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To 

His ie_Iiney the Right Honourable' 
Victor, Alexander BIllce, p.e., 6.11.8.1., G.M.I.E'l LL.D., 

Earl of ElgiIi and Kincardine, 
VIceroy and TjiovernorJieneraf oj india. 

My LORD, 
-

I have served the State ih the Foreign Office, 

during the incumbency of eleven succe;1sive V ice­

roys, from Lord Canning in 1860, down tn Your 
• 

Excellency in 1897 , when I retired from acti ,'e 
serVIce. 

During this protracted period, I have had amplE!" 

opportunities of observing the cs~uct· of Iwork in .' . 
the secretariats of the Government of Ind~a; and I 

could not help noticing that the return whic1i the 

State has hitb-ertJo' received, has not been commen-
• 

8Urate with the large expenditure on their several 

establish'ments. I am iml>ressed, an~ I think it is 

abundantly • clea.r to one wno lias given the subject 

the consideration i1~ Ine;tc~ that the full m~Bure of 
benefit CfIl only be Be!~"ed by a more extelld~d and 



( t ) 

a\>,,;urate knowledge ()f secreta$at duti~/ ' oiL the part 
of the ministerial staf'; and by a ~ harmonisms 
co·operation between departmental office;!. 

The former has till now .,been limited, in the 
....... ! 

case of clerks, to what could be gamed by personal 

experience whi~h, from the na~ure o~ thlflg~ is slow 
of acquisition, nnd. which, while retarding, the full 
development of the capabilities of inciividuals, more 
often. than not, .'is imperfect, ,,if not defective, accord· 

ipg as the matters coming wIthin their cognizance, 
l\re or are not calculat<0, to exemplify the various 
('omplexities of~ ~·ach separate function. As l~egards 

candidates, for cJerkships, while its necessity h.as, 
to a certai£ eX~llt, been recognised by the Govern­
ment of India, by the inRtitution of the olerical 
examinatiun rules, th~'y wve hitherto possessed IlO 

means of qualifying fur even the necessarily meagre 
test which 'bas been prescnbed, beyond such as were 

afforded by so called Manuals or Guides, prepared 

by inexperienced writers. and expounded by equally 
inexperienced teachers. 

The importance of the latter as a prime factor 

in the economy of a secretariat, does not appea.r to 

have yet been adequately realised, from causes which 
it is ' unnecessary here to discu8R., There is howeve,f 
no doubt that its more general rer,ognltion, and the 
consequent reduction of its principles to practice, 

would eventuate in an official millennium.., which 
would h'J hailed with joy bX !:-ll parties concerned. 

Hence the idea natura-lit suggested itself to my 
'mina: tha.t my long years of wcperience migh~, pos8ibly 
be utilued by a, -.:-areful eXlX>~ition of the' jntrica.d.~ 
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of offioia.1· prweedure and of departmerttal, econoDlY, 
II 

whence, by the a.ltered QSpect of affairs which it 
would ~ sUl,'e to induce, would doubtless accrue to 
the State the advantage it had till now faili!d to 
derive,; and to these considerations this treatise 

owes its <rigid! 

I have-served the Government for upwards of 

thirty-six yeus; during ~e whole of this period I 
have been a' member of .the Foreign Office, a depart­
ment of the State which is presideli over by th~ 

G(J\·ernor·General; and I I.a,ve had the honour of 

serving under Your Excellency'!! ift'Ustrious Father, 
towards the ~ommencement of my official 'career, RR . 
I have served during Your ,ExcelleIl6Y's !ncumbency, 

at its termination. In view therefore of these facts, 
and of the subject with which'i1 deals, nothing could 
be more appropriate than to dedicate this book, the 
fruit of my labours-as I novi do, witH' permission 
sought and graciou~ly vouchsafed--to Your Excellency, 
the reigning Viceroy, and the Heado of the State in 
whose interests it has been written;' and to subscribe 
myself 

My LORD, 

Your Excellency's most obedient, humble servant, 

C. P. HOGAN. 



I)REFACE , 

TnE Jfiogresiiive development anti advance of Bl'iti·h 
power in India give rise to n multiplicity of administratire 
questions of varyi,ng degrees of Importance and complexity, to 
the solution of which it is tJ19 province of the various d,epart. 
ments of the State to address themselves. Where the field (,f 
administration is so vast, and the inttl e~ts involved so great; 
such questions must press and demand speedy disposal: bence 
the nect.ssity for an organi~ed system of ·procedure fol' tlle 
efficiont conduct of the work of n department. 

Departmontal proced ure involves the if I :Ja of tl per8onnl'l; 
and this personnel comprises two elemento-the administrative 
and the ministerial. Theso b\.) eltlll!'nts must ever operate 
in unison in view to effective iSBue ; and though their spheres of 
aeLion are essentially distinct, the f<.rlner callno~ exercise its 
functions except on material prepaH·d by thp latter. 

E:s:cellence of administration therefore iMplies efficiency in 
the personnel, and the moans of 8~curing a continuity of such 
efficiency. The succession of efficient administrative officers 
is provided wr by the rules framed for tbe admission of cRndi- . 
dates into the various services from which they are recruited. A. 
to ministerial officers, they were not rcquir ed to undergo any 

..test of efficiency, the acquisition of which WIIS left to exper'ience 
that might be gain ell by virtue of such faculties as bhey pos­
~ess~d ,nor was the necessity fo" efficiency in this class of offi­
cers admitted by the State, till quite recently, when it was, 

. to 8 certain .extent, r,~cognised by the promnlgation of the 
clerical examination rules. .The rules, whIle they mape provi­
sion for general educational ab'tt1ty compatible with the Datute 

. ' 
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of the duties which the clerkd wc·re expected to perform, were 
practically u~eless in secUI iug eVt'n fI. superficial, if not rtn effi­
cient, knowledge of ueparlmclltl:tl Ploccuure, which com,btutos 
the essellbal attl'lbllLu of lllllmt\'l'l,tl Oftkl'IS. It is tl ue that 

., !'I ~ (, .1' I t f the 8ubjt>cls prC'H'IIIJr<l lur the eXallll1l,~n Ol" C~ul< a es or 
clerk8hips ll1clllUrd UOSkl'IIIl!-,) 1'Icelr,-wlIlIng :mB 'hafting j hut 
the rules Impliedly atlllllt,[(''[ tlmt, 1Il (liP a\Js(,llce of allY text· . " 
book trcatinrr full" on the "od,IlI" of n. 11r[1ultlllent., know-o ~ ~ 

ledge· of oflieiul ]lIOI'l,duII' lllust tH'Ct'SSfLldy be scant nnd 
meagrc, masllluch as they ('lHk:t\ 0111 cli (0 bnppiy the defi­
ciency, hy pr(,~Cl1blllg tlwt tn(' cal1dJllatl' ~('led('d shol1~J be on 
probation for uHf' j1:11', I do\(' 1)(,111~; cOlliilllll'U in bis ,-llPl'oint­

mont. 
'fhese n:~lec; "(il c intl'nliru to slIl'l'iy dliClcnt clerks for 

the two main dl\'i~lOllS-jh(J lower 01 routlllE', and the llpper 
or intelledual-of the cl~li('a~, ~enIC(1, but, despite the lll'O­

batiouary cl:1u~(" the ~tat\1 of nn'an s "n~ hardly a whit 11l'l.t~r, 

and the ben~fit to tIll.) \1uYcrnl11l'l1t, J1) "hose int('rests LlJe 
rules wero fl amed, 111 ' se01ll1llg a better rducated class of 
rueD, vel)' problcplUlIc:il Illdrod. Tl~(' and practical rfsults 

have exposed the fallacy of.. the Idea, that tho compmativeJy 
meagre te~t l'I n8cri~(·d ill tho rules was" ell adapted to provide 
'for the service ei.lucatIonal abIlity, comlHned wi.th n general 

knowledge of tho principal eiass('s of I\epaltlllcntal work, which, 
with very lIttle (')..pcrienc{',' wOlild 'enable the candtdate to 

acquiro efficiency as (l clerk, wlthm a far shorter p6riod than 
nnder the old regime; and the Govrrnment haye at, lonath come 

l t> 

to recognise the shol tCOllllllgS of the rules~ which, though 
they had wOlked s:1tI~fadollJy IlS l'l'g.mls tho lower division 
of clerks, hau not been suece~~f111 as :1 means. of recruiting. 
for the upper dlVlSlOll. Winle the gClIClal knowledge of 

(. ..,. 
the successful candidate for C,In',' upper.division clerkship walJ 
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scarcely, if at nil, abo\'e pal' of that of his eligible rivat in 
tho lower dl\.isJOu, at least ~o far as tho refJuil'emollts of the 
service were concel neJ, hi~ knowleJge of the principal depnrt­
mental fUllctions, though Judged aJc'lllatc uy the test prescliueJ, 
was ]nmentlluly Jefiofnt, alld 111'(,<lI'J, a~ ut'fore the is~ue of 
the rlllt'~, ihe ... :fJll6 h.l1111llg III tll('~' huol uf't'xpf'1 ienc<', :IS ihe 
cl(lrks of ih~.lo\H'l rll\l-101l lId\ (' t,) 1I111](·rgo 'l'he appoint­

ment tlw\'(>fol'o of "ucll (':l1ld)dall" to- thl' .'tljlf'1101' I!,rad('s of 
the Seel'l'i:IlJat \ijl'lIL,d :-;CJ'I Jr'!', III .-llpl'l',,~S"IOl) ot tho claims 

of Jr~f' l.,jllg memlll'I'\ of' 'tIll' IOWl'1 gla('l'~' \\as t.o .~ay the 
k·a!.t ullf:!II, allJ (,,(II (·\'(·d ,] <1 (' /"'11 :IJ,~Ing lllflll{'))('C on the 
latter, 

'l'~1("11 faet~ h.l \" I".} /0) lite I CCl'llt 11'\.'1011 of 1111' rules by 
the ahohtlOlI of I ill' it",! 101 tltl' ujI) ('I' tlil 1'1011, an,1! by t'<hghtly 
I.w,ing til(' f-hlUdallr (If lilt' t(',t f( .1 I hll 1011 ('I llll-i,jo)), l,y the 
illclll~[(JI1 of d l':d't.JJ1g :tlll"" ,!! tIll' ~1l1I.1 l'd~~ Th: I PI I,(·d I ules 

Tl'ljUlHl Hut J.II11II,]:dl'~ {'lIl lIlt' IUII('I tlll/"'10!1 ~h,"1 l'o5.-r.,s a 
crrtalll illllUUlI!. or kllo\\' \(.dgr· oi "~'11(, of (ile \" iUl'lp:,l d<,palt­

mental fUl\ct\oIJ~ • '11\11 thaI III!' "1'1'(' 1' (III 1'1011 ~hall h(' TI'Cfuited 

t,y thr plolJlo i lOll or ('hgtllie ,'I l I I ~ llom thc' 10\' Of, and failing 

th('~r, I"Y Upl'/1 COll1l'l'lllloll Thp,p I(Wlllll(' II1('l1t~, and the main· 
t('llaIH'/' ul llil'jJl(lL:tlIOIl'II,1 l'l.llI~·, (1/':111., ·polnt to tbo IIcCHssity 
fOl' a lehal,I!· alld 1'1:Il'I l, ',d Il'\t-bl\o/; , ,\\IIi, 11 ~h:dl cOlney 

1'j(' (, 1~(, .111I1 at'ClIl.Ji () 111-11111'11011 III )t " \J('d 01' til(' variops 
depill tm('nial 1'lllll tlOlI~. 1I1It! ill witldl lire ('an,hdato fOT clerk· 

~lllf' .:uJ(1 lilt: a"l'lIdnto I'UJ jl1<'llllltJOIl JlI.I)' nntl the IlIformat.ioll 
])l·Cl"'.t1) 10 Polaldl' 1I1 1' m to ']Ilaltl'y tll( ' m~dH~, and pass any 
rf'qUl'lte /" :-.1<:, , 

.\tl('IllJit~ Ita\" \" 'l'/1 '11:1./(' to 11]( '('( this "ant by the pub­
lication of ,t fl'w bo-culli'd Ill:I'J!!<Ij., III t.!llIrle-boob, by persons 
who hay(!. h,ld no ("1'('11('/11'/' "h.lt(·V(')' of th(' ,~orking of an 
Indian I'<!ct •. tallat; 1'lIl fIJi., " III'lIm~bnce cOllluined with the 
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limited soope or these buoks, and the necessarily imperfect in­
structions contained therein, render them practically of very little 
Uda, if any, in the acquisItion of the nccessary knowledge of secre­
tariat duties, This work, which embodies the experience of 0' er 
a third of a cent;ury ill the first secretariat of the Government - , of India, was otigwlllly ill ten:led to l>upply the de11cilbDcies oj' such 
publications, :lnd to f1,1rnish an adequate text-book for clerical 
candidates. In tlle course, howevel', of :t8 cqll1pilntion, the idea 
was conceived ot making it :l complete pract1cal tt eatise on 

the ~oJ'king of a department, nnd tlJU& extending its sphere 
of usefulness to evel y class l)f secrdal iat officers, A glance at 
'the table of contepts wlll 8110w the plan of the book, and the 
nature of the attempt that has been made: wlwtber OP not, and 
to w~at extent, the objects allned at have been accomplished, 
it is for the \lnpr~udic()d an,l impart1al cntLC to judge. 

The book, though originallll it~ cOllc('l'tioll and dcs:go, is 
in fact a systematisatioll'lof rlttaLb~h('d prineil'hlA of p roel'~l1re 
obtaining in the secretal'lats of the Go\'ornmrnt of' India: i1:3 
chief (Jud, which has b(j(Ja steadIly kept in vil1w, is the belle fit 
to the State derivable frbm the pl:lcbcal bailling of clelks, and 
from harmonising, the relations between adlllllll~trahve and min­
isterial officers. It is not t'l'iough tlJat the clrrk should possess 
complete knowled'ge of his duties, it is nN'C'ssary that he 
should reduce that knowledge to pllwtlCe, if effiCIency is re­
quired ; and notbmg is better calculated to evoke heady co­
operation, wblCh is the soul of ~\fficicncy, than harmony of' 
relations between superiors and suhordm:ltes, Any attempt 
to strain these relatIons must ineVItably, rost~lt in dlshalmony 
and COD sequent inefficIency, 

One, who has not given tpe matter serious conslderation t 

is apt to underestim:lte the importance of the clerk, or to 
ignore the by-no-means insj~njfic,ant position he occupies in 
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the goverulDPnt of tho S~ate' not so the t'xperiouced ndmiR 

nistratol', who rC00gnises iu the clod, a valuable and trusty 
co-adjntul', If pr(lCi810n, equity, and ul1lfurnut.y arc essmltiul 
charact~ristics in tlw LleclMulls of the Govt'l'I1111ellt,-tt' the 

disposal of qu.estiollS cOllnectt'J Wlti! the udlmni~tration of the 
State, nee(fs, is It OUI'S, II U(l conml(,I.LtlOll in thl:' light of pre­

ceding phases of tlto~\' QU I>S t10I\S, 01'· of pi ev ious rulings or 
orders, or of protedrnts, or of ~peclal IlIl es or leglllntion~,-thell 
indeed the value of thu cl rfk , "bot.e tlut.y :It IS to furnish the 

• 
material neces~:uy tlu1l'eto, e.1Il TWl'el' bo O\'el('slllllateJ : admi. 

nistrattvt' OffiCCIS, frolll theIr Il('ce-5:lniy lJlwf {cnllle of office, • clluld not be l1\[Hldrll tu po~se~s the I'r\li,l,ll,ite knowlolga of 
tho 1(,~OJ'J~, 1101' of "ppl'I<l.1 1'1l1t's ami Irgnlal.ton~; and any 

bell(' 011 the p:11 t of t.1l(' dl'l k IS c,. lruIJteJ to sprJOusly comR 

IJI ()1Jl1~e the GlI' (' lllI1H'nt. I !lured, [1. n~ It·ss· di,tillgUlShod 
Indian st,atc~lIJan than tlw late SII Chat/es Altchi,on, rocoguis. 
ing the loal positlOll alll[ lI'lllOl'[~ll1(, Cl of thr cl~rk in the 
svheme of admlllistl aboll, has t11Ll~ I PlJonl('u his ViHWS on the 
SU"Jl".!t :-" Nonc but UJO~e who h:t\ c had ('x~('rJ(>/lce of the 

• 
wOIklllg of' oue of illp large J)('pal'~neI11s 0/ Government cnn 

"ell until'I':-tallll how 1lI11ch It h in the rtlwer of tile del k to 
facllitat.e or IIll))(·dp the \\ 011: of t,lw ~OY<'I nmrnt." Agam, 
II ftlrt!H'l i('~lllllOlly to tbe 1J1I1'oitance of the clHk is borne 

• 
by MI. W: 1('e- \ralner, l'3ecl et:1I y III tho PolIt.ical and Secret 
Depal'tlllt'nt, Inuia (JfIice, I.ondoll, "ho, on tho occasion of 
his 'vucahug the ottif'(' of U nu er-Secl'rtary in the Indian 
Foreign Offic<', tlJll~ expl es&ed hunsolf in his valedictory 
uJdlpss : _", r.~he ~~cer~ c01l1tl do lIttle withont the pstllhlish-• 
ment, and the sUI'{'nntelldoclts are the mam-Elrmngs of the 

whole maclllnery." It IS ·unnecessary to Iluduc(' n dditional 
evidence it, sll}lllort of an axiomatIC truth. Hence, in the 
intcrehts' of the State; nrisctl tl16 necesEity for a th~ough trainR 
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ing of clerks in the !,rOI)('!' knowledge and discharge of their 
duties, and fur tho harlllonlOu~ CO-o!,cJahon of ~u/ll'rlOI sand 
suboruinates - till' tl\ 0 l\WIl ol)J{'I!l~ W Illdl f01'1Il tbo theme of 

tLis treatIse, 

III India, }Vhelc tlle flell of ('mp~'Il1t'nl is bU lllnited, 
government del k-Illp I'" tho I'I1IleJI'al Call'PI' to', wH\.eh the ILver­

age youth as!,ile~, 01' f\lI 'wlnch he I~ de~tined ; aud this fact has 

been lOcoglll~ed by '011)(' of (llli collrgr" [111d sdlOol.~ whICh have 

,tlready UUtlet t.Lkei1 to ll'.llll "tll'knt,., 1'01 IlliJ el('I'jral service. 
Hithe'rto, 11OW(',el', II1~li UeilOlld 011 the bllh,ll'd hare, III the 
absence of allY text-Luuk lhel'l'[)ll, bepn 1J('et'~"alll)' fJaglllental'Y, 

and of a lllOle or }("~ W'IH'lal eh,ll'.l('IPI , aud th~ GO\Cllllllent 

have had to be eoul('nt \, lllI -neh pOOl rp~nlt., :l~ m'r(l possible 
under tbe eIlCullht,llll!f'~ '1'11(, III ('..,pnt tl'paL!.,c Wlil, by its 

intruduetlllll~ II1toNiJt' ('l1llll'tilulll ui' ,tudl('S of ('\eIY tlouca­
tlOnal iUbtiLutllJll, 1t'l1d(,1 }Jo"lbll' ,/ ~,I :-.tf'lIlatJe allli tholOu,gh 

truinmg for gOH'rtlllJl'lIt v'lel k ,b 1'<'. The (+01'(,1 11111l'1l t too,' with 
such a text-book, \\ olll,j Lc ,lLhtilic,d 111 III,bting 011 a morc ex­

tended kuuwhlge o[ SBCftLlIwt dLlite., ill futule candidates for 

aUmiSl:>1011 to It~ 8('1'\ Wl'. • 

A. di~titWII\O~f('attll(' 0[' tIll' book h, that It,~ usefulnebs 
is nut le~trtdl)J to any !-peel,1i c:la:,s of ) l'aJl'r~: 111 It, 

eandidute~ flll c:lerk~lllll"l hllll cll') h, botl! Jltllll)l' aud ~eniort 

whether :I<'plllllg to }II o 1l1Ot 1011, or d("11 OU~ or t'JualtfYlllg In 

the Jeblll.~ or thel I' d u tll'~, \\ 111 fiut! Il'ad y to IUBlI IIbtructtOn 
and itlfulInatlUu to ,.It,hl'y lIWll' IP'IH,cll\u llced~, l',en to 

the admmbLlattv(' Offil'l'l' aULI thp otiI"i,tl (')..IH'lt It \\ill doubt­
less pIO\'O a u<,ci'ui halldu()ok of J(lft'len,('(', rGIt'at elLle has 
been devotclI to llJ:t!,(, It ~h ('olllpil'tt' ,lid pwetlcai and reH,.ble 

as possible j awl lUli(lity nnd al'c\lla('y have bern specially illlned 
at, III dISCUSSllIg Lhe det,llls of the ultl'treut· del'artmental 

iUDctioDSr 
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Difficulty is often eXPQl'iclH'ed m outllining nny particular 
information, frlllll igIl0I'anC(' uf the ~Olll ('ll whrnce it Inay be 

got: spec-I,d ella ]ltt'l ~ han tllf'](.full' lwcn dc\ otetl to a descrip­
tion of the llatur(! ot the mfl)l'Ill.lillHl elLlI il ,lble froIn the 
prinCIpal book., 0' gPlll'I':tl 1t'1('1 ellr'l'. 

Un Ilige C~llllll('lI('<,,1 Ii)' a ~I'n( l.ti dl'-CII pt.iOIl of tilO 

IIlccltalltsllt of adlllllll~tJ,ltlUll .. 111.1 dh'1J-'('11 III dl·tail the 

various funrllOn~ I IIt'd''':,a I' Y for thu t.:'lIlrllH't of \volk In tho 
Impedal Hper(·I:tJl.ll" Hllon;r)} \Ihuse ,lg('Il(iy Ihl' cOllnt~'y i~ 
:ldlJlITllsto['(~d, tlio tt('a!t~o cOlldn,ll, I,y a dlH .C1lpholl of JplJaI L­

montal ('C Oll 0 Ill)', that j" of the !llt'am hy w\lJ(.'h dw Illauhi­
ncry of the H('Cl'etrll'lat I~ Ill'lde t~) Op('ldte, 

In t11(' eOUI,\' o! lilY t"q'Pllell('(' 1 h IHl often notieoJ, 
what npl'('flled to 1I111.10 hI', defrch or latlwr slioltcomings in 
the e"l~tlllg dCl'ar/,mellt.tl ~J'h'lllS, Cllhl'l ~h~<'I":lbolJ led to 

the connctlOll that 110 fh<,J l'IIllCJfilp~ lwl IJPPIl followed 
III dctprmllllllg thn d('Llds uf j}~ sy"~f'J\I', Wllllh ,pcmed to Le 

• the OUtC0l1\P of tlw (,\Igt'llell" ot tho IIlO,lH'llt FOllllded on 
no recoglmed ~t.lIl!hlld, all"IIl~elll!111t~ of tu-d.y, affecting 
whethcl Lho eOI!~t I t utton Of the C('U'11 (II II i ur ,I depa, tment, 

• have h:lll to be I'll! rf'ndpl'l,d 111 f.n our of tll!N' Ilf'('e"slttlted by 

the ClrClIltlsiancl's of (hI' 111011 ()\~: hl'Jlce t lHl "orlung of the 
departUlclIt has eOl\1o to be !.tel,jug ill till' pl!'IIlIJllts of pHfcction 

and btabibty; to tllP ddll)JlCnt of Pffi('WI1I'.\', alld CO[)~('(lu('ntly,· 
to a not in<Jon~idcl,lLlo ~~tellt, C4f the I11t(·l(,~t.~ of HII' State'. 

T\'w~e Cllcum,talle(>,~ IwlllCt·,l me tu gIV(' the matter 
serIOus COIISldpratlOlI, 111 ,iew to clt'ted tIl(' ~OU1C(' of the evil, 

and to dl~(.'o\!fl' tl~B I true pJ'lllcll'll" "Inch !>huuld govern 

the· propel' orgallbatlOll amI II,lIl,lgcnH I1t of the ~eCl eturiat. 
On due reflection, It was patent thaL the defiCiuncIes in 
question we\"{) aUI i\mtable to tlHl depurtUle of tho systems, 
if tb~y rmght be so ,lesignated l or rather to thClr fleviatioD, 



fro~ natuTf', in whose organisation alone the tl'U~ principles 
of perfection were to be found. It was there/ore clearly 
necessary that 11 correct ut'partlDel1tal system must be founded 
on natuml prmciples; awl tbose prinniples could only be 
apprehended by ,11 careful study of nat.w;e ,jn the concrete. 
Perfection is more or 1('89 perceptlole in every ot'ganism, in 
every department of' n;lt~re ; Lilt its net,ails arle to be. found 
summarised in man, who 18 therefore jus~ly styled the 
epitome of the mpverst'. To deduce the tl'ue organic pl'in­
ciples applicaole to the Rccretal'lllt, it was necessary that the 
compal'ison should be 1l1stitutl'd on the physical plane, that 
is, with the physical body of ~\lian. Tills I have accul'dingly 
endeavoured to do "111 Ol'del' to ascel'talO the condition\" reqQi~ 
site for the successful WOI king of the d,epar·trncnt ; Ilnd have 
embodied the<resuUlof' tIl(' comparison in the last two chapters 
of this treatise, entItled 'l'/ie Model Secretariat, These chapter! 
may be objected to as b()\,ng trOo dlscUlslve in the trcatmf1nt 
of the subject: but could it have been otherwise, when they 
aim at drawiQ,g conclusior;tS from established fil'st principles? 

The idea of auopting the human organism a~ the stand~ 

ard of comparison, in detel mining the terms on IV 111ch the 
suocess of all iustitutlOn may be ensured, is doubtless novel, 
and may, by some who have 110t glVen the matter the 
mature conSIderation It deserves, be held to be. far-fetched, 
if not absurd. But, ill view of the fact, that analogy is the 
master.key which unriddles ~1I mysteries, is the n(\tion so 
unreasonable that an organisation to be perfOdt must be 
based 011 the principles which underlie ~he being of nature's 

( , 
unique mastel'''P16ce-the livlDg hum!Ul organism T Indeed, 
the sa.me idea is practically carried out iu the political, and 

,social, and industrial planes. in the constitution and economy of 
,\lle goverpment, of society, and of the various industrial insti .. 
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tutioQS ; and surely there.is no reason why the Bame prine!-, 
pIes mny not apply with equal adval1tage to the departmental 
lIystem. 

Besides the chapters in qoestion, there ale certain other 
matters treated Qj in the course of this book, which relate 
ruther to tfle .'duties of administrative and superior officers, 
than to those with which the subordinate clerk is more im 
mediately concened, and yet the omission of which would 

• 
materially impair its complqt,enrs8 and mar its utIlity. The 
views I hllve enunciated are the result of long years of care­
ful study, and of personal ohscl'v~tion lind experience; anei • in IIdvancing them, I have not Leen iufluWlced by any desire 
to give -Undue }lrominen~e to \'I hat may eventuallY prove to 
he erromOll~. I am ewell awa! (' that. weir as seemingly trench 
Oll the domain of existing I ule lind prllcti!e, or ·on the rigbts 
of superior officers, will be open to much controversy and 
unfavourable comment· hldee<f, I aetp not vain enough to for 
a momeill imngine, or entertain the belief, that my opinions 
",ill be acc~ptcd unquebUoneu, esp~cjalJy by tl108e who are 
prepossessed in favour, or tenllclOteS, of advllIse views, or 
who, from whatever cau~e, are either inui~posed or uDVfllling 
to accrd to othem an impartial and· appreciative considera­
tion. All I abk and expect is that condemnation may b. 
suspended till such time as tbose opmions have- failed to with­
stand the crucial test 0' experiment. 

Official phraseology, in common with the nomenclature 
of other 8ciences, is not understandable by the general reader 
without clear 3ild doe~nite t:Jplanntion of the l":lculiaJ' meaning 
att~ching to the terms. These terms are interspersed throllgh~ 
out the body of the book; but to obviate the labour of refer. 
ring to the "particUlar passage where any speCIfic term is 
explained, in order b 1eam the. seDse in which it ia !nployedeJ 



or the special notion it is intended to convey, a glossary bas 
heen added of the various trchnical worus and expressione u!ll'd 
in the trans.lction of official bU~lnP~s. 

The glossary is followed by appenuices contmning forms 
and specimens illustl ahve of the ulfferenturfl'lJ tInental func­
tions, and olher useful Illforlll:ltion, such a~ t!14t ~i,trIbution 
of the administrative bhlnciles and S Ibjt)cts dealt with by the 
several departmcnti1 uf the GovclIlJncnt of J I\d i:l, the clel'ielll 
8xamil1l1tioll rules, 'etc. Many otr.rr it(' rn~, w Illch IIllght ha, e 

been appended Iml which would douhtlc~~ have proved useful 
to secretariat officel S, have i,.tu to be omitted, to a~oid ex­
tending the work to"undnc uimenslOlls. 

Those who may be incliueu to doabt th(' usdnlncbs of the 
book from a.,practlcal stand-poInt, ,dlO ~Dllslder that an O'loce 
of solid practice is worth a tOll of theo!')', should not 
forget that efficlrney i~ facIlllutt;lcl , llwl!'o attaiMrl IlWre 

" II quickly when I'rll~tic(l i.} }ll ('cpdrd fly tlicOrl'tlcat IHlowledg{\ 
thun otherwise, a f,lOt whiL:h f'XpmPll Ce has abundantly III oved, 

• 
and which is universally re~oglli~ed : the YelY clcllcal c::,ulllioation 
rules are eVi(\rllcfl of the l,lulllh"ion 01 tIm pI inclple. Without 
snch knowledge efficiency, If ~lt all 11O~~lble, can Ht best bo but 

slow of acquisition: mdeed thero nre llumL('l's of clerks in 
'Government offices to-day, even among the raukg of sellior 
clerks, who, with all theu' experitmce 0 i years, arc, to say the 
leut, sorry specimens of c1eribl cfficrency. Re8idf'~) it must 
be borne in mind, that this tre,ltise IS llltellued for all eiasses of 
Government officials: the sphere of its utltity ntmt thprefore be 
co-('xteD~ive with its obJ<,ct ; and any ollmfon [f'3 to Its genfl'al 
usefulness, based on its al'plicabliity to aHY indmuual e1,lse, 
~U8t oertainly be erIOlleou~. 

l'he work deals ,;lth matters of a most dehcaie nature, the 

eXpositioJ of which has been hitherto ullllttempteci, namely, the 
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inner wOlking of Indian. secretariats, and official discipline, 
embracing tile naturtl of thl' relatiuns that ought to subsi~t be· 
tween deplH tmental officers, 10 01 der to secure the efficiency of 
a secretarIat, wlthout "hieh tile interebts of the State mast 
inevitably sufi'cr. DIfEdfnt of Illy own judgll.ent as to how far 
I may haV(~er.ed 111 openly UIsclllliling these matters, 1 have Bub· 
mitted the Look to the judglllPnt of !UPCPiOI Go,ernment officers, 
\\ho~e opmion;, ·wltll·h will uu found allue~ed to this preface, 
"Will best ... peak fin tllPlll~e1n s. 

A few wordl> of' explanatIon are, however, I think, necessary 

as to my r('asons for llltJodlH .. ll1, mto thii-l trllati8e the subject 
Of'dlscipllll(" 01' tile U lIO regulatIOn of tllc Ttil.ltlOllS Letween the 
different CJ.IS~l'S of uffieer.~ of a delllli tillent. (I~ the term, 
"officers," llllclude <,fliecl';;, UDlh a,JIllIDi~trative and ministerial; 
in otber wonk I U~11 the (ell1l III it. wldo.t !lccepbltion, in the 
sen~c iu ~lllch It IS ('lIll'lo}l:,d ill the ,aflOllS re),tulal.iolls of the 
Governmpnt) The fill,t all(i 'lJlel1l~it ICIlf>On is, that a. work 

which ill profe~~f'(II.v a compl!'te tle.lt.l"e un the workmg of a 
sccretllrl:tt canllot be saId t.o bp ~ll~h, if It allots to treat of 

the queslJon of dl~Qll'llDe which is u~enlaLI'y nn essential ele. 
ment in its econollJY, Agalll, III 11le cOlll'se of my long expe­
rience, I l/ale oUbcl\pd wllh n·gt"et not iufrequ.mt instances of 

n lack of halmoll,r, 11:.)', I 1I11ght almobt btly, a feeling of aliena .• 
tian, If not of pO~ltlnl alltagon l ~m, bctwcm superiol' and su~ 
ordinate officer~, In'ought abont,""olely, It ib lIoped, not so mucb 
by l.hsreganl, .l!, perhal'~ by ovel !-Ight, of' the nature of the 
proper I t'latlOlls bebl e~ll the hI') C1.18508, which relations alone 
can obViate SUc.W1 ull~l~;ll'lJ,i(. rebulls To IcdIf'y this evil that . , 
IS, to e~tabh:,h .~ III opel uuLl('1 'tan~ IIlg Ilel WPl'1l superiors and 
subardlllat~~, ~nd thll~ ('lIcit. thell IJedrty co-operation, by a 
careful u!JalY§I" and (·).p(J~itlOll of (he~e lelatlOlIs. l~ IInother 
strong reason which ha~ induced ,me to tLresh out and <!isollSs the 
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al1bj~ct in all its bearings. In the treatment of tbe subject,: I 
have endeavoured to steer clear of dogmatism which was farthest 
from my intention: my remarks are entirely based on 1\ know­
ledge of human nature and on the principles c-f equity; nnd I 
trust that they will be accepted in the s~e cconcUiatory spirit 
in which they are offered. 

Considering its sufij€:~ matter, and tbat'it professes to give 
clear, precise, an':! practical instruotions for the performance 
of 86'~retariat duties, and aim~ 'at harmonising the relations 
between superior and subordinate officers, tIllS treatise could 
'only have been written by Ilt clerk; f()r, uone but such an one 
call fully apPl'ehbnd the details and intricacies of the various 
clerical functIOns, nor cun any other realise the difficulties and 
disabilities, Land ~'yrnpathise in the vIciSSItudes, of a clerk's posi­
tion, nor declare what shall constItute the true ba~iB of har­
mony betwClen superiurs and subordinates, so far as the 

[ " 

ministerial body is concernlld. Hence, upon its merit:s or 
demerits, as an accurate a ud trustworthy guide to the efficient 

<-

discharge of departmental duties, none other, save he who is, or 
has once been, ~n ab:e and experi~n('ed clerk, is capable of 
pronouncing a true verdict,: I accordingly append the opinions 
of the regi~tral S '(lnd senior clerks of some of the seCJ etariats 
of the Government of India. 

In commltting this work, such /IS it is, to the generous 
criticism of the reader, I would cxpl'ess tho hope that he 
will treat with indulgence the errors and imperfections which 
Bre the necessnry concomiblnts of everx first attempt at metho­
disation ; and thrLt, in arriving at a propi>r e~tilDate of its" value, 
he will merge the personalit.y ot the writer in the importnnoo 
of its subject, and permit no illiberal sentiment to influence 

or warJl ~is judgment. 1 might have been deterred :rom .~te ' 
aooomplishment had 1 anticipated, at the outset, the ddnoultJe8 
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which beset the task, and the labour it has cost me. To <1e.-
I 

vote every leisure moment, to sacrifice the well-earned repose, 
after the daily fatiguing labours of n c10rical life, to forego 
every social pleasure and enjoyment, and to toil, often far 
into the night, fjom day to day, and from month to month, 
without in.rmission, at a self-imposed task, after all perhaps 
of doubtful islue, w~re !lldeed a strain. which, apart from the 
mental discipline involved in its special character !lnd literary 
eKecution, not any /lnd everyone !Day j,~ able or disposed 

• 
to bear: to fully re.llise Its harassing nattIlo, I ('aD on1j 88Y-

E:npertu8 disces l;tta'/n gllwis i8te labor. 
I Sbitl1, however, c()n~lder ll~ys('lf amply I (lcompensed (or 

all mye;rouble
J 

If the work but succrods in-fulfilling its lDis~ion 
of conveying a mow. c)..tendeu knowledge of official duties, 
and of establi..,bmg 011 :l filiI) baSil;, ",l,Lt 18 ~f far graver 
import, thollgh unliapJltly so frequently iglJorco, a harmonioas 
clroperation between til(> ~ lIl 'il iOI rAlill ~nLorJmnte officers of 
the department-the I,rinclpal, if nor. the only (Iffective, means 
of seouring th(l hlghoRt interests of the State ino whose service 
I have exponded the Lest y e o,.~ of w)' life. 

I have but to add that, in s('eking tho 9piuions of Govern­
ment officers and uf lily coJleagwe~ i~l tbe ,~crvi('e, I Was well 
aware I was a~king them to Illldertal, e a very Irksome and 
laborious task. Thrir rendy and ungrudging response to mj 
appeal haR, however, fa I' i'urpa ~s('d my ~xpect:ttions ; for, 
many have supplemeDt~d t\l(' ir °t(,gtJmOll) with hind advi(,8 and 
valuable sllggllstions lh"t have matpdally cOllbiLuted to the 
completeness and ~c.Jllrru'y of thiil WOI k. To them all, 1 take 
thts opportunity of tendering my grnteful Rcknowledgml'Dts. 

SIMLA: ) 
GLENH~GAN, ~ 

7'h~ 30th Mltrch 1896.) 

n P. HOGAN, 



OPINIONS 

(1) 

At last I am ablo to glVo you an an~wel with resIY'ct'to your book. I 
regret very much that ~t ha' been so long drlayeJ, but I could not write 

conscientiously without reudlllg the hook cllre£ully iln o!lO'" and us I could 
only do so at long iptorvals tho procc8~ was necessauly very slow I did 
not think It nght to give nn off-hand 0plDlon. 

I am now able to say thut Il<lving stulhell tlie book c,lrc£lll1y it seems 
to me calculated to be \Cry usetn~ tllrlC 18, of rOIllBO, 1\ g!eat deulm It with 
which IlllIl not fam'rtulI, I1ml I bave m;'bl'!f learnt a glCiLt l)e[ll from the 
book wllich I did not know about the (1t111l1~ of office work. but It 1;, so 
far liS my knowlerlge goe~, both [lCCllrate allu thm ongh, and 1 11\)1)(' th~t 
the GovelnJl~nl ",iV. sce tbell' way to anopt It llH un offiCial mannal 'l'hat 
is, however, II IIJlltlfl on willch the Se('1 etal'les 1'<111 1<1\ e to form tIlf'r own 
opinion.-Tlie Bon'/J!e SII' 1. E 11,[11 LEN, KT, l: 8 I , Q C, Mcmber ,"f tIle 
Oouncll oj the GOl C11un·-(i{f/lel ul 

(2) 

I am vely Borry to have delayed so IOllg in replymg to jour lette! of 
the 8th ultimo ~he draft copy uf J OUI WOII. duly (arne to hand, and I 
have reud it with much mtmest , 

You have succeeded III pl'cpullng 1\ mORt uscful lJIanual tot Officers 
and ASBlstauts, and I only WI.1t (h,lt wllcn I was AtI~( '\1;\ 01 even Ulld~l­

SeCietury in the FOl('lgn Olh()(l, blll'h ,t \\ol'k Ilud b· on plocUlable It 
would have saved lIle much tllllC and houble III rr .• \f,tcrmg <Ill the mlDutilll 

of office routine. 

I congratulate Y011 on tllo aJ l<lngcmcnt lJf your bwk and, so far us 
I am able to judge afteJ so long a st'palatlOil from .tbe FOlel~n Office, Oil 

the oOlllpleteness and srLUI ary of the mfotl'ldtIoll conveyed In It rt!l,;allling 
officwl routine and proceduro. 

Your work wJ!! be iIll'aluallle to ARBlstants, and I II u~t tha.t JOU Will 
succeed in getting It adopted hy Government !IS an f'ffidal mannal, ,I' as a 

itxt.book fOl' the u&mination of .. ,Assistallts,,, 
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Please put rue down !Ill a Abbscriber £01' a copy when the complete 
work is 188Ued.-COL, P n IhNDllRSON, C 8. I" Re3idt1lt In My'ore, 

(3) 

I ha.ve been through tlle book and think thllt It ~hows an accurate 
familiarity with the stbjects iliscussed. and a power of clearly etpresaing 
your mennmg ~Vion It 18 pubhshed I shall be glad to order a copy for 
my library -1'he Ilon'hle MR W. LER-WAR~BIl, C S.I, 1 C R, Secy. to tIll 

Guve. of BO/l,baIJ, Poltl. Depl , and an Adell, Member of the Ooun~l oj 
the Governor-Gene! al /01' mak!llr} LUl/.1 and Regttllllto~8 (now Secy" Poltl. 
lind Seci et Dept, It/dll! Otftc~, Lon(/on) 

(4) 

111m SOrl'y I have not tIll now bcen a\!!e to give an opinIOn on your book. 
~ 

I thin. It will be derldedly useful to c1~lk8 beginumg work in any 
of the Government of India f>eCl'etuflllts. 

C L TUPPER, E SQ , I. (' s, Ch IP( Secy. to tlte GoVi !oJ tke Punjab (1I01O 2nd. 

Filii, 00 II!!' , PUlIJab) 

(5) 

I have Icad yOU! Lo,)k With much mterest. It contains a great deal of 
usefullllfOimllhon. I am not suffit',cntly acqllnintcd With the \oner working 
of tIle secretaliatH to bo able tu form a vllluaLljj opimon as to the accuracy 
md completeness of the detatls em Lodled \U It llut them can hI) no 
'luestlon as to the value of su~h a work til lIIany per80ns JOIDIOg I!. Govern­
ment othce, lind I can suggeat no amondments of tmpO! tance. 

The IIpp()lIlhc~s with FormR, Spe~imens, etc , will add much to the value 
of the book for pUlposee of refhence.-A H. T. MARTIND1LE, E8Q, I.C.B" 

Commr. of .Ajmere 

(6) 

It seems to me that it (the work) should be very useful to anybody 
deslllng to become II. thoroughly efficient clerk l\l a Govelnment office, and 
I would strong!r rtlcommer.d a candidate for such an appointment to make 
himself m68ter of the rules Qnd prlDClples laid down for hIS gu.ida!Ce. 
G. R. IRWIN, ESQ" 1 C,S., PQ!illCal AgMl, Jhallatoa,,, • 



(7) 

1 return with thanks your book whICh I have read with interest: it 
should prove useful to young clcI'ks in teaching them the details of office 
rontI1l8.-COL SJR A C. TALBOT, K.C !.R., Depy. Sea!!, to Ihe Qovt. of India, 

F()f'~i(Jn Dept. (rum Olry, Resident, Kashl1l11). 

(H) 

I think your treatise will be useful to !nany people. 

I,wish it all BUCQeSB .-J, A. CRAWFORD, E~Q, 108, Revenue Oommr., 
BaluchIstan. 

(9) 

I return your ooci- wIth th:lnks. It 1I1'pcar~ to be II vel'y careful a.nd 
completo account of the prOC~SSE'8 IU the Government departm~nts, and I 
think it should be very uBe-ful for new men, ~lJd that It will be no lellS 
u~ful for mel. wIth expcrrence III tho service, us furmsillng them with 
reasons for many proce.ses whICh tht,y go through mechanically witboll1 
qUIte undel'st~ndmg their leal pbject .and Impol t. 

J. E. O'CONOR, ESQ, C I E., Director-Generlll of StatistICS, mid ex-officIO 
d..It. ti~cy. to the Gvve. of IndHl) Dept. of Ftillwce will Colltmel're. 

(10) 

I have bet'n tlllo' your map.u[l.1 and thlUlc It mlg#bo very useful 
it 18 clear 

you have ~ken II great deal of trouble In Its compilation, aneI r should 
be glad to heal' It proved II. 811CCe~S -CA.PTAIN H. DALY, C.I.1I., ~88t. (now 
Olg. Dspy.) Secy. to the Gott. of I~!cllU, PUle,lgl! Dept. 

(11) 

I am much obliged to you for showIDg me the proof of your tmtUe 
on the working of IndIan Becretari,lts. The work conhins ,mau of useful 
iDforma.tlon, whIch must hllve gIven you great trouble in getting together. 
I am Bure that it WIll be valuable to all who nOw are, or ate likely to be 
h4re1Uter, employed )n any of the Go~ernment offices. 

It o{ight to command a steady Bale.-E. H. S. CLAUE, ESQ., .4.,11. 
$.rt/. to the GOt·t. 0/ India, FONlg,i Dept. , 
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(12) 
tam ,ery 1101'1')' that I have baen unable to glVd an opinion before 

t!ai. ClD your book. 
It is incleed an excellent compilation and contains a vast amount of 

information which I h"ve no doubt wlil prove very useful not only to 
young men who are enxlous to enter the S"cretl1riat Offices of the Govem. 
ment of India~' bU;, alBo to persons who are alrt>acly in the service of Govern­
ment.-C. H. SAMP80N, ESQ., Regutrat Rome Dept. 

(13) 
I return herewith the copy of your Government of India Seel'etariat 

Office Manual, whICh seems to me to give filII detail of the work of thole 
offices besIdes informatIon on points connected with that work. 

The book gives proof of your intJm~ knowledge of the subJect; and 
while tbe experienced hand Will find It very useful f~ rpference, the Junior 

• mnst find himself well repaid by a caleful study of its contenta.-lbJoa 
B. L. FIEBMAN, V.D., &gntrar, PubliC WOlks Dept. 

(14) 

• • • • • 
I read throngh your book at Slml:o, and" it struck me as being. very 

ullful work indeed, partIcularly 80 for the younger men ID our offices. 

• • • • • 
H. HBSRLTINB, ESQ., Supdt., (now ReglBtl aI',) nepf, of Fanallce and Oommeroe 

(15) 

• • • • • 
The bookis a careful compilation andcontllil1~ useful information. 

... ... 41< • • 

A. B. WILSON, ESQ, Registrar, Regl81auve Vept. 

(16( 

1 have read your book carefully a.nd with much interest. In my opinion 
it would be a most valualJle gUide fo!' all 88cretanat men-offloel'll and 
clerks. It most have given you a great deal of trouble to compile, and I 
think. you bave 8u~eeded in pnttllle together a most useful work, which 
I .bould be glad to see ae the Office Ma.nual of the Foreign Department.­
A. J. ROLLO, ESQ., 8upd:., ForeIgn Office. 

(17) 
I have read your treBtlile with much interelt and now retnn it witb 

tUak.. The book contains a '~t deal 'of useful information clearly &Del 
~ 
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".11 put togtther ; and will, feel Illf" be of great help to alerk. in the 
IP'QJlleut aecretaruLts, more e$peoially to beginner. w~ 10 f~r as 1 know, 
have no other adeqllate mean8 of a.cqualntlng themselves with tbe proce .. " 
whioh have to be ~ot through in a 8ecretal'i~t-a wallt which your book 
amply supplies. Any clerk stal ting hfe in a government secretariat will, I 
bebel'e, the 80001'1 pass through hiS probatil)nal'J"'4'l)1,1'1I8 and become &n 
efficient hand with the ~Id of your Uleful and cO,mpletel 1I1.nu&1, than 
Without its help.-J. L. MILNR, ESQ, 8uptt., H{)~ Jj~lt. 

(18) 
I have read your .reatise WIth much c,are lind intere,t. In my opinioD, 

though 'the subject lS ~ost Important and intIicate, YOllr treatUl8Dt 01 it, I"., 
your arrangement and codificatIon of the rules and principles governing the 
09nduct of officlllllJllsmeBs In larg~ , 0$C68, leav~8 n9t~l~g to be desired. I 
~u 8uggest no IUlpl OV~'l1ent worthy the name. The accuracy and oompltlte­
,,.. of your mstruciIons render the work Invaluable to all clasaeli of public 
eerunts employed In the secretafluts; and the" book will be exceptionally 
Meful to the rmUlt s;ekmg such employment I thmk it would be mOlt 

.... propnate 18 a text-book for the examination of candidates for the Govern-
u!ent of India eecreul.rIats. 

As to Its litorary execution. I ' consider that the language yon hne 
employed is so happily expressed as to be understandable by aDY peJ'lOD 

of ordmary eJacatlOn anl1 mtelligence Your ElplnnatlOns of every branch 
of public business are eleur and exhaustive. 

I may add that If I had had youl book in 1889-90, when employed 
in re-organising the system of ,.,..ork ID the ABsam Secretariat, my task 
would have been much Simpler aod easier than I found it.-W. SPENClIB, 

ESQ., Supdt" Foreign O.ffiee. 
(19) 

(From a VeluQ.n 8eCl·ela.rlat (,ler Ie ) 
ThIS book I know has cost its writer 

Nights of weary, patient toil ; 
But its contents al'e a.II the brighter, 

For the uee of "midnight oil." 

It treats a subject dryas uhee, 
f In, terse and limpid style, 
IIIummg BI with lightning fiuhea, 

What in dllrkc,ess Ia.Y"ershvhile. 
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I01l'"ords that one's attellbon fetter, 
It leads all who wish to learn, 

FroDl " Receipt" to responsIve" Letter," 
Or to " Resolution" atern 

Itttakea them onward from the" Docket," 
To the" PreCIs," "Note," and" LJraft ," 

A nd puts ioto theIr mentlll poc,kat 

Things else helpful to their craft. 

I "Hecords" a lore that but Tarels 
In a elm Ie you wlll find. 

And is an "Inde,," If judgerl squarely, 

Of a deep, obsel va", IIlInd 

would therefore commenJ Its st;dy, 

(Tho~gh my counsel meet wIth sneers), 
To clerks whose cheeks wIth youth ,re rudfly, 

A nd to those of flper years. 

Nay, fOl itR wealth~f DArinl knowl~dge, 
It shollid take a text·bOlA{s plaro 

In every publIC "choo) anri colll'gr, 

'l'hnt wIll tllun the cornmg rRce.-.J. W. B 
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rNTROD'U'CTI ON. 

SUGGESTIONS ON THE USE OF THis· TREATISE· , 
*s the book professes to be an e-xhaustive treatise, in 

which is described the entire machinery by mea.ns whereof 
India is atiminisli2red by the British Government, the rules 
and prinoiples therein codIfied, and the instr~ction8 and in­
formation whioh it contains, must be specially useful to the 
various cluses of offi:cel's, whather administrative or ministeria.I, 
as well as to a\piring candidates for clerkships. It will 
therefore serve a. good purpose to make r, few suggestions as 

to the part~ of the bo()k wherein each cl<l.9s m£l.Y find matter 
ada.pted to its requirements. 

Administrative O§icers.-Informatiol1 on points conl'lected 
with the government of the Strltll wIll be found in chapter (I) 
which deals with the mechanislU of admmi!ltration. In 
ohapter (Ill), are codified the rules and principles relating to 

the several clas9~s of ~orrespondence 10 vogue in secretariat 
offices; while certain othrr miscellaneous procedure l with 
whioh it is necessary that the officers should be acquamted, are 
treated of in chapter (XIX). The chapter (xx) on Departmental 
Economy is recommended for perusal: special attention is 
however drawn to section (3). This sectIon (8), which treats 
of departmental snpervision, shows the feClp6ctive duties of 
superintendentA of Lranch~B, and of registrars or chief-clerks ; 
and it, is imperative that administratiye officers should. be well 
informed as to these duties, as any serious departure from 
their legitimate exercise, in relation to subordinates, is eminent­
ly slcujated to lead to a rupture of h3rmony between 'superiors 
anti subordinate8, 80 fatal to hearty co-operation, which it & 
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main element of dfici( nry, slid con~EqUE'Dtly so detrimental 00 
the interests of tbe State. Ch~pter (XXI) dealb \\ ith discipline, 
that is the due regulation 01' the relntionR between departmental 
officE:rs, which is so essent.ial to harmony. A careful analysi8 of 
the basic principle~ of discipline is followed, in sections (3) and 
(4), hy a sj~il8f anal} sis of the principles ofhal'mony which 
ought to subsist between superiord and subordinates. Section (4) 
contains moreover an exposition of the VlI.riOUB means resorted to 
by unprincipled 8ubol'dinates to promote their own selfisb, if not 
worsE', purposes; and it is highly necessary that unwary 
superiors sbould be wurned betimQs, and guarded against such 
machinations. There arc, heR Ides, various ~ojnts ftllating to 
the details of the departmental system, of which it were 
well that administrative officers should be jnforQled: these 
will be found intersperscd in the course of the treati"e. 

Hegi,trar ()'f thief- Clerk.-Of the working of the depart;.. , 
mental machinery the registrar or chief clerk should p088e!18 
a complete knowlt'dgt': he is however concerned in a. parti. 
cular manner with chapters (XIX), (xx), and (XXI) which treat 
of certain necessary procedure of a &liscel~aneou!! character, 
and of the economy or managemtlnt of the department. .As 
the ultimate referee in all matters connected with the 
working of the secretariat, it goes without saying that he 
should be a thorough master of the departmental system; 
he must have a clear in"lght into all its parts, 80 8S to be able 
to remove any obstacle or impediment that may clog ita 
action. He should also mAoke a special study of the principles 
of harmonious c3.operation, which is the key-stone of disci­
pline a nd efficienc). 

Supermtendent.-Not unlike the registrar or chief-clerk, 
• tbll superintendent must be thoroughly acquainted with all 

• the intricacies of the departlJltntal pystem. Though under 
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n fUbcti<lnal clll&lificat.ioo of the work of a secretariat, tb& 
sl1perintendent is chiefly concerned with the particular (\loetic,fl 
with which hi" branch is accredited, yet, in view of his status, 
or of the possibility of his transfer to another branch, ft 
is but rellsonable to expect that he sho~dr' possess more tha.n 
a mere general knowledge of the work of tibe department. 
While thE-refore he will find complettl information on the 
8ubjeot in the ~u~e of the treatise, chapters (XX) and (XXI) 
are recommended for his careful study, as indicll.til'e of the 
principles on which alone a branch may be efficiently conducted. 

Senior Clerk.-If th9 work of the department is • sub­
jectively' classifi\'d, the senior clerk 18 required t,o b~ conversant 
with all ·the details of the departmental system; even under 
a fUl1ctioWloI cl::w>sdication, though only a thorough knowledge 
of the "peclal fUllction of hIS own branch is what is strictly 
requisite for him, he ongh~ to acquire proficiency in respect 
of such other functIOns also as are suited to his capacity, nay 
of the wholo dt'partmentfll syf>;~('m, wlt,h a view to his promo­
tion, and pORsibly conReqllent transfer to branches accredited 
with other functlOns.\ Hence, for him, a study of the entire 
treatise would be very helpful: chapter (x.x), which treats 
of the economy of the department, is specially commended 
to his attention. 

Junior clerk" who are expected to perform simple 
duties of a. more or less . routine cbaro.cti'r, should have a 
proper idea of official routine, a.nd be acqua.inted with the ele­
mentary principles of tho various departmental functiolls. The 
portions of the book best adapted t(l tbeil requireme,pte sis 
chapters (n), (IV), V), (VI §§ [4-9]), (IX), (X.),(XlI §§ [4 & 6]), 
(XIX § i), lind (xx §2 [c]) : the relations of subordinates towards 
their fuperiors will be found discussed in chapter (XXI § 4). 

Oandidatt f6r cltt·~hip.-The clerical euwiu'ion 
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rules require that the candidBte for the lower division of 
elerklfhips shaH pos~ a certain amount of general knowledge 
of the principal depBrtmenta.1 functions: of course the more 
e.courate such knowledge, the grea.ter ate the cha.nces of his 
success. He is therefore recommended to make a careful 
study of th~ folfowing portions of this work :-Chaptcrs 
(IV § 2), (VI §§ [1-9]), (VII), (VIII), (IX), and (x). For appoint­
ments in the upper division of clerkships, when thrown 
open to general competition. the candidat~ should be well 
up in the details of all the departmental functions, as 
expounded in chapters (II-X), (XII), (XIII), (XIX § 1), (xx § 
2 [c]) and (XXI). 

This. work, as has been already state~ elsewhere, was 
originally intended to supply a complete, and practical, and 

• 
reliable guide to the working of a secretaria~ of the Govern-
ment of India. As the Indian depa.rtmental system is about 
the most complete, jf properly JJonducted, that could be de· 
vised, it would doubtless be advantageou~ if a similar 
system were introduced, mutatis mutandIS, in all subordinate 
offices, and in the secretariats of local governments and ad. 
ministrations: thIS treatise would doabtlesfio afford matp.rial 
help towards the accomplishment oJ such an objet. 



CHAPTER I. 

THB MECHANISM 011' ADMINISTRATION IN INDIA. 

Before entering npon an exposition of the means by which 
the government is oonducted, we shall endeavour at the outset 
to elL plain the system of udministrntion obtaining in India, 
and the oorrelation of its parts, 'which weld together into a 
consistene whole, the component elements that constitute the 
British Empire in the iJast. 

2. Preliminary however to discussing tllf' details of the' 
admimstrative machinery, it is necel!8ary to form an accurate 
idea of the chief controlling authority, without which it is im­
possible to comprohend in its integrity the cOlDplex process of 
administration. 

§ 1.-Constitution oj Gov~nment . . 
(a)-The India. Council. 

a. As a dependency of the British Crown, India is pri­
marily ruled by the Queen of England under the style of 
Empless of India, a title assllDled by her in 1877, 8S declaratory 
of the supremacy of the B~itjsh G~vernment over all the Native 
States in India. 

4. The Rome Governmllnt of India is conducted through 
a Member of t', British Cauinet, the Becretnry of State 
for India, aided by his Council, kDown as the Douncil of 

India. 
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1>. Of tbe rneinbel'8 of the Cooneil, fifteen in number, who 
1lfe ap.potnted. by the Secretary of' State, twoUre ix>ld office for a 
ilsrm cl;en' yenrs, which may however, for specitlJ reason!!, be 
~l1dail 'for Jive year!'! more: 'the remaining three, having 
'" p~1eB'Sjonal ar other ~eclal qualification~TJ[ly be appointed 

for life. 
6. The majority of members must be p~rsons who hnve 

held high omen 01' re8ided in In<lia for at.)enst t.m years, and 
whe have not left India IlIOI e than ten years before their 
appointment. 

7. As a rule every oruer propospd to be made by the 
S~cretary of State, must b~ laid before the Council prior to 
its issue. ' 

8. Tbe Secretary of State may, however, make the 
ordor-

(a) wilen tht.' question nt issue is considered urgent, 111 
which case he ~'lust record his mlsons for Joillg 
so; 

(/J) wht'n extraordinary expenditure is involved j 

(c) when the qUE'~tions dealt with affect the relations 
of ,the governnwnt with Fo(eign rowE'r~, snrh 
as malong w.ar 01 prac6, and prcsCl ibiu g the 
policy to be followeu towards Native States; and 
generally. 

(d) in matters in wInch secrecy is nocessary. 
9. But no grant or a'ppropriation of IIny part of the 

revenues of India may be made Without the concnrrence of a 
U1ajOl'ity of votes !It a meeLiug of the Council; the powe" how­
ever of the COllncil in controllmg e~pendlture can omy be 
el.ercised in regal d to the ordinary business of the administra­
tion. 
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(b)-The Viceregal eill!DoiT. 

10. In India th~ head of the government is the @onmO'l'­
General, gellerally a statesman of e$ttlblished repumtio ..... 
Europ(', who is appointed by'the Crown, and .... hose tII1ur~~' 
office, though no~limited to any specifie term, cl18tom has .bed,' 
at five yeal s. Since the transfer of the government to- the 
CrowD, the G~ve\'llor-GeneraI ill ulso styled Viceroy, bnt the 
term is not recog~~.t by law. 

11. The Gavel Dor-General also is aided'ill the government 
of the countt'y by a Coundl, whICh may bo compared to the 
Cabinet uf a constitutIOnal countIy, and wIdell, in Its functioDB, 
is of a two-fold character -execut'vc and le~islati\'e. 

12.- The 8uprC'me Iluthority in India consequenUy vests 
in the GovernOl-Gen.erul in Council subject to tlie control of 
the Secretary of /:state in England: and every executive order 
and legal statute issues in the name of tho GO\'ernor-General 
in Oouncil. 

13. The Ordinary or EX(Jcutive Council of the GOl'ernor­
General is composed of SIX mtJmb'~rs, who aro appointed by the 
Crown, ami WhOilO term of office extends ol'dinal1ly to fi~e years. 

14. When reqUIred to pass legi~luti .. o enactmelltl!, the 
Council, which is then styled th, Legi"lativo Council, is aug­
mented by not less th,m ten, nor more than six.teen extra mem­
bers, who are nominated by the Governor-General. 

15. These ·addltional mC'mber~, of' whom not more than six 
may be officials, arc selected fl'~lll officwls and n'p' esentatives 
of the non-official European and Native communiti(·s of pro­
vinces j and hold offico tor (1 term of two ypars. 

"16. 'rhe ~ommuIldel'-ill-(,llIl'f in India, \\bo is Ih"! chief 
military authority in tbe country, is fOl'lDally an extraordinary 
member of the Vice'regal CounCIl, and takes precedence at the 
Council next nfter th'J Governor-Genoral. 
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17. So lire the Governors of Madras Rnd Bombny, when 
the OouDcil, which may be held at any place in India, meetlf 
within their presidencies. 

18. The Lieutenant-Governor or Chief COnlmissioner 
of any province in which the Council may ~semblf;, also 8CtS 

all an additional member. 
19. The memher.s of ~!Je Executive Oot'lD~i1 are virtually 

Cabinet Ministers, as their ordinary duties are rather those of 
administrators than of councillors. With the Governor-Gene­
ral at their head, they preside over the several departments of 
the State, to wit-

(1) The Foreign Department. 
l 

(2) The Home .Department. 
(8) the Revenue and Agricultural Department. 
(4) The Public W Ol·ks Department. 
(5) The Military Depal·tment. 
(6) The Legislative Dtl~artment. 
(7) The Department of FlDance and/Commerce.tt>-

20. The Governor-General has immediate charge of the 
Foreign Department, which controls the political relations of 
the Government of Indi~ with Foreign Stutes. 

21. Three of the mt'mb\:ll's must have served in India for at 
least ten yenrs : of thl'se two al e covcn:lnted civilia.ns, and have 
charge of the Home Department, the Hcvenec and Agricultural 
Deptntment, and the Public W orks ~epartment, the first two 
departmcnts being controlled by one member j tht' third is 
It military officer, Ilod holds charge of the Military Department. 

22. Of the two remainmg members, one who must be a 
barrister-nt-Iaw, 01' 1\ Member of the Faculty of Advocates in 
Scotlimd, of not less thnD five years' atanding, presides ov-er 
the Legislative Department; the other controls, the Depart­
ment of pinnnce and COlllmerce. 
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23. The Home Dejlarttnent regulates the int.ernot admi~i_!. 
tration of tii8St~-te -:- th~ funfltions of the other depnrtments, and 
11ieb~~chesorthe administration with which they are severally 
concerned, are indicated by their respective designations. 

(c)-13n~lOe88 in Council. 

24. Besides the Member of COllncil, who may be said to 
represent a Secl·~tary of State, the department over which he 
presides hils a Secretnry, who holds /l position similar to that 
of an Under-Secretary in Engiliud. 

25. The power to dispose of ordinary matters within the 
province of a department rests with the Member m charge. 
or is delegated by him to the S~cretary ,!hose other duties 
are-

(a) to place every caso before the Governor-General, or 
the Member in charge of his Department, in II. 

complete form, ready for final decision, i.e., 
accompanied by a e note, with his own opinion 
I'(lcordpd thereon j 

(b) to send the business of his Department to the 
Member in charge, for firs_t perusal and initiation 
of orders; 

(c) to send papers of specia1. importance at once to the 
Governor-General, who will initiate orders himself 
or send thcm for imtiation by the Member in 
charge; 

(d) to Bee th:lt no papers come before Oonnril withont 
having been previously seen by all the Members; 

(e) to attend meetings of the Council if nece~sary . • !6. In matters of greater moment, thA papel S, with the 
Member's orders or opinion, are submitted to the Governor­
General fOl' approval. and if concorred in by the Governor­
General, orders are iss;)ed accordingly. 
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27. If the views of the Member are not af'Prhed, Ofl if 
owing to the importance of the matter, or for Any rellson, it is 
ooDsidel'ed desirable to do 80, the Governor-General directs the 
papers to be circulated to all or certain of the members, or to 
be brought up in Oouncil fol' discus!lion. 

28. Ordinarily when a question comes before the CoanciJ, 
it i8 decided in accordance 'with the opinions < of the majority 
. of malDber8. But the Gev~rnor-General is empowered by law 
to act on bis own opinion alone, wh('never the safety, tranquil­
lity, or interests of the British possessions in Inditt may, in his 
judgment, be essentially affected. 

29. Measures for legislation nre submitted to the Gov­
ernment of India tn the shape of proposed enactments: • 80. These are then submitted by tho department con-. 
cerned for consid()ration by tho Governor-General and Law 
Member, and afterwards oirculated to tho other members of 
the Executive Council, previous to being laid before the Legis­
lative Counoil as draft Acts or Bills. 

31. Oommittees are next appoinh'd by the Legislntive 
Couocil to (lonsider each Bill, which /lfter publication ill the 
Goutte of India, in the OlanDer prescribed, is either rejected, 
or modified, or passed into lltw. 

32. Legislative enactments, which were before 1833 
known as Regulations, are now callrd Acts; but such as are 
passed under tEe-provision of the St-;;i~te, 33 Vic., c. B, 
atiIJ retain the original design'ation. ' 

38. Every Act requires the assent of the Governor-General; 
but a passed Act may be disallowed by the Secretary of State 
for India, though his asseot is not nt"Cessary t~ its validaU'on. 

34. Apart from these legislative powers, the Governor· 
General in Counoil, that is the Executive Counci{, is empowered 
to mak~ Regulations havi.ng the force of law for Non-Regulation 
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Provinces, of whioh we sJmll presently have to speak more at 
length. 

35. In case of urgent neces5ity. the Governor-General OIln, 
on bis own authority and without reference to his Oouncil, make 
enaotments which have the force of law for six monthy, 

06. The E\ecutive Council of the Governor-General 
usually meets once a week: the Legislntiye COUDClI, us ocCUSiOD 
may require. 

37. Strangers mny be admitt;\ to tM meetings of the 
Legislative Council; and further publicity is ensured by the 
proviso that Bills mllst be published lU the Gazette of India a 
certain number of times, 

88. • The system of Government us set forth in the fore .. 
going paragrapbs dntps flOW the transfer of India in 1858 
from the East IndIa Company to the Crown; and IS regulated 
by Acts of Parliament-21 & 22 Vic., c. 1U6 (An Act/or tIl, 
bette1' Govemment of India), Ilnu ~4 & ~5 Vic., c. 67, aod 55 & 
56 Vic" c. 14 (Tfte Illdwlt Council& Acts, 18019" 1892), whioh 
may be referred to for further l'articlI\lU's. 

39. Having described the COllstltUtioll aud powers of the 
Supreme Government-the main spri~g, lUi it were, of tha 
entire adminilltrative machinery-we are ill a position to con­
sidel' the details, and to comprehend its modus operandi, which 
we shall now proceed to dISCUSS. 

§ 2.-Territorial Division of India . 
• 

40. In .iew to a clear understanding of the process of 
administration in India, it is necessary in the beginning, by a 
general definition of' its boundaries, to convey nn idea of the • geogtaph ioal position and the extent of tho country, and to 
describe its ~olitical divisions. 

41. Indi, may be said to repre8ent in form a great im'guJar 

triangle having for its base, on the north, the vast Himalayan 
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range" and at its apex, Cape Cotnorin, the extren.e point 011 tire 
Bouth ; the main portions of its western and eastern sides ooing 
washed by the Arabian Sea and the Bay of Bengal respectively. 

42. This tract, whicll is situated between 8° 4' and 36° Ij' 
north latihlde, and 66° 44' !lml 99° 30' ea5tie

1
ngitude, and covers 

an arell of 1,31:18,730 square miles, may be divided territorially 
into-

I. - British India. 
lI.-~lItive States. 

HI. - .Foreign EUI opean Pusses~io[lll. 

§ 3. - BritilSh India. 
43. The BI itish pos5e~siOns in India originally consisted 

( 

of the three settlements at Surat in Gl1jal'at, I;'vrt S~. George 
on the COl'OInandel Coast, uod FOI t WillhllJ III 13eugal. Around 
these liS nuclei gl'ad !lally gl ew other setth'uJents, and thus WerB 
formed what ure called the Presidencies of Madras, I3omLay, 
and Bengal; lhfl tel m Presid(\lncy being derived froUl the fact 
that it,s Govcl'nm£'nt \\ as colii.trrc!eu by a President and Board. 

44. N ow acquiSItions of tel'lltOl y ",ere genel ally attached 
to oDC or other 01 tb('se Presidenciesl though owing to circum­
stances such it lli'i~llbut{on was not always feasible. 

45. Hence a~ tho cll'lpire expanded, the I'resldency of 
Bengal came to include not only Bengal and tho neis.:hbouriug 
provincos of Behar and 0) lWl, bllt tiJ(l whole of tho British 
conqnest..~ in Northern India. ILmng thus become too 6xtensive 
for a single charge, it was for })urpose~ of better admInistration 
split up iuto provinces, or clmrges of lesser extent. 

46. No unnatural or inconvemeut additions of territory 
were made to the o.ther Presldcncict' of Madras and Bombay, 
which may be regarded as provinces. They however continae 
to take precedence over tbe other provinces, "wing to their 
importa,1ce and the constitution of their Government. 
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41. The provinoes are admioistered directly b.y the 
Briti~h Government, and taken collectively constitote what is 
called British India. 

48. The following is a Ih,t of the pl'ovinces into which 
British India is pytit,ioned :­

(1) Ajmere and Merwara. 
(2) Assam. 
(3) Benga1. 
(4) Borar, also known as the Hyderabdd Assign~d Dis­

tricts. 
N.B.-ThlS ca.ll h"J'dly be reckoned as a. province of British 

India though und .. exclusive British management, 
it IS lD fact fO\C1gn territory. 

(~ Bombay. 
(6) Central Pr&vinces. 
(7) COOl·g. 
(8) Mauras. 

(9) N 01 th-Western Provinccfl. 
(10) Ouub. 

N B -The last two (9 and 10) wcm ~ms'gamated in 1877. 

(11) Punjab. 
To these must be added Bdtish Baluchistan, 'Burma, and Port 
Blair, whirh though geogl'al'hicallj outside the limits of Indin, 
h,lve been offiCIally declared to constituto part of Briti!lh 
India. The oot.lying distllCt of Aden, which is under the control 
of the Government of Inpia, may also be reckoned politically 
as part of British India. 

§ -i.-Nan-Regulation Provinces. 

'9. AccorJing to the constitut.ion of its government, each 
Presidency was originally empowered to enact regulatioDs 
prior to the fOQDation ()f a General Legislative Council in 1 t!34. 
Territories added to a Presidency came under the ~.I.istiDg 
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J.legull~tioI1S ; and the aonrll6 of their otfieial 4ppoi~tment' was 
governed by Act of Parliament. 

50. In the case of provinces which were Dot, and could Dot 
be annexed to any Presidency, their official staff could be pro .. 
vided by the Governor-General nor was"'it. regulated by any 
Stutate ; anti what was of greater moment, t~e existing Regula­
tions did not apply to th","'l. Besides, there were parts of the 
older Presidencies which, owing to their backward state of 
civilisation, or other canses, it was desirable to exempt from 
the ordinar) law. 

51. Provinces belonging to the lutter category are known 
8S lS .. g!.!:J~gulation, in contradistindion to those of the former 
class styled tbe ~~':!lC!(~o!t p~Ov! .. !.JCeg. 

52. It will be observed that t;.,o features serve to distln-
• 

guish the Non-RegulatIOn Provinces from the Regulation 
Provinces-one relating to the difference of the laws in 
force, and the other, to tjleir official appointtllents. The 
former has now, except in respect of a few really backward 
and exceptional tracts of country requiring a simple form 
of government, almost uisappeIl.l'ed ; "the latter survives in the 
titles and salaripp of c!crtain officials, and in the fact, that in 
Regulation Provinces eel taip appointments are by law reserved 
for members of the Oovenanted Civil Sel·vice. ' 

53. The traots, in which the difference of laws stiU obtains 
and which may, in a perfectly valid and current sense, be said 
to be extra-regulation, are now spoken of as the SclLedu.led Di8-
!!:.icutio called because they are noted in the Scbedules of Act 
XIV of 1874, which was passed to place them on an inteligible 
basis as regards the la\\'s in force ill them. 

54. It may however be observeu that, owing to altered 
circumstances, the terms, Regu.lation and Non-Regulation have 
lost their former force. and are becominlZ ob8olet;. 
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§ 5.~Proce88 of Administratio71. 
55. A province though subject tQ the general control of 

the Governor-General in Council, has ~ separate government 
of its own. 

56. The folloring list shows the various branches of the 
administration which may obtain in a province :-

(1) Administration-Land (14) Mint. 
Revenue and Genernl. (15) Miscellaneous. 

(2) Assessed Taxes. (16) MunicipalHies and CaD-. 
(3) Customs. fonments. 
(4) Education. (17) Opium. 
(5) Ecclesiastical. (1~) Paper ~1urrency. 
(6) EMise. (19) Police. 
(7) Financial. (20) Postnl. 
(8) Forest. (21) Political. 
(9) .. .1ncome Tax. \. 22) Public Works. 

(10) Jail. 1 ~3) Rcgi~tration. 

(11) Judicial. (24) Salt. 
(12) Marine. (25) Survey. 
(13) Medical. (26) Si,amps and Stationery. 

(27) Telegraph. 
57. The number of branches ih It province depends upon 

a variety of causes, such as its extent, state of advancement in 
civilisation, locality or situation, natural products, &0. 

58. Each branch is .admiuistered by a specialIy organis­
ed establishment; but this treatise is chiefly concerned with the 
first, viz, Land Revenue and General Administration, which 
is common to ever; provinoe, and which, 80 to say, constitutes, 
the 5asis of the entire administrative system. It should 
therefore be horne in mind that oar Icmarks have special I'e fer­
ence to this MUlch of the administration. 

59. To further facilitate and simplify administratic\p, pl'Q-
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vinces are divided into districts, which, excflpt in Madras, arE' 
grouped into larger nreas called divisions; but the district is 
properly spenking the unit of administration 

60. Districts are sub-divided into lesser traets, callpd sub­
divisions in Bengal, tal Ilks in Madras and7,ombay, Rud tah8ils 
in Northern IndIa generally: these suh-districts are the pri .. 
mary units of fiscal admi)JI~Lration, 

ti 1. The designation of administrative officers varies ,vith 
the importance, c'xtent, or nature of their respective chll.rges. 

62. Th!l supreme authOrity in a province is, accortimg to 
its statu~ or importance, styled a Uovernor or LioutenllDt­
Governor whose ,dministrativc chr.rge is known as a Local 
Government. In provinccs under the direct mana~ement of 
the Govel nor-General, who is therefore ,the Local Governmt'nt 
quoad those provinces, tho supreme authority is called a Chief 
Oommissioner who constitutes a Local Administlation. : 

613. Officers holding charge of Divisions are called Com­
missioners. 

64. The title of the highest executive official in a Regula­
tion District is Collector-Magistrate; 'that of a corrcsponding 
officer in a Non-Regul;-tion District is Deputy Commissioner. 

65. The table in Appefldix A, No.1 wIll exmLit at a glance 
the category to whIch onch province belongs, Its variou:! divisions 
and Bub-divisions, and the number of each cla~s of officer 
employod in its general admipistratio~. 

60. The provillcf's enjoy varying degrees of inll~penJence 

in proportion to their importance. 
67, Of the five principal provinces-Madras, Bombay, 

• Bengal, the North·Western Provinces and the Punjab-thtl first 
two are administered by a Governor who, like tho Governor .. 
General, is aided by a Council consisting of the local Com­
mander-in-Chief and two members of the Civil Service. 
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68. The Governor, who is Bsnally an English statesman, 
and the members of his COllncil are appointed by the CrOWD. 

69. For legislative purposes the provincial Executive 
Council in Madras and Bombay is augmented by Dot less thnn 
eight, Dor more dun twenty additional members, besides the 
Advooate-Generlll of the Presidency, who are nominated by the 
Governor, and'of w~o~ .. ~U~..I!st bili..1lUlit ba~R 9ftigial ~iOW!. 

70. The pro~ince of the Legislative Courncil ill l'ostricted 

to subjects of local and provincial interest: it cannot repeal or 
amend any Act of Parliament, or any law pasl!cd in India 
before the Indian eunDcils Act came into operation, nor can i~ 

• 
without the sanction of the Governor-GeneraJ, take into con-
~ideration "any lllea9U1e afiecting the public Jebt, cUlJtoms, 
imperial taxatioll, curre~cy, the post office and teJegruph, the 
penlll code, religion, the military and naval fOrC1:8, patents, 
copyright, or relatiolls with :Foreign States. 

71. The validity of laws or I i!gulations made by the Legis­
lative CounCils in Madrns nnd Bombay is subject to the assent 
of the Governors and of the Governor-Generlll ; and any passed 
enactment may bo disallowed by the ~('cret!lry of Stlltfl for 
India in Council. 

72. One privilpg<', not possessed by other p'rovincial 
Governments, which Mndl/l8 and Bomhay {'njoy is, that.!E. 
cl:rtuin ma~to~s they arc cDtilltd to corrcsIlond dll tlet 'With the 
S~~r~tary of State. -

73. Bengal, the North-Western Provinc('s, and the Punjab 
are administered by LieutenJant·Governor8, who are chosen 
generally from m~ber8 of tbl:l CoveMnted Civil Service of 
not les~ than t.m years' lltanding, and are appointed by the 
Governor-Gemeral with the approval of the Crown. 

74. They lrave no Executive Councils; but the first two 
-Bengal and the Nortb-Weatern P~ovinces-have Counc!ils for 
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jogiii\ative rHII'I'0~CS only, Ilimilur in constitution "to those of 
Madras and llombay. The number of councillors is limited iI1 
the former, to twenty, and III the latter, to fifteen. 

75 The admmistratlOn of a province is conducted by . ~ 
ddfment grades of officers with varymg \dogrees of power, 
variouoly dlstributed among tho distncts, according to their 
importanco, e~tent, or other detet mming circumstances. 

76. The dlfi'rrent branches of the adnlinistration are 
ad miUlstered Ly the provlTlcial Secretariats, subject to the con­
tt'ol of the corre~polld ing Becretatiais of' the Government of 
India, wldeh ill tileir turn ~l'e. llS wo have ahoady stated, super­
vised by tho Go¥el nOI'-Genct\t! amI the Members of his Councll. 

77. The hI anches of the admlOiRtratiun controlfeJ by eacH 
of the SeCletilriats ot tho Government-' of Inula will be fonnu 
I!peClfi~d in Appendl,e A. No.2. 

78. While therefore tho S('crotnry of State ill F.ngland, 
and till' uovernol'-Gl'nornl ill' Council 111 Ilidia aI''' tiJ('oleticlIlIy. 
the snpromo authollty, ullllet the JecentJ:di~atlOn scheme inL­

tialed dllJing the VICeroyalty of Lord l\'Iayo in 1870, tho 
provincial Governme~ts enjoy compaJatively gl'eatel' indepen­
dence than bef'bre. Details of aJUJil1i~trat.ion nre not nolV 

interfered with by the Government of India, who have come 
to recogniRo the fact, that provincial Governmpnts ale neces­
sarily better judges of locallequilcments and conditions. 

79. But though the sn.;)ervisiot;!. exercisod by the Governor­
General in Council is of a general character, there are 
branches of the tldministrat.ion whieh can be efficiently control­
led by the supreme Government alone, sueh.us-

(1) the military defence of Inuia ; 
(2) relations with Foreign Powers and withthe Nalive 

States of India; 
(3) construction of railways and canals; 
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(4) administration of the po~t uftiC(' al1d tf'lfgraph ; 
(5) Inanngl\m~nt of t.he finances of the counhy ; 
(Ii) cOInmercill1 relations. 

80. It will. be observed that the fundamental principle in 
tbe conduct of the IHhmmstration is partition of lahour con .. 

nected with the wo~ing of its branclJes Ilmong' various grades 
nnd classes of offirm'l, according to the nat.urA of their chnrgf's, 
under tIlt' supervision of th,· provincial head, and subject to the 
gtllWlul contI'ol of' the supremo authority, the (iovernor-Gener· 
a\ in CouncIl. 

§ 6 -Native St(lie8. 

81. The Native States in InrlI" may he divided into two 
~lasses :-. 

I.-Those under the immc(linte control of the GUV<'IO-. 
ment of India. 

1I.-'Iho~e unci!'r the dired ~llprl\·i"'ion of' t1Hl I.oeal 
Government~. 

82. To the fl)l'IUer category h('\ong-
(1) Baroda. (4) KalaL. 
(2) Cpntra\lndia State;;. (;j) Ka~t!l1ir. 

(3) Ilyderahau. ~) "M}'sore. 
(i) Rajputana States. 

83. To the latter, npp<'rtnin tho States u~der the­
(1) Govprnment of Bengnl. 
(2) Do. Bombay. 
(3) Do. ·Madras~ 

(4) Do. North-Western Provinces Rnd Oudh. 
(5) Do. Punjab. 
(6) Chief eOlDmissioner of Assam. 
(77 Do. B'lrma. 
(8) Du. Central Provinces. 

• The Government of lndm have alBa w.rect relations WIth ~fghaD' 
ieta.n, !WId N epa.!. 
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84. These Sootes are known 118 Lhe Feudatory States of 
[odia. 

35. These States, according to theil' importance, are ad. 
ministered by Chiefs possessing varying degrees of power 
under the snpervi<;ion of' political officers~Dd subject to the 
authority of the Government of Indill. 

86. It is through th" politicltl officers in charge, that 
tho relations of these States with the Government of India are 
conducted j and, DO State may have politICal communication 
with any other State, or with any foreign power, without the 
consent of the British Government. 

87. In the case of sy~ematic and pflrsistent maladminis­
tration nnd tyratfuy, the Bl'itish Government, in virtue of ik 
supremacy as the paramount power. ~ reserves to itself the 
right of interference for the protection of the people. No 
Native Ohief is immune from trial and punishment for any 
atrocious crime, by Ii tribunal duly constituted under the ordeM! 
of the Government of India. 

88. The principal I'Uling Chiefs are gl'!\nted salutes llS a 
mark of dietinction. 

89. The lowest sa.lute is 9 guns: ant the scale of salute 
rises by 2 to a maximum of 21 gnlls, which is the highest 
Dumber accorded ~o any Chief. 

90. From the synoptIcal table in Appendiz A. No.3, a suffi-

ciently adequate idea may be formed of the relative importance 
of the States, and the manne~ in which their political relations 
with the Government are carried on. 

91. In addition to the number of gnDsr accorded to them 
as rulers of States, saIDe Ohiefs enjoy extra personal s;,lutes, 
granted for special considera tione. 

92. Besides the principal ruling Chiefs noticed in the 
foregoing paragraphs, there are a number of petty aubordi-
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nate Ohiefs attaohed to some of the provinoes, who possess very 
limited'lt>bwers. The administration of theil' estates is mainly 
conduoted under the dil'ect supervision of politICal officers, and 
is subject to the provincial head. 

§ 'l.-Admilii8tl'ative Agency. 

93. The officers till ough whose agency the administration 
is conducted b0Iong to tlVO main categones':­

I.-Administrative, and 
II.-Minh,tcrml. 

94. Administrative OfliCflfS arc the respollAible heads, each 
within his own sphere, in thoir -respective branches of the 
.aJministr~tion. 

95. Ministerial officers prepare the necessary material to' 
aid administrative officers in tho proper dlschargo of tbeir 
[unctions. 

96. These two classes of offi~ers comtitute distinct sel'vices, 
according to the branches of tho adminisr,ration with which 
they are severally concerned. 

97. Broadly s,realnng thu various sen ice'! may be said 

to be bubdivisions of two prinClprLJI servjces-Civil Ilnd 

Military. 
98. In viow of the relations of its mflmbers to thE! 

Government, the Oivil Service is divided into two cInEses :-­
I.-Covenanted, lind 

II. - Uncovenanted. • 
99. The former, known also us the Iudian Civil Servioe, 

'" is composed of persons who have undergone specinl training to 
qnalif} as admln~tl'ators, anu have passed a sevore competi­
tive test in England. 

100. Originally.lll ciVIl offices, minisl:eriul excepted, were 
recruited from this Service j but by the Statute of 1861 (2j & 25 
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Vic. c. 54) the following offices only were reserved £)1' Members 
of the Oovenanted Civil Service :-

General. 

(1) Secretaries, Junior Secretaries" and U nder-Secre­
tarie! to the several Governments in India, except 
those in t,he JriIlitary, Marine, and Public Works 
Departments. 

(2) A cco·untant-General. 
(3) Civil Auditor. 
(4) Sub-Treasurer. 

Judicial. 

(1) Oivil and Sessions Judges, c1r Ohief Judicial Officers 
of districts in the Regulation Provinces. 

(2) Additional and Assistant .1 udges in the said Pro-
vinces. 

( 

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

(4) J oillt Magi§trates in the said Provinces. 
(5) Assistant Magistrates, or Assistants to Magistrates in 

the said Provinces. 

Revenue. 

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

(2) Secretaries to the said Boards of Revenue. 
(3) Commissioners of Revenue, 0:' Chi~f Revenue Officers 

of divisions in the Regulation Provinces. 
(4) Collectors of Revenue, or Chief Revenue Officers of 

districts in the said Provinces. 



( 19 ) 

(5) Deputy or Subordinate Oollectors where combined 
with the office of Joint Magistrate in the said 
Provinces. 

(6) Assistant Oollectors or Assistants to Oollectors in 
the s.md Provinces. 

(7) Salt Agents. 
(8) Uontroller of Salt Ohowkies. 
(9) Oommissiullers of Customs, Salt, an4 Opium. 

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

special circumstances, to such offices, of persons other than • 
Covenanted Civil Servants, subject to certain riStrictions. 
• 102.· But as the conditions imposed were apparently held 
to be not sufficiently hb~rn I, but few appointments were ma.de 
under the permission which had thus been accorded. 

103. In VlOW, therefore, of the policy which had been 
inaugnrated of associating natives·of IndIa in the administration 
of the country, the Home Government by a subsequent statute 
of 1870 (33 VIC. c. 3) provided "additional facilities • • • 
for the employment of natives of India. of proved merit and 
ability in the CIvil Service of Her MaJesty in Inaia." It enacted 
.llat their appointment should be "subject to such rules as may 
be from time to time prescnbed by the Governor-General in 
Oouncil and sanctioned by the Secretary of State in Council 
with the roncurrenre of a alajority.of Members present." 

104. The statute laid down that for its purpose the term, 
'" Natives of India' shall include any person born and domiciled 
within. the dominioos of Rer Majesty in India of parents habi­
tually resident in India, and not established there for tempo.. 
rary purposes only, 

105. Successive Eets of rules were framed under this Aot 
in 1873, 1875, and 1879, for regulatiDg tho appointrifenis of 
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Natives of India to posts ordinarily resened for Members of 
the OovenQnted Civil Service. 

106. The rules of 1879 provided that a proportion not 
exceeding one-fifth of the total number of Civilians appointed 
by the Secretary of State to the CivIl Se1'\~ in anyone year, 
should be Natives selected in India by the Local Governments; 
that each selection s80uld ~l subject to the Ilpproval of the 
Govel nor-General in Council ; and that the selected candidates 
should, save under excepUoual circ~l1nstnnc('s, be on pl'obation 
for two year~. 

10i. But as the plan of nom11l:1t,ion had been proved ~ 
be inefficient in ¥curing ucfequate gllarantee of ability in tho 
Dominee, the rules were held in abpyancp, and Loc!l Govern­
me~ts wer~ allowed wide dl~cretiou in- the system of selection, 
each being left to follow its own modf'. 

108. Thus was constituted an intermediate service, a. 
branch as it were of the Clfvenanted Civil Service, known as 
the" Statutory Oivil Service." 

109. In course of years, experionce showed that the 
measures adopted had failed of the object of the Home Govern-

10 

ment-the more' extended admission of Natives of India, in 
the sen so of the Statute, 'to the higher posts in thd Admi­
nistration. As a matter of fact, in DO case, except in Bengal, 
had a person been appointed n, Stntutory Civilian on the 
gronnd of intellectual qualifir.ations ~Ione, nOlO had any domi­
ciled European or Eurasian received a nomination or an appoint­
ment. 

lLO. As it was recognised that the rule~ referred to a~vo 

' had not operated satisfo.clorily, the question of amending them 
was re-opened in 1884 : indeed a radical change of system was 
considered net'ossary. Protracted correepondeJ.Klo ensued with 
the Sec~etary of State at whose instanoe a COD:!miseion, kDo~ 
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as the PnbHc Sin'nee Commission, WAI appointed with the 
obj~t of deviling II a acheme whioh might reasonably be hoped 
to possess the necetlary elements of finality, and to d<l full 
jMtioe to the elaims of Natives of India to higher employment 
io the public 8ervi~e:' 

1l1. After a protracted enqlliry into the circl1mstancet 
of tbe oase and careful deliberation, the. Commission proposed 
certain radioal changes in the existing system of l'OOruitmeDt for 
civil appointments. These proposals, which, on the reoommend­
ation 'Of the GovemlOOnt of India, were generally acoepted bt 
the Secrt'ltary of State, resulted in the constitution, of two diatinot 
services, for the conduct of the hig1wr branches of the executive 

• • and judiCliI\J work throughout India, to be kno\'\'n as " the Civil 
Service of India," and." the Provinoial Service," each brl1ncb 
of the latter being designated by the name of the particular 
province to which it belongs. 

112. The former-the exisiling Covenanted Civil Service 
uRder a modl6eJ name-will continae to be recruited by com. 
petition in England, and will be open without dietinotion of 
raoe to all natural wrn subjects of Her Majesty. Its members 
will, BS before, fill the majority of t~e hi~8t civil offi_, 
with such a number of smaller offic~s as are calculated to pro­
vide & course of training for tbe younger men. 

HS. The recruitment for the latter service will be made 
in eaoh province under rules fram!ld by the Provincial Govern. 
ment with the sanotion of the Government of India. These 
rolf whilll providing for indispensable edl1cational attainment" 
m1'8li be adapted.to obtain tIloroughly efficient candidatee, ud 
leei'm the dne representation in the service of th~ different 
classes of the community. 

114,. To «i~ effeet to this new system, it was prop98ed to 
&'11'" the QlUJlber of appomtm.au niemd fot tlattl\upetl6r 



eervice-the Oivil Service of India. The Sem-ewry of State 
however was 0ppoSE:d to the transfer of a denlJite portion of 
the chief administrative appointwents to the PlOvincial Service j 

but on the other hanu, he was of opinion thllt there was 
no propriety in reserving to tho ClYII ~',\liee a large propor~ 
tion of many other classes of offices from which there was no 
reason why members .of ~l'e Provincial Service, If possessed of 
the ability, training, ~lld other requisite qualifications, should 
be excluded. 

115. In respect of other offic(1s, PI'ovincial Governments 
are empowered to detrrlllino "hich "hall br reserved exclusively 
for the ProvincIal ServICe. l 

116. As delay wns illt'vitulJle befor(J the new sYitem could 
come into full operation, Provincml Govtlrnments are authorised, 
having due regal'J to the claim~ of InPlllbers of the exi~ting 

(}ov('nanted Service, to ~Pl'0int members of the Provincial 
Service, to offices to which thCl)" shall ultllnately attain. 

117. Tho U ncoyennnteu elYll Service, though unrecognised 
by such a JesignntlOn, comprises in 11 strict SCn5r, the members of 
the Subordmate Executive ServIce j but the term' uncovenanted,' 
has come to be loosely \lpplied to incumbents of all appointments 
not reserved for mem bel'S of tho Covenanted Oivil SerYlce. 

118. Executive offices filled by the lower grades of un­
covenanted officers have, uuder the new system, been constituted 
into fl " Subordiuate OlVlI Servico." 

119. Under the now ~ystOIll, the Statutory CiyH Service, 
and the Uncovenanted Oivil Service, will merge into the Pro­
vincial Service. Henceforth, therefore, the term' uncovenanted,' 
though obsolescent, lllay only be heJJ to apply to the body of 
ministerial officel·s. 

120. No person other than It Statutory Native of India may 
be appo,inted to any office not specially reserved for Oovenanted 
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Civilians, and cal ryjng a salary of Re. 200 a month or upwards, 
without the previous sanction of the Governor-General in 
Council, or, in Madras and Bombay, of the Secretary of State 

for India. 
121. The Milltary Service embraces all Militury Officors 

who, in common with members of the Covenanted Ui vii Service, 
hold office from tho BOI\1(\ Government· Its ranks furnish 

officers for all military !twointmllllt~, al~o I'm appointments to 
the l\1arine, MedICal, Publit W I)rl\~ IIIlIl ~om;' othel branches 
of the udminiRtration. 

122. Special qualifications :lIe rrquired of executive 
• officers for Borne of the other brancllc,> uf thf. ndlllinistration ; 

·and specia' Tllgulahons are presCi ibed for admission into those 
Bel'vices. 

123. Officel's who conduct the relations between the , 
Government nnd the Native States b!!long to the Political De-
pl'lrtmf1nt i the rctttions of NatlvtJ Strltc~ under tho immediate 
control of the Govemment of India, being conducted through 
the agency of officers who con!>tltute a speclul8ervlCe, and whose 
names are borne on what IS called the Graded Ll!:lt of the PoU-• tical Dep:ll'tment under the Government of Ind'ia. 

124. Officers of the latter category are dlVlded into three 
grades-

I.-Residents, of whom there are two cla~ses. 
II.-Political Agents. of wholll there arc three classes. 

lII.-Political Assistant~, of whom there are three classes. 

§ B.-Foreign European Pos8e8hiolla. 
125. The on~ Euroreal! POWCl':l who hold possessions in 

India are Fmnce and Portugal. 
126. Tho Frollch territones conl!l~t of PondlChctry, the 

principall!ellt of the Government, Kankal, Mahi, Yanam. and 
Chandernagore. 
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U7. Th& PQr'1lglte •• POflSeQiQU are a., ~. _, 01 t» 

Government, Damaun, and Diu. 
US. Correspondence with the Govemmeat ()f India on 

matters relating to, or connected with, _0 posSElssioU ia 
ca.rried on by the Governor of Pondicherr, and the Governor­
General of Portuguese bela., throl\gb the Foreign Department. 

129. Correspondence relating to matters with which othel 
Foreign Powers are concerned, is conducted by thei .. reFlpecti'vQ 
Governments, or ConsuleJ Officers, through the Secretary of 
State for India, or the Indian Foreign Office, as the na.tnre of 
the elise may require. 

180. For ruUel' information relating to the administr ... 
I 

tion, the reader- is referred to the various standlfrd works 
treating on the subject. Among these may be mentioned, TAl 
Imperial Gautteer, The Indian Empire, and The Life of Lord 
Mayo, by Sw W. W. HUNTER j Indian Polity, by General Sir 
GIORGI CHESNEY; India, by.Sir JOHN STBACBEY; TAe Land 
Sylteml oj Britl8h. India, by B. H. BADEN-POWELL, etc. 



CHAPTER II. 

OFFIOIAL ROUTINE.' 

§ l.-Necelsity lor Of'!1anised procftllure. 

The di'\'ersity and complex nature of tJIe s,ubjeots which 
oome within the cognizance of It department of the Stat&, 
render their treatment a matter .. of no small ddIiculty. But 
when the consideration of a question involn!l the application 
, of 6stablfshed prinoiples, or of rul{'s oftentimes of an intricate 
oharacter, the difficulty is considerably enchanced hy tlwt 
necessity of obviating conflicting orders. 

2. These circumstances, coupled with the fact, that the 
action taken in any case is likely to form a precedent for future 
guidance in dealing with similar questions, necessitate the adop­
tion of a~ organised system of procedure. Without method it 
is impossible to have ready access to, the materials required 
to elucidate any point at issue, or to secure a just and 
equitable, and at the same time, an ~xpeditious decision. 

3. The procedure in a department is so involved, that the 
uninitiated tyro can only attain to a due understanding of 
its constituent operation8, when -he cOOIes to apprehend their 
respective objects and their natlual sEquence, by following the 
tradt of a hypot~tical question. through the perplexing Bil1uosi· 
t~s pi ofticiaJ rmttiDe. We s1!all, therefore, for his benefit, 
nee the coane of su.ch a question, a8 it passes through tha 
cijft' ... t stages, aDd take advantage of the opportunity to up. the aoioell~e emplQyeti in the condaot of omoial 
bDB~ -
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§ 2.-Preparator!J &tage. 
(a}-The 'receipt.' 

4. Let us aSSume that a subordinate administration has 
submitted to the department concerned, hertain point for 
deoision. Such n communication is termed a receipt in the 
reoeiving department. 

5. Frequently it happens that papPrf; arc transmitted 
with the 'receipt' in fuller explanation of the subject: thrse 
papers are termed enclosures with reference to the I receipt' 
which in such a case is also known as the covering, trans­
mitting, or forwarding poeumenL 'Enclosul'e~,' if copied 
in continuation o,t the 'covoring' communicatiun, are styled 
annexures ; and 'enclosures' of 'enclosures,' sub-enclo­
sures or sub-annexures as the Case may be. 

(b)--Registrahon. 

6. For various obvious . reasons, the 'receipt' is in the 
first place given a serial number, and an entry of it, in the 
briefest detail, made in a book spocially kept for the purpose, 
called a reglster. 

(c)-Docketing. 

7. To enable one to ascertain at a glance the subject matter 
of the' receipt,' a sbort abstract of it is next made, which, with 
certain necessary details relating to the' receipt,' is incorporated 
in what is technically styled a dooke~. 

(d )-' Diarising , 

8. To facilitate access to any specific paper, it is necessary 
to keep an accurate record of the progress' of all • receipts 
in their transit through the department. This is effected by 
means of entries in special classified registers. In such a 
registe~. which is styled a diary, the 'dooket" is then entered 
as an initial step of this proc~ss. 
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(e)-' Referencing. 

9. The due consideration of the questIon at issue requires 
that it should be viewed in the light of previous decisions or 
rulings, if any, on tho subject, and in connection with the 
papers bearing thereon. It IS therefore necessary in the next 
place, that all such documents, or references as they are 
called, should be put up with the' receipt.: The technical term 
used to indicate this process lS referencing. 

(j)_ The' file I or • cllse. I 

10. The 'receipt I and the 'I'eferoncos' put up form a 
file. 

11. The papers III a 'file,' 'r('ferencM' excepted, are 
, (mlled cu'rrent papers, and constItute It case, a term by 
which the' file' is also vaguely known. 

12. Until final orders are passed and carried out the 
file' or ' case' is said to be ' current.' 

13. Should it be consideled nece~sary to suspend action 
on the' receipt,' or should {urtlwr informatIOD, reqUIred for the 
disposal of Lhp 'case,' have been calk·d fOT, the 'case' is 
!laid to be in suspense, amI is callod a.,suspend or an await 
, case.' 

14. If the required Il1forUluti~n is not furnished within a 
reasonable time, I'cruinuers are if-sued at convenient intervals: 
such 1 eminders aJ a also known as takids. This intermediate 
correspondence IS pI cpamtory tv the final dIsposal of the 
, case.' 

(g)-Noting. 

\,5. The • ~ceipt' having been duly 'referenced,' the 
I file,' is rendy for submIssIOn; but as the amount of work 
to be gone through in a depllrtment leaves but little time to the 
officers to wade -through the papers in the '1i1e,' it is necessary 
to draw up a sQccinct re3ume of .the 'receipt,' noting'clear1y 
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the points requiring orders with aU possible arguments for and 
against. This lIummary, ,,·hich is intended to dispense with the 
persaal of the papers in the 'file,' and thus expedite ditpotal, 
ie styled a note. 

§ 3.-SubmiB8ion oj 'fileB.' 

16. The' file' with the' note' is then submittel for orde~ 
through such Qf the junior officers 89 are required by the 
prevailing system of official procedure to help in its disposal 
by an expression of their views. If the point {"1' dedsion is 
of an ordinary nature, th~ offict'lr to whom the 'file: is last 
su.bmitted, if sO' empowered, passes final orders; but)f it 
demands the concurt'ence of other departments, tb~ views (It 

those departments are taken in the firs~ instance. 
17. Should however the qnestion at issue be one of IDore 

than ordinary importance, the • file' is, nfter consultation with 
other departments if necessary, forwarded for orders Jo the 
Momber of the Supreme COlloCiI who presides over the Initi-
1lting department. 

18. In questionfl of grenter illl portance, the' file' is sub­
mitted for the urders of the Viceroy, who m:lY, if he so desire, 
130n8u1t the remaining Members of his Oouncil; and should 
lack of unanimity, or any other reason, render such a course 
necessary, it is ultimately laid before the Council itself for 
discussion and nnal orders. 

19. The views of all the officials through whose hands 
the I file' has ~as8ed, as well as the final order, are recorded 
IUccessively in continuation of the offiel' I no.t.e.' 

20. The order pa.ssed on a 'file,' if the result 0' a dis­
ouuiOD in Council, is known as an order in OOUIlO!l. It is 
MOOrded. below the 'no~' on the 'case,' by' the &oretarl of 
.~ ~nt who was ~sent at the COQooit 
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4.--FinaZ .tagt. 
(a)-DraftiDg 

21. When order has been passed, tho' :file' is returned to 
the proper branch of the department for the preparation of the 
formal order in the usual official style. This formal order, 
which is technically called a draft, is submitted in the usual 
course for approval i and afterwards sent to the copying branch 
of the department, to be faired and issued under tho signature 
or the proper officer. 

22. Mer issue the' draft' is BuLjected to much the same 
operat\jn as the 'receipt,' its n~cessnry pnrticulars being­
recorded in the appropriate register or ' diury.' 

23. The 'case' having been disposed of, hl}s to PBSS 

through two further plOcesses, before it is finally deposited 
among the archives of the State. These processes are intended 
to render it easily come-at-able at any future time If reqllired. 

(b)-Recordmg lind lDdexing. 

24. The first of these processes i~ termed recording. 
It consists in n system of numbering each paper forming the 
, case' in chronological order, and 111 mUldng ~n entry, accord .. 
ing to prescribed form, of the gcmeral subject, etc. of the 
'case,' in a periodical statement, in tabular form. This state­
ment, corresponds to the contents of a book, and is accordingly 
styled a table of oontents. . 

25. The second process is indexing, a tel'm sufficiently 
indicative of the purpose it is intended to serve . 

., (c)-The recordB of the State. 

21. A' recorded case' is oalled a oollection. 
27. 'Collections - form a permanent register of the pro­

ceedings of t~e government, and taken together cODBtitu~ 
the reoords of the State. 
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!8. Important I collections' are printed separau,ly, aDd 
are also hound up collectively in what are '-"\led volumes of 
,prooeldlngs : unimportant collections are not printed. 

29. The forl'going general sketch of the various process-
18 of official routine, through which we have traoked the 
cou'ne of a 'receipt,' will suffice to give lh idea of their 
several objeC'ts and ·their natural sertuence j and show how 
necessary they are to the u.vthodical treatment of individual 
questions in a department whose administrative jurisdiction 
extends over a vast array of subjects. 

30. The processes nOoticed abovo are genemlly ~plica­

hIe t~vel'Y 'rcseipt'; bu t there arc certalll other operations 
and recognised practices obs€'rvable on specific orcasions. 
These will be discussed in a subsequent ,!hapter. 



OHAPTER III. 

OORRESPONDENCE. 

§ 1.-Cla'8i.fication. 
Before discussing the details of its machin(lry, it is well in 

the first pla,ce, to acquire a correct notion of the various classes 
of correspondence in vogue in a secretariat, and of tho precise 
scOpe and nature of each. 

2. Seoretariat correspondenca i, divided into three classes, 
t11Z. :-

I.-offioial. 
n.-dew-offioial, and 

III..., unoffioial. 
§ 2.-0fficial correspondence, 

8. Official correspondence relates, dircctly or otherwise, 
to questions of administration, and is conducted between or with 
officials in t.heir official capacity. 

4. In tho conduc~ of official correspondence, the follow­
ing rules of procedure arc generally obser.ved--

(1) that, as a discipljnary arrangement; no Bubordinat,e 
shaq communicate direc"t with a controlling antho­
rity, but through the channel of his immediate 
superior; . 

(2) that one depart",ent shall not address direct, without 
permission, officials under another department; 

(3) that geDl3rally not more than one point shall be made 
the su.bject of the Bame communication-the im­
portance of this rule cannot be over-estimated ; 

(4) that every communication shall ordinarily be /leif. 
exptanatory, 'enclosures' being forwarded merely 
for possible reference on points of detail ; ., 



( S2 ) 

(5) that ( enclosures' sball, as a rule, be ~ent in copy, 
except-
0) when, owing to their bulk and the dearth of 

copying agency, they cannot be copied-if 
wanted back, their return is specially asked ..... 
for, 

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

(ii!) when merely a report or opinion is required 
thereon, in which case, their return. is in­
variably requested, 

(iv) when, fr~m their nature, they should be sent 
in original, and 

(v) when specially ordar~d to the contrary; 

(6) that demi-official correspondence shall not, 18 a 
rule form ' enclo~ures ' of official communications; 

(7) that no l'eference shall be made to demi-official or 
unofficial com:spondence; 

(8) that no reference shall be mAde to reminderil, 
CXCflpt when the communication is a direot ad 
'int~1'im ~'eply thereto ; 

(9) that no order bball be passed but by, or in consul~ 

tation with, the proper authorit' in regard to the 
subject of reference ; and 

(10) that no official action shall, as a rule, be taken on 
demi-official commnnications. 

5. Administrative measures constitute the sole end of this 
class of oorrespondence; anJ the decisions arrived at in its 
course, are veritable acts 01' proceeding~ of the State. 

§ a.-Demi-official corre8pondence. 

6. In demi-official cQrrespondence, administrative or 
official rolttera form the subjeot of personal communications 
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betweell officials, but without the formnlity of official procedure. 
7. To apprehend the ' scope of uellli-officilll correspond­

ence, it must bo borne ill llllllJ-

«(I) that official correspondence alone is Lronght 011 re­
cord i and 

(~) that the official record of a case sllOulu, as a rule, be 
complete in itself, and contalll lllfol mation on all 
material P')l1lts necessary for Its Ilt~pO"1I1. 

8. A consideration of theFC plilH.'lplcs WIll £'lIabl(' uno to 
determine the ran'go and hll1lls of dptlli-offi.clal COIT(,SPOIHiC'llce. 

9. Whatever is not fit m:ltter .fol' offidal recold Illny np­
propl'iately forlll the subject of ~ueh eOl'regp0l1.Iellc£'. The fol­
rowing are instnnces ill wl1lch cal r(>~pollde))ee IS lI11'll1ite(1 for 
officinl record and may t~('refol e be dfl'ded uPlIli.officwlly : .-

(a) when supplement:lI)' inforll1:lilOn, 01' ('}.l'lUII.dioll is 
Jlcrued on subsdl:lI) !'OlJlt:'l" illelt it. I~ inexprdient 
to notice officJall y ; 

Cl» whon questlOlIs dealt with air strictiy confident.ial lind 
drmnnd "}"treme 8CC l f.' CY j and 

(I') when cases ale ofsllch UlgrJ1CY ih1t, th(lY cannot 
brook the delay lIlcident on ordin;ry ollicin] pro-

• 
cedure. 

10. On the other hand, what is (\~8ential to the di~posal of 
a question, and is conseqnelltly !natella} for official record, 
should not be trf'nteJ o(J]ni-8fficla\ln at thc rll>li of 1 endcring tbe 
record incomplete und uninteiliglbll" 

11. To discrinllnate between lIlattel ('ssent.inl to tho dispo. 
sal of a questioll, :fnd snppll!l11entary information which may 

not be placed on record, it is mcc~sary to Ob~(,l "'.l-
(a) that whatever is aLsolutoly required to nrrh'e at n 

dec(sion Gr conclusion, LeloDgs to the forwor cate­
gory; and 


