the 
left-hand margin of the first paragraph. 

29. A 'CIrCular' is treated like an issue or the species to 
which it belongs, and is generally issneu in print. 

30. Despatch.-The 'despateh' generally i~8ues in print i 

and is similar in form to the letter, except that it ends thus: -

.. We have the honoUt to be, 

My Lord, 

Your Lordship'S most obedient humble servants, 

(Numes 0/ Vicel'oy and 
Members of Council, 

in order of seniority.)" 

31. Office memol·andullt.-Thc department, branch, place, 
date of issue, and the Sp<'Cl/lS of cOIllIIJUniOlition, 81'0 shown on 
the top of tho copy for signature ; aud the address, below, after 
the nnme and designation of tho eigning officer. 

32. In the address, the de8ignation olllyof the addressee is 
given; but if the addressee iR a non-offioial, bis name is given 
instead. 

33. UnofHcial commaniclltions are treated like the 'office 
memorandum.' 
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3(, Ttlegram.-The telegram is copied on the proper form 
prescribed by the Telegraph Depnl tment, nnd is despatched on 
the very day it is receh'ed In the issue branch. 

35. It may be signed by the registrar, or a superin­
tendent of the department; unless it conveys orders 118 to 
the confiJ'mation or commutatIOn of a capital sentence, in 
which case, it must be signed by a secretary of the d\'part­

ment. 
36. Notificalion -Tho notification i~ published in the 

glovernment gazette, under tho signature of the secretary of the 
departmont. 

37. The department, lllace, and date of isscel nre shown 
on the top. 

38. As is the case with all official communications, the 
notification is issued aud publi~hod under the direction of the 
head of the government; and the fact J~ indicated by the 
insertion of the words, "By ol'uer, etc.," imnw(lintely above the 
secretary's sigoatu)'(>. Tills practic(', however, has of late fallen 
IOto desuetude. 

39. Resolution.-The' resolution' being in fIlet a general 
order, or !I. proceeding of the government, which is to be com­
municated to the several admlDistrntions concerned, the copy 
for signature is generally bended by the words, " Extrnct from 
the Proceedmgs of the Goyernment of India in the­
Department, No.--dated-the--18-." 

40. As the' resolution' is virtllal/y a 'circular,' inasmach 
as it ill addressed to several administratlons, it is treated like 
the 'circular.' It is unnecessary, as is sometimes done, to 
oommunicate the 'resolution' by separate 'endorsement.' 

41. The 'resolution' lut\l Lh" ' circnlar ' and the' despatch' 
generally issaes in print, and is Eigne!! hy the secretary of the 
department. 
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§ 2.-Examining. 

42. Before till) fair-copy of a 'd raft' can be 8U bmitted for 
signature, it 1l11l~t be compared with the orlglUal, and carefully 
exammed. 

43. This duty involves two proce~~e8;"frnmely, rending and 
examining. 

44. The former consisis in reading the mnUer to be 
examined correctly, dIstmctly, and IUtelhgclltly, with due regard 

to the Sense intended to be cOllvcFJ. 
45. The following at e tho items that constitute the process 

of examinatIOn :-
(1) To correct etrorS-

(1) in orthography, 
(li) in grllllllllatil'al construction, und 
(iii) in pnnctuatlOll. 

(2) To rectify aI! other obvious inaccuraeies. 
(3) To bring to nollco-

(i) all crror~ or onll~sions, and 
(ii) all lmpl'opri~ttes of phraseology or expres­

~ion, which Dlay not be altered without 
authOrIty. 

(4) To SeO-

(1) thnt the 'draft' has been properly copied fOf. 

81gnnture, 
(ii) that the 't'hclosures' if noy, are cOUlpletr, and 

(iii) that all the papers connected with, ur relating 
to, the 'dlllft' have been copied ill due 
order. 

46. Errors in orthograplly imply inaccuracy of spelling 
and the misuse of capItal letters. 

47. Erroneous grammatical construction means violation 
of the rules of syntax. 
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48. By improper punctuation i8 meut Dot only the 
misllSe of one point of pUllctllation for another, bat alia axe_ 
or deficiency in punctuating'. 

49. Obvious inaccuracies lire errors or omissions of pure 

inadvertence, of the imp'Dpriety of which there can be DO 

possibility of' doubt. 
50. As instances of errors or omissions for the recti6ea .. 

tion of which authority ir.; needed, may be cited improper 
paragraphing, hck of, or illogical, sequence in the arrangemeDt 
of ideas, omission of points, non-lJbservance of presoribed 
)'{lutine, etc. 

51. Impropriety of phraseology or e1pression implies no 
only the misuse, or misapplication of term8, but al80 the violation 
of the rules or principles of good composition. 

52. Proper copying means accuracy of form, as weU •• 
the nse of the nght kind of paper according to the species of 
t.be ' draft.' 

53. From the forr·going it is evident that the qualitiet 
required to make a good reader are tbe follolfing:­

(1) fluency and clearness of speech; 
(2) facility of deciphering bad hand-writing; 
(3) orthocpy, or correct pronunciation; and 
(4) a sufficient amount of intelligence to understand the 

sense of what he reads. 
54. The qualifications which an efficient ell1miner muat 

possess are-
(1) a thorough knowledge of grammar; 
(2) quickness ?f perc~(ition in detecting erron uel 

omi8Sionsj 
(8) sufficient knowledge of officiul routine and of the 

forms of the different species of 'draft;' 
(4) ability to disoorn the right UBe of term; 
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(5) knowledge of the oanons Imd elements.of good COlli" 

position j and 
(6) a habit of carefulness and attention in the discharge 

of his duties. 
51>. Henoe it follows that the work 3f'"extlmination ie by 

no means a mere mechanical duty j and that it is highly erro­
nebas to imllgine that it is one which any and e\'ery one, bow­
ner inexperienced, is equally capable of pel·formiojl. 

56. To obviate the po~sibi1ity of errol'S paS81D~ unnoticed 
~be fair-copy, should La heJd by the exalUilJt:f, and the orlgmai 
read from. 

§ a.-Despatching. 

57. Af't.er signature the fair-copy of the 'draft' is palled 
o~ to the despatcher for issue 

58. The communication is then given an appropriate 
aerial number, and is dated; and the neces3ary entry there­
of made in a special register kept for the purpose. 

59, It is next put, with its 'enclosures' if any completeJ 

into an envelope, on which the proper address is snperllcribed, 
IDd despatched either by post or by messenger, as the case may 
reqaire. 

60. The same procedure is observed in respect of demi. 
official letters, except that they are Dot usually numbered. 

61. Unofficial' fiies' are also numbered and dated, and are 
,ellerallyacoompBnied by n list of nil the papers which they 
contain; a duplicate of such list being kept in the branch, to 
which the 'files' appertain, as a check against the possible 10SII 

of any paper sent out of the department .. 
62. In returniag unofficial' files' received from other 

allparilDentl, no liat ill made, unle!8 they contain any papen 
belonging &0 the department cODsulted. 



CHAPTER XI!. 

RECORDING. 

t 1.-Tnatment of 'cam' after i"ue of ordllf'I, 

In putting up a 'draft,' the filet is usually indicated OD 

the' note' form below the oruer, thus :-" 'Draft' submitted 
for approval." Tbis statement ill followed by the 'dnfter'st 
signature, and the initials of the o.pproving officer or officers, 
with their respective dates. 

2. After issue, the dt'signation or name of the addressee, 
Rnd the number and date of tho' draft' are posted immediately 
under j the distinctive particulars of the 'issue' or I draft' being 
also, as in the case of the 'receipt,' entered in the proper 
'diary.' 

3. If the 'draft' is a mere call for additional informaa 
or papers, in view to the disposal of the 'case,' or, if BUY furtbel' 
reference on the subject is anticipated, the 'me' is kept 18 an 
'await,' or is held 'in suspense.' 

4. But if the 'draft' conveys final ordertl, that is, if the 
'case' is finally disposed of, the latter then undergoes the prooess 
oC 'recording,' which we shall now proceed to de8cribe~ 

• 5. It may here be observed that tht! faot, that a 'cue' ... 
not been finally disposed of, is DO ab.olute bar to ita beittg Ir~ 
corded' at any stage ; but it is more convenient to keep a 'cue' 
81 an 'await' until final ord~rs have been passed, 80 tha~ the ea­
tire correspondence mey be in o~ 'colleotion.' 

6. Shoold however an undisposed of 'eaS8' be9Qme fDo 
bulky, an early opportllLity should be taken of a break or eel­

_ion i,n tAe correspondence, to 'record' it ahar.p for ,~e ~f COD­

TenitDce. 
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f 2.-Cla8rificatwn of 'cases' for '1'ecord.' 
7. Ordinarily 'cases' for 'record' may be olassed in one of 

the following categories :-
I.-They may relate to important administrative 

measures ; Of, the ord~r decision passed 
may be of general application, and of a 
permanent character. 

II.-The questions dealt with therein may be of 
comparatIvely minor importancfI, and of 
passing int~rest affecting the admimstration 
or its per80nnel ; or, they may be connected, 
in a greater or less degroe, WIth maiters of 
routine. 

1I1.-Their subjects may be quite unimportant and of 
an ephemeral character. 

8. I Cases' constitute what are technically styled 'prooeed­
ings' whioh oorresponding to the categories to which the 'cases' 
they oomprille belong, are divided mto three cl1l8ses, vi::. ;­

Class I known as the 'A. Proceedings.' 
" II known as the 'B.·Proceedings.' 
" III variously known as the 'C. Proceedings,' 'De­

posits,' etc. 
9. A 'recorded case' is therefore spoken of as being 're­

e»rded' in the 'proceedmgs' corresponding to tho class to which 
it apperiain8, or, simply R8 an 'A. case,' 'B. case,' and so on. 

10. The 'A. proceedings' may ill a strict sense be held to 
be the 'proceedings' of the state or government; and the othel' 
olasses of 'prooeedings,' mere departmental' proceedIngs.' 

I a.-Di.crimination a/tM cia •• a/'proceeding.' in foltich a 'ca.l 
,llol.&ld be 'recorded.' 

11. Of oourse it is unnecessary to say that where so mlloh 
depends upon opinion, or npon the "iew that may, be taken as to 
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the nature Ind ()omparative importanoe of tha subject treated 01, 
there can be no bard-and·taet line of demarcation between the 
several classes of 'cases.' Nevertheless, AS the IA. prooeediDga' 
alone are printed, and trllnsmitted in monthly volumes to the 
Home Government, strict discrimination is, in view of this fact, 
and to obviate unnecessary printing charges, enjoined in the 
selection of 'cases' fur 'record' in those 'proceedings.' 

12. The responsibllity of deciding the clas8 of 'proceed. 
ings' in which 'CIUlas' should be 'recorded,' devolves upon the 
head of the offioe, or may by him be delegated to the superiD­
~ndents of the branches or sections dealing with them. 

13. In deciding whether a 'case' should be 'recDrded' in 
the 'A. proceedings' it must be borne in mind-

(a) that. not unhke the branohes or sectioDs of a 
secretariat, the several departments are virtually 
branchos of a large office whence emanate the 
orders of the Government of India; 

(b) that, in this view, tho 'A. proceedings' of the several 
departments taken collect! voly constitute the 
'proceedings' of thl government-indeed, thia ide. 
is suggested by the title page of the volum61 issued 
every month by the dOI)artments, containing the 
'A. collections' for that month. which wonld go 
to show, that the orders conveyed are the outcome 
of cou8ultatioDe at the meetings of tbe Executi1'8 
Conncil preeided over by the Governor-General, 
that is, that the ' collections' in question compn.e 
the 'proceedings' of the Government of India J 

(c) that runseqoontly it is an unnecessary waste of the 
public revenues, to 'record' the lIatne '~e' in the 
'A. prOC~dlngB' of every department to wbloh au 
order may have been oomtnunica.t.d ; aDd 
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(d) that, therefore, it follow;!, as a natural.oonseq •• , 
that a 'case' of sufficient importance to be ~ brett­

ed, should be 'rocordod' in the 'A. prooeeding@' of 
only the department to which its s:tbjoct apper­

tains, or from which the order6r decision thereon 
has emanated. 

14. To 'record' a 'case' in the 'A. proceedings' merely as 
8 matter of convenience, or for UU) other cOllside:ation, irres­
pective of the nature of' its ~u l~('ct, wouJU be to destroy the 
distinotive oharacter of tho~(' 'proceC'dmgs.' If frequent refer­
ence to a 'case,' ho]onglllg to any other class, i8 anticipated, 
or, if there is any good rrltSllll for HO doing, the 'case,' though 
I recorded' in its proper 'procecdlllg~,' llIay be specially 
printed. 

15. All' cases' wlllch fall wIthin lhr category of Cla~s I., 
.hould,1lS has been aheady ~l1gg(1st,eu (para. 8 supra)) hA 're .. 
corded' in the' A. prOC(~edlngs ;' !lnd it mny hnro b(' remarked, 
that, as a rule, all 'cases' reportou to the Secretary of State for 
India, may, from thut VPI'Y fact, be held to be Bufficiently im­
portant to be similarly dealt wIth. 

l6. ThH same difficulty IS !lot, o\.prrieuced, nor is the same 
amount of oare necessary, in Jl~cllminahng between 'cases' to 
be 'recorded' in the othol' cla,MS of 'proc(lodingR' ; inasmuch a8 

they are striotly speaking merely departmental records, and no 
speoial interest is involved in 'r(lcorulIlg' any sud) 'case' in an in­
approptiate clasB of 'proceedmgs: 

17. Before procAOfling to 'record' a 'case,' it is in the nrst 
place neosssary .to see that it is fit for 'rE1('ord ' 

lIt Though II. 'case' may be 'r£lcorded' at any stage, it is 
It for 'record' only when every paper cited, or referred to, (un-
1&81 it is irrelevlUlt to the subject, and does not materially affect 
the disposal, of the 'ease/) h~ been previou!lly brought on 're-
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"' Tb4 t'IlW of course goes not apply in the 08S8 of 'reter­
enoes' to 'curtent' 'papel's in thll 'file.' 

19. It is well to observe that in (cgl\rd to 'A: ca8es,' they 
may be appropriately 'recol'!letl' .II~ soon as any, decision is 
given, or any important IIdion takf.'u. '13. (!ases,' on the othe! 
hllnd, should be 'recorded' \\hen allY d('fiUlte order has issued ; 
or, if the order is of an intermedirlte nnlnl'p, when no further 
action is anticipated within a month. 

§ 4.- (jel!f'I'al ?'utl'S for '1'ecordill[J.' 
20. In 'lOcordlllg,' the following genernl rules might be 

taken 8S guiding I,llncil'h', :~ 
(1) 1'l1l1t aruma! lly only onginllls: that i~, 'receipts' 

whICh havo been 8igned, and 'drafts' which bear 
the init,ial~ of the pa .,~illg officer, or attested copies 
of tho Slllll!1, ~h.lll ~)(' 'r(·c.:orded.' 

(2) That on ly ofEdal cO\,l'r~pontlcnce-exc{'pt reminders 
nnu ad IIltrrim replit'fl th()l'f'to. which are nsnally 
kt'pt '\lth til(' , collection '-~hnl1 Lo 'rt'corded,' 
becau,~{· "l1ch corre ... pondrncu nlone is tho medium 
for the conduct of administ.ration. 

(3) Thllt ofticml docuI111'nts of one department shan 
not \)(' ')'Pconlpu' ill another, unlesb they shall 

haw been rpcrin'li o(ficiallil in thc latter depart. 
mcnt. 

(40) That, us i~ eVJ(ll:'ut fl'fJm their naturo, demi-officiul 
lett('rs ~hall not 1)(' hrought on Irrool'(I,' unless­

(a) tIley form '1'1l'.,IOSlll'eS' to officinl communica­
tions ; or, 

(b) thei)' olr,i,,~iolJ would ](>!lVP n hintus in the correa­
pOnd("lC(l, wi.lch It "ould hI' n(>cessary to fill 
up, in ol'upr to n propP! understanding of the 
'case,' ag for Ul~tnncc when 1\ reference it 
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made to them in an official docuDient,-but 
speCial orders must be taken to 'record' lem. 

(5) TLat departmental 'notes' of importance, and miDt1~S 
of dissentient ~tnber8 of the Executive Council, 
expressive of their views in (!tynnectiQn with the 
issue of a 'case,' may, if considered desirable, be 
'recorded' in the 'proceedings.' In such cases it is 
n6cessary-

(a) that the 'note' or minute should be signed in 
full; and 

(b) that it should not refer to nny paper not already 
on record, unless that paper is about to be 
'recorded' in the same 'collection.' 

(6) That the SRme paper shall Dot be 'recorded' more 
than once. 

(7) That' B. collections' if subsequently reported to t~ 
Se(Jretary of State for India, shall be struck off 
the I B. proceedings,' and be I re~recorded' in the 

A. proceedings.' 
21. Of course it is unnecessary to say that any of these 

rulet may for sufficient reaSOD, be set aside, by competent 
authority. 

Ii. The papers which make up a ' case' are-
(a) the correspondence, which may be either wholly om· 

cial, or partly official and partly demi-offiC'ial ; 
(b) the 'DottlS' on which the orders are based ; aJld flome­

times 
(c) other miscellaneous papers, such as originals when 

'oases' are submitted in print, press--proofs, rontine 
office 'notes,' vernacular documents, etc. 

!S, 'Recording' strictly speaking has reference to only 
the o1lioial correspondence: the other papers are merely 
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kept with the 'collection,' and are therefore tecbDicaHy termed 
keetf-withBJ or simply K. W's. 

§ 5.-Proem 0/ 'rec/Jrding, 
j4. The process of 'recording' consists-

(1) in determinin g the relative position in the 'colleo­
tion,' of the different classf'S of papers in the 
'case j' 

(2) in arranging the papers in proper order i 
(3) in classifying the 'K. W's.; , 

(4) in affixing to the official conespondence and to 
the ~K. W's.' thOlr respective serial numbers; 

(5) in m;king un appropriate entry of the necessary 
details in the 'table of contents ; , 

(6) in editing the 'notes j , 

(7) in preparing II hst of the official papers, whioh 
have been numbered serially j 

(8) in placing the papers of the 'case,' after the, have 
heen properly arranged and numbered, within 
appropriate covers, if rt!quirfld, in accordance 
with tbe practice obtaining in tbe department; 

(9) in countermarking the 'referencell' in the 'file.' 
25. When a 'case' has undergone nil these operations, it 

is said to have been 'recorded.' 
26, In determining the relative position, in the (col/ection,' 

of the papers in the 'case,' the official corrt'spondence ill taken 
as the standard of reference; the 'K. W's.' either prl'ceding 
or following it, according to dE'partmental usage. 

27. The correepondence II! arranged in chronological 
order, with reference to the dates of receipt of the 'receipts,' 

'and the date!! of the 'issues.' Under the prevailing 'continDoos­
note system,' thie arrangement follows the order in ~Wcb tbe 
'receipts' and 'issues' ar('noted' on and posted in the 'ootet.' 


