
~ •. ·~.'UVeril.cl~ of ydrrespondeno8'are theIl8ep~r. 
.",d without dlstm:billg tbt order 0" seqnen<!e. . " 

29. The 'K. W's.' are Dext arranged, or gl'ouped together, 
according to thoir respective degrees of imrortance-.generally 
ill the following 'order :-

{a} the 'notes,' 
(b) demi-officiu.! correspondt"lIre, 
(c) any papers speciollly prep.lred for the pre·per nnuet,! 

standing of the cI11('l'ltion at 1 ~ ~1l(" and ret't'rred to, 
in the hody of tho 'notes,' :md 

(d) milcellaneoul'l papers, snch "I) ~H'Igillals of papers 
submitted in pnut, press-proofs, offi('e routine 
'notes,' etc. 

30. Tho pnp(1l'S 10 the 'C(\50' having been duly arranged 
are then numbered-tho official correspondence, with its own 
periodical series, and the 'R. \V 's.,' :tfl 'IC W.'-No. 1, 'K . W.'

No.2, Il.nd so on. 
31. Each cla.~s of 'proc('pul1lgR,' l\~ well ns rach brnncb or 

section of the depal'tmt'nt, has lt~ own separate sm'it's of num oers j 

and 'oases' npportaimng to racb, are' 'recorded' periodically, 
generally monthly, 

32. It must thorofore be rcnwmb{1J'ou thrlt in 'recording,' 
each paper in tho officml cone~pondeneo should mdicate-

(a) the class of i)roc('eding~ ; 
(b) the branch or section of the llepnrtment to whiC'b the 

'case' belongs ; 
(c) the month and year in ,~hieh t1l(' 'cllse' is 'recorded j 

al1d 

(d) its appropriate serial Dumber. 
aa. Each paper, whether a 'reC(llpt.,' or an 'isllue,' or an 

'enclo!llre,' must bo given a separnte number: 'sub-encl08uretJ' 
however Deed noi be numbered sE'parately. 
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34. Ea~h 'K. W.,' '~id.iild~g~_tti .. <t;kpneAi·' 

jogs,' the departmental branch or ~eclion, the llH)uth and ytB~ 
of 'record,' and the' serial numbers of th(l entire 'case,' must 'bear 
a separate number of its own series 

35. In 'A. col1eetionA,' some of thfl 'K. W's.' are printed 
and others not. Each 'K. W: Rhould then'fore be IIJIlrked, as 
e£inted or unprinted, as tho case may be, for the guidance of 

the press. 
36. All 'K. W'~.' required for the propilr nnderstanding 

of the 'cas!',' suc-h a~ 'notes,' drllli-offirillJ correspondence, 
offiClaI ad interim corrf'Rpondencl', 1l)(IIlIOrandullIs, st.atements, 
etc., specially preparPCI for the pnrpoe!', shoulu be printed. 

37. It frc(luently oeeurs that 'notes' started separately 
unite at a certain point bf'fore t ho is~ue of oruers In a' case :' 
e. g., when Ii 'file,' aftrr bplTIg 'not(ld' OIl, has been sent 
unofficially to another (i(Jpartment, a now' rec(>ipt ' connected 
'Hth the subjrct of the 'fik' ('Olll!'~ 111, anri, while lt is being 
dealt with, the 'file' reI urm and ordm; al e passed with 
reference to the 'not(·~' of til(' department cOllslllt,ed 

38. Such 'note~' inaslllllch as tlwy arc not chronologicRl1V 
contmuous, may be eIther Illark!'d as parts I., H., and so OD, 

of' K. W.'-No 1 , or they mny bo marked consecutively as 
'K. W'-No. 1, 'K. W' --No.2, etc, the llumbering of the 
other 'K. W's.' being regul.ttl'd accordin'gly 

39. After the ll:lpers In the 'case' have been duly nnm
bered, an entry is made In th" pre~cnlJ(Hl form, 10 the 'table of 
contents.' 

40. In the 'table of contents' for the 'A. proceedings,' the 
subject of the 'cllse' is tntored iu brief, but in that for the 'B. 
proceedings,' the entry is madn in fnller detail-that is, the 
subject of the reference nnd the order passed, are definitely 
stated-in order to a/i'ol'd to the Sem~taly of State for India., to 
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whom both these 'tables' are tr~mitted in the monthly volumM 
of 'proceedings,' "clearer Idea of each 'cRse,' in the absence of 
the papers. 

41. The 'notes' Ilre then edited, that ~ carefully revised. 
The revision cODsists-

(a) in looking through the 'notes' to see that every 
paper to which refert::'nce is made is 'pacifically cited; 

(b) in supplying all such omi~BionB ; 
(Il) in sUbstituting specific Cltations for slip indications 

-the 'record' numb(1rs being invariably given of 
all 'recorded' papefl'i ; 

(d) in expunging from the 'notes' of 'A. colltlotions' all 
unimportant remark'l, (,tc,! not. esscntial to the un
derstanding of the ca~(J, Of which should find a w()I'e 
appropflate place alllong the office routine 'Dotee;' 

(e) iu seeing that all 'islmos' are posted in the 'note~' in 
their proper places. 

42. If offioial ploceduro wore always carefully attended to 
during the current stage of 'fiIos,' the editing of 'notes' would be 
quite unnecessary j but frequently powts of detail arc, from va· 
rions causes, iosL sight of, and it lS difficult to enforce strict ob
servance of thll rules in cyery instance. 

43. The next step in the process of , recording' is to pre
pa.re a list, ill the prescribed form, of the official papers which 
hIVe been numbered serially. This list is practically a 'precis' 
of the 'receipts' and 'issues' comprised in the correspondence, aQd 
may therefore be snid to be a collection of 'dockets' arranged in 
the order in whioh the papflfS are 'recorded.' Hence such a list 
is also known as a 'precis-docket.' (Vide o. VII., 6.) 

44. Sach a list is invariably prepared for 'cases' 'record
ed' in the 'A. proceedings j' and forms the topmost page of the 

'oolleotion. ' 
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4$. The list roferred to iQ C. VI., para. 85, may be made 
to do duty for the ' precis-docket.' 

46. In 'A. cases' this list or 'preois-dooKet'showa
(a) the department; 
(b) the branch or section to which the 'collection b&. 

longB; 
(c) the class of 'proceedings;' 
'(d) the month and yenr in which the 'case'is 'reoord

ed;' 
(e) the 'record' numbers of the 'collection;' 
(f) the general subject of the' collection;' 
(9) the description anu 'docket' of each paper in 

the' cuse;' 
lit) the 'references;' nnd in somo department., 
(i) a specification of the 'K. W's.' 

47. 'A collections' are made up of-
(a) the Jist of papers or 'precis-docket' which ill 

usually pnnt~tl on the first page of the cover; 
(b) the 'recorded' correspondence; Rnd 
(c) tho 'K. W's' which either precede or folIo" the 

correspondence. 
48. In the case of IB. collections,' the 'K. W's.,' the 

'recorded' correspondence, aDd list of papers if any, are placed 
within covers, and tacked together. On ·the first page of the 
cover are entered thfJ full particulars of 'record' [para.. 46, (a) 
-(e)] lind the subject of the 'cll8e' in brief; the 'references' are 
also marked on the cover in the place set apart for the purpose. 

49. As in 'referencing,' the papers put up are marked on 
the face of the' dockfot' of the new 'receipt,' so in ' recording' a 
'case,' the' record' number8 of the new' collection' are entert"d 
on the' collections' put up as 'references.' The technical term 
for this process ia countermarking. 
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50. 'Conntermaking' is II very important' opentiOll and 
needs full explanation to be properly nn~erttt()od. 

51. Assuming that the 'case' under 'record' haa been pro
perly 'referrnced,' that is, that only sucb papen as are required 
for a proper understa.nding and the due dispos!'!, of the point for 
considoration, have bllen put up, it i~ in the first place necessary 
that all such 'referencos' should be entered on the cover, or on 
the 'precis-docbt' of the 'collection,' in the appropriate place. 

52. ]n doing 80, It were W(\11 to a-roup the 'references' ap
pertaining to tho various phases of the question a.t issue, or to 
the points, or pr(]oedent~ cited in its sUllPort, under brief subject 
bea.dings. This grouping uncler subject headings is calcul.lted 
to obviate a deal of labour III 'r(>frrencing' snbsrquent 'receipts,' 
in that it would b(' at once a~cert:nnnble whether any particular 
'reference' entered on the cover or 'prcclll-uocket' of a 'collectior.' 
already pot up, rfl!lI.ted to the Rubjoct and woold also be required; 
otherwise it would bo nece'lsary to get np all the 'reference!" en .. 
terod on the said 'coHooboll,' nnd find ont whetbl'r any, and 
which, related to the snhj('ct of the 'rect'ipt' under 'reference,' 

and wonld be needer!. 
53. The mtri(ls may b{l arranged in direct chronologica.l 

order. Tho earliest being entt'red fir'lt, thr llf'xt luter, next, and 
so on. ThIS arrangompnt ha~ thfl arh IllJtagr of preserving the 
continuity of the chro~ulogic!\l orJt'r in fl'SPl'ct of subsequent 
entries, willch It may be nec('ssary to makl'. 

54. While overy 'refprt'l1ce' put IIp must be marked Ob the 
'ollSe' under 'r(>cord,' it IS not lit all necessary to 'co!lnte/lmllrk' 
tbe 'record' numbers of tho latter, on f'very 'collection' 80 put ttp. 

:>5. Intelligl'nro mu~t bl' e~ercised in 'countermllrking,' 
I\ud the followioj1; rules will serve RS guides :-

(1) Only those 'collections' need be 'oountec-marked,' 
whioh contain any paper referred to in "'e cease' 
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under 'record,' provided that the paper referred 
to btars directly on the subject of the 'case.' 

(2) 'Collections' put up as precedt'nts shall Dot be 
, (louutermarked.' 

(a, Neither shall any '('ollection' be 'connterwllrked.' 
if it contains sOllle general rule to whioh t,he 
'ease' under 'record' is amenable. 

(4) Ordinollly it wIll suffice to 'countcrmnrk' only tile 
'collections' refl'rI('d to in rule (1) : it will be 
unnecessRry to 'coulltrrmark' the other 'colleo
tions' of the groupe to wllJ(,h they may belong. 

(5) In respect of 'A. collections' put up as 're
ferences' to the 'case' under 'record,' necessary 
steps shall be taken to ensure the 'countermarking' 
of th(l other copies of such 'collectjons,' in 
accordance WIth departmental usage. 

56. 'Reforences' are usually entered on the Cover or 
'preci~-docket' of tho 'case' under 'record,' under two distinct 
headings-"References to former cast's" and "References to 
later cases." 

57. From the nature of the case, it is evident tbllt the 
, countermark ' of the' case' under' record' forms the last eD

try under the latter category i and, if properly made, is in di
rect ohronological sequence, In reference to the other entries. 

58. The object of 'countermarkmg' is to connect together 
'cases' on the Ilame subject, lind thus savo labour in 'referenc
ing,' by rendering them readIly accessible when required. 

59. The foregoing is a description of the process of 
'recording')n regard to 'calles' wlJJch comtitute tbe 'A.' and 'B. 
proceedings; I 'cases' which appertain to the olLer classes 01 
'prooeedings' are 'recorded' in accordance with the praotice ot 
ayat.m in vogue in the department concerDed. 
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§ 6.-Definition and object. 
60. From what has been said we may deduce the fvJ~ 

lowing definition :-
.1 Re('ording' is a cla88ified ~?J8tem of periodical registration of 

'ea8S,' according to preBcribed method. 
Gl. The object of 'recording' i~ the methodical conser'Vation 

of state and departmental 'proc('edings,' so us to reuder them 
available for purposes of 'refE'rencc.' Thi" end is the more 
important and necessary, inasmuch a~ matelit.1 for future his
tory, and for the administration of the country, j" furnished, by 
these 'proceedings.' 



CHAPTER XIIr. 

INDEXING. 

§ 1.-Rationale of indeoclng. 

Though every order depends primarily upon the merits of the 
C1I80, equity demAnds that it shall not conflict with previous 
orders, or ",jth rules which govelQ the question at issue. 

2. HencE', apart frolll other considerations, it is necessary 

that every 'case' shall hI:' easy of acc€ss when required to held 
in the disposal of future references. 

3. SUGh help may be aft'orded-
(a) by thll order passed in the 'case ;' 
(b) by information on collateral points connected with, 

or on certain phases of, tbe question under COD

I!ideration, which may 06 neces~ary for ih 
disposal, and which may be furnished by the 
papers in the 'caRe;' or 

(c) by the issue of any discussion which may hbve been 
carried on in the 'notes,' but which may not have 
resulted in any formal order. 

4. Every particular therefore condected with a 'eRie,' 
which is likely to be helpful in the disposal of future references, 
should be so noted as to render it readily IIscertainable whether 
information on, or connected with, any specific point e~i8t8, 

which would fllcilitate a decision being arrived at in the case of , 
such references. . 

5. This result can only be attained by indexing, the nn,,} 
process to which a 'case' is sohjected, before it ill depolited 
among the archives. 



( 114 ) 

§ 2.-Principle& oj indexing. 
6 Considering its purpose, the fundamental principles of 

indexing are-
(11) that every point noticed 10 the 'collection,'

whether in th(' corr('spon~ce or in the 'notes,' 
-wh\ch is likl'ly to prove useful in disposing 
of feferences, ['hall be indexed; 

(b) that thf.l points ~hal\ hI' indexed undpr appropriale 
and reeognispd 1.1':1(\8 ; 

(c) that the heads bhall be arranged In alphabetical order; 
(d) that the poilltR ~hall bl' flxpressed in clellr and 

concise tflrm~ ; nnd 
(e) that (,Ilch entry shall contain an indication of the 

'eolll'ction,' II hl.'fE' thr point indexed is to be 
found. 

7. Indpxillg mny theref'Jre be lIaid to involve three main 
operations, t,i:.:-

(1) The selection of thr points to be indexed. 
(2) The Ralechon of prop!'" hrads. 
(8) The manlier in wlIH·1t tlw (·ntries should be mad~. 

ThflBe several opernLions we bball now proceed to discuss. 

§ 3.- TIle .qelection of points. 
8. Though expe~i('nr(' i~ tJ](I on I} g-uide in tIle selection of 

the poinis to be index!ld, [\ fl~w hints WIll douhtloss prove accept
able to those who have no praC't1C'al knowledge of the matter. 

9. It go('s without Buying that the c1uef point to be indexed 
is the subject of the 'collection,' or the order passed in the 
'cl1se.' 

10. The following points, to whirh it may in fnture be 
necessary to refer, should also Lr indrxrd :-

(1) Information, pl'oposals, !ltc., reilitinl! or coUateral to 
the main subject of the 'case, - . 
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(2) Mention of, or proposals, reeommendatiom, etc., in 
rl;8pect of, persons "ho art', or are likely to be, in 
Ilny wily cOllueC'tod with the administration of 
the Rtate. 

(3) Discussions which haw not ultimated in any ord~r. 
11. Unimportant details, or side l~Slles which have but an 

indirect bearing 011 the subject of the 'cil8e,' \Ieed not be indexed. 

§ 4.- -The seleduln of head8. 
12. The heads unJcr which a point should be indexed "ill 

suggest themselves by its \latul (', and by departmental usage; 
but it may not be out of pillee to makH a few remnrks to 
facilitate their determInation. 

13. index heaus may be cla~81fied under the following 
categories:-

1.-Nominal, 
II.-Terrltorial, 

IlI.- Departmental, 

IV.-SuhJect; 
according as the head is the n81llt' of an indi.vidual, or of a terri
tory or place, Or of a u!'partment, or the key-~urd of the subject. 

14. If the powt, to be inde"ed relates to an indlvidoll1, 
tbe name of the indivHlual ml1st form ono of the heads of the 
index. Questions may nri.,o in tho future, regarding the pArti .. 
cnlar individual, when Ius cOllnection ';ith any territory or 
administration, or with any ~pecific subject, .ball have been 
lost to memory, or of whioh the' referencer ' may Le ignorant; 
and unless indexed uuder his name, any information about 
hiw will be very difficult, If nut impossi!Jle, to be got k 

15. The name of a territory Of administration sh@uld be 
a head of the index-

(6) wben the point relates to any administrative or 
other measure aiff'cting It j or 
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(b) when the' case' originated thf'refrom. 
The information required may relate to a territory or 

administration, or to matters connected thero\\ ith; and of such 
a character, that it may not be quite clear under what head, 
other than the llalDe of the territory concmned, it may possibly 
have been indexe'l: in such I\. contingency, ttl ritori:d heads 
would greatly facilitllte, nay, they would be absolutely necessary 

in, 'referencing.' 
16. Names of placesr other than territories or administra

tions referred to in the preceding paragraph, need not form 
heads of the iudex, unless thenl are speCIal reasons for a contrary 

procedure. 
1 7. Sncb rensons may be-

(a) when entries lmder that head an', or it is anticipated 
will be, numerous; 

(b) when the point to be indexed relates to 80milthing 
special about the place; 

(c) when the place is in foreign territory, or outside.the 
jurisdictional limits of British India. 

18. One of the iudex heads for general orders shall be the 
Plme of the department whence they are issued. The sl1bject 
of a 'collection l roilY be of such a nature, that it way not strike 
one under what head or heads it should be looked for in the 
index: in such a case: the fllct that the order emanated from a 
specific department, whicb IS readily known from the general 
nature of the subject, Will enable it to be traGed when re
quired, under the nnme of the department,. 

19. Similarly a point shall be indexed under 1\ depart
mental head-

(a) when the subject relates to a department, or 
(b) when the' case' is initiated by a department. 

#0, The same remarks apply to corre~pondence with 
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offioials of subordillate df!partments : in such cases, the desig
Dation of the official W.k0~ the place of the departmental head. 

21. Orders 011 specifio referenres should not be indextd 
under departmentnl hpads. 

22. In respect of subject heads, the point shall be in~est!d 
onder one or more principal words, other than the name of an 
individual, territory. or department, of the proposition in which 
it ill elpressed. 

23. Such words should generally be nonns and generic 
terms of common nsage. 

24. Adjective or qualifying terms mny be t'ither offixed to 
the generic in the index head, or employed DS a sub-head, if 
lI·hioh we shaH presently speak. 

25. Care should he tnken in the selection of lIubject beads: 
indeed, practionl experience in (referencing' call alone suggest 
the requirements in this resppct. The indiscriminate employ
ment, of terms ns index heads is next to useless: it can serve no 
other purpose than to unnecE'ssarily swell the bulk of the index; 
and may be taken as a lIure sign of thll inexperience, or care
lessness of the indexer. 

26. In determining thE' hparis, it must be remembered 
that only such should be generally selected as are likely to 
strike the mind at oncE', and are calculated to secure expediti
ousnt'BS in tracing the subject of the ·point to be indexed. 
The important point to be carefully horne in mind by the 
indexer, is to anticipate the difficulties which may confront 
others who, in years to (lOme, may at a moment'li Dotioe be 
rE'qnired to produce the paper he is indexing. 

27. Of ''Course it is hardly neoessary to add tbat a point 
may, nay, should if possible be indexed under one or mol" 

other heads, in addition to the subject head, which the uature 
of the ~ May require. 
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28. In BOlne instances the suhject of the PGint for index 
may be so denned, that a departmental or territoJinl bead may 

not be absolutely U(·cessary j but, 1Il VIeW of unifOl ruity and 
expedItion, it wIll plOlJuLly he held to be better to err on the 
side of excess, by inllexing uUller !lueh be~s. 

§ 5. -Majol' awl mi1lO1' 01 Bub-/leads. 

29. The multipllCit.y of' elltl'irs undor each head renders 
it necessary that they hlioul(1 be arranged in SOlDO definite order, 
to secure easy acces~ to palH'I'S 011 IIny given sllbjert, or wherein 
information regarding any f.peclfic poinb may be found. 

80. Tbe method u~uully :ulnplt'u IS-

(a) to make each fIn!!')' omler II propel sub-heai ; 
(b) to gtOUp togothel' the anttit's nuder eael! sub

head; and 
(~) to atrang<' the 511h-hAads in alph:thetical order. 

31. Inuex LOuils are thflrefore known I\~ lIIaJor heads, in 
contradistin('tioll to the nllnor or l'J ub~llI'adq, 

32, The selection of sub-lH'aJ s IS a m ,ltter of as much 
importance as that of majol Ilt"ld~, and ~h()llld not, be lD<lue 

haphazard. In' refel ('tH:lll~' It I~ noL enongh to ahght u)lon an 
appropriate ind('x lwad, under wllH'h thr clltlles are pos~ibly 

numerous; Lut, If (''{[lrdltlOn B to UB at tallied in ttaciug the 
papers on any sprclfi,C) point, It i~ n('ce s ~ary to look fol' them 
Bmong the elltrie~ in tho pr oper gt Gnp of sub-hea us. 

33, In tho solection of "lUo-hea.d." the general lnle should 
be to. as far as posslole, avoid tht! employment, of ('1M major 
head as n su h-head of another. 

34. It may not always ho possible to aLide by this rule j 

but, if a little care and thought is bestJneJ on the slll~ect, and 
it is borne in mind that It sub-head is intended to form a 
nucleus as it were, for the glOuping of a number of entries, the 
observance of the rule will be generally feasible. 
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85. Points to be indexed lire of sucb varied character 
that it is hardly possible to gi,-c any specific or detailed instruc
tion!! as to the df'terminatlOll of the heads, whether major or 
minor. A great dealllltlst nect'SSal ily bo left to the intelligence 
and ing~nuity and experiencE' of tht' indexer. 

§ 6 . ..-ilf(llln;'· of makiug the entries. 
36 In mdexing it is ill the fiI 8t place lwcessnry that the 

point ~hllll be exprc~sed ill clear and conri~e terms. 
37. The heads of' th(· inJex ~hOlIld in the next plaCfI be 

cartlfully selected; and then tll(· ~ub-he[\ds. 
38. In making th(, entry, first set down the major hend j 

then commence the ll!'xt hne wIth the minor or ,>ub·bead. Con
tinue the entry, beginning wIth the first words of the proposi
t.on expre~~lve of the point, tiS fl a 111 ('(I by you. 

inJ. Should the major or minor hrad be words of the 

propositIOn, tho) should not Lr repl'ated in Writing the entry, 
uut they should ue ) ('plac('d by a long or short lilli', as the 

cn~e may be. 
40. The heau llIay he a word or phrase' if the latter, 

the most prominent 01 Important wDld is jlut down first, 
and is followeu by, and, If it is n(Jt the first WOld, '1eparated 
by a commll from, tire rellullning wordS of the phrase or 

expression. 
41. As n rule, the severnl entrH'S o"f a point nrc made in 

the words of the proposItIOn. In some cases however, it mllY 

be found necessary to make a dlllnge III the phraseology. 
42. In the case of numes, the surnallle ~hould alwuys be 

the first word of the llOllllllUl head, the lIutials or christillD 
names, preceded hy the OffiCl;t 1 or proff'~qlOnaI rank or 80cial 
status of the iuJlviJuul, fullowlng lInmeumtc·Jy after. 

43. Vern&.cular or Native !Hum's should be entered n. 
theT Bre written, the first name forming the first word of 
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the nominal head: in spelling such name!! the system of tnr.n ... 
literatioD prescribed by the Government of India should be 
followed. 

4<l. If the point to be indexed relates to an individual, the 
individual should be always identified in _the entry by the 
addition to his name (surname and cbi'iRtian names 01' lDitials), 
of his rank or position, and designation too, if an official. 

4-5. In entries under nominal heads, this addition should 
be made in the body, and not in the index head. 

46. Eaoh entry shall contain a correct indication of the 
, collection' to which it appertains. 

47. Examples illustrative of the rules laid down in this 
chapter will be found in Appendirt B. 

§ 7.- Definition and object. 

48. From the descriptive details given above, indexing 
may be defined as a 8Y8tem of recording the note-worthy paintl 
in a 'collection,' under appropriate head! in alphabet'ICal (Wdn, 
with an indication oj tIle 'collection' wh.ere tltey are to be f6und 
notietd. 

49. The following are the objects and advantages secured 
by the index :-

(1) It eupplies a means of ascertaining the existence of 
papers on .ay specific subject. 

(2) It promote~ despatch of work by the facility it 
affords in tracing papers, and thus minimising the 
labour of • referencing.' 

These results, but for its aid, would be very difficult, if not 
imposaible, of attainment. 

50. It will thas be seen that indexiug is a process, which, 
if it is to be done properly as it should, demands a more than 
moderafe amount of intelligence and of experience in 'refereoc
inI:' it i, b)' no means a mere meohaDioal operatioD, or ODe. 
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which, u it is IOmetimes very erroneously supposed, is within 
the capacity of any ordinary clerk, however inexperienced. 

51. It is also clear that, to be done properly, indexing 
must be systematised on certain clearly defined and filed prin
ciples, otherwise the very objects which it is intended to Ilene, 
will be frustrated. . 



CHAPTER XIV. 

THE ARCHIVES AND LIBRARY • .... 
§ I.-Final di ~pOSlt ion uf 'collectl'ons ' 

After indexing, tho 'recoru' particulars (c. XII, 32) are 
marked off opposite the entry In the 'diary' of each paper in tho 
'cllse :' this is done nfter ' record' If tho 'collc{,hon' is not to be 
indexed, 

2. cA. collections' Ilre then sent to Ihp presq to be printed. 
3. Each printed 'collection' IS made up of-

(a) an outer cover contaming tho particulars of 'record,' 
(b) the list of p~}lers or the 'preci3-docket : ' 
(c) the printed 'K. W's, ; , and 
(d) the 'offieial' correspondence. 

4. The lA, proceedmgs' of each uppaJtment beslde~ bping 
printed separately, are bounu up collecbvrly lD monthly vo
lumes, preceded by the index and the 'table of contents.' 

5. The indl'x and the 'table of contents' are also fileli se
parately for reference, monlh by mouth. 

6. The lA, coUectwns' after they hrwc beeu prmtf'd, amI 

'B.' and other 'collections' after the 'Ji~rtes' hu\'e been marked 
off, are sent to the Record-keeper to be deposited among tho ar

chives. 
§ 2,- Tlte Rec01'd Room. 

1. Departmental 'collections' taken togethflr 'lonstitute the 

archiYee of the State. 
8. These are arranged year by )'enr in monthly classified 

bundles, and carflfully put away on racks or 10 presses. 
9. The Record Room is tbe depOSitory not only of the ar· 

chives, but of everythmg conuected therewith, such os files, 
~diarie8,' registers, original ratified engagements, etc. 
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10. Papere requirpd for 'reference' Rre supplied by the Re
cord-keeper on requisitrons mude on slips which are initialled 
by the person by whom tlwy aro requi, ed, !lod which contain an 
indication of the document with winch they ate to be put up. 

11. These slips are kept in the bundles in tho place of the 
papers supplied. 

12. The object, whi('h is apparent, is to ensure security 
against lOBS, and to enable one to asc!'1 tain at any moment 
where any Sl,fClfic paper IS to be found. 

13. When done with, UHl papers are rpturned to the Re

cord-keeper, by whom they aTe lestol'ou to their respective bUD" 
dies; and the requisition slips uro then destroyed. 

§ 3.- Tlte Departmental Librar!J. 

14. 'References' consist not only of popers from the ar
chives, but not infl eqllt'lltly of book-, ~uch a3 various works of 
reference, etc. 

15. Each depu, tment thrrrfore hll~ a library containing 
works or general n·ferenc(1 and 1)0 )ks, tlsprf'ially on subjects with 
which the depnrtmrnt is concrrned. 

16. Thebe are CL1SQlfieJ, numbcI'od, catalogued, and ar-
19TJged on Rhelv('~ in prop(>r orupr "0 a~ to be easily accessible. 

17. Hequisltions for books needed for reference are made 
in the same way as for recorus. 

§ 4.- Tlte Centml Record Offire. 

18. The constant accumulatlon of 'recorus' year by year 
in the sevttal dt'pal tlllent~, and the necessity of providing for 
their careful pre~el vation, ail material fOl' future history, have 
recently induced the Go~·erDm('nt of India to Institute a Central 
Record Office. 

19. In this office, t:1e older 'records' of each department 
which are les; frequently needed for 'reference,' afe tralleferro~ 
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for ore custody: the 'record8' of the lust few years are retaiaed 
in the department for ready 'reference.' 

20. The duty of the Officer in Obarge of the Records is to 
Bee that the 'records' ure carefully and sYs/tmatically arranged, 
and looked after, and properly calendered j also. from time to 
time, to publish excerpts. which are calculated to throwaddi· 
tional light on historical points of interest, especially such as 
are of doubtful accuracy, or need further elocidaiion. 

§ 5.- Tile Imperial Library. 

21. In order to obvilltc useless and unnecessary t'xpendi
ture in the purchase of multiple copies of' the same worb of re
ference by the varions departmcntfl, and to afford each the ad· 
vantage of referring when necessary to books Dot in its own Ii· 
brary, it was considered DecesRary t.o centralise the books of aH 
the departments in pue general library. 

22. This idea led to the formation of the Imperial Library, 
in connection with the Oentral Record Office, under the control 
of the Officer in Charge of the Records of the Government of 
India. 

23. To thi!! library the books belonging to the several de
partments, except such as were likely te be needAd for frequent 
reference, have been transferred. 

24. The books, like the 'records,' have been carefully 
olaMified Ilnd arra.nged and catalogued to render them more 
generally accessible and useful to tb" se\ eral departml'lnte. 

25. Requisition for papers and books from the rAlDtral 
Record Office and the Imperial Library, respectively, is mnde 
on special forms prescribed for the PllfP08l'. 



CHAPTER XV. 

BOOKS OF OENER.H. REFFRENCE. 

As "e have rf'marked in 11 previous chaptf'T, one of the 
f'ssential pre-rpquisitpfI for efficif'nt 'rt'ferencing' is a know
ledge of the source whence any specific informntioo may be 
obtained. 

2. Such a knowledge pre-supposes a thorough acquaintance 
with the contt'nts of tho 'Variou'l books which nre ordinarily 
needed, 01 nre illtended to be used, in 'referencing.' 

3. Con81dering then that 'referencing' is a mOlt import
ant factoT in the due di~posnl of a cnge, it will doubtless be 
uspfu] to acquire a clrar notion as to where information 00 any 
pRTticular point should be !!ought for. 

4. W t! shall therefore, in this chapter, take Il brief survey 
of the different hooks usually rrquired for the purpollo, and 
endeavour to give a grneral ideo of the nature of their respeotive 
contents. 

§ 1.- Classification of books of reference. 

5. Books of reference may be divided into three classes
I.-Offictj or departmental registllrs. 

H.-Official publications. 
III.-A-liscellant:ous works. 

§ 2.- Office or departmental registef'l. 

6. Office rpgisters are not frltmed on the Ilarue lines, that is, 
they do not severally exhibit the same details, in the different 
departments. A knowledge of these details is necessary before 
the registers can be practically employed in 'referencing,' 
inumuch at saoh knowledge alone can suggest in what 
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circumstances, or for what particular information, each separate 
register should be referred to. It is impossible to discuss the 
contents of the various registers in a genel al treatise: thorough 
knowledge clln only be acquired by depn~tmelltal e:J.peri(,llce. 

§ 3. - Official publicatIOns. 

7. We shall now proceed to notIce somo of the principal 
official publications. 

8. Army Circulars. --Tb('~(' :\1 e pnblil'lItiom i~~upd fort
nightly by the MtlitalY D('partlllellt, and contain orde.-s on 011 
matters connected with the Army All air/PI's Hie communi
ca.ted to the various l)J:lnc\H's of the Army, by means of 
these Circulars, "ll1ch are 8ui)'leqnently !l1corl'(Jl ated in future 
editions of th() Army Regubtll)I1S. luulII, to which they 
respectively belong. 

9. Civil Aooount Code.-Olderl'! iss ned by GovermLent 
in oonnection with expenditure generally, 1!1 thn Civil Depall,. 
ment, other than those contnlned III the CIvil Sl'l'vicll Iteguln
tioDS, nre embodie<1 in tho Civil Accollilt UoJe. The Uod'3 
consists of two ,'olumps Of the filst volume, Pnrt I, OOD

tains insbuctioD9 to officl'l's gelllll'ally In dealing with treasnries ; 
and Pilit II. relates to trea~llry proceuurc. Volnme II. deals 
with the pl'ocedurc in the officc:, of Arcountants-Gcneral 

10. The princip,\l suhj<'cts of a gl'neral character treated 
of in Vol. I., Part 1., aro :-

(1) General rules ill regatd to salaries and allowances. 
(2) Gazetted officers' bills. 
(3) E~tabhshment: annual returns j aHetat.ion of estab

lishment; monthly bIll; distribution ()f salaries; 

advances; UllU servioe books. 
(4) Oontingent chllrges: gpnerai limit i permanent 

advllnces ; contingent register j inter-depnrtmental 
transfers j a.nd sundry ruhngs. 
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(5) Miscellnnllous oharges. 
(6) Loans and ad,'nncc!l, 
(7) RemittancE! tranMfor receIpts. 
(8) Budget: preparation; expenditure uot, provided for; 

nnd inevItable payments. 
(9) Sanction: powers of govornments 

11. DepartmentR are gem·rally concerned with these 
Bubjl'cts. Th{'l reml\ining portions of tho Code nffect principully 
Offices of Account. 

12. Gazetteers.-Tho following is a list of the GllzeitMTB 

rellltin~ to countrie9 nnd provinces \vith which the Government 
of IndiR are principally concerned ;-

(1) An Arrount of tlte Bl'ilillh Settlement of Aden in 
Ambia, cornpil('!1 by Uilptflin F. M. Hnnter, 
A8~iQtnnt Political nl'slllent, Aden. 

(2) A Statlst/ral AcrOllnt ~r AS8wn, by W. W. Hunter, 
JI. A., LL. D, ihr('clor-Gl'lleral of Statistics to the 
Gov('lnll1(1nt of India, &c. 2 vol!!. 

(3) A Slati;(ical Arcollnt of Bengal, hy W. W. Hunter, 
n. A., Lt. n., C. I. F., Dm'dot-General of Statis
ti('s t.o the Gov('rnment of India, &c. 20 vols. 

(4) Gazetteer of the Bmnl.,lY Presidenrw. Under Govern
ment Ord('r!1. 25 vols. 

(5) The Britls/t Em'lna Gazella r. Compiled by Author
ity. 2 volo;. 

(6) TIle Gazeflm' (If tIll' ('entral Prot,intea hf India, 
edit!'!) hy C. Grant, Recretllry to the Chief Com
miAsioDPr ofthll Cl'ntraJ Pro ... ·incf's. 

(7) GU'leifl'l'r (or 11M JJ!lcipralJad AII.~iqned m~frict8, 00l1I

monly called n~1'fI1') edited by A. C. Lyall, under 
the or(lf'r~ of thf' Government of India. 

t8) A Gauaeer of tIlt? l'errieoriu UMn tltt GO"trnm~ 
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0/ tIle Eaat India Company, and 0/ tile Native State. 
on the Continent of India. Compiled by the au
thority of the Hon'ble Court of Directors, and 
chiefly from documents in t~r possession, by .E. 
Thornton. 4 vols. 

(9) 'the Imperial Gazetteer of India, by Sir W. W. 
Hunter, K.C.S.I" &c, 2nd edition. 14 vols. (The 
first edition Was in 9 vols.) 

(10) Manual of the Admlnlllralion of the Mad"GS Pre
sidency, tn tllU8l'l'ativn oj tlte Records of Govern
ment and the yearly AdministratIOn Reports. 3 
vols. folio. 

(11) (Gazettt!er of) Mysore and Coorg. compiled for 
the Government of India by L. Rice, Director 
of Public Instl'ucbon, Mysore and Coorg. 
3 vols. 

(12) Stati8tical, Descriptwe, and Historical Account oj tlte 
NortlL- Western PrOVinle8 of Ind'ta. Under orders 
of tb!\ Govemulent of India. f4 vols. 

(13) Gazetteer of tlte Province oj Oudlt. Publibhed by 
Authority. 3 vol~. 

(14) Gazetteers of' the Districts in the Punjab, compiled 
and pnblished under tho authority of the Punjab 
Government. 28 vol~. 

(15) Tile Rajputalla Gazelteel·. 3 vols. 
(16) Gazetteer 0/ A7'angabad, pubhshed under the orders 

of His lhghlless the N I"-Il\ll'b Government. 
13. Gazettes I\re organs for the publication of orders 

and other documents which are intended fOl the iuformation of 
the public. 

14. Gazettes are issued weekly by the Supreme Govern
ment, and by some of the Local Government. and Adwilliltra-
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tiona, the .nam&& of which, with the style of ~he publication 
specified opposite to each, are as follow:-

Assam Tile A'8am Gazette. 
Bengal The Calcutta Gazette. 
Bombay ... The Bombay Government G4zttte. 
Barma The BU'I'ma Gazette. 
Central Provinces Tile Central Province. Gazette, 
Fort St. George ... The Fort St. George Gatett" 
R yderabad Hydtrabad Re8idency Orden 

(published fortnightly.) 
India The Gazette of India. 
N.-W. P. and Oudh ,.. Government Gazette, N.- W. P. and. 

MYBore 
Punjab 

Oudn. 
Tlte Mysore Gazette. 
Government Gazette, Punjab and 
its Dependenciel. 

15. THE GAZETTE OF INDIA, with which the departments 
are chiefly concerned, consists of six parts of which the follow
ing are the contents:-

PART I.-Government of India Notifications, Appoint:
rnents, Promotions, Leave of Absence, Genoral Orders, Rules 
and Regulations. 

PART Il.-Notifications by the High Court, Comptroller. 
General, Administrator-General, Paper .Currency Department, 
PrelJldency Pay Master, Money Order Department, Mint Master, 
Secretary and Treasurer, Bank of Bengal, Superintendent of 
Government Printing, and other Government Officers; Postal, 

, Telegraph, and Commissariat Notices. 
P ART Ill. -Advertisements and Notices by private ~divi .. 

duals and GorporatioDs. 
PART IV.-Acts of the Governor-General's Conncilillent

ed to by the Governor-General. 
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PUT V.-Dills introduced in the Council elf the Governor
General of India for making Laws and Regulations, Reports of 
Select Committees presented to the Council. and Bills publish
ed under role 22 of the Rules for the ~dllct of the Legisla
tive Business of the Council of the Governor-Gentlral. 

PART VI.- Abstract of the Proceedings of the Oou.ndl of 
the Governor-General of India Rssembled for the purpose of 
making Laws and Regulations, and Debate~ of the IJegislative 
Council of His Ex.cellency the Governor-General. 

16. A Supplement to the Gaxctte is also published from 
time to time, containing such Official Papers and Information 
as the Government of India deem to be of interest to the Pub
lio, and Buch as may usefully be made known. 

17. Any important occorrence or event of general in
terest, such as a cllsualty in the Royal Family, .the a&,sum~ 

tion of the Viceroyalty, the conferment of honn'1l's, the 
death of a dignitary or high official, the issue of a Joan, etc., 
which it is considered expedie-nt shonld be immediately com
municated to the public, is notifird in an "Extraordinary" 
issue of the Gazette, besides being inserted in the ordinart 
weekly publication. 

18. The Gazettes of Local Governments and Administra
tions are similarly published in parts, each devoted t.o speoial 
subjects according ru recognisl:Id practice or osage. As they are 
Jesl frequently referred to, it is hardly Dt'cessary to describe the 
contents of each part, which will be found indicated on the first 
paJ!;e. 

19. Histories ofServioes.-These compilations, "hich 
are prepared in the Aocounts Department, are pnh1ished annual. 
ly (corrected to the 1st July), and contain a brief statement of 
the .ervio$!J of gazetted offioers in the Oivil Department, sanius 
in the '"eral proviDces. 



( 131 ) 

20. They are issued for the following Governments and. 
Administrations :-

Assam. 
Bengal. 
Bombay. 
Burma. 

Hyderablld. 
Madras. 
North-Western Province. and 
Oudh. 

Central Provinces. Punjab. 
21. The history of the services of officers serving nnder 

the Bome, Foreign, Revenue and Agricultural, and Legislative 
Departments of the Government of India, is issued in one 
volume i similar publications being issued separately. in respect 
of officers under the Foreign and Finance Departments. 

22. These books furnish information on the following 
points:-

(l) ~tation to which appointed. 
(2) Appointment beld, whether substantive or officiating. 
(3) nate of appointment. 
(4) Leave (shoWIng the kind and e1.tent) granted. 
(5) Literary works published. 

Some also give particulars as to
(6) Date of birth. 
(7) Appointments held previoas to being gazetted. 
(8) Hononrs conferred. 
(9) Examinations passed. 

(10) War lemces. 
&c., &0. 

23. Law Books.-The principal officiallaw:publiClitionl, 
with which the departments are ordinarily concerned, are Act. _ 
and &fIltlation, passed by the Indian Legisiatnrf's, Statulu of the 
Home Government relAting to India, and indian LaID RIpon •• 

14-. ACTS AND REGULATIONB.-These are enactment. ot 
tile Le,Wative Oounoil. of the Gov,rDor-General of lQ~~ of 
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the Governors of Bombay and Madras, and of the Lieutebint
Governors of Bengal, and of the N.-W. Provinces and Ondh. 

25. Acts and Regulations, relating to, or which are in 
force in, the various provinces, are embod ~ in provincial Codes. 

26. Codes are published for the following provinces :-
(1) Ajmere. (7) Oentral Provinces. 
(2) Assam. (8) Coorg. 
(S) Baluchistan. (9) Madras. 
(4) Bengal. (10) North-Wes~rn Pro .. 
(5) Bombay. vinces and Oudh. 
(6) Burma. (11) Punjab. 

27. Also a series entitled Lists 0/ British Enactment, in 

jO'1'ce in Native States, for-
CJl:NTRAL INDIA, comprising the Native States und9r the 

political control of the Chief Commissiqner of the 
Central Provinces and under the Agent t,o the 
Governor-General in Central India. 

NORTHERN INDIA, comprising the Native States in 
.Bengal, Assam, Burma, the N orth-Weste1'n Pro
vince8, and the Punjab, the Native States of Kashmir 
!\nd Nepal, and the Native States in Baltlchi.~tan. 

SoUTHERN INDIA (Hyderabad). 
Do. (Madras and Mysore). 

WESTERN INDIA, comprising the Native Swtes nnder 
the political control of the Government of Bombay 
and the Baroda Agency; together with a supple
ment relating to the Persian Coast and Islands, 
Maskat, tho Somali Coast, Rnd Zanzibar. 

ltA.rPUTANA, oomprising the Native States under the 
political control of the Agent to the Governor .. 
General in Rajputana. ,e. '.rhe Aota and Regulations of the Indian Legialaturea 
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are periodically collected a.nd published in volumes by t.bt 
Legislative Department. 

29. The Legislative Department bas also published aD 

edition of the English Statutes relating to Indin, from 18j~ to 
1881, in two volumes and a snpplement. 

30. An "Index to the Enactments relattng to Indian was 
compiled under the orders of the Government of India by 
Stephen Jacob. The !\econd edition: of the book by W. F. 
Agnew, wa~ published in 1883. This Index IS preceded by a 
table, in which the enactments wit.h their respective subjects 
are specified lfl chronological order. . 

.31. A reference to the Index will show at once whether 
legislation E'xiets, regarding :Illy partIcular point, or on any 
specific subject . 

.32. A few words may not be out of place regarding the 
Act of Padiam~nt, 24 & 25 Yic, c. 67, called 1'Ite Indian 
CouncIl, .Act, 1861" TIllS Act was passed" to make better 
provision for the constitutIOn of thA Coullcll of the Govel·nor.
General of India, and for the Local Governrnt'nt of the several 
fresidencies and Provinces of India, and for the temp01'llry 
Government of India in the event of a vacancy in the office of 
Governor-General. " 

33. Under the provisions of this Act, rules have been 
framed for the conduct of bnsinebs in the Ji.:"xecutive and Legil!' 
lative Councils of the Go\-ernor-General. These rules form the 
basis on which the working of Indian Secretarillts is conducted. 

84. The Rules and Orders for the transaction of Business 
10 the (Executive) Council of the Governor-General contain 
a list of subject! dealt with in the several Departments or the 
Govl'lrnment ofIndia. 

35. The Indian Councils Aot and the Rnles for the con
duct of haline .. in the Coancils of the Governor-General, With 
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~rtaill other documents bearing on the subject, art illned 
.eparately in pamphlet form. 

8S. INDIAN LAW RtPORTs.-This periodical, which is 
iHued monthly under authority, una. of .. hich there are four 
aeries, viz., the Allahabad, Bengal, Bombay, and Mudras Series, 
eontains a report of the trial of, and of the decisions given on, 
the more important cases, which are likely l'J form precedents, by 
the High Courts of Allahabad, Calcutta, Bombay, and Madrat. 

81. Among other law publioatlons ma.y be ml'ntioned
A Dige8t of Inrlian Law Caus. containing Bl.ch Court 

Reports, 1862-1886, and Priv!J Co«ncil ReportB of Appealtl 
from India, 1836-1886, witlt an Inde.1J of cases, compiled uDder 
the orders of the Government of IIlJIU, by J. V. Woodman, 
Barrister-at-Law, and Advocate of the High Court, Calcutta, 
in five volumes. (The digest of caseS for the years 1887-1689 
bas been ptlblished in an additional volume). 

Manual of Military Law, issued by the English War 
Office. 

1'he Army Act, 1881, and mtain otlter &atutc8 relat~71g ~ 

India. 
Various collections of Regulations and Acts. 
3B. OfD.oial Lists.-These lists, \\ hicb are published 

periodically, are concerned witb the personnel of the administra
tion ander the Hoare and Indian Governments, in the Civil 
and Military branches of the Service. 

39. The following lists are printed and published in 
England :-

(1) The Colonial Office List (4) The India List-Civil ~ 
(2) The Foreign Office Llst. Mllita;ry. 
(3) 7'he India Office Lut. (5) Tlte Official A mty List. 

Of these the first four are issued annually j and the fifth, 
q*"rl,. 
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'0. THS COLONl..U, OFFICS LIsT.-The following is a 
summary of the principal contents flf this book :-

(1) Historical and statistical information respecting the 
Colonial Dependencies of Great Britain, including 
the establishments of the various branches of the 
administration. 

(2) The Oolonilll Office establishment. 
(3) Lists of Colonial Governors, nnd of Members of the 

Order of S. Michael and S. George. 
(4) Rules aud Regulations for Her Majesty's Colonial 

Service. 
(5) Record of eervices of officers of the several Colonial 

Governments and of other persoDs connected with 
tho ColonIes. 

This book is compiled from official records, by the permission 
of the Secretary of State for the Colonies. 

41. THE FOREIGN OFFICE LrsT.-The following are the 
principal content-.-

(1) The Foreign Office establishment. 
(2) Diplomatic Corp!!. 
(3) Consular Corpe. 
(4) British Embassies, Legationa, and Consulates in 

Foreign States. 
(5) Orders in Council regulating the admission of 

person!!! to the Civil Service of the Crown. 
(6) Acts of Parlinmf'nt, reiatlOg to the Consular Service. 
(7) RegulatitJos for Her Majesty's DIplomatic Service. 
(8) Regulations for the examination of candidates for 

Bl'Pointments in and under the Foreign lJffice. 
(9) List of ExtradItion Treaties. 

(IQ) Tables of Consular Fees. 
(11) Flags to be used by Diplomatic and Consular Officers. 
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(12) Regulations re!lpecting Foreign Orders and Medals. 
(18) List of Orders in COuncil regarding Consular juris

diction. 
(U) Regulatiolls respecting Pn5~pOI'Il!: 
(15) Salaries of ~felDberl! of the Foreign Office and of 

the Diplomatic Rervice. 
(16) Uniforms for t.he Foreign Office, and the Diplomatic 

and Civil Services. 
(17) Foreign Embassies, Legations, and Consulates in 

the BritIsh Dominions. 
This book is compiled from offiCIal records, by permission of 
the Secretary of State for (i'oft)ign Affairs. 

42. THE INDIA OFFICE LIsT.-The following are the prin
cipal contents of' tbi~ pllblwation '-

(1) Office of the SecT6ful'Y of Rtate for India in ()oundl. 
(2) Staff of the Royal Indilln Engineering College, 

Cooper's Hill. 
(3) Pe,·.~onnel of the Government of Indl8, and of thfl 

sevelal Local GO'6rnmeuts and AdminiskatioDs 
in IndIa. 

(4) Ohronological lIst of Hends of Administration in 
India and at Hornt>. 

(5) Lists of Member8 of the Most. ExaHed Order of the 
Star of India, the Most Eminent Older of the 
Indian Empire, and the Imperial Ordet of the 
Crown of India. 

(6) Lists of Officers of the Indian Services who are 
MemberR of the Order of the Buth, tbe Order of 
S. Michael and S. GeOl'ge, and the Distinguished 
Service Order. 

(7) Warrant of Precedence in India. 
(8) Tables of Salutes ill Iudia. 



(9) Tables of salariefl of the Chief Officers of the Admin
istrlttion of India. 

(10) Numbers lind pny of some of thtl principat appoint
ments conneet~d with the general administration 
in the various provinces in India. 

(11) Regulations for admission to-
The Indian Cl vII Service. 
The Royal Indian Engineering College, (Jooper's 

Hill. 
Appointments to the Indian Ecclpsiastical Estab· 

lishments. 
Educational Appointm('nts in In~ia. 
India Forest D~partment Appointments. 

(12) Descriptive accounts of India and of the Provincell 
and Native States In India. 

(13) Record of the public services of Officers of the 
Home EstaLilshment of the Secreta! y of State, 
and of the Covenanted CiVil Service, and of those 
appointed under tho Native Oivil Service Rules, &0. 

This book is compiled flOm officiul records by direction of the 
Secretary of State for India in Council. 

48. THE I~DIA LIST-CnIL AND MILITARY.-This1ist is 
issued by permission of the Secretary of State for India in 
Council. Among ot.her matters of mir:or importance, the 
following are its plincipal contents :-

(1) Regulations fol' admission to the Indian Staff Corps. 
(2) Salaries of Staff Ofhc.llfs. 
(8) Regulations for adlll~S8ioll to the Indian Medical and 

lodfan Nursing Services. 
«() Military Furlough Regulations of 185!l. 
(5) Indian Military Furlough Rules of 1868. 
(6) F"rlough and Leave Rules of 1870. 
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(7) Leave Rules for the Staff Corps, and decisioos 

thereon. 
(8) Rules regarding advances of pay to officers under 

the Furlough Rules of 1868 a1M 1875. 
(9) Indian PensIOn Regulations. 

(10) Regulations for the commutation of pensions of 
officers of the Indian Service. 

(11) Extract from Regulations of the MIlitary Fund 

called Lord Ciiv~'s. 
(12) Regula.tions for admlssillu to the Indian Marine. 
(13) Furlough and Leave Hules of the Indian Mlldne. 
(14) Establishment of officers of the Iudian Manne, and 

rates of pay and allowances. 
(15) Pension R('gulutions for the Indian Marine. 
(16) Indian Military 8ervice Family Pension Regulations. 
(17) Lists of CIvil and Military Officers io the several 

Dt'partrnents of the Government of India, and 
of the Local Governments and Administrations. 

(18) Gradation Lists of-
Covenanted Civil Servants on the Bengal, MadraS

I 

and Bombay Establishments. 
Generul and Field Officers of the Indian Army. 
Officers of the Indian Stuff Corps . 

• 
Officers of the Royal (formerly Indian) Artillery. 
Royal (formerly Indian) Engineer Officers. 

(19) Distribution of the Army in Bengal, Madras and 
Bombay. 

(20) Officers of British and indian Cavalry, Infantry, 
and other Regiments, Ilnd of the Royal Artillery 
and Royal Engineer!!, in the three Presidencies. 

44. rHB OFFIOIAL AlIMY LIBT.-This list is published, by 
ltlthority, "in aocordanoe with th& provisions of the Army 

t 
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Act, 1881, Section 163 (d), and under that Act, is evidence of 
the status and rank of the officels" therein mentioned. The .. 
following)re its prmcipal contents :-

(1) Personnel of the War Office. 
(2) Staff of the Army (Home, Colonies, and India). 
(3) Military Establishments and Stuff. 
(4) Officers holdlDg appointments not included in the 

Staff of the Almy. 
(5) Gladation List, lof Officers of the British Army, 

showing r~giment, daie of birth, appointments to 
rank, and ~taff service. 

(6) Officers holding local, temporary, and honorary rank. 
(7) Warrant Officers. 
(~) Regimentullist. 
(9) Departments of the Army. 

(to) Rt.'serve of OffiCt'TS. 

(11) List of Offil'ers of Colonial Militia and Volunteers. 
(12) List of N on-efIl'ctive Officf'rs 
(13) Honour conferred oD officers holding rank in the 

Army, Mtlitia, Yeomanry or Volunteers. 
(14) The Victoria C1'OSS Warrants. 
(15) The Statutes of the Distinguished Service Order. 
(16) The Statutes of the Royal Re~ Cross. 
(17) The Volunteer Officers' Decoration Warrant. 
(18) Rf.'gUlatioDs rebpecting Foreign Order8. 
(19) Regulations respecting Foreign Medals. 

(20) Regulations respel-ting medals granted ftr acts of 
b>-avery in slIving life. 

(21) War Serv;ces of Officers of the Army. 
45. There is a similar " War Uffice Army List" which i. 

ii.ned monthly. 



OHAPTER XVI. 

BOOK OF GBNRRAL REl'ERENCE.-( Continued.) 

OfficIal publications. 

Official Lists.-The re are three classes of such lists 
published in India:-

I. Army Lilltq II. Civil Lists. 

IIf. Department Lists. 

2. The Army LIsts are three in number, viz. :
(1) TIle Quarterly lndhln Army List. 
(2) The Quarterly A1'my D.lt of fIer MaJe3ty's British 

and Inrhan F01'ces on tlte Madm8 Establishment. 
(B) TIle Bombay Army List ( l~SllOd monthly). 

3. THE QUARTRRLY INDIAN" ARMY LlsT.-This list, whi~h 
ie published by anthority, is corr.pliell in the Military Oeput
ment of the GovernlUpnt of InJut from official records, and is 
corrected up to the last day in each quarter. The following are 
among its principal content,:-

(1) Personal Staff of the Viceroy and Governor-General , 
of India, and of the Commander-in-Ohief in 
India. 

(2) Stnfl' of tho Military Dl"pnrtment of the Government 
of India, and of the Departments subordinnte to it. 

(8) Head Quarters Stuff and Departments of the Army 
in the three Presidencies. 

(4) Commands and District Stnff. 
(l) Administrative Departmeni:8 of the Army under the 

Government of India. 
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(6) Staff and De-partments of the Punjlib, Benga], 
Madras, and Bombay Commands. 

(7) Distribution of the Forces in India. 
(8) Distribution of the Forces in the Commands in the 

three Presidencies, with their Staff. 
(9) Gradation Lists of Officers of all ranks of the 

Indian Army. 
(10) Local Service Officers in the three Presidencies. 
(11) Officers bolding local, temporary, and honorary 

rank. 
(12) Officers of the Indian Staff Oorps. 
(13) Officers attaining II Colonel's Allowances." 
(14) Staff of Officers of British and Indian Cavalry and 

Infantry and other regiments. 
(15) Corps under the orders of the Government of 

India. 
(IG) Army Medical Staff, and Indian Nursing Service. 
(17) Indian Medical Sprvice in the three Presidencies. 
(18) Veterinary Service. 
(19) Honorary Oommissioned and Warrant Officetl i~ 

the three Presidencies. 
(20) Staft' of the Volunteer Corps in the three Presi .. 

dencies. 
(21) Honours and rewards confer~ed on officers oftbe 

Indian Army. 
(22) Qualification Iiats. 
(23) Officers in Civil employment. 
(24) Ecclesiastical Establishments in the three Presi

dE-neiee. 
(25) Lists of Non·Effective Officers of the Indian Army. 
(26) War Services of Officers of the Indian Army. 

4. This list is the standard work of reference on matter! 
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retating to appointment. of officeI'8 of the Army throughout 
India; and furnishes information as to-

(i) date of first Commission, 
(ii) date of appointment, 
(iii) date of promotion to regimental and army rank, 
(iv) date of Colonel's allowance, 
(v) eXllminatioDs passed, 

(vi) tlDiforms, and location of regiments, 
and all particulars usually required. It embraces generally 
information in regard to officers of tbe Madras and Bombay 
Armies contained in the lists of those Presidencies. 

5. The Madras Army List contains similar information in 
respect of officers of the Madras Army. In it are embodie<:l the 
Madras Civil List and the Genoral Orders issued dUl'ing the 
quarter. It is compiled by permission of Government ,and it 
published by autbority. 

6. The Bombay Army List contains similar inform
ation in respect of officers of the Bombay Army. It ia 
compiled by permission of Government and is pnblished by 
authority. 

1. In addition to the Army Lists there are issued monthly, 
lists showing the DrSTRIllUTION OF THE ARMY in the three 
Presidencie!!. These lists, which are of a confidential nature 
and oontain the m6st recent and accurate information OD 

the subjeot, are prepared in the Office of the Quamr-Ma.ter 
General in Indiu. 

8. O1vll Lists are authoritative publications and are 
inned oorreoted to the first day of tbe ensuing q1larter. The 
rollowing is a list of such pnblicl\tions:-

(1) The Quarterly Civil Lilt fvr the Provinee oj ..4uam, 
compiled in the office of the Secretary to the 
Chiet Commissioner of Aaaam. 
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(2) The Quartt"ly Civil Lilt lor 68fl9C1l oompiled ill the 
office of the Chief Secretary to the Government 
of Bengal. 

(8) TAe Bombny Quarterly Civil Lilt, compiled in the 
office of the Accollntant;..General, Bombay. 

(4) The Quarterly Civil L,d for Burma, compile{in the 
office of thEl Chief Secretary to the Chief Com
missioner. 

(5) The Quarterly Civil Lilt lor the Oentral :PrOvilltltl, 
compiled in the office of the Comptroller, Central 
Provinces. 

(6) The Quarterly Civil Lilt oj the Byderabad .Adminil
tration, compiled in the office of the First Assist
ant and Secretary for Berar to the Resident, Hy
derabad. 

(7) TIll Madras Qua.rterly Ciuil Lilt, compiled in the 
office of the Accountant-General, Madras. 

(8) The Quarterly Cival Lilt lor the North- We,ttrn p,.o
t'ince~ and Oudh, compil~d in the Gonrnmellt 
Secretariat, North-Western Provinces anrI Olldh. 

(9) The Quarterl!l Civil LMt for the Punjab, compiled in 
the office of thll Accountant-General, Punjab. 

(10) Thl Civil Lilt for the Got·ernmtnt of My.ort, 
compiled in the office of the ComptroUer, MY8ore. 

. (Thill is an annual publication). 
9. The following are the principal contents of these lists :

(1) Per8Qnnel of the Administration. 
(2) Civil Service Gcadaticn List 
(3) Gradation or Ditltdbution List of all cluBel of 

officers. 
(~) Branches of the Administration, with the officeR 

employed in their conduct. 
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(5) Political appointments, jf any. 
(6) Divisions, districts, and 8u~divi8ions, and the 

officers serving therein. 
10. These lists relate to all officers'in ci"il employment 

connected with the administration of the province i and aft'ord 
information in rega.rd to their-

(1) gra.ding, and 
(2) distribution, 
(3) the dflpartment or branch of the service in which 

employed, 
(4) appointmentR held with dates, 
(5) pay and allowances, 
(6) leaves, 
(7) length of service, 
(8) honours and titles conferred, 
(9) powers enjoyed, 

etc., etc. 
11. Minist.erial establishments and officers are not noticed 

in these lists: informlltion regard 109 these, if required, are 
procurable from the administrations concerned. 

12. Depa.rtmental Lists.-In addition to those notioed 
above, lists of officers serving unde\' them are issued periodically 
by the several Departments. The following ia a list of 8uch 

• iBsues:-
(1) List of Officers appointed by the GOl)n;ment oj lndia. 

in the Finattce and Oommerce Department-issued 
monthly. 

(2) List of Officers holding Gazetted Appointments under 
the Govf!I'nment of India in cite ForeIgn D,tpartment 
-issued half-yearly. 

(3) List of Civil O.fftcer$ holding Gazetted Appointment, 
"'ruler the Government of India in ehe Home, LIgi ... 
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latitJ8, Fortign, and 1UtJenut and ..4g1'Wl~,aZ De
partment8-iB~ued balf-yearly. 

(4) Government of india, Public Works D~".'menf
Classified List and Di~tribution Return of Estab
lishment-published by authority half-yearly. 

(6) Li8t of Fore8t Officers in the Bengal, Mad'l'ClB, and 
Bombay Presidencies-issued half-yearly. 

(6) List of Officers in tlte urvey Depa'l'tment8, cznd in 
the Offices of tIle Meteorological Reporter to the 
Govtrnment of India, T1'U8tel:s, Indian Museum, 
Reporter on Economio Products, Director, Bota-
nical Department, Northern India, and General 
Superintendent, IIorsp- Breeding Depa'ftment
issued half;ycarly. 

(7) List of the Beads of Administration8 in India and 01 
tfte India Office in England-issued yearly by the 
Homo Department. 

13. The following is a hat of their respective eontents :-

Content8 of (1). 

1 Classification of officers in the-
(a) Financial Department (including Secretariat 

Officers, and Chief Superintendents), 
(b) Post Office, 
(c) Department of Northern India Salt Revenue, 
(d) Mint, 
(e) Government Printing Office. 

2 Details regarding tbe al:!ove officers as to-
(a) servicl', I (c) pay and allowances, and 
(b) appointments, (d) leaves. 

Content, of (2). 

1 Seel'etariat Officers. 
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! Officer!! serving in-
(a) Ajmere-Merwara, (h) M.usoat, 
(b) BaJuC'histan, (l) MYBore, 
(c) Baroda, W Nepal, 
(el) Central India, (k) P~an Gulf, 
(e) Hyderabad (including (1) Rajputana, 

Berar), (m) Thagi and Dakaiti De-
C!) Kashmir. partment, 
(0) Ladakh, (n) Turkish Arabia. 

3 Political Officer in charge of the ex-Amir of Kabul. 
4 Political Officer with Sardar Ayub Khan. 
5 Officers on Special or other Duty. 
6 Medical Appointml'DtB. 
'1 Details regarding the above officers as to-
(a) appointments, I (b) pay and allownnces, and 

(c) leaves. 

Contents oj (3). 
1 Home Department-

(a) Secretariat Officers. 
(b) Judicial Officers in the Punjab. 
(c) Officers in the Central Provinces. 
(cl) Officers in Bnrma. 
(e) Officers in Assam. 
(t) Offic~rs in Coorg. 
(P) Officers in Hyderabad-JBils, Registration and 

Stamps, Sanitary and Medical, Police, and 
Education. 

(It) Officers in Port Blair. 
(i) Miscellaneous-Goverment Law Officers, Re

gistrars, High Court, Calcutta, Adminis
trator-General, Secretary, Board of Exa
miners, Sanitary Commill8ionel'!l and Surgeon-
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General with the Government of India, 
Secretary to ditto, Statistioal Officer to the 
Government of India in the Sanitary and 
Medioal Department, and Oivil Surgeons, 
Simla. 

2 Legislative Department-

(a) Ordinary and Additional Law Members of the 
Governor~qenera1'9 Oouncil. 

(b) Secretariat Officers. 
a Foreign Department.- [Vide (2) above]. 
4 Revenue and Agricultural Depart,ment

(a) Secretariat Officers. 
(b) Survey of India Department, showing Classifica

tion and Disposition of Officera. 
(c) Mysore Revenue Survey Department-GeDeral 

and Disposition List. 
(d) Geological Survey of India-Classified and 

DIsposition List. 
(e) Ulassilied List of Officertl in the Meteorologioal 

Department. 
(/) Classified List of Gazetted Officera in the Indian 

MUlieum. 
(g) Classified List of Officers in the Office of the 

Reporter on Economic· Products. 
(It) Classified List of Officera in the Botanical Dea 

partment, Northern India. 
(i) Classified List of Officers in the HOrle-Breeding 

Department in North-Western 'ProviDoeJ. 
Rajptltana, and Punjab. 

6 Gradation List of the Covenanted Civilians of the 
Presidencies of Bengal, Madril, and Bombay, bold. 
iDg appointments under th Govarnment of India." 
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6 Details regarding the above officers as to

(a) appointments, 
(b) pay and allowances, and 
(c) leaves; and, in the case of Survey Officers, 
(d) examinations passed, 
(e) date of birth, 
if) length of servic!:', 

et.c, etc. 

Contents of (4). 

1 Classified List-

(a) Secretariat, Officers. 
(b) Engineer and Upper Subordinate Establish~ 

ments. 
(c) State Railway, Revenue, and Store-keepers' 

Establishments. 
(d) Account Establishment. 
(e) Honorary Oommissioned and Warrant Officers. 

(f) Sergeants employed in the Public Works and 
Barrack Departments. 

(D) Artificers, Mechanics, etc., under agreemen with 
Her Majesty's Secretary of State for India. 

2 Distribution Return-

(a) Consulting Engineers fur Railways. 
(b) State Railway! under the Governments of 

Madras dnd Bombay, Local AdministratioDs, 
Bnd the Director-General of Railways. 

(0) GO\Ternment Officers lent to Railway Companies. 
Cd) Government Officers lent to Foreign States. 
(e) Public Worki Department Officers under the 

local Administrations in the Bengal Presi
denoy. 
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3 Superior St,nff (excluding Government Officers) em
ployed on State Lines worked by Oompanies on 
Guaranteed or Subsidised Railways, and on Native 
State LlOcS. 

4 List of Admissions to the severnl Establishments of the 
Public Works DepfLrtment dunng the half-year. 

5 List of Casualties during the half-year. 
6 Sanctioned scnlc of salal ies-

(a) Engineer Estnblisbment. 
(b) Upper Subordinate EstRblishment. 
(r) Account E~tabhsbtnent. 
(d) State H:lllway Superior and Subordinate Reve

nue Establlsbments. 
7 Numetical statement of-

(a) Engmcer and Upper Subordinate Establish· 
ments. 

(b) Account EstablIshment. 
8 Det,lils regal ding the officers 8S to-

(a) date of bIrth, (d) pay, 
(b) appomtments, (e) leaves, 
(0) length of service, (f) examinations passed. 

Contents oj (5). 
1 Classified Llst of Officers in the Forest DepnrLment in 

the varluUS provinces unller the Government of 
India, and the PreSIdencies of Madras alid Bombay 
(including Sind). 

2 Details regarding the officers as to-
(a) age, I (c) pay and allowanoe., 
(b) appointments, (d) leaves, 

( ~) tests passed. 
Contents of (6), 

1 [Same as (3) 4 (b)-(t)J. 
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2 List of Technical and Minist@rial Officers of the 
Survey of India Department drawing Rs. 100 and 
above. 

Oontents of (7). 
1 Lists of-

(a) Presidents of the Board of Control. 
(b) Secretaries of Stllte for India. 

(c) Governors of Bengal, Fort St. George, and 
Bombay. 

(d) Gov~rnors·General of Fort William in Bengal. 
(e) Governors-General of India. 
(f) Viceroys and Governors-General of India. 
(g) Members of the Supreme Council of the Gov-

ernment of India. 
(h) Lieutenant-Governors of Bengal. 
(i) Governors of Agra. 
(j) Lieutenant-Governors of the North· Western 

Provinces. 
(k) Lieutenant-Governors of the North-Western 

Provinces and Chief Commissioners of Oudb. 
(l) LieutenRnt-Governors of the Punjab. 

(m) Chief C~mmissioners of Oudh. 
(n) Chief CommiSSloners of the Central Provinces. 
(0) Chie{Commissioners of British Burma. 
(p) Chief CommissIOners of Burma. 
(q) Commissioners and Chief Commissioners of 

Mysortl and Coorg. 
(r) Relidents in Mysore nnd Chief Oommissionerl 

of Coorg. 
(.) Chief Commissioners of Ajmere-Merwara. 
(t) Chief Oommissioners of Assam. 
(v) Residents at Ryderabad. 
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2 10 respect of 1 (d), ('), and (f), and of the Govemort 
of Fort St. George, aud Bombay, the list !boWII 

dates of- . 

(a) land!ng in lndin, 
(b) assumpt.ion nnd transfer of charge of Office, 
(c) embarkation for England; os to the others, date 

of assumption of charge of Office. 
14. Official Pa.pers,-Among the official papers pub

lished for general information, he~ides those issued in the 
Gazettes from time to tilDe, may be enumerated the following :-

(1) Administration Reports,! (3) Selections. 
(2) Blue Books. (4.) Treaties. 

15. ADMINISTRATI(,N RRPORTs.-These Reports, which are 
submitted annunlly, contain a record of all noteworthy matters 
connected with, and a general survey of the progress made in, 
the various bronches ~f the administration, such I1S Political, 
Judicinl,Agricuituro, Public Works, UevennE!, Finance, Medical, 
Educational, etc, 

16. ProvincIal Reports contain a summnry of the admini.
tratioll of the several States or Agencies within thfl jurisdiction 
of the province. 

11. B!'siues the general Administration Reports, reports 
nre also, in many instno(l('s, Rubmitted anonally in respect of 
the ndministration of cerinin special ,nnd more important 
branches: fuller particulars conDl:'cted with these brancheR of 
the administration must the1'efore be looked for in these reportll. 

1~. The principal Administration Rflporta ard published 
as ' Selections' [para. 20 infra] 

19. BUJl~ BooKR.-Official corre~ponden('e or parliament.
ary papers of interes· to the general public are, if there are' 
DO political objections again'lt loinf! 110, published by the Home 
Government in what are termed' Bhle Book.: 
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to. State publications of 11 similar nature of thA various 
Governments are generally bound in covers of distinctive 
national colours. The colour used for publications of the 
:British Govbrnment is blue: hence the t~, 'Blue Book.' 

21. SELEOTIONS.- Similar puhlications of th'l Indian Gov
ernment are styled" Selections flOm the Records of the Govern
ment of lndi~ in the -- Df'partmenl ;" ami are numbered 
lerially. I Selections I are also pubhshed by some of' the Local 

Governments. 
U. Should the papers for publication contain pasaagel 

whioh it wonld not be expedient to lIlako generally known, such 
passages are expungl1d III copies intended for the publtc. Hence 
copie. intended solely for the llse of Government are bO'lnd in 
cover~ of a different (piuk) celoUl, anu are mal ked cOIl/ider:tial. 

23. Blue Books and Selections are however rarely reo 
ferred to I they are therefore seldom needed for refc!rance. 

24. Treat1es.-The following Ule tho principal collec
tions of trenties between the BlltIsh Government and the 
Foreign States to which reference is usually made;-

(1) A ComplEte CollectIOn of lTw Treal1es and ('onven
tion6, and ,eripro('(lZ l't/alums, at present 8ubsisting 
betwan Great Bl·itain and Port'ign Power3: and 
0/ tile Laws, lJecrees, awl O"deTs in Council 
concernil1g the sallte; so fa?· as Iltey 1'lIlate to Com
merce and Navigatw/l, tile Slave 'T'l'ade. Post Office 
Communicatwns, COP!lTlgTIf, ~ c : ami to the Pri
vileges and interests of t1te 8uljects oj tlte lligh 
Contractwg Parties. CompIled flom A uthentio 
Documents. 16 V ols Vols l-XI by L. H ertslet 
and Vols. XII-XVI Silo Edward Hertslet, c. 11., 
both, Librarian nnd the K~eper of the Papel's, 
Foreign Office. 
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[This work, which was originally commtlncedi 
under the special pntrollilge of th~ Secretllry of 
State for Foreign A fl'airs, cuntains the treaties up 
to 188~. Vol XVI i~ entitled ,. Genpral Index, 
arranged in order of COllutri(lS and Buhjects, to 
lIel t~let s Commercial Tl'('ati{'~, Vols. I to XV. 
With notes ~he" ing winch Trl'aties and other DOCll

ments were in force 011 the ht January 1885. 
COlllpiled upon an rntirf'!Y new pi inClple.") 

(2) A Collectwn of TrrafJes, EI1[!ilgemmts, and Sunnud, 

"elatlng to India and Nl'lgMourin,ll Count,·ies. 
Compiled by C U. AHehison, B. C S, Unuer-Secre
tary to the Govern/llPut of IndIa ill the Foreign 
Departml1nt Reyised and contmued to the present 
time (1892). 11 Vok 

[In tlllS work, the treaties, &e., nppertnining to 
the several ~tat('s are preceded by brief historical 
Dllll'atives specially debCrtptlve of the circumstances 
which It'd to theil' conclusIOn.] 

25. Among other collectwns of less fl equent raference 
mAy be speCially noticed the fullowing:-

n'eaties, g·c., concluded between Greflt B1·itain and Pel'aia, 
and between PerSICI anri other Fo~ei!ln Powers, wholly 

07' pa1,twlly In f01'ce on tlte 1st Api'll 1891. By Sir 
Edward HI'rbld, C. n., Lib, anan and Kerper of the 
Papers, Foreign Offier. 

26, Regulations.-Th'l Uegul.,tions mo~t frequently 
reterred to are those which d{'tellllml' the relations to the 
State of administratn e and mini-terial officers. As these 
officers urI! rflcTuited from the CIvil and Military Branches 
of the service, the prin~ipal Rt'gulahons arc-

(1) l'~e Cwil &"ctce Hegulatloll8 emoodY!'l1g the Civil 
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Pay and Acting Allowance i Leave; Pmaion; aftll, 
Travelling Allowance Regulation,. 

(2) Army Regulation8, India. 
These only need be noticed here j special Regulations relating 
to other nnd departmental matters do no~ome within the scope 

of this treat,ise. 
27. THE OIVIL SEI\VICE REGuLATIONs.-These Regula

tions are published by the Finance Depal tment of the Govern
ment of India. They are the sole gUIJe and authority, so far 
as offi.(Jers in the 01 vii Oep'lftment are concerned, in all matters 

relating to-
(a) Conditions of Service, iucluding Foreign Service 

and Service uuder Local Funds. 
(b) Pay and Allo\vances. 
(0) Leave. 
(d) Pension and Gratuity. 

(e) Trayelling Allowance. 
28. It may however bll mentioned that., for officers and 

establishment,s moving with the head-quarters of a Govern
ment to and from a hIli s:ttlltariurn, includlllg Po Dna, specinl 
rules and special rates are laid down. 

29. The rules regulating the grant of travelling and 
other allowances to the Secretariat and subordinate amces 

accompa.nying the Gbvernment of India annua.lIy to and from 
Simla, are embodied in the Simla Allowance Code. 

·30. ARMY RKGULATIONS, INDIA -The~e Hegulations, 
which relate to the various ~l1hjects with which the Army is con
cerned, are contained in fourteen volumes j and are issued.by 
the Military Department of the Governml'nt of India. Of 
these only Vols. 1. f.nd 1 L are ordinarily referred to in the 
Secretariats in general, as afft'cting Military Officels in civil 
ePlploy. 
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81. Vol. t. ""hioh deals with "Pay and .Allowances and 
Non-Effective Pay" is issued in two parte. Part 1. relatEIII to 
British Troops (tneludmg officer8 and men of the Indian Army); 
Pntt 11. rel~te8 to Nattve Troopll (illcludl7lg followera of Bnti.A 
and Native.1'roOP3). A SUlJplement IS also lFsued to Vol. I. 
contailling " Fund Regu}l\tJOns." 

32. Vol. II. treats of " Discipline," and is ordinarily r~ 
fened to on matters lelatmg to-

(a) Leave of Absence and Fllrlough. 
(0) Native Languages-Texts for the Lower and Higher 

Standards, and for Hlgb ProfiCIency, and BonourB. 
33. :Route Books.-Tbese books indICate the roote 

and stages between pitlCes, and are sometimes referred to in 
calculatlDg travellmg allowance when the Joul'Dey is Dot 
performed by railway, There are sepnrnte publicatlODS for the 
three Presidencies. 

34. Ohronologloal Tables, contatning cormponding 
dlltea of d1ffe

"
ent Era& m~d in tile Prouince. of Bengal, Bellar, 

Oriua, and Benares. (Pubhshed uuder the autho\'ity of 
Government. 

35. Glossarles.-The Glossaries to which reference is 
bere wade relate to terms used in offiCIal papers: of these the 
following may be mentioned :-

A Gl083CJ.l'Y of Jud,ci!.ll and Re1)enu~ Term" and oj U.tjul 
Words occurring tn Official Document, relating to 

tIle Admini6tration of British Indta. Compiled and 
published onder tbe authority of the Hon'ble the 
Oourt of Directo1'$ fJf the East India UompaDY, by 
H. B. Wilson, ll. A., F. R. 8., Librarian to tbe E. I. 
Co. &c., 18li5. 

A Glo.,ary of Vernacular Terms :and of U.eful WtWd. 
occurring in <Jdicial i)OCVfflellt, relating ~ tlw .4tl~ 
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nistration 0/ British india. Issaed by the Depart
ment of Revenu(>, Agriculture, and Oommerce. 

1874. 
36 Indian Postal GUide.-This~·publish.ed by order 

of the Director General of the Post Office of India, nnd contains 
ail informatIOn relating to-

(1) Inland and Foreign Post. 
(2) Money Orders. 
(3) British Postal Orders. 
(4) Post Office Savlngs Bank· 
(5) Government Calrying Agency. 
(6) Passenger Sf'rvice-8JInla and Kalka liDil. 
(7) List of Indian Post OffiCI'Ll. 

37. Indian Telegraph Guide.-This is published by 
order of the Directol' Geneml of Telegraphs, and contains :

(1) Genel'al rules and charges for telegrams-inlllnd 
and formgn 

(2) Lis~ of Telegraph Offices in India and in Ceylon. 
(3) List of Newspapers. registered under the Press 

Rules. 
(4) Abbreviated adul'mes of GovernmentOfficial.8_to be 

used in State telegrttms. 
(5) List of Officials authorised to send Foreign State 

telegralfls 



OHAPTER XVll. 

BOOKS OF GENERAL REFERENCE-( Concl'Uded). 

Miscellaneous Works. 

Though not possessing the Bame authority (is official 
publications, there are works of standard merit written by private 
individuals, or by officials in their private cllrpacitie9, which often 
afford material aid in the disposal of' cases.' The information 
furnished by these books is either not procurable from official 
80urces; or is compiled from official documents Dot readily 
accessible, though such information is susceptible of verillcatioD, 
if considered necessary and worth the expenditure of labour 
involved. 

2. A few of these books, which are morc generally needed 
for purposes of referenctl, we shall notice in the course of this 
chapter, Ilhowing briefly the natnre of'the information derivable 
from each. 

3. Almanac de Gotha.-This is an annul publication 
and is issued in French. Of its contents, which are principally 
concerned with information relating to the several reigning 
Sovereign!!, Princes, and Chiefs of Eur'ope (indeed of aU 
countries), Bnd their States, the following are the principal 
heads:-

(1) Genealogy of the Sovereigns of Europe. 
(2) Genealogy of the mediatised PriSC6S of Germany. 
(3) Genealogy of other non-sovereign princely House. 

of Europe. 
(4) Diplomatic and statistical calendar, containing lists 

of Sovereigns, Regents, &e., and o~ all the higb 



( Hs ) 

functionaries of the principal S,.tes of the World, 
including Diplomatic Agents and Consuls, and 
statistical notices of the different countrieR. 

&c., _ &c., &c. 
4. Almanao, Whitaker'e.-The following is a summary 

of the principal heads '0£ information contained in this public
ation which are likely to be of use in official business:-

(1) Particulars in regard to the Royal Family. 
(2) Members of Her Majesty's household. 
(3) Members of the Most Hon'ble Privy Cooncil. 
(4) Table of Precedency. 
(5) Lists of Members of the several Orders of Knight.-

hood. 
(6) The Victoria Cross, Baronets, and Knights BacDe!ors. 
(7) Members and Officers of the House of Peers. 
(8) Members and Officers of the Hoose of COmtDOD.s. 

(9) Government Offices, &c. 
(10) The Army and Navy Lists. 
(11) Regulations respecting Passports. 
(12) Principal Monetary Units of Foreign Conntries. 
(18) British and Metrical Weights and Mel5ures. 
(14) British Postal and Telegraph Guides. 
(15) Account of the several British Possessions in the 

East, in' Australasia, in the West Indies, in Africat 

Bnd in Europe, with the Per80nnel of their re
spective Governments. 

(16) Accounts of Foreign Countries, with the P"Bonnel 
of their respective Governments. 

(17) Foreign Moneys a.nd their English Equjvalents. 
(18) Members of the Institute of Franoe. 
(~9) Foreign Mea!ures and Weights. 

6. D1reotor1es.- The principa~ publioations of this olaa. 



( 159 ) 

which we shall notioe are those issued in the three presidency 
towns, namely-

(1) The Madras Directory, known as 171£ A'Yl"m Prul 
Alman4ck. 

(2) The Bombay Directory, known as The Time. of India 
Calendar and Direotory. 

(3) Thacker's Indian Directory. 
6. To theBe may be added the Annuaire de, Etahli,Mmen" 

/f'O.nfai8 dans l'Inde which relates to the French possession. in 
India. 

7. 11M Asylum P'fe88 Almanack, established in 1790, is 
issued by tbe Lawrence Asylum Press in Madras. Ohief among 
its contents may be noticed the following :-

(1) Explanati()n of Chronological Cycles and Eras. 
(2) Tables showing the corrllsponding months and days 

of the English, Tamil, Malayalam, Telegu, and 
Mahomedan Calendars for the year. 

(3) BrItish and;;IForeign Ambassadors, and Military 
Attaches at Foreign Courts. 

(4) Chief Colonies of Great Britain, with their Gover-
nors. 

(5) Native Indian Prinres in tbe Madras Presidency. 
(6) Government House Private Entree List. 
(7) Salutes for Officials and Native-Chiefs. 
(8) Foreign Consular Officers in the Madras Presidency. 
(9) Scale of Civil Allowances-Pay and Travelling. 

(10) Civil Officers of all grades in tho varion! Depart
ments in the Madl'1i~ Presidency. 

(11) Examination Rules for Forest Officel's in the Presi
·dency_ 

(12) Rules for the Examination of Assistants in the Civil 
Service. 
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(13) Rales for the encouragement of the study of Orien
tal languages among the Junior Members of the 
Madras Civil Service. 

(14) Rules for the examinatiOh of Europeans and 
Eurasians serving in the Education Department. 

(15\ Examination of Police Offioors and Oantonment 
Magistrates. 

(16) Tesl(for Military~Officers in the vernacular. 
(\7) Uncovenanted Civil Service Examination Rules. 
(18) Lord Clive's Fund. 
(19) Queen's Military Widows' Fund. 
(20) The Indian Military Service Family PensioDII. 
(21) Pensions granted by tho Royal Warrant of 1891 to 

the widows and families of certain classes of Officers. 
(22) Table of Staff Appointments and Salaries. 
(23) Regulations forIadmission to the Staff Corps. 
(24) Bales for admission to certain military departments 

in the Madras Presidency. 
{2S) Leave and Pension Rnles for the

Ca) Indian Staff Corps; 
(b) Indian Medical Service. 

(26) Tables of Indian Ooin, Weights, and Measures. 
(27) Information in regard to persons holding appoint

ments under the Governments of Mysore, Cochin, 
Hyderabad, IlDd Travancore. 

8. The Time' of Indw Calendar and Directo'r'!l is published 
by the /I Times of India" Office in Bombay. Among its contents 
which are likely to prove useful in course of official business 
mll.y be ennmerated the following :- _ 

(1) Pa.rticulars relating to the English and Indian 
Calendars, including the Hindu, Pani, Muham
~aD, and Jewish methods of reckoninlZ. 
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(2) Indian weights and measures. 
(3) Gold and other silver foreign coins, and tneir 

equivalents in Indian ourrency. 
(4) List of Ohiefs and Nobles of India. 
(5) Warrant of Precedence for India, and Table of 

Precedence for Bombay. 
9. Thacker's Indian Di'l'pctory.-This·publication embrac8I 

the "hole of British India Rnd the Native States, and is issued 
by the well-known firm of Thacker, Spink & Co. of Caloutta.. 
Its prinoipal contents ar8-

(1) British Indian money, weights and mea.sures. 
(2) Holders in India of titles for eminenoe in Oriental 

learning. 
(3) Tables of salutes. 
(4) The Private Entree List. 
(5) Directory of di8tricts and stations in India and 

Burma, including the Presidencies of Madru 
and Bombay . 

• (6) Route to stations and towns in India. 
10. Geography.-Among geographical works may be 

mentioned-
(1) IndeX) Geographicus Indicu.f, by J. F. BaDess of 

the S'lrvflY of India Departm~nt. 
(2) A General Dictionary of Geography, Dmripti"e 

Physical, ,!\tati8tical, Historica l, forming a complete 
Gazetteer oj tlte World, by A. Keith J OhDstoD, 
F.R.S.E. 

(3) .4 .Dictionary, Geugraphical, Statistical, and Hiltori
cal, of fl.e 'I1arious oun/nea, PI acea, and principal 
Natural Objects in tlle World, by J. R. M'Culloch. 
4 Vola. 

11. Tb~ first named contains an alphabetical list of the 
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prinoipal places in the Indhn EmpirE!, with no..., arm state
mentl, .. tatia tical , political, and descriptive, of the several pro
vinces and administrations, the Native Stutes, independent and 
feudatory, attached to anll in political 'f'mationship with each i 

and other information relatmg to India and the East. 
U. The titles of the other two are sufficiently indicative 

of their contents. 
18. Historical Record of Medals and Honorary 

Di8tin8t1ons. By George Tanc red, 1891.-This book contains 
a brief histol'ical sketeh, wIth lllnstl'ahon~, of the various Orders 
of Knighthood, &c., and of Medalf< antI Honorary DIstinctions, 
oonfel'red on the BrItish Navy, Army, and Auxiliary Forces, 
from the earliest period. 

14. Hlstory.-Among Histories to which reference may 
sometimes be necessllry, may, in addition to the standary works 
un india by Elphinstone, Hunter, Marshman, Mill and Wilson, 
Trottier, and Wheeler, be mentioned the foliowing-

(1) An Historical Skeli·A of (he Naill'e fates of lnrlia 

in Su~sidwry Alliance tmtlt the B?·ittsll Govern
mellt, with a Nutu'e 0/ tlw .lJedlllilzed and Mmor 
States. By Colonel G. B. MaJle~on, c s r. 

(2) TIle Revas of the Punjab, betng the llistory of the 
Principifl States in lite Purl)ub, and theh' Pohtical 
ReZuttOns Iv!tll tIle BrItish COl'ell1mellt. By Lepel 
H. Griffin, U nder-Secretal'y to the Government 
of the Punjab. 

l3) TIle PU'fIjab Chief$ lJistoriraZ and Biographical 
.Notices of the Principal Famil1e6 in tlte Lq/lOre 
and Rawalptndi Dlvisiolls of the Punjab. By Sir 
Lepel H. Griffin, K.O.S.I. New edition bringing 
the Histories down to datt', by C. F. Massy, Major, 
:s,Dgal Staff Oorps-2 volB., 1890. 
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(4) ('Jtie/a'and Famtlie. 0/ Note in the Del4i, JalandllGr, 
Pu7tawar, and Dm:jat Divisions if the Pun.jab. 
By 0. F. Massy, Major, Bengal Staff Corps, 1890. 

(5) Tile {,hiefs of Central India, By G. R. Aberigh
Mackay, Principal, llajkumar College, Indore. 
(Vol, 1. only published.) 

51. Indian Bradshaw.-This is a periodical publication 
iss ned mocthly by W. Newman & Co. of Calcutta. It COll

tains-
(1) Specially arranged time and fare tables of all the 

Indian Rnilways, Steam Navigation, Dak, and 
Transit Companies: 

(2) Postal, Telegraph, and Conveyance rates; 
&c., &c., &c., 

16. This publication is useful in calculating the travellicll 
allowances of officers. 

17. Land Systems of British India, (The). By:8. 
H. Baden-Powell, (J I E., F R HE, M.R.A.S, late of the Bengal 
Ulvil Service, and one of the Judges of the Chief Court of the 
Punjab-3 VOIB., 1892 This book is, IlS its second title indi
cates, 11 Manual of the Land-Tenures Ilnd of the Systems of 
Land-Revenue Admllmtmtion prevalent in the severnl Pr~ 
viDces. It contains aho nn account of the origin of the Pro
vinces under the Government of India, an,1 of the Indian Legit
latures, and a vernacular Indcx and glossary. 

18. Law Book8.-Among non-official law pnblications 
may be mentioned-

(1) St.oK.es's Anglo-India!l CoJes-2 vol!. with Supple
ments. 

(2) Works on International Law by standard BUtlJOl'l, 

such as HQlleck, Martell8, Phillimore, T'wiu, Vattel. 
and Wheaton. 
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(3) Works on Hindu Law by standard anthbrs, such liS 

Colebrooke, Macnaghten, MaynB,_ Stokes, and 
Strange. 

(4) Works on MuhamlDl,lan L1.w by suoh authors a 
Baillie and Macnaghten. 

(5) Tagore Taw Lectures. 
(6) Works on Medical Jurisprudence by Chevers, 

Taylor, &0. 
(7) Bentham's Theory of Legislation. 
(8) Austin's Jurisprudence. 
(9) Markby's Elements of Law. (Text-book in Law 

for tIle Political Department e.:amination.) 
(10) Annotated editions of special Acts. 

&c., &c., &c. 
19. Questions sometimeR arise on legal points, fo!' the 

eluoidation' of which referenoe may be necessary to some of 
these works. 

20. Modern Oambist (Tate's).-This, as its second 
title indicates, i~ a Mallual of Foreign Exchanges nnd Bullion 
with the Moneys nnd oth(\1' Mediums of Exchange of all Trading 
Nations; and contains Tables of Foreign Weights and Measures. 

21. Peerage.-These are annual public&f,ions and are 
referred to when information is wanted on matters relating to 
the Nobility and ~itled Gentry of the United Kingdom. 
Among the principal publications of the kind may be mentioned 
those of Burke, Debrett, Foster, Lodge, &c. 

22. A similar publioation relating to India is-
Tits Golden Book 01 India by Sir Roper Lethbridge, 

It.O.I.E. This book is, as described in its second title, a 
,genealogical and biographical dictionary of the ruling Princes, 
Chiefs, Nobles, and other personages, titled or decorated, of the 
Indian Empir~_ 
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23. Allied to the 'Pe~rage' may be noticed Tile Britt,h 
Roll oj Honour, by P. L. Simmonds. This book contains a 
descriptive account of the recognis~d orders of Chivalry in 
various conntries, and their Insignia; also detllilE'd lists of the 
British subjects enrolled in these orders, with illustrations of 
the decorations. The descriptions, which are arranged alpha
betically in the order of the countries to whICh they belong, 
are each followed by a Itst of British members. 

24. In this book will also bo found-
(1) Ta hIe of Precedency of Knights of British Orders 

of Chivalry. (N.B.-Kmghts holding Foreign 
Orders. take no ~pecial rank or pOSition.) 

(2) Alphabetical list of members of the Most Honourable 
Privy Conncil of Great Britain and Ireland. 

(3) Regulations resppcting Foreign Olders and Medals. 
(4) Alphabetical deSCflptive list, with adtlresses, of 

British subjects havlIlg English or Foreign Deco
ratio liS. 

25. Statesman's Year Book, (The).-This 18 aD 

allonal publication and contalDs-
(1) StatIstical and hlStOl icnl ir,fol'mution in regard to 

the nrious branches of the administration of all 
the countries of the world. 

(2) A bibliography of the p\'in~pal official and nOD

official books of reference in re8pec~ of each 

country. 
26. To the above-muntioned book~, may be added Btandard 

works on travels, and biography, to which reference is Bome

times neceuarv. 
27. "o;ks of refereMe dealing with techincal, or special 

lubjects peculiar to departments, do not come within the .oope
of tbil treatise, and are therefore not noticed, 



CHAPTER XVIII: 
PnoOF OORRECTION. 

As the correction of press-proofs has become a recognised 
duly in some Government Offices, awol k, which professes to 
be an exhaustive treatise on Secret!lriat work in general, can 
hardly be held to be complete, if It did not contain clear and 

explicit instructions on the subject. 
2. ConSIdering the purely technical character of proof

reading, und the fact thnt every pre~s entertains an establish
ment of examiners who have lieen trained to the work, it is. to 
say the least, a sheer waste of vnluao]!:' time and energy, which 
might be more usefully employed, to impostl upon a c1crlr, 
who bas had 110 practical traIning or el{pericnce, the duty of 
corlecting proofs. Indeed, unless carefully Te-read by a 
trained and experiencpd !:'xaminer, there is no guarantee 
that a proof that has been examined by a clerk is entirely free 
from errors of every. descriptIOn. 

3. But as a clerk is liable at any moment to be called 
upon to perform such duty, we shall endeavour in this chapter 
to etplaiD the process: only premising that all that caD be, 
or is, expected of him in this connection is that he should point 
out, to the best of his ability, such typographiC'll and other 
errors, or omissions as mny fall under his observation. 

4. This treatise being intended only for the clerk, we 
shall not attempt to discuss tho minutire to which a professional 
proof-reader is required to give his attention in passing proofs 
for press: we shall confine Our instructions to simply indicating 
Ule mlnner in. whioh one shonld proceed in deteoting -:and 
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marking errors, anti givinl< directions for any alterations or 
additions so as to be intelligible to the compositors in the presl. 

§ l.-Duties of Ea:anltl1er. 
5. Though the chief duty of the examining r1t1rk is to be 

to the proper al rangement and sequence of the papers, 01 is 
always indicated when the matter to be printed is sent to 
the press, be should also, in a general l1\anner, correct such 
obvious errors as may striko his eye lU the course of examin

ation. 
6. Hii! duties may therefore be bummurlSed as follows :

(1) To seo that the printed matter is properly ordered 
and arranged. 

(2) If not, to give directions as to any necessary changes 
or addHions. 

(3) To detect and to rectify errors III typography, ortho-
grapby, and punctuation. 

(4) To correct any obvious grammatIcal misconstruction. 
7. Sometimes quol-ios aro put by the pross on points of 

doubt: these too require to be answered. 

§ 2 - Procedure for prool-reading. 
S. To carry out these duties, It IS in the first plaoe 

necessary that thl} original shuuld be mtelligently read to the 
examiner, if the work is to be done properly; as otherwise the 
'copy-holder,' that is, he, who balds the origmal, is liable, 
through inattention, or owing to the Illegible character of, or 
intricacy of alterations in, the manuscript, or from any other 
cause, to let mistak es pass unnoticed. 

9. In examining, the min" and attention should be COD

centrated 011 the 'II'ords and IDPaning of the \\riter, the more 
easily to cbeck omissions, discover errors, and obviate mi8under~ 
.tanding of the sense; especially if the original is at all intri
cate or diffi~o1t to deoipher. 
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10. Errors in typography to which the atteDtion aboltld 
be directed relate to-

(a) the misusi of capitals; 
(b) the employment of broken o(,,!"roDll-fCQnt type j 

(c) the omission or misplacement of letters, words, or 
lines j 

(d) incorrect Or improper t Jragl'nphmg j 

(e) irregularity of spacing 01' 'leadmg j' 

(/) the rectlficahon of any alteration mllde by mistake. 
11. Capitals are snld to be ullsuscd when they are em

ployed fol' sllIall capitals, or for 'lower case' type, and vice 
verBa. The proper use of capitals appertains strictly speaking 
to the provmce of orthography, though it is sometimes governed 
by usage, 

12, Type is salll to be broken when the impression it! not 
perfect. 

13. By the employment of wrong-fount letters IS meant 
the use of letters of different founts in combination, except 
when so expressly indicnted or reqUIred. 

14. Letters are illlsplaced-
(a) when wrong letters are used, 
(b) when letters are tmnsposed, 
(0) when they nre turned on their side or completely 

over. 
15. W orLis Ilnd lines are misplaced when they Ilre out of 

position, or are placed in a position other than what they ought 
to occupy. 

16. Incorrect or improper paragraphing means-
(a) that one paragraph has been broken up into two or 

more i 

(b) that two or more paragraphs have been run iDta one; 
(c) that a paragraph has not beetllndented ; Qr 
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(d) that. sentence nich does Dot begi1l. paragrapb 
has been wrongly 'indAnted.' 

17. Irregularity of spacing or leading relates to-
(a) inequality of space between the letters of word II, or 
(b) inequality of distance between (he linf'~ 

18. Only the more obvious typographical errors are likely 
to fall under the notice (If any ordinary elaminer j the detec
tion of purely technical irregularities is the province of the 
trained proof-reader. 

19. Errors in orthography and punctuation imply the 
misuse or omiSSion of letters in spelling, and of points of punc
tuation. 

20. By grammatieal misconstructiun is meant, that 80m a 

rule of grammar has Loen violated in a sentence. 
21. The detection of errors in orthography and punctua

tion, and of grammatical misconstruction, implies a sufficient 
amount of educational ability, the possession of which by the 
examiner should bR ascertained before entrusting him with the 
work. 

22. In regard to proper and vernacular names, the aooept.
ed, or authorised spelling should be adopted, unless, for lny 
special reason, the different spelling in the original is to be re
tained. 

23. Though the Intelligent reading ot the original is the 
only really efficient meanS of correcting proofs, the detection of 
errors is more reaJily effected by carefol eye-reading of the 
proof, preferably before the original is read to the examiner. 

24. Corrections or alterations §hould if possible be m8~e on 
the margin opposite the line to which they appertain; and. 
the len or right, according as the left or right half of the litH. 
concerned. 

25. In markin2 cars should be taken that the correction. 
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Ire distinctly written, and any instrllctions clearly and intelli
gibly given. 

26. On the left margin, the first correction should be 
ma.rked at the end farthest from the pri~d matter, others fol
lowing in the order of sequence. 00 the right mlll'gin, the 
opposite method should be observed j the first correction being 
marked nearest the printed matter, and followed by others in 
proper order. 

27. In the examination of proofs, there are certain techni
cal signs and expressions which are usually adopted ill presses 
to indicate the corrections or alterations to be made. 

28. The manner in which errors, additions, or omissions 
are marked in the proofs. and the signs and oxpressions '3mploy
ed for the purpose, will be found Illustrated in Appendi:z: C. 



CHAPTER XIX. 

MISOELLANEOUS PaOCRDURB. 

There are many points not connected, at least directly, with 
any of the processes which have already been treated of, with 
which it is necessary that a clerk ~hould be acquainted. These 
we shall deal with in this chapter. 

§ 1.-General. 

2. All writing intended for preservation as permanent 
record should be done in ink, and on foolscap paper. 

3. Black ink is always employed in official correspond_ 
ence and in the conduct of office work generally; but red ink, 
which is the only coloured ink allowed in offices, may be used 
for making short notes or remal ks, in ' recording' other than 
, A. cases,' etc. 

4. As it is not possible in all cases to know before... 
hand whether or not it may be necessary to preserve any parti
cular note or remark, the use of slips should as far as possible 
be avoided: slips may however be used In making calls for pa
pera or information on any point, or "hen it is qnite clear that 
the writing thereon is to be of a purely e~hemeral character; 
it is on1y in such cases that writing in pencil is permissible. 

5. Matters not intended for permanent preservation, such 
as calls for papers, information, etc, notes or remarks connected 
with departmental routine, and 110 forth, are generally written 
on forms headed" Routine Notes." These are destroyed when 
they have served their purpolle. 

6. Every writing must be authenticated by the initials or 
si,gntallre of the writer, according to the praotice in Tope in, 
the departmen\i and must be dated. 
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7. Fooillcap is the regulation size paper llBed· in secretariat! 
for official correspondence, and for general departmental work ; 
, consultation' size paper may, hotVever, be employed for office 
registers, bills, etc. Quarto-post and note-paper ar~ made use 
of for signature copies of demi-official let't:rs. 

8. Nothing should be written on tho fllce of official or 
demi-official 'receipts j' anything of a permanent nature 80 

written by any of the secreta.rles should I,I\\Rys be tran8Cl'I~)pd 

OD the regular' notes' in the I case.' 
9. Books of reference, such as codes, regulations, acts, 

etc., of which secretaries are providtld with copIes, should not 
be put up as ' reference' in 'caBes.' 

10. Matters unconnected wit'h the subject of the paper 
utider ~nsideration, such as, calls for further papflrS or idorma
tiGD., personal questions relating to breach of discipline or de
pat'tmental prooodnre, etc., should not be written on thp rAgu)ar
, notes' in the ' case.' 

11. In 'linking' 'cases' in the 'diary,' it should be 
obllerved that 'cnrrent reoeipt,s' should not be 'linked' with 
, Nk!eipts' or ' issues' which have already been 'recorded.' 

12. Unofficial 'receipts' iii common with those of other c1assell 
are aI~' 'diarised' with all the usual details given III the 'docket.' 

13. Vernacolar terms should not be used in official oor
reapondence. 

14~ Over-punctuation should alwnys be carefully avoided. 
10. In offioial oorrepondence the term, "Government of 

India," is generally nsed as a collective nonn with a plnral 
verb: the same rule is applicable in writing of Local Govern
metftB which pOllsess a Cotmcil. 

16. The first' docket' is always hended with the name 
011 tbe d9patbllent, tb" year, and the branch or section to which 
,!if '~pt-' belOng •. 
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17. All oommnnications addressed by subordinate Admi
nistrations to Go'ternments (Hnpreme as well all Local), and to 
the Army Head-Quarters Staff, should bA issued in the names 
of the Heads of Administrations, and under their own signa
tures, except in cases in which a Secretary is attached to the 
particular department from which the communication is issued, 
or to which it appertains. 

18. Letters from Locul Governments to the Government 
of Indin, except such as deal with matters of routine, and those 
prepared in camp and issued in print from the Head-Quarters 
of a Local Government, should be signed by the Secretary to 
the Government concerned. 

19. There is however 110 objection to a junior officer 
signing for the Head of the Administration, or for the S(lcretary 
should circumstances necessitate the adoption of such a proce
dure. 

20. Demi-official letters m~y be referred to in official 
communicationR, when they have been brought on 'record,' or 
with the permission of the writers. 

21. Every departmental' receipt' must be set'n by one 
of the secretaries, b£'fore it is 'recorded' or deposited in the 
archives of the department. 

22. No addition to, or alteration in, a 'note' or C draft,' 
should be made WIthout permission, after tlie ' 6le ' has returned 
from an officer, even to rectify an el',ror, unless ,it be a merely 
clerical or grammatical one, or clearly dl1e to pure iuadvertence. 

23. Every' draft' must, before it is marked for issue, be 
approved by the officer who is empowered to do so. 

24. 'Drafts' of a personal naturo are not issaed under the 
signature of the officer concerned. 

25. When orderE on the 'receipt' of one department 
ahould properly issue from another deparlment, _ the 'reoeipt ' 



.oould be officially trnmferred to the latter department, hafore 
the is~ue of such orders, except when the Secretary of State 
for India is to be addressed . No official action sbould he taken 
in a department on other than official '~ipts: 

26. Non-officials should not, ns a role, be snpplied with 
copies of official documents. 

27. Document:! intended for official 'record' should always 
be communicated officially. 

§ 2.-Treatmen.t oj' cases' 
28. 'Oases' are of varymg Jegrees of nrgellcy, according 

to their nature, and are classified as-
I.-Ordinary. I IlL-Urgent. 

n.-Early. IV.-Immediate. 
29. In order to secure uniformity, and simpll.fication of the 

methods of indicating urgency or priority in dealing with offi. 
oial papers, the Governor-Genelnl in Council has directed 
the adoption in all Dil putments of tho Govornment of India 
of the following system of co10111 ed labeb for usc 011 boxes, 
, files,' and letters:-

Ordinary W fIrm. 

Early ... GlII~EN (emerald). 
Urgont nED (rel'million). 
Immediate BLUE (sky). 

30. The white'label applies only to boxes, no special indi
cation being needed on ordinary' files' or letters. 

31. The gl'een is used-
(a) tor boxes oontaining despatchee from the Secretary 

of State for circulation; and 
(b) for papers requiring priority over ordinary bURiness 

during office hours. 
, ~I\ The red is employed-

fllf ~les containing despat<Jhes to jhe' Secretary 



of State requiring the SiJ!llBtures of tbe Viceroy 
and the Hon'ble Members; and 

(b) for papelS which need immediate attention. 
83. The blue is med only in cllses of e.rt'l'QQf'dina"Y 

urgency requiring instant attention, such 8S petitions for re
prieve on the eve of executIOn, military and political intelli
gence of Dn unusually importrlllt Jcscnption, or other occar
rences of great crut) geney. HuJ!ell alld paprrll marked with 
this lubel must be plncf'd at uJice III the h:mds of the addressees 
tellethe'!' b!! night or by duy. 

34.. I"abels for boxes are of ordinary paper of t.he pre
scrib<3d colours. 

35. Label~ for' filrs ' are of stiff paper or thin card.board, 
12' x 4' in sizr, with an ryelot in the left top corner, fol' attach

ment to the topmost paper. 
36 Smlllllabels of these colour!', 3' x f, nre used on letters. 
37. The WOlds, "Early," "Urgent," and "Immediate," 

are printed on the Jubel~ j and In the elise of lllbeis for 'files,' 
\\ Itl! conci~e imtructiollB illdicntmg thpir rr.~pechvu USAS. 

38. In 01 del' to call nitputlOll to despatches for signijtufe 
and papers in CilCUlatlOu, the hst of namell of Hon'ble Members, 
printed on a white slip, is gummed on the coloured ground. 

39. When the urgency liaS ceased to exist, the labela 
• 

above referred to, are d(·tuclH'd II olD the' file.' 
40. It is also proscrIbed that the paper requiring orders, 

or for conSideration HI a 'file,' should be marked by a slip with 
the words, " Poper under comidt·rntion," printed upon it. 

41 Inconvenience havlIlg been felt owing to there being 
no recognised mark for confidential 'files' in the different 
Departments of the Government of lndlR, it bas been decided 
that 811 such 'files' shil:l be mal ked with a pellow label, with 
the word, "coij£tdential " printed thereoD. 


