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To
His Beogfléncy the Right Honourable
Victor Alexander Brmce, rc, cwst, cHIE, WD,

Rarl of Elgin and Kincardine,
‘Uzceroy and tiovernor-_ﬁeneraf of zndfa.

My Lorp,

I have served the State th the Foreign Office,
during the incumbency of eleven succegsive Vice-
roys, from Lord Canning in 1860, down to Your
Excellency in 1897, when I retived from active

servioe

During this protracted period, I have had amplé’
opportunities of observing, the cesduct "of work in
the secretariats of the Government of Indw. and I
could not help noticing that the return which the
State has hitherto® received, has not been commen-
surate with the large expenditure on their several
eétabhsh'ments I am impressed, and I think it is
abundantly clear to one who has given the aubject
the consideration it meritay that the full measure of
benefit cgn only be se&u}ed by a more extended and
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auiurate knowledge of secretaniat dutids, ok the part
of the ministerial staff; and by a more harmonious
co-operation between departmental officers.

The former has till now been limited, in the
case of clerks, to what could be gamed by personal
experience Whlch from the nawure of t‘hinaa, is slow
of acquisition, and, which, while retarding the full
development of the capabilities of individuals, more
often than not, s imperfect, if not defective, accord-
ing as the matters coming within their cognizance,
are or are not calculated to exemplify the various
complexities of¢vach separate function, As regards
candidates: for clerkships, while its necessity has,
to a certair exfent, been recognised by the Govern-
ment of India, by the institution of the clerical
examination rules, they bave hitherto possessed mo
means of qualfying for even the necessarily meagre
test which has been prescribed, 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 appear to
have yet been adequately realised, from causes Which
it is‘ unnecessary here to discuss., There is however
no doubt that its more gemeral recognition, and the
consequent reduction of its principles to practice,
would eventuate in an official millennjum_ which
would he hailed with joy by 2!l parties concerned.

Hence the idea naturally suggested iteelf to my
‘mind, that my Iong years of experience might: possibly
be utilized by a.careful exposition of the intricacies
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of official” precedure and of departmerital - economy,
whence, by the altered aspect of affairs which it
would be sure to induce, would doubtless accrue to
the State the advantage it had till now failed to
derive; and to these cousiderations this treatise
owes its grigirt®

I have served the Government for upwards of
thirty-six yeass ; during ¢he whole of this period I
have been a member of.the Foreign Office, o depart-
ment of the State which is presided over by the
Governor-General ; and I Rave had the honour of
serving under Your Excellency’s iftstrious Father,
towards the commencement of my official career, as
I have served during Your Excellengy’s mcumbency,
at its termination. In view therefore of these facts,
and of the subject with which fit deals, nothing could
be more appropriate than to dedicate this book, the
fruit of my labours—as I now, do, with' permission
sought and graciously vouchsafede—to Your Excellency,
the reigning Viceroy, and the Head of the State in
whose interests it has been written ; and to subscribe
myself

My Lorbp,
Your Excellency’s most obedient, humble servant,

C. P. HOGAN.



PREFACE.

Tuk pRogressive development and advance of British
power in India give rise to a mulliplicity of administrative
questions of varying degrees of importance and complexity, to
the solution of which it is the province of fthe various depart-
ments of the State to address themselves. Where the field of
administiation is so vast, and the interests involved so great,
such questions must press and demand speedy disposal : hence
the necssity for an organised system of procedure for the
efficient conduct of the work of a department.

Departmental procedure involves the idza of & personnel ;
and this personnel comprises two elements—the administrative
and the ministerial. These two el¢ments must ever operate
in unison in view to effective issue ; and though their spheres of
action are essentially distinet, the former canno’ exercise its
functions except on material prepared Dy the latter.

Excellence of administration therefore implies efficiency in
the personnel, and the means of sécuring a continuity of such
efficiency. The succession of efficient administrative officers
is provided for by the rules framod for the admission of candi~
dates into the various services from which they are recruited. As
to ministerial officers, they were not required to undergo any
+test of efficiency, the acquisition of which was left to experience
that might be gained by virtue of such faculties as they pos-
sesstd , nor was the necessity fo- efficiency in this class of offi-
cers admitted by the State, till quite recently, when it was,
to & certain extent, racognised by the promnlgation of the
clerical examination rules. The rules, while they magde provi-
sion for general educational ablitty compatible with the nature
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of the duties which the clerks were expected to perform, were
practically useless in securing even a superficial, if not an effi-
cient, knowledge of departmential procedure, which constitutes
the essential attributo of mumstersal :Jﬂlwls 1t is true that
the subjecis premllmd for the exammagyn of cagdidates for
clerkships ncluded docheting, piées-wiiting an§ diafting ; but
the rules impliedly admtied that, - ue uhwmv of any text-
book treating fully on the “mhm-- of a clop-ut:mnt know-
ledge " of official procedure must necessantly be scant and
meagre, masmuch as they endcaroured {o suppiy the defi-
¢iency, by presciibmng that tRe candulate selected should be on
probation for one year, hefore bemg confirmed in his appoint-
mcnt. .

These reles wgic intended to supply efficient clerks for
the two main divisions—the lower o1 routine, and the upper
or intcllectual—of the cherical, service. hut, despite the pro-
bationary clause, the stath of affans was hardly a whil Letter,
and the bencfit to the (Fuvernment, n whose interests the
rules were flamed, m tsccmimg a betier educated class of
men, very problematieal mdeed. Tmee and practical results
have exposed the fullacy of. the idea, that the compmatively
meagre Lest preseribed in the rules was well adapted to provide
for the service educutional ability, combmed with a general
knowledge of the principal classes of departmental work, which,
with very little cxperience, would ‘enable the candidate to
acquire efficiency as a clerk, within a far shorter period than
under the old régime ;and the Guvnrmnentt have at length come
to recogniso tho shoitcomiugs of the rules, which, though
they had woiked satisfactonly as regards the lower division
of clerks, had not heen snccessful as a means ,of recruiting
for the upper division. While the gencial kno“ledge of
the successful candidato forcaﬁp upper-division clerkship was
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searcely, if at all, above par of that of his eligible rival in
the lower division, at least so far as the requivements of the
service were conceined, his hnowledge of the principal depart-
mental functions, though judged adequate by the test prescribed,
was lamentably deficient, and necded, as before the issue of
the ru]ec,ﬁl]e.n:ﬂna framig m the school of%experience, as the
clerks of thelower divieion have 1o undergo The appoint-
ment therefore of <uch eandydates to” the supertor grades of
the Secretarsat Vlerial Nerviee, m supersgssion of the claims
of desexving members of *the fower giades, was to say the
least unfau, and exerered a demmabising wfluence on the
latter.

These facts have led b the tecent revwon of the rules by
the aholition of ihe test for the upyer division, and by shghtly
rasing the standard® of the test for the lower davision, by the
inclusion of drafung among the .‘-I'Ill‘gl'i'l?-.. The 1evised 1ules
requite that candudatos (o the lower disiston shall possess a
certamn umount of hnowledoe of *-t;nv of the principal depart-
mental functions . and thal (he upper division shall be reeruited
by the promotion of ehgible ¢lorl < fiom the lofer, and failing
these, by open competition  These requirements, and the main-
tenance ol the probationay (-'I,Lu-:, cleanly *pomt to the necessity
for a rehable and pracueal text-book, which shall convey
preese and accwate insbioetion meoespect ol the variops
depmmwn?M fanctions, and in whieh the candidate for clerk-
ship and the aspuant for premotion may find the mformation
necessaly o eauble them to quahfy themselves, and pass any
requisite tests, .

o Aftemptsd Lawe been made to meet this want by the pub-
lication of a few so-called nuvvuals ;o guade-books, by persons
who have. had no expenience whatever of the working of an
Indian secretatiat ; hut this cneumstance combined with the
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limited scope of these books, and the necessarily imperfect in-
structions contained therein, render them practically of very little
use, if any, in the acquisition of the necessary knowledge of secre-
tariat duties. This work, which embodies the experience of over
& third of a century in the first secletarl:lt. of the Gmermnent
of India, was otiginally intended to supply the deficiencies of such
publications, and to fyrnish an adequate text- book for clerical
candidates, In the course, however, of :ts compilation, the idea
was conceived of making it a complete pracuical treatise on
the working of a department, and thus extending its ephere
of usefulngss to every elass of secretatint officers. A glance at
‘the table of contents will show the plan of the book, and the
nature of the atlempt that has been made : whether oe not, and
to what extent, the objects ammed at have been accomplished,
it is for the @wnprejudiced and impartwl critie to judge.

The bhook, though original m its conception and design, is
in fact a systematisationof ertablished principles of proerdure
obtaining in the secretariats of the Government of India : ite
chief end, which has beea steadily kept in view, is the beuefit
to the State derivable from the practical tiaining of clerks, and
from harmonising, the relations between admimstrative and min-
isterial officers. It is not emough that ihe elerk should possess
complete knowledge of his duties. it is necessary that he
should reduce that knowledge to practice, if efficiency is re-
quired ; and nothmg is better calculated to evoke hearty co-
operation, which is the soul of efliciency, than harmony of
relations between superiors and subordinates. Any attempt
to strain these relations must inevitably, result in dishaimony
and consequent inefficiency.

One, who has not given the matter serious consideration,
is apt to underestimate the importance of the clerk, or to
ignore the by-no-means insignificant position he occupies in
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the goverument of the State: not so the experienced admi-
nistrator, who recognises in the clerk a vuluable and trusty
co-adjntor. If precision, cquity, and amfornty are essentiul
characteristics in the decisions of the Government,—if the
disposal of questions conuected with the adunnistration of the
State, needs, gs 1t does, due consideration in the hght of pre~
ceding phases of those «uestions, vr«of pievious rulings or
orders, or of protedents, or of special 1ules or 1egulations,—then
indeed the value of tho clesk, whose duty ut 1s to furnish the
material necessary thereto, cun never be overestimated : admi-
nistrative officers, from their negessanly buef tenure of office,
could not be evpected to possess the regnisite knowledge of
the wzordﬁ, nor of special rales and regnlations; and any
liche on the pait of the cleik 1s caleulated to seriously coms-
promise the Government, Indeed, o n8 less distingushed
Indian statesman than the Iate S Chailes Aitehison, recognis-
ing the real position and 1ﬂlporr?1pce of the clerk in the
scheme of admmistiation, has thus recorded his views on the
subjoct :—* None but those who hawve had experience of the
wortking of one of the lurge Dt-p:u:tmeu!&l of Government can
well anderstand how mueh 1t 15 in the power of the clerk to
facilitate or impede the work'of #he Goveinment.”  Agam,
a further festimony to the importance of the clerk is borne
by M1, W. Lee-Warner, Secretury m the Political and Secret
Department, India Qffice, Isondon, who, on the occasion of
his vacating the office of Under-Secretary in the Indian
Foreign Office, thns expressed humself in his valedictory
adduess : —* Bhe eficers conld do little withont the establish-
ment, and the supenntendeats are the mam-springs of the
whole machinery.” 1t 1s unnecessary to adduce additional
evidence ifi support of an axiomatic truth. Hence, in the
interests of the State, arises the necessity for a thorough train-
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ing of clerks in the proper knowledge and discharge of their
duties, and for the harmonious co-operation of superiors and
subordinates —the two main objects which form the theme of
this treatise,

In India, where the fiell of employmeni is so lunited,
government cletkslnp 15 the prneipal cureer to‘f\\‘}i‘xull the aver-
age youth aspires, or fp “which be 15 destined ; and this fact has
been 1ecoguised by ~ome of our colleges and schools which have
already undertaken to tram stulents for the clerieal service.
Hitherto, Lowever, mstinctions on the subject bave, m the
absence of any text-book thercon, been necessanly fiagmentary,
and of a more or less general characier | and the Government
have had to be content with <uch poor results as werd possible
under the cicumstances  The present treatise will, by its
introduction® mto vthe ewrnenlum of ~tudies of every eduea-
tional iustitution, render possible o systematic and thorough
training for government ¢tethskaps.  The Government too, with
such a text-book, would D justfied 1 msisting on a more ex-
tendsd knowksdge of sserctanat duties in futore candidates for
admission to 1ts serviee,

A distinefive -featmre of the book 1v, that 1ts usefulness
is not 1estricted to any tfpecaal class of readers: m 1,
candidates for elerkships, wnd clerhs, both junwor aud senior,
whether aspiing to pomotion, or desnous of qualifymmg
the detarls of therr duties; will find 1eady to hand nstruction
and information to satify thewr respectine needs, dven to
the adminisuative officer and the ofhielal eapert 1t will doubt-
less prove a useful handbook of 1eferénce. Great care has
been devoted to make it as complete and practical and reliable
as possible ; and lucidity and acenacy have been specially aimed
at, m discussing the details of the different«departmental
functions,
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Difficulty is often experieuced 1 obtaining any particular
information, from ignorance of the souice whence it may be
got : special chapters have therefore been devoted to a descrip-
tion of the nature ot the mformation deiivable from the
principal lmuks.u{' general reference,

Huving® egmumenced by a gencal deseiiption of the
mechamsm  of admmistration, and discussell 1 detail  the
various functions snecessary for the conduct of work 1n the
Imperial Seeretmuats, thiough whose agengy the country is
admmmistered, the treatise concludes by a deseniption of d:'pmt-
mental economy, that is; of the means hy wiich the machi-
nery of the seeretarial 15 made {0 oper ate,

In the conrse of my expenience I hwe often noticed,
what appeared to moeto be, defeets or rather shorteomings in
the easting departmental systems. Closet ®hser®ation led to
the convietion that no fixed prmeiples hal been  followed
1 determining the details of 1l sydems, which <eemed to e
the outcome of the exigencies ot the moment  Founded on
no recognised standard, arvangements of to-day, affecting
whether the constitubion or (he t‘(‘u.ll(mlf of a department,
have had to be surrendered m favour of these necessitated by
the circumstances of the morow : hepce the working of the
department has come to be laiching in the elements of perfection
and stability; to the detiment of efficiency, and congt-c{uontly,.
to a not inconsiderable extent, ¢f the interests of the State.

These cucumstances mduced me to give the matter
serious consuleration, m view to deteet the sowree of the evil,
and to discovgr the' true prineiples which should  govern
the.proper organtatton and  management of the secretariat,
On due reflection, 1t was patent that the deficicncies in
question were attiibutable to the departure of tho systems,
if they might be so designated, or rather to thew geviation,
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from mature, in whose organisation alone the trup principles
of perfection were to be found. It was therefore clearly
necessary that a correct departinental system must be founded
on natural principles ; and those principles could only be
apprehended by a careful stady of natgre jn the concrete.
Perfection is more or less perceplible in every ovganism, in
every department of natare ; bat its details are to be found
summarised in man, who 1s thercfore jusfly styled the
epitome of the wfiverse. To deduce the true organic prin-
ciples applicable to the secrefarat, it was necessary that the
compurison should be mstituted on the physical plane, that
is, with the physical body of ‘man. Tlis I have accordingly
endeavoured to do in order to ascertan the condition. requi-
gite for the successful working of the department ; and have
embodied the«result)of the comparison in the last two chapters
of this treatise, entitled Zhe Model Secretariat, These chapters
may be objected {o as being foo discuisive in the treatment
of the subject : but could it have been otherwise, when they
aim at drawing conclusions from established first principles ?
The idea of adopting the human organism ay the stand-
ard of comparison, in deteimining the terms on which the
success of an institution may be ensured, is doubtless novel,
and may, by some who have not given the matter the
‘mature consideration it deserves, be held to be. far-fotched,
if not absurd. But, in view of the fact, that analogy is the
master-key which unriddles all mysteries, is the notion so
unreasonable that an organisation to be perfoct must be
based on the principles which underlie ¢he being of natare’s
upique master-plece—the living human orgamsmr Indeed,
the same idea is practically carried out in the political, and
social, and industrial planes, in the constitution and economy of
{be goverpment, of society, and of the various industrial instis
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tutions ; and surely there is no reason why the same princls
ples may not apply with equal advantage to the departmental
system.

Besides the chapters in question, there are certain other
matters treated of in the course of this book, which relate
rather to the .'duties of adminisirative and superior officers,
than fo those with which the subordinate clerk is more im
mediately concersed , and yet the omission of which would
materially impair its complgteness and mar its utility, The
views I have enunciated are the result of long years of care-
fal study, and of personal ohsel\mtwn and experience ; apa
in advancing them, I have not been iuflugneed by any desire

to give ‘undue prominence to what may eventually prove to
be erroneous. I amewell awaie that such as seemingly trench
on the domain of existing 1ule and practic®, or on the rights
of superior officers, will be open to much controversy and
unfavourable comment - indeed, I a.rp not vain enough to for
a moment imagine, or entertain the belief, that my opinions
will be accepted unquestioned, espécially by those who are
prepossessed in favour, or tenacioys, of adveise views, or
who, from whatever cause, are either indiposed or unwilling
to acerd to othem an impartial and- appreciative considera-
tion. All I ask and expect is that condemnation may ba
suspended till such time as those opinions have failed to with-
stand the crucial test ofl experiment.

Official phraseology, in common with the nomenclature
of other sciences, is not understandable by the general reader
mthout clear apd definite explanation of the peculiar meaning
attachmg to the terms. These terms are interspersed through-
out the body of the book ; but to obviate the labour of refer-
ring to the Yparticuiar passage where any specfic term is
explained, in order to learn the sense in which it is taployede,
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or the special notion it is intended to convey, a glossary hag
been added of the various technical words and expressions used
in the transaction of official business.

The glossary is followed by appendices contaming forms
and specimens illastiative of the different defytmental fune-
tions, and other useful wformation, such as the distribution
of the administrative branches and sibjeets dealt with by the
several departments of the Government of JAdia, the clerical
examirtation rules, “ete. Many other items, which might have
been appended and which would doubtless have proved useful
to secretariat officers, have lbud to beomitted, to avoid ex-
tending the work to"undue dimensions,

Those who may be inclined to donbt the usefulness of the
book from apractical stand-pont, who éonsider that an o1nce
of solid practice is worth a ton of theory, should not
forget that efficiency i ﬂwlahtutu:l, and so attained more
quickly when prastice is preceded by theoretical knowledge
thun otherwise, a fact which experience lus abundantly proved,
and which is aniversally recognised : the very clerical examination
rules are evidence of the tadmi~sion of this prineiple.  Without
such knowledge efﬁciencv, if at all possible, can at best be but
slow of acquisition: indeed there are numbers of clerks in
Government offices to-day, even among the ranks of senior
clerks, who, withall their experience of years, arc, to say the
least, sorry specimens of clerital cffictency. Besides, it must
be borne in mind, that this treatise 15 intended for all ciasses of
Government officials : the sphere of its utility must therefore be
co-extensive with its object ; and any opinfon @5 toits gengral
usefulness, based on its applicability to any individual class,
must certainly be ertoneous.

The work deals with matters of a most delicafe nature, the
e”:'positio:f of which has been hitherto unattempted, namely, the
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inner woiking of Indian, secrefariats, and official diecipline,
embracing the nature of the relatiuns that ought to subsist be-
tween depaitmental ofticers, 1n order to secure the efficiency of
a secretariat, without which the interests of the State must
inevitably suffers Diffident of my own judgn.ent us to how far
I may bavderged 1 openly discussing these matters, I have sub-
mitted the Look to the judgment of superior Government officers,
whose opmions, swhich will be found annexed to this preface,
will best <peak for themselvs.

A few words of explanation arc, however, I think, necessary
as to my reasons for wtroducing 1nto this treatise the subjept
of discipline, or the due regulation of the rglations Letween the
different clisses of officers of a depmitment. (In the term,

“officers,” 1 mclude officers, hutllalmllu‘«tr.ltnaam] ministetial;
in other words. I use the term 1 its widest dcccptﬂtwn, in the
sense in which 1t 15 employed in the vanous regulations of the
Government ) The first and fu:um:)gt 1cason is, that a work
which is professedly a complete tieatise on the working of a
secretariat cannot be sud to be sach, if it omits to treat of
the question of diseipline which is ungdeniably nn essential ele-
ment in its economy. Agam, n the course of my long cxpe-
rience, I have observed with re n:et not infrequent instances of
a lack of harmony, nay, I might almost say, a fecling of alienas
tion, 1f not of positive antagonism, between superior and subs
ordinate officers, brought aboutwolely, 1t is hoped, not so much
by disregard, as perhaps by oversight, of the nature of the
proper telations between the two classes, which relations alone
can obviste suah undesinabie results  To 1ectify this evil, that
18, to establish a proper understanding between superiors and
subordmates, and thus ehcit then hearty co-operation, by a
careful analySis and exposivion of these relations, 18 another
strong reason which bas induced e to thresh out and &iscuss the
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subject in all its bearings. In the treatment of the subject, I
have endeavoured to steer clear of dogmatism which was farthest
from my intention : my remarks are entirely based on & know-
ledge of human nature and on the principles of equity ; and I
trust that they will be accepted in the s¥me ‘conciliatory spirit
in which they are offered.

Considering its subjezt matter, and that'it professes to give
clear, procise, and practical instruotions for the performance
of secretariat duties, and aims ‘at harmonising tbe relations
between superior and subordinate officers, this treatise could
only bave been written by a clerk ; for, none but such an one
can fully apprehénd the details and intricacies of the varions
clerical functions, nor can any other realise the difficulties and
disabilities, cand gympathise in the vicissitudes, of a clerk’s posi-
tion, nor declare what shall constitute the true basis of hare
mony between superiors and subordinates, so far as the
ministerial body is concerned. Hence, upon its merits or
demerits, as an accurate and trustworthy guide to the efficient
discharge of departmental duties, none other, save he who is, or
has once been, an abie and cxperienced clerk, is capable of
pronouncing a frue verdict : I accordingly append the opinions
of the registrars and senior clerks of some of the secietariats
of the Government of India,

In commtting this work, such us it is, to the genmerous
criticism of the reader, I would cxpress the hope that he
will treat with indulgence the errors and imperfections which
are the necessary concomitants of every first attempt at metho-
disation ; and that, in arriving at a propér e.timate of its value,
be will merge the persomality ot the writer in the importance
of its subject, and permit po illiberal sentiment to influence
or warp %is judgment. I might have been deterred from .its.
scoomplishment had I anticipated, at the outset, the diffioulties
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which beset the task, and the labour it has cost me. To des
vote every leisure moment, to sacrifice the well-earned repose,
after the daily futigning lubours of a clerical life, to forego
every social pleasure and enjoyment, and to toil, often far
into the night, f;am day to day, and from wmonth to month,
without intermission, at a self-imposed task, after all perhaps
of doubtful istue, were indeed a strain-which, apart from the
mental discipline involved in its special character and literary
execution, mot any and every one may be able or disposed
to bear : to fully realise 1ts harassing natwe, I can only say—
Ezpertus disces quam gravis iste labor.

I shall, however, consider myself amply 1ecompensed for
all my drouble, 1f the work but succeeds in™fulfilling its mission
of conveying a mote extended knowledge of official duties,
and of establishing on a fiin basiy, whpt 18 of far graver
import, though untiappily so frequently ignored, a harmonions
co-operation between the supgrion and subordmato officers of
the department—the principal, if not the only effective, means
of securing the highest interests of the State in,whose service -
I have expended the best yeors of wy life.

I have but to add that, in seekin} the gpinions of Govern-
ment officers and of my colleagues in the service, I was well
aware I was asking them to undertake a very irksome and
laborious task. Their ready and ungrudging response to my'
appeal has, however, far surpassed my expectations ; for,
many have supplementcd their testimony with kind advice and
valuable suggestions that have matetially contiibuted to the
completeness and accmiacy of this work, To them all, I take
this opportum{y of tendering my grateful acknowIedgmonts.

SIMLA : l C. P. HOGAN,
GLENHOGAN, ,
The 30th March 1596.}



OPINIONS

(N
At last T om able to give you an answer with respect to your book. I
regret very much that <t hos been so long delayed, but T could not wnte
conscientiously without reading the bouk curefully thiougl, ond as I conld
only do eo &t long intervals the process was necessanly veryslow T did
not think 1t 11ght to give an off-hand cpimion,

I am now able to say that having stodied the book carefully it seemns
to me calculated to be very usetud there 18, of comse, a great dead in 1t with
which I am not fanfmm, and I bave mysclf Jearnt a gieat deal from the
book which I did not know abont the detuls of office work . but 1t 13, 80
far as my knowledge goes, both accurate and thoough, and 1 lLope that
the Government wifi sec their way to adopt 1t us an official manual That
is, however, o matter on wiich the Seeretaries will have to form the'r own
opinion.—The Hon'ble Sur 2 E MilLgr, k1, ¢81,¢¢, Member wf the
Council of the Gocernor-(i8neral

&)
I am very sorry to have delayed so long in replymg fo your letter of
the 8th ultimo Thedraft copy of yow woth duly came to hand, and I
have read it with much interest

You have succéeded 1n prepating o most uscful manual for Officers
and Assstants, and I only wish that when T was Attrché o even Under-
Secrctary in the Foreign Ofhce, such a work had bron procurable Tt
would have saved e much timc and tiovble 10 mastering a1l the minutio
of office routine.

I congratulate you on the mangement of your buok and, so far ns
I am sble to judge after so long & separaion frumtil:e Foreten Office, on
the completeness and aciuacy of the mformation conveyed m it végarding
official routine and procedure.

Your work will be invaluable to Assistants, and I tiust that you will
succeed jo getting 1t adopted by Government as an official manual, rasa
text-book for the examination of. Assislantsw
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Please putme down aga subscriber for a copy when the complete

work is 1ssued.—CoL. P D 1IENDERsoN, € 8. 1., Resident cn Mysore.
)

I have been through the book and think that it shows an accurate
familiarity with the s@bjects discussed, and a power of clearly expressing
your menuing 'Whun it 18 published I shall be glad to order a copy for
my library —The Ilon'ble Mz W. Lee-WiRNeR, £ 8.1, 1 C 8, Secy. {o the
Govt, of Bombay, Poltl, Dept, and an dddl. Member of the Council of
the Governor-General for mahtny Laus and Regulations (now Secy., Polil.
and Secret Dept, Indwe Ofhee, London)

O
I am son’y I have not 11l now been aMe to give an opinion on your book.

1 think 1t will be demdedly useful to cleks b:ginnlng work in any
of the Government of India recretarats,

C L Tureer, Esq, r.c 8, Cleef Secy. to the Govt iof the Punjab (now Znd.
Finl. Comr , Punjab)
()

I have 1cad yow book with much interest. It contains a great deal of
useful information. I am not sufficiently acquainted with the Jnner working
of he secretariats to be able to formn a valuablg opinion as to the accuracy
ind completeness of the detals embodied 1n 3t But thers can be mo
question ay to the value of such a work t3 many persons joimog a Govern-
ment office, and I can suggest no amendments of 1mportance.

The appendices with Forms, Specimens, cte, will add much to the value
of the book for purposes of reftrence—A H. T. Marmiwpaiy, Esq, Lcas.,
Commr, of Ajmere

(6)

It seems to nve that it (the work) should be very useful to anybody
desuing to become a thoroughly eficient clerk m o Government office, and
I would strongly recommend a candidate for such an appointment to make
himself master of the rules and principles Imd down for hus guidasce.

G, R. Inwiy, Esq, 1¢6, I’o!iu«‘l Agend, Jhallawar,
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M

I return with thanks your book which I have read with interest: it
should prove useful to young clerks in teaching them the details of office
routive~Cor Stz A C. TaLpon, &.c LB, Depy. Secy, to the Gout, of Indsa,
Foreign Depl. (nne Offy, Resdent, Kashmy ).

(8)

1 think your treatise will be useful to many people,

I wish it all success-—J, A. Crawrorn, B~Q, 108, Revenue Comms,,

Baluchistan.
o

I return your bood- wath thanks. It appears to be a very careful and
complete account of the processes i the Government departménts, and I
think it should be very useful for new men, and that 1t will be no less
ugeful for met, withh experience in the service, as furmshing them with
reasons for many processes which they go through mechanically without
quite understunding their 1eul pbject and 1mport.

J. B, O'Conor, Esq, c1E, Director-General of Statistics, and ex-officro
Asst. Secy. to the Govt. of Indua, Dept. of Funance wnd Commerce.

(19)
I have been thio’ your mapual and think 1t migh# bo very useful
it 18 clear
you have taken a great deal of trouble 1 1ts compilation, and I should
be glad to hear 1t proved u success —Caprary H. DALy, .1z, Asst. (now
Offg. Depy.) Secy. to the Gout, of Indua, Foregn Dept.

(11)

Iam much obliged to you for showing me the proof of your treatise
on the working of Indian secretarists. The work contrins & mass of useful
information, which must have given you great trouble in getting togsther,
I am sure thatit will be valuable to all who now are, or are likely to be -
hereater, employed 1n any of the Government offices. '

1t ofight to command a steady sale.—E. H. 8. Crazge, Esq, Aast,
Beey. to the Govt, of Indva, Forangii Dept,
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(12)

I am very sorry that I have boen unable to give an opinion before
this on your book.

It is indeed an excellent compilation and contains a vast amount of
information Which I have no doubt will prove very useful not only to
young men who are anxious to enter the S-cretariat Offices of the Govern.
ment of India] buj also to persons who are already in the service of Govern-
ment.~—C. H. Baupgon, Esq., Regustrar Home Devt.

(13)

I return herewith the copy of your Governmeni, of India Seoretariat
Office Manual, which sesms to me to give full detasl of the work of those
offices besides information on points connected with that work.

The book gives proof of your intimse knowledge of the subject ; and
while the experienced hand will find 1t very useful fer reference, the junior
must find himself well repaid by a careful study of its contents.—Mason
B. L. FRERMAN, V.D., Registrar, Public Works Dept,

(14)
» » » » »

I read through your book at Simls, and” it struck me as being a very
useful work indeed, particularly so for the yodnger men 1n our offices.

* » " * #
H. HseuriNg, Esq., Supdt., (now Reqstiar,) Dept. of Finance and Commerse
(15)
. » . * »
The boolfs & careful compilation and containk useful information.
* * * * »
A. B. WiLsox, Esq, Registrar, Reguslative Dept,
(18}

1 have read your book carofully and with much interest. In my opinion
it would be a most valuable gwde for all secretariat men—officers and
clerks. It must bave given you agreat deal of trouble to compile, and I
think you have sucdeeded in putting together & most useful work, which
I should be glad to see as the Office Manual of the Foreign Department.—
A. J. Rorro, Esq., Supdt., Foreign Office.

' Qan

1 have read your trestwse with much interest and now retrva it with

thanks. The book contains aM des! ’of useful information clearly and
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woll put together ; and will, I feel sure, be of great bLelp fo clerks in the
government secretariats, more especially to beginners whe, so far as I know,
have no other adequate means of acquainting themselves with the processes
which have to be got through in a secretariat—a want which your book
amply supplies. Any clerk staiting life in a government secretariat will, 1
beliove, the soone: pass through his probationary~gapree snd become an
efficient hand with the md of your useful and complefer Manual, than
without its help.—J. L. Miwng, Esq, Supdt, Homg Dept,
(18)

I have read your wreatise with much care and interest. In my opinion,
though the subject 1s most nnportant and intricate, your treatment of it, ..,
your arrangement and codification of the rules and principles governing the
oonduct of official business in largg, offices, leavas nothing to be desired. I
cgn suggest no uapiovpment worthy the name. The accuracy and complete-
npss of your wstructions render the work 1nvaluable to all classes of public
servants employed in the secretarats ; and the book will be exceptionally

oful to the rexruit sjeking such employment I think it would be miost
propriate as a text-book for the examination of candidates for the Govern-
ment of India secretariats,

As to its litorary execvtion, I consider that the language you have
employed is so happily expressed as to be understandable by any person
of ordinary edacation and intelhgence Your explanations of every branch
of public business are clear and exhaustive.

I mayadd that if I liad had yow book in 1889.90, when employed
in re-organising the system of work in the Assam Secretariat, my task
would have besn much simpler and easier than I found it.—~W. SpENCESE,
Esq., Supdt,, Foreign Office.

(19)
(From a Veteran Secretapiat Clerk)
Thus book 1 know has cost its writer
Nights of weary, patient toal ;
But its contents are all the brighter,
For the use of * midnight oil.”

It treats a subject dry as ashes,

* In gterse and limpid style,

INuming as with lightning flashes,
What in darkness lay‘erstwhile.
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Ta words that one's attention fetter,
It leads all who wish to learn,

From ¢ Receipt" to responsive “ Letter,”
Or to “ Resolution " stern

Itetakes them onward from the “ Docket,”
To the ** Preams,” *“ Note,” and “ Draft "
And puts into thewr mental pocket
Things else helpful to their craft.

I “Records " o lore that but rarelg
In a cletic you will find,

And is an “ Indes,” 'f judged squarely,
Of a deep, obse: vané mind

would therefore commendd 1its stu'd_y,
(Though my counsel ucet with sneers),

To clerks whose cheeks with youth §re rudgy,
And to those of nper years,

Nay, fo1 its wealthpf useful knowledge,
It shoald take a text-bouk's place
In every public school and college,
That will tiaan the coming race.—J, W. B



CONTENTS,

PAGE,
Paxrice ,, W v
OriN10NS . - w  XViii
ConTENTS e EXIV
InTRODUCTION o Xxxii
——
CHAPTER 1.
Tar MECHANISM OF ADMINISTRATION IN IxDIA.
§ 1.—Congtitutiog of Government ,
(a) —The India Councl " 1
(b)—The Viceregal Couneil 3
(#)—Bustness in Council 5
§ 2.—Territorial Division of India 7
§ 3.—British India 8
§ 4 —Non-Regulation Provinces 9
§ 5.—~Process of Administration " " 1
§ 6.—Native States . 15
§ 7.—Admnistrative Agenoy ... 17
§ 8.—Foreign European Pogsessions " v 23
CHAPTER 117
Orric1aL RouTiNe,

§ 1.—Nesessity for organised procedure ... = 25

§ 2.—Preparatory stage the ‘receipt; registration ;

*docketing ,’ diarising; * referencing;’ the ‘ file’
or ‘case ;' ‘moting’ .. e ves 26
§ 3.~Submission of ‘ files’ .., - o 28

§ 4.~ Final stage: drafting; ‘recording ;' indexing;
the ' records’ of the Btate o s 29



ARV

CHAPTFER IIL
CORRRSPONDENCR.
$ 1.—Clasmfication vee vos
§ 2 —Official cortespondence ...
$3.—~ De;ni-oﬂiﬁal correspondence e o
§ 4.—~Unoffigial correspondence o e
§ 5- *Ch!l@ﬂ dlﬁem“hatad - | 9 s
CHAPTER IV
RecisTRaTION—DOCKETING—DI4BISING,
§ l -—"Rﬁgi!mﬁon ALL) e
§ 2 —' Docketing’ ol
§ 3.e-Diansing

CHAPTER V

REFERENCING.
§1 —Clasaification of “recerpts’
§ 2.—Quahfications for ‘1eferencing’ "
§ 3.—Pruooss of ‘ referencing’
§ 4 —* References” when complete
§ 5.—~Arrangement of the ‘ file'
§ 6 —Defimition and object o

CHAPTER VI,

Noting,

§ 1.—The * note’ deserihed ke
§ 2.~When the * note’ may or may not be dlapensed mt.h

§ 3.—The preparation of the *note’ San

§ 4—How to begin -

§ 5 —Arrang®ment of its paris vin

§ 5 —Method of writing the *note’ ves e
§ 7.—Diction anu style "o -
§ 8,—Quotations when necessary -
§ 9.—Form of the ‘note’ - o

5 10;—‘D°ﬁniti0n and ohjgﬂt l.l. e e

TAGE.

a1
31
82
84
85

a1
38
41

45
46
46
48
48
b0

61
bl
63
53
b5
56
.87
b8
68
69



xxvi

CHAPTER VII.
Precis.wriTING
§ 1.—What is a précis
§ 2.—The prées classified -
§ 3.—Definition and object ... o

§ 4.—Abstracts differentiated

——

CHAPTER VIII.
DearTiNG.

§ 1.—How orders should be carried out when un-
officially, when denfi-offically, when officially ,
when ‘nnofficial correspondence 18 conducted
by separate communications

§ 2 —Defimtion nnd object

§3.- -Spacles of drafts

§ 4.—The ‘endorsement ' when to be used ; 1ts deﬁnmon ;
its form, how affected  when documants should
be transitted 1n origial, and when in copy;
what papers to be so transmitted, the puiposes
of the “endorsement ,1ts form and object

CRAPTER IX,
DearmiNg—(continued),

§ 1.—Points of contact of the different species of drafts
as to form, division, pnd style avE
§ 2.—Other general characteristic features ...

CHAPTER X.
DRAFTING— (concluded),
§ 1.—The letter - its beginmng and ending, hints as to
selection of the vatious forms of the former «
§ %—The ‘despatch:’ differences in form from the
letter ; 1td style and phraseology ... -

ri@GE.

60
61
62

63
84

66

T4
79

83

86



xxvii

§ 3.~—The ‘office memorandum ' its peculinnity of form ,
when to be used e e

§ 4 —The telegram . special feature as to style; transla-
tion nto code language

§ 5.—The ‘ notyfication ' s general chmactﬁr i a'ab]ecta
for publication .

§ 6.—The Resolution .’ its nature and component parts..

CHAPTER XI.
DesrarcHING.

§ 1 —Copying ' qualities of the fmr-copy ; mode of copy-

ing, as to form, of the diffarent species of drofts
§ 2 —Examming .. e
§3 --Daspatclung particulars tu be &ttended to

CHAPTER XII.
RECORDING.

§ 1.—Treatment of *cases’ after Yssue of orders

§ 2.—Clasmfication of * cases’ for ‘1ecord” -

§ 3.—Discnmimation of the class of ‘proceedings’ in
which a ¢ case’ should be ‘ recorded’ .. .

§ 4.—General 1ules for * recordmg ,’ co:ﬂt:tnent elementa
of a ‘case’ P v .

§ 5.—Process of ‘1ecording ’ arra'ngement of papers ,
points to be indicated on ench paper , determina.
tion of ‘keep-withs, the ‘{able of contents,
editing of ‘notes, further details, rules for
i wunf.armarkiné' . s

§ 6 —Defimtion and object ... v oo

CHAPTER XIII.
IrDEXING.
& 1.—Rationale of indexing
§ 2.—Printiples of indexing s e
§ 3.—The selection of points

PAGE.

87

87

88
89

91
96
98

99
100

100

103

105
112

118
114
114



xxviii

§ 4.—The relection of heads; their classification
§ 5 —Major and minor or sub-heads

§ 6.—Manner of making the entries , indexing of names

spelling of veinacnlar or native names, identi-

fication of individuals in the entries
§ 7.—Definition and object

CHAPTER XIV.
Tee Ancnives aND LiBRaRY
§ 1.~ Final dsposition of ‘ collections or
§ 2.— The Record-Room
§ 3.—~The Departmental Library
§ 4.—The Cential Record Office
§ 6.—The Imparial Lnbiary ... "

SHAPTER XV.
Booxs oF GENERAL RFFERENCE

§ 1.—Classification of books of 1eference

§ 2 —Office or departmental registers

§ 3.—Official publications—
Army Cireulars s
Civil Aocount Code .., -
Gazetteers ,,,
Gazettes
Histories of Services

1

Law Books Acts and Ragulutwns, Codes (P1ro-
vincial); Lists of British Exmetments in fores

mn Native States; Index to the Enactments. -

relating to India; the India Council. Aets;

Indian Law Reports .. "

Official Lists published in Englaml Tha Colomal

Office List; The Foreign Office List;.

The

India Office List; The India List —Civil ygpd

Military; The Official Army List;

o

PAGE,

115
118

119
120

122
122
123
123
124

125
125

126
126
127
128
130

131

184



xxix

PAGE.
CHAPTER XVI.
BoogRs oF GENEBAL RePERENCE—(continved)
Official Publications—
Official Lusts pifbdlished in India: Avmy Lists; Civil Lists ;

Depa1 tmg;tnl Lists " v 140

Officinl Papers . Adminstration Reporfs, Blua Books,
Selections ; Treaties 15l

Regulations . the Civil Service Regulmuns, Army Regu
lations, India wos s 163
Route Books .. 185
Chronologicil Tables ws 155
Glossarivs % 156
Indian Postal Guide ... w106
Indian Telegraph Guide o 156

CHAPTER XVII.
Boogs oF GENERAL REFERENCE—(eoncluded.)
Miscellaneous w;rks—-—

Almanac de Gotha = . 157
Almanae, Whitaker's ... 158
Directories o » 158
Geographical Works ... + 161

Historical Record of Medals snd Honorary Dmhnctlons
(Tancred) . iy i 162
Historical Works ... i 162
Indian Bradshaw vos o 163
Land Systerns of British India (Bmien-Powell) vai 163
Law Books “ o s 163
Modern Cambast {Tato] i [64
Peerage ... e o 164
QGolden Book of India (Lethhndge} s o 164
British Rigiirof Honour (Simmonds) ot 165

Btatesman's Year Book wos _— 166



XXX

CHAPTER XVIII
Proor ComRECIION.

§ 1.—Duties of Examiner
§ 2 —Piocedure for proof-reading

CHAPTER XIX,

Mi1scELLANEOUS PROCRDURE.

§ 1 —General — .
§ 2 —Treatment of * cases’ i
§ 3 —Bubmission of * files’
§ 4.—Tabular statement -
§ 5 —Procedure f 1egard to unofficial references
§ 6.—Subsidiary registers o

CHAPTER XX,
Deragruentar EcoNomr.

§ 1 —The secretamat and 1ts functions

§ 2.—Departmental agency
(a)—Administiative officers
(b)—Manisteria), officers
(¢, —Duties of clerks
(d)—Menmw!

§ 3 —Departmental supervision .
(a)—Duties of superintendent
(b)—Duties of registrar -

—

CHAPTER XXI.

DiISCIPLINE.

§ 1 —Deficiency of the existing systew
§ 2.—Analysis of true discipline

§ 3 —Relation of supesiors towards their aubordmn tes e
§ 4.—Relation of subordinates towards their superiors .,

§ 5. Inter-relation of subordinates “

PAGE

167
167

171
174
176
177
177
179

182

183
184
185
188

188
191

197

213
216



xxxi

: raGa,
CHAPTER XXIIL

TE® MoDkL SECRETARIAT.
§ 1. —Nataure, the prototype of departmental orgamnhon 218

§ 2.—The human organism ., .- . 219
§3. -—anstltug‘onal principles .. w219
§ 4.—The mganisation of a secretariat w220
§ 5.—Its essential requisites . 223

§ 6.—Classification and allotment of work .
(a)—*'Subjective’ and territorial systems, " 224

(b) —Functional system w227
(¢)—The systems compared e w229
§ 7 —Classification and allotment ef functions . 232

CHAPTER XXIII
Teg Mopir SECBETARIAT—(eoncluwded.)

§ 1 —The personnel i s 234
§ 2 —Classification of the members " 236

§ 8 —Qualifications of each class
(a)—Abstiact qualitics - 238
(b)-—Qual fications of register or chlef-c!ark 240
(c)—Qualifications of superintegdent e 24b
§ 4 —Internal economy - o e 247

R
CHAPTER XXIV
GLoSSARY o 264
APPENDICES —

A—Adminstrative Statistics ... w265
B—Forms and Specimens ., 298
C—Specimens of proof correction . 33l

D—Rules #or the Regulation of appointments in tho
Becretariat Clerical Service of the Gavernment

of India and attached offices wi 335
E~Trapsliteration system .. . 342
F—Abbreviations and Contractions o 845

IspEx .., dos w3861



INTRODUCTION.

SUGAESTIONS ON THE USE OF THIS'TREATISE.

%s the book professes to be an exhaustve treatise, in
which is described the entire machinery by means whereof
India is administered by the Brisish Government, the rules
and prinociples therein codified, and the instructions and in-
formation which it contains, must be specially useful to the
various classes of officers, whether administrative or ministerial,
as well as to aSpiring candidates for clerkships, It will
therefore serve a good purpose to makea few suggestions as
to the parts of the book wherein each class may find matter
adapted to its requirements.

Administrative Officers.—Information on points connected
with the government of the State will be found in chapter (1)
which deals with the mechanism of administration. In
chapter (111), are codified the rules and principles relating to
the several classes of ©orrespondence mn vogue in secretariat
offices; while certain other miscellancous procedure, with
which it is necessary that the officers should be acquainted, are
treated of in chapter (x1x). The chapter (Xx) on Departmental
Foonomy is recommended for perusal® special attention is
however drawn to section (8). This section (8), which treats
of departmental supervision, shows the respective duties of
superintendents of branches, and of registrars or chief-clerks ;
and it is imperative that administrative officers should be well
informed as to these duties, as any serious departure from
their legitimate exercise, in relation to subordinates, is eminent~
ly walcujated to lead to a rupture of harmony between superiors
ant subordinates, so fatal to hearty eo-operation, which is a



xxiii

main element of efficicney, and consequently so detrimental
the interests of the State. Chapter (xX1) deals with discipline,
that is the due regulation of the relations between departmental
officers, which is so essential to harmony. A careful analysis of
the basic principlet of discipline is followed, in sections (8) and
(4), by a similag analysis of the principles of harmony which
ought to subsist between superiors and subordinates. Section (4)
contains moreover an exposition of the various means resorted to
by unprincipled subordinates to promote their own selfish, if not
worse, purposes ; and it is highly pecessary that unwary
superiors should be warned betimes, and guarded against such
machinations. There are, besides, various points relating to
the details of the departmental system, of which it were
well that administrative officers should be ,inforped: these
will be found interspersed in the course of the treatise.

Registrar or Chief-Clerk.—Qf the working of the depart~
mental machinery the registrar or chief clerk should possess
a complete knowledge : he is however concerned in a parti-
cular manner with chapters (X1X), (XX), and (XXI) which treat
of certain necessary procedure of a miscellaneous character,
and of the ecouomy or management of the department. As
the ultimate referee in all matters connected with the
working of the secreturiat, it goes without saying that he
should be a thorough master of the departmental system ;
he must have a clear insight intd all its parts, so as to be able
to remove any obstacle or impediment that may clog its
action. He should also make a special study of the principles
of harmonious cé-operation, which is the key-stone of disci-
pline a nd efficiency.

Superintendent.—Not unlike the registrar or chief-clerk,
the supenntendent must be thoroughly wqumnted with all
the intricacies of the departmental eystem. Though under
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a functional classification of the work of a secretariat, the
superintendent is chiefly concerned with the particular faneticn
with which his branch is accredited, yet, in view of his status,
or of the possibility of his transfer to another branch, it
is but rensonable to expect that he should® posgess more than
a mere general knowledge of the work of ehe department.
While therefore he will find complete information on the
subject in the aourse of the treatise, chapters (xX) and (xx1)
are recommended for his careful study, as indicative of the
principles on which alone a branch may be efficiently conducted,

Sentor Clerk.—1f the work of the department is ‘sub-
jectively ' classifivd, the senior clerk 1s required to be conversant
with all ‘the details of the departmental system ; even under
a functional classification, though only a thorough knowledge
of the special function of hs own branch is what is strictly
requisite for him, he ought to acquire proficiency in respect
of such other functions alsn as are suited to his capacity, nay
of the whole departmental system, with a view to his promo-
tion, and possibly consequent transfer to branches accredited
with other functions* Hence, for him, a study of the entire
treatise would be very helpful: chapter (xx), which treats
of the economy of the department, is specially commended
to bis attention.

Junior clerks, who are expected to perform simple
duties of a more or less routine character, should have a
proper idea of official routine, and be acquainted with the ele-
meutary principles of the various departmental functions. The
portions of the book best adapted to theit requirements afe
chapters (1), (1v), v), (v1 §§ [4—97), (%), (%), (x11 §§ [4 & b)),
(x1x § i), and'(xx §2 [c]): the relations of subordinates towards
their guperiors will be found discussed in chapter (xx1 § 4).

Cundidate for  clevkship—The clerical examination
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rules require that the candidate for the lower division of
clerkships shall possess a certain amount of general knowledge
of the principal departmental functions: of course the more
acourate such knowledge, the greater are the chances of his
success. He is therefore recommended to make a careful
study of the fo!rowing portions of this work :—Chapters
(1v § 2), (vi §§ [#—9]), (vi1), (v11D), (1X),and (X). Forappoint-
ments in the upper division of clerkships, when thrown
open to general competition, the candidate should be well
up in the details of all the departmental functions, as
expounded in chapters (11—x), (x1r), (x1m), (xix §1), (xx §
2 [c]) and (xxI1).

This, work, as has been already statél elsewhere, was
originally intended to supply a complete, and practical, and
reliable guide to the working of a secretariat of the Govern-
ment of India, As the Indian departmental system is about
the most complete, if properly gonducted, that could be de-
vised, it would doubtless be advantageous if a similar
system: were introduced, mutatis mutandis, in all subordinate
offices, and in the secretariats of local governments and ade
ministrations: this treatise would do@btlesy afford material
help towards the accomplishment of such an objet.



CHAPTER I

Tae MromANISM OF ADMINISTRATION IN [NDIA,

Before entering upon an exposition of the means by which
the goverpment is conducted, we shall endeavour at the outset
to explain the system of udministration obtaining in India,
and the correlation of its parts, ‘which we]d together into a
consistent whole, the component elements that constitute the
British Empire in the Kast.

2. Preliminary however to discussing the details of the
administrative machinery, it is necessary to form an accurate
idea of the chief controlling autkority, without which it is im-
possible to comprehend in its integrity the complex process of
administration.

§ 1.—Constitution of Government.
{(a)--The India Qouncil.

3. As adependency of ihe British Crown, India is pri-
marily ruled by the Queen of England under the style of
Empiess of India, a title assamed by her in 1877, as declaratory
of the supremacy of the Biitish Government over all the Native
States in India.

4, The Home Government of India is conducted through
a Member of tBe British Cabinet, the Secretary of State
for India, aided by his Council, known as the Council of

India,
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8. Of the members of the Council, fiftcen in number, who
are appotnted.by the Secretary of State, twelve heold office for a
term of en years, which may however, for specig] reasons, be

pextended ‘for fve years more ; the remaining three, having
“.pwﬁessional or other special qualifications,ymay be appointed
for life,

8, The majority of members must be pérsons who have
held high office or resided in India for at least ten years, and
whe have not left India moie than ten pears before their
appointment,

7. As a rule every order proposed to be made by the
Secretary of Stato, must bé laid before the Council prior to
its issue. ‘ : .

8. The Secretary of State may, however, make the
order—

(@) when the question at issue is considered nrgent, in
which case he must record his reasons for doing
803

(V) when extraordinary expenditure is involved ;

(¢) when the questions dealt with affect the relations
of the government with Fogeign Powers, sach
ag making war o1 peace, and presetibing the
policy to be followed towards Native States ; and
generally.

(d) in matters in which sccrecy is nocessary.

9. But no grant or appropriition of any part of the
revenues of India may be made without the concurrence of a
wajority of votes at a meeling of the Council ; the power how=
ever of the Council in controlling espendifure can only be
exercised in regaid to the ordinary business of the administra-
tion,
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(4)—~The Viceregal Connoil.

10. InIndia the head of the government is the Governore
General, generally a statesman of egtablished réputation. -in
Europe, who is appointed by’ the Crown, and whose hnuu.*
office, though notylimited to any specifie term, custom has fxed
at five yeas, Since the transfer of the government te the
Crown, the Governor-General is ulso styled Viceroy, but the
term is not recogniged by law.

11, The Governor~General also is aided"in the government
of the country by a Council, which may be compared to the
Cabinet of a constitutional country, and which, in its functions,
is of a twe-fold character —executtve and legislative.

12.» The supreme authority in India consequently vests
in the Governoi-Gengral in Council subject to the control of
the Secretary of State in England : and every executive order
and legal statute issucs in the name of the Governor-General
in Council,

13.  The Ordinary or Exocutive Council of the Governor-
General is composed of six members, who are appointed by the
Crown, and whose term of office extends ordinanly to five years.

14. When required to pass lefislative enactments, the
Council, which is then styled the Legislative Council, is aug-
mented by not less than ten, nor more than sixteen extra mem-
bers, who are nominated by the Governor-General.

15. These-additional members, of whom not more than six
may be officials, arc selected from offictals and representatives
of the non-official European and Native communities of pro=
vinces ; and hold office for a term of two years,

*16. The Communder-in-Cluef in India, who is tha chief
military authority in the country,is formally an extraordinary
member of the Viceregal Council, and takes precedence at the
Council next after th: Governor-General.
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17. 8o are the Governors of Madras and Bombay, when
the Oouncil, which may be held at any place in India, meets
within their presidencies.

18, The Lieutenant-Governor or Chief Commissioner
of any province in which the Council may Fssemble, also acts
as an additional member,

19, The members of iiie Executive Cotncil 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.

(2) The Home Department.

(3) The Revenue and Agricultural Department.
(4) The Public Works Department,

(5) The Military Department.

(6) The Legislative Dupartment.

(7) The Department of Finance and/Commerce.~

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

21, Three of the members must have served in India for at
least ten years : of these two are covenanted civilians, and have
charge of the Home Department, the Revenue and Agricultural
Department, and the Public Works Department, the first two
departmonts being controlled by one member ; the third is
u military officer, and holds charge of the Military Department.

22. Of the two remaining members, one who must be &
barrister-at-law, or a Member of the Faculty of Advocatés in
Beotland, of not less thun five years’ standing, presides over
the Legislative Department ; the other controls. the Depart-
ment of Finance and Commerce.
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23. The Home Department regulates the internal adminig-
tration of the State : the funations of the other departments, and
The branches of the administration with which they are severally
conocerned, are indicated by their respective designations.

!¢)~—Business in Couneil,

24, Besides the Member of Council, who may be said to
represent a Secr‘etary of State, the department over which he
presides has a Secretary, who holds a position similar to that
of an Under-Secretary in England,

25. The power to dispose of ordinary matters within the
province of a department rests with the Member in charge,
or is delegated by him to the Secretary whose other duties
are—

(a) to place evesy case before the (Governor-General, or
the Member in charge of his Department, in a
complete form, ready for final decision, ie.,
accompanied by ae note, with his own opinion
recorded thereon ;

(b) to send the business of bis Department to the
Member in charge, for first perusul and initiation
of orders ;

(¢) to send papers of specisl importance at once to the
Governor-General, who will initiate orders himself
or send them for imtiation by the Member in
charge ;

(d) to see that no papers come before Council without
having been previously seen by all the Members ;

(¢) to attend meetings of the Council if neceseary.

26. In matters of greater moment, the papers, with the
Member’s orders or opinion, are submitted to the Governor-
General for approval . and if concurred in by the Governor-
General, orders are issaed accordingly.
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27. If the views of the Member are not approved, or, if
owing to the importance of the matter, or for any reason, it is
oonsidered desirable to do so, the Governor-General directs the
papers to be circulated to all or certain of the members, or to
be brought up in Council for discussion.

28. Ordinarily when a question comes before the Council,
it is decided in accordance 'with the opinions'of the majority
.of mewbers. But the Gavernor-General is empowered by law
to act on his own opinion alone, whenever the safety, tranquil-
lity, or interests of the British possessions in Indis may, in his
judgment, be essentially affected.

29. Measures for legislation are submitted to the Gov-
ernment of India in the shape of proposed enactments;

80. These are then submitted by the department con-.
cerned for consideration by the Governor-General and Law
Member, and afterwards circulated to the other members of
the Executive Council, previous to being laid before the Legis-
lative Council as draft Acts or Bills.

31. Committees are mnext appointed by the Legislative
Council to consider each Bill, which after publication in the
Gazette of India, in the manner prescribed, is either rejected
or modified, or passed into law.

32. Legmlatwe enactments, which were befcre 1833
passed under the provmon of the S_t_;ﬂlte, 33 Vic, c. 3,
still retain the original designation.

83. Every Actrequires the assent of the Governor-Gteneral;
but a passed Act may be disallowed by the Secratary of State
for India, though his assent is not necessary to its validation.

34. Apart from these legislative powers, the Governor-
General in Council, that is the Executive Council, is empowered
to make Regulations having the force of law for Non-Regalation
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Provinces, of which we shall presently have to speak more at
length.

35. In case of urgent necessity, the Governor-General can,
on his own authority and without reference to his Council, make
enactments which have the force of law for six wonths,

36. The Elecutive Council of the Governor-General
usually meets once a week : the Legislative Council, us occusion
may require. )

37. Strangers may be admitted to thé meetings of the
Legislative Council ; and further publicity is ensured by the
proviso that Bulls must be published 1n the Gazette of India a
certain number of times,

38. «The system of Government as set forth in the fore.
going paragraphs datgs fiom the transfer of India in 1858
from the East India Company to the Crown ; and 1s regulated
by Acts of Parliament—21 & 22 Vie,, ¢. 106 (An Act for the
better Government of India), and 24 & 25 Vie., c. 67, aod 55 &
56 Viec., c. 14 (T'he Indwan Councils Acts, 1861 § 1892), which
may be referred to for further particnlars.

39. Having described the coustitution aud powers of the
Supreme Government—the main sprifig, as it were, of the
entire administrative machinery—we are in a position to con-
sider the details, and to comprehend its modus operandi, which
we shall now proceed to discuss.

§ 2.—Territorial Dipision of India.

40. In view to a clear understanding of the process of
edministration in India, it is necessary in the beginning, by a
general deﬁmuon of its boundaries, to convey an idea of the
geographical posltwu and the extent of the country, and to
desoribe its political divisions.

41. Indig may be said to represent in form a great irregular
triangle having for its base, on the north, the vast Hunalayan
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ranges, and at its apex, Cape Cofnorin, the extren.e point on the

south ; the main portions of its western and eastern sides being

washed by the Arabian Sea and the Bay of Bengal respectively.

42, This tract, which is situated between 8° 4' and 86° 15

north latitude, and 66° 44" and 99° 30" easNengitude, and covers

an aren of 1,388,730 square miles, may be divided tervitorially

into— .
I.—British India,
1I.—Native States,
1L —Foreign Ewopean Possessions.

§ 8.— British India.

43, The Buitish possessions in India originally consisted
of the three settlements at Surat in Gujarat, Fort 8., George
on the Coromandel Const, and Fort Williamn Bengal, Around
these as nuclei gradually giew other settlements, and thus were
formed what are called the Presidencies of Madras, Bomtay,
and Bengal ; the tesm Presidency being denved from the faet
that its Government was conducied by a President and Board,

44, New acquisitions of terntory were generally attached
to one or other of these Presidencies, though owing to eircum-
stances such a distiibution was not always feasible,

45. Hence as the empire expanded, the Presidency of
Bengal came to inclade not only Bengal and the neighbouriug
provinces of Bebar and Onsa, but the whole of the British
conquests in Northern India. Having thus become too extensive
for a single charge, it was for purposes of better admunistration
split up ioto provinces, or charges of lesser extent,

46. No unnatural or inconvement additions of territory
were made to the other Presidencies of MaJras and Buﬁlbay,
which may be regarded as provinces. They however continue
to take precedence over the other provinces, owing to their
importaace and the constitution of their Government,
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47, The provinces are administered directly by the
British Government, and taken collectively constitate what is
called British India,

48. The following is a list of the provinces into which
British India is pggtitioned :—

(1) Ajwmere and Merwara,
(2) Assam.
(3) Bengal.
(4) Berar, also known as the Hyderabdd Assigned Dis-
tricts.
N.B.—This can hardly be reckoned as & province of British

India though under exclusive British management,
it 18 1n fact forergn territory.

(& Bowmbay.
(6) Central Prdviuces.
(7) Coorg.
(8) Madras.
(9) North-Western Provinces.
(10) Oudh.
N 2 —The last two (9 and 10) were amslgamated in 1877,
(11) Punjab.
To these must be added Biitish Baluchistan, "Burma, and Port
Blair, which though geographically outside the limits of India,
have been officially declared to constituto part of DBritish
India. The outlying distiict of Aden, which is under the control
of the Government of Ingdia, may also be reckoned politically
as part of British India.

§ 4.— Non-Regulation Provinces.

19. Accord’ing to the constitation of its government, each
Presidency was originally empowcred to enact regulations
prior to the foymation of a General Legislative Council in 1834,
Territories added to a Presidency came under the xisting
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iiegulations; and the course of their oficial appoiatments wWas
governed by Act of Parliament.

50. In the case of provinces which were not, and could not
be annexed to any Presidency, their official staff conld be pro-
vided by the Governor-General nor was™w regulated by any
Statate ; and what was of greater moment, tﬁe existing Regula-
tions did not apply to them. Besides, there were parts of the
older Presidencies which, owing to their backward state of
civilisation, or other causes, it was desirable fo exempt from
the ordinary law,

51. Provinces belonging to the latter category ars known

as Qon-Regulation, in conteadistinction to those of the former
class styled the R¥gulaton Proviuces.

52. It will be observed that two features serve to distin-
guish the Non-Regulation Provinces from the Regulation
Provinces—one relating to the difference of the laws in
forco, and the other, to their official appointments. The
former has now, except in respect of a few really backward
and exceptional tracts of country requiring a simple form
of government, almost disappeared ; the latter survives in the
titles and sularies of certain officials, and in the fact, that in
Regulation Provinces ceitaip appointments are by law reserved
for members of the Covenanted Civil Service,

53. The tracts, in which the difference of laws still obtains
and which may, in a perfectly valid and current sense, be said
to be extra-regulation, are now spokeh of as the Scheduled Dis-
tricts, 50 called because they are noted in the Schedules of Act
XIV of 1874, which was passed to place them on an inteligible
basis as regards the laws in force in them.

54. It may however be observed that, owing to altered
circumstances, the terms, Regulation and Non-Regulation have
lost their former force, and are becoming obsolete.
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§ 5.—Process of Administration.
55. A province though subject to the general control of
the Governor-General in Council, has a separute government

of its own.

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

(1) Administration— Land
Revenue and General.

(2) Assessed Taxes.

(8) Customs.

(4) Education.

(5) Ecclesiastical.

(6) Escise.

(7) Financial.

(8) Forest.

(9), Income Tax.

(10) Jail,

(11) Judicial.

(12) Marine.

(13) Medical.

(14) Mint.

(15) Miscellaneous.

(16) Municipalities and Can~
tonments.

(17) Opium.

(18) Paper (Jurrency.

(19) Police.

(20) Postal.

(21) Political.

122) Public Works.

€23) Registration.

(24) Salt.

(25) Survey.

(26) Stamps and Stationery.

. (27) Telegraph.

57, The number of branches in a province depends upon
a variety of causes, such as its extent, state of advancement in
civilisation, locality or situation, natural products, &o.

58. Each branch is administered by a specially organis-
ed establishment ; but this treatise is chiefly concerned with the
first, viz, Land Revenue and General Administration, which
is common to every province, and which, so to say, constitutes,
the Dasie of the entire administrative system. It should
therefore be horne in mind that onr 1emarks have special refar-
ence to this branch of the administration.

59. To further facilitate and simplify administration, pro-
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vinces are divided into districts, which, escept in Madras, are
grouped into larger areas called divisions ; but the district is
properly speaking the unit of administration

60. Districts are sub-divided into lesser tracts, called sub-
divisions in Bengal, taluks in Madras anE’P-omhay, and tahsils
in Northern India generally : these sub-districts are the pri-
mary units of fiscal adminstration.

61. The designation of administrative officers varies with
the importance, extent, or natare of their respective charges.

62. The supreme authority in a province is, according to
its status or importance, styled a Governor or Licutenant-
Governor whose administrafive charge is known as a Local
Government. In provinces under the direct management of
the Governor-General, who is therefore .tbe Local Government
guoad those provinces, the supreme authority is called a Chief

Jommissioner who constitutes a Local Administiation.

63, Officers holding charge of Divisions are called Com-
missioners.

64. The title of the highest executive official ina Regula-
tion District is Collector-Magistrate ; that of a corresponding
officer in & Non-Regulation District is Deputy Commissioner.

65. The table in Apperdiz A No. 1 will exhabit ata glance
the category to which each province belongs, its various divisions
and sub-divisions, and the number of each class of officer
employed in its general administration.

66. The provinces enjoy varymg degrees of independence
in proportion to their importance.

67. Of the five principal provmces—Madras, Bombay,
Bengal, the North-Western Provinces and the Pun jab—thb first
two are administered by a Governor who, like the Governor-
General, is aided by a Council consisting of the local Com~
mandenin-Chief and two members of the Civil Service.
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68. The Governor, who is usually an English statesman,
and the members of his Council are appointed by the Crown.

69. For legislative purposes the provincial Executive
Council in Madras and Bombay is augmented by not less than
eight, nor more than twenty additional members, besides the
Advocate-General of the Presidency, who are nominated by the
Governor, and of whom st least half wnst be non-offieial persons.

70. The province of the Legislative Council is restricted
to subjects of Jocal and provincial interest : it cannot repeal or
amend any Act of Parliament, or any law passed in India
before the Indian Cooncils Act came into operation, nor ean it
without the sanction of the Governor-General, take into con-
Sideration “any measme affecting the public debt, customs,
imperial taxation, curreacy, the post office and telegraph, the
penal code, religion, the military and naval forces, patents,
copyright, or relations with Foreign States.

71. The validity of laws or 1&gulations made by the Legis-
lative Councils in Madras and Bombay is subject to the assent
of the Governors and of the Governor-General ; and any passed
enactment may bo disallowed by the Secretary of State for
India in Couneil,

72. One privilege, not possessed by other provincial
Governments, which Madias and Bombay enjoy is, that in,
certain matters they arc entitled to correspond durect with the
Secretary of State.

73. Bengal, the North-Westeru Provinces, and the Punjab
are administered by Lieutenant-Governors, who are chosen
generally from members of the Covenanted Civil Service of
not less than ten years’ standing, and are appointed by the
Governor-General with the approval of the Crown.

74. They lrave no Executive Councils ; but the first two
—Bengal and the North-Western Provinces—have Counils for
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Jegislative purposcs only, similur in constitution to those of
Madras and Bombay. The number of councillors is limited in
the former, to twenty, aud 1 the latter, to fifteen,

75 The admimistration of a provinco is conducted by
different grades of officers with varyingvdegrees of power,
variously distributed among the districts, according to their
importance, extent, or other determning circumstances,

76. The different  branches of the administration are
adminstered by the provincial Secretariats, subject to the cons
trol of the corresponding Secretatiais of the Government of
India, which in their turn are, as wo have alicady stated, super-
vised by the Gogeinor-General and the Members of his Council,

77. The hanches of the administration controlfed by eachi
of tho Secietariats of the Government of India will be found
specified in Appendic A. No. 2.

78, Wilnle thereforo the Secretary of State in Fngland,
and the Governor-General in* Couneil m India are theotetieally,
the supremo authonity, under the decentralisution scheme inw
tiated dming the wviceroyalty of Lord Mayo in 1870, the -
provincial Governments enjoy compaiatively greater indepen-
dence than before. Detmils of administration are not now
interfered with by the Government of India, who bave come
to recognise the fact, that provincial Governments are neces-
sarily better judges of local 1equitements and conditions.

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

(1) the military defence of India ;

(2) relations with Foreign Powers and with the Native
States of India;

(3) construction of railways and canals ;
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(4) administration of the post office and telegraph 3
(5) management of the finances of the country ;
(6) commercial relations.

80. It will be observed that the fundamental principle in
the conduct of the admimstration is partition of labour con«
nected with the working of its branches among various grades
and classes of officers, according to the nature of their charges,
under the supervision of the provincial head, and subject to the
general control of the supremo authority, the (fovernor-Gener-
al in Council.

§ 6 —Native States.

81. The Native States in Indm may be divided into two
£lasses :—,

I.—Those under_ the immediate control of the Governa
ment of India,
IL.—Those under the direct supervision of the Local

Jovernments,
82. To the former category helong—
(1) Baroda. (4) Kalat.
(2) Central India States, (5) KasLmir,
(3) Hyderabaa. %) Mysore.

(7) Rajputana States,
83. To the latter, appertain tho States under the—
(1) Government of Bengal.
(2) Do. Bombay.
(3) Do. *Madras,
(4) Do. North-Western Provinces and Qudh,

(5) Do. Punjab.

(6) Chief Commissioner of Assam.

@y Do. Bnrma.

(® Do. Central Provinces.

. ®The Government of india have also duect rlations with Afghan.
istan, and Nepal.
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84, These States are known as the Feudatory States of
[ndia.

85. These States, according to their importance, are ad-
ministered by Chiefs possessing varying degrees of power
under the supervision of political officers;™and subject to the
authority of the Government of India.

86. It is through tha political ofticers in charge, that
the relations of these States with the Governwent of India are
conducted ; and' no State may have political communication
with any other Btate, or with any foreign power, without the
consent of the British Government.

87. In the case of sysematic and persistent maladminis-
tration and tyraitny, the British Government, in vigtue of its.
supremacy as the paramount power, reserves to itself the
right of interference for the protection of the people. No
Native Chief is immune frow trial and punishment for avy
atrocious crime, by a tribunal duly constituted under the orders
of the Governuent of lndia.

88. The principal ruling Chiefs are granted salutes as a
mark of distinction.

89. The lowest salute is 9 guns : and the scale of salute
rises by 2 to a maximum of 21 gans, which is the highest
number accorded to any Chief.

90. From the synoptical tablein Appendiz A, No. 3, a suffi-

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

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

92. Besides the principal ruling Chiefs noticed in the
foregoiug paragraphs, there are & number of petty subordi-
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nate Ohiefs aitached to some of the provinces, who possess very
limited ‘fowers. The administration of their estates is mainly
conducted under the direct supervision of palitical officers, and
is subject to the provincial head.

§ ¥.—Administrative Ageney.

93. The officers thiough whose agency the administration

is conducted belong to two main categories :—
I.—~Administrative, and
I1.—Ministerial,

94, Admiuistrative officers are the responsible heads, each
within his own sphere, in thoir erespective branches of the
«administrgtion.

95. Ministerial officers preparo the necessary material to'
aid administrative officers in tho proper discharge of their
functions.

96. These two classes of offigers constitute distinct services,
according to the branches of the administration with which
they are sevorally concerned.

97. Broadly speaking the various services may be said
to be subdivisions of two prineipa® servjces—Civil and
Military.

98, In view of the rolations of its members to the
Government, the Civil Service is divided into two classes :—-

I.—Covenanted, and
I1.—Uncovénanted.'

99. The former, known aiso as the Indian Civil Service,
is composed of persons who have undergone special training to
qualify as adwinistrators, and bave passed a severe competi-
tive test in England.

100. Originally all civil offices, ministeria) excepted, were
recruited from this Service ; but by the Statute of 1861 (ﬂgi & 25
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Vic. ¢. 54) the following offices only were reserved for Members
of the Covenanted Civil Service :—

General,

(1) Secretaries, Junior Secretaries,g and Under-Secre-
taries to the several Governments in India, except
those in the Military, Marine, and Public Works
Departments.

(2) Accountant-General.

(3) Civil Auditor.

(4) Sub-Treasurer.

Judicial,

(1) Civil and Sessions Judges, dr Chief Judicial Officers
of districts in the Regulation Provinces,

(2) Additional and Assistant Judges in the said Pro-
vinces. ‘

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

(4) Joint Magigtrates 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 Presiden-
cies of Bengal and Madras,

(2) Secretaries to the said Boards of Revenue.

(3) Commissioners of Revenue, ox Chief Revenue Officers
of divisions in the Regulation Provinces.

(4) Collectors of Revenue, or Chief Revenue Officers of
districts in the said Provinces.
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(5) Deputy or Subordinate Collectors where combined
with the office of Joint Magistrate in the said
Provinces.

(6) Assistant Collectors or Assistants to Collectors in
the seid Provinces.

(7) Balt Agents.

(8) Controller of Salt Chowkies.

(9) Commissivners of Customs, Salt, and Opium,

(10) Opium Agents,

101. The same Statute permitted the appointment, under
gpecial circumstances, to such offiges, of persons other than
Covenanted Civil Servants, subject to certain restrictions.

* 102. *But as the conditions imposed wero apparently held
to be not sufficiently hberal, but few appointments were made
under the permission which had thus been accorded.

103. In viow, therefore, of the policy which bad been
inangurated 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 “ additiona) facilities * * *
for the employment of natives of India, of proved merit and
ability in the (il Service of Her Majesty in India.” It enacted
Jat their appointment should be “subject to such rules as may
be from time to time preseribed by the Governor-General in
Council and sanctioned by the Secretary of State in Council
with the concurrence of a majority-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 dominions of Her Mujesty in India of parents babi-
tuslly resident in India, and not established there for tempo~
rary purposes only,

105. Succéssive sets of rules were framed under this Act
in 1873, 1875, and 1879, for regulating tho appointoients of



( 90)

Natives of India to posts ordinarily reserved for Members of
the Covenanted Civil Bervice.

108. The rules of 1879 provided that a proportion nob
exceeding one-fifth of the total number of Civilians appointed
by the Secretary of State to the Civil Servipe in any one year,
should be Natives selected in India by the Local Governments ;
that each selection should 2 subject to the approval of the
Governor-General in Council ; and that the selected candidates
should, save under exceptional circamstances, be on probation
for two years.

107, But as the plan of nommation had been proved &
be inefficient in gpcuring mTequate guarantee of ubility in the
nominee, the rules were held in abeyance, and Local Govern-
ments wore allowed wide discretion ine the system of selection,
“each being left to follow its own mode,

108. Thus was constituted an intermediate service, a
branch as it were of the Cdvenanted Civil Service, known as
the ¢ Statutory Civil Service.”

109. In course of years, experionce showed that the
measures adopted had [uiled of the object of the Home Govern-
ment—the more* extended admission of Natives of India, in
the senso of the Statute, Yo the higher posts in the Admi-
nistration, Asa matter of fact, in no case, except in Bengal,
had a person been appointed a Stotutory Civilian on the
ground of intellectual qualifications alone, nor had any domi-
ciled European or Eurasian received a nomination or an appoint-
ment.

110. As it was recognised that the ruleg referred to above
‘had not operated satisfactorily, the question of amending them
wag re-opened in 1884 : indeed a radical change of system was
considered necessary. Protracted correspondence ensued with
the Secvetary of State at whose instance a Commission, known
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sy the Public Bervice Commission, was appointed with the
object of devising “a scheme whioh might ressonably be hoped
to possess the necessary elements of finality, and to do full
justios to the elaims of Natives of India to higher employment
ia the public servige.”

111, After a protracted enquiry into the circumstances
of the case and careful deliberation, the, Commission proposed
certain radical changes in the existing system of recruitment for
civil appointments. These proposals, which, on the recommend-
ation of the Government of ladia, were generally acoepted by,
the Secretary of State, resulted in the constitution, of two distinet
gervices, for the conduct of the higher branches of the executive

* and judictal work throughout India, to be known as *“ the Qivil
Bervice of Indis,” and,“the Provincial Service)” each branch
of the latter being designated by the nams of the particular
province to which it belongs.

112, The former—the existing Covenanted Civil Bervice
under a modified name—will continue to be recruited by com-
petition in England, and will be open without distinction of
race to all natural born subjects of Her Majesly. Its members
will, as before, fill the majority of the highest eivil offioss,
with such a number of smaller officés as are calcnlated to pro-
vide a course of training for the younger men.

118, The recruitment for the latter service will be made
in each province under ru!es framed by the Provincial Govern-
ment with the sanction of the Government of India. These

while providing for indispensable educational attainments,

be adapted to obtain thoroughly efficient candidates, and
secfire the due representation in the service of the different
classes of the community.

114, To give effect to this new system, it was propesed to
iduoe the number of appoiniments reserved for thegnperior
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service—the Civil Service of India. The Secretary of Btate
however was opposed to the transfer of a definite portion of
the chief administrative appointments to the Provincial Service
but on the other hand, le was of opinion that there was
no propriety in reserving to the Civil Mervice a large propor-
tion of many other classes of offices from which there was no
reason why members of e Provincial Service, 1f possessed of
the ability, training, and other requisite qualifications, should
be excluded.

115, In respect of other offices, Provincial Governments
are empowered to determine which shall be reserved exclusively
for the Provincial Service, *

116, As deT::y was inevitable before the new system could
come into full operation, Provineial Governments are authorised,
having due regard to the claims of mewbers of the existing
Covenanted Service, to appoint members of the Proviacial
Bervice, to offices to which they shall ultunately attain.

117.  The Uncovenanted Civil Service, though unrecognised
by such a designation, comprises in a strict sense, the members of
the Subordinate Executive Service ; but the term ¢ uncovenanted,’
has come to be loosely applied to incumbents of all appointments
not reserved for members of the Covenanted Civil Service.

118. Exocutive offices filled by the lower grades of un-
covenanted officers have, under the new system, been constituted
into a “ Subordinate Civil Service.”

119, Under the now system, the Statutory Civil Service,
and the Uncovenanted Civil Service, will merge into the Pro-
vincial Bervice. Henceforth, therefore, the term ‘uncovenanted,’
though obsolescent, may only be held to apply to the body of
ministerial officers.

120.  No person other than a Statutory Native of India may
be appginted to any office not specially reserved for Covenanted
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Civilians, and carrying a salary of Rs, 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 Military Service embraces all Military Officors
who, in common with members of the Covenanted Civil Service,
hold office from the Home Government. Its ranks furnish
officers for all military uppointments, also for appointments to
the Marine, Medical, Public Warks and some other branches
of the administration.

122, Special qualifications e required  of executive
officors for some of the other branches of thg administration ;
and special regulations are presciibed for al]mlbblﬂl] into those
services. .

123. Officors who conduct the relations between the
Government and the Native States belong to the Political De- -
partment ; the relations of Nativk States under the immediate
control of the Government of India, being conducted through
the agency of officers who conshitute a gpecial service, and whose
names are borne on what 1s called the Graded List of the Poli-
tical Department under the Government of India.

124, Officers of the latter category are divided into three
grades—

L—Residents, of whom there are two classes.
IL.—Political Agents, of whow there arc threc classes.
ITT.—Political Assistants, of whom there are three classes.

§ 8.—Foreign European Possessions.
125. The only European Powers who hold possessions in
India are France and Portugal.
126. The Freuch territories consist of Pondicherry, the
principal seat of the Governwent, Karikal, Mahi, Yanam. and

Chandernagore,
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127. The Portuguess possessions are Gios, the seat of the
Government, Damaun, and Din.

128. Correspondence with the Government of India on
matters relating to, or connecied with, tagse possessions is
carried on by the Governcr of Pondicherry and the Governor-
General of Portuguese Incia. through the Foreign Department.

129. Correspondence relating to matters with which other
Foreign Powers are concerned, is conducted by their respective
Governments, or Consuler Officers, through the Becretary of
Btate for India, or the Indian Foreign Office, as the nature of
the case may require,

130. For fuller information relating to the administra-
tion, the reader is referred to the varions standard works
treating on the subject. Among these may be mentioned, The
Imperial Gazeticer, The Indian Empire, and The Life of Lord
Mayo, by Sw W. W. HuntER ; Indian Polity, by Geieral Sir
Grorce CHESNEY ; India, by« Sir JouN STRACEEY ; The Land
Systems of British India, by B. H. BapEN-PoweLL, etc.



CHAPTER 1I,

OFFICIAL ROUTINE.'
§ 1.— Necessity for organised procedure.

The diversity and complex nature of the subjects which
come within the cognizance of a deparlment of the State,
render their treatment a matter jof no small difficulty. But
when the consideration of a question involvas the application
of established prinoiples, or of rules oftentimes of an intricate
character, the difficulty is considerably enchanced by the
necessity of obviating conflicting orders.

9. These circumstances, coupled with the fact, that the
action taken in any case is likely to form a precedent for future
guidancelin dealing with similar questions, necessitate the adop-
tion of an 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 secare a just and
equitable, and at the same time, an éxpeditions decision.

3. The procedure in a department is so involved, that the
uninitiated tyro can only attain to a due understanding of
its comstituent operations, when the comes to apprehend their
respective objects and their natural sequence, by following the
frack of a bypothetical question through the perplexing sinnosi-
ties pf official routine. We shall, therefors, for his benefit,
trace the course of such a question, as it passes through the
different stages, and take advantage of the opportunity to
explain the nomenelature employed in the condmet of officisl
business, )
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§ 2.—Preparatory stage,
(a)~The ! receipt.’

4. Let us assame that a subordinate administration has
submitted to tho department concerned, #meertain point for
decision. Such a communication is termed a receipt in the
receiving department. -

5. Frequently #t happens that papers are transmitted
with the ‘receipt’ in fuller explanation of the subject : these
papers are tormed enclosures with reference to the * receipt’
which in such a case is also known as the covering, trans-
mitting, or forwarding document. *Enclosures,” if copied
in continuation of the ‘covering’ communication, are styled
annexures ; and ‘enclosures’ of ¢enclosures, sub-enclo-
sures or sub-annexures as the case hay be.

{b)--Registration,

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 specially kept for the purpose,
called 2 register.

(¢}—Docketing.

7. To enable one to ascertain at a glance the subject matter
of the ‘receipt,” a short abstract of it is noxt made, which, with
certain necessary details relating to the receipt,” is incorporated
in what is technically styled a docket,.

()" 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
register, which is styled a diary, the ‘dooket’ is then entered
a8 an initial step of this process.
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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, ou the subject, and in connection with the
papers bearing thereon. It 1s 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 1 referencing.

(f)—The ‘file’ or ‘case,’

10. The ‘receipt’ and the ‘referencos’ put up form a
file.

11. The papers m a ‘file, ‘references’ excepted, are
‘called cu¥rent papers, and constitute a case, a term by
which the ‘file’ is also ¥aguely known.

12. Until final orders are passed and carried out the

file’ or ‘case’ is said to be ¢ current.’

13, Should it be considered necessary to suspend action
on the ‘receipt,” or should farther information, required for the
disposal of the ©case,” have been called for, the ‘case’ is
said to be in suspense, and is called a.guspend or an await
‘ case.’ '

14. If the required mforwation is not furnished within a
reasonable time, reminders are issued at convenient intervals :
such 1eminders are also known as takids. This intermediate
correspondence is pircpasatory to the final disposal of the
‘ case.”

{y)—Noting.

15. The ‘receipt’ baving been duly ‘referenced,” the
‘file,” is ready for submission; but as the amount of work
to be gone through in a department leaves but little time to the
officers to wade through the papers in the *file,’ it is necessary
todraw up a succinct resumé of the *receipt,’ noting’clearly
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the points requiring orders with all possible arguments for and
against. This summary, which is intended to dispense with the
persual of the papers in the ‘file, and thns expedite disposal,
is styled a note.

§ 3.—Submission of ¢ files.

16. The‘file’ with the ‘note’ is then submitted for orders
through such of the junior officers as are required by the
provailing system of official procedure to help in its disposal
by an expression of their views. If the point fer decieion is
of an ordinary nature, the officer to whom the ‘file’ is last
submitted, if s empowered, passes final orders; but »of it
demands the concurrence of other departments, thé views ot
those departments are taken in the first instance.

17. Should however the question at issue be one of more
than ordinary importance, the *file’ is, after consultation with
other departments if nocessary, forwarded for orders to the
Momber of the Supreme Council who presides over the miti-
ating department. '

18. In questions of greater importance, the ‘file’ is sub-
mitted for the orders of the Viceroy, who muay, if he so desire,
consult the remaining Mombers of his Couneil ; and should
lack of unanimity, or any other reason, render such a course
necessary, it is ultimately laid before the Council itself for
discassion and final orders,

19. The views of all the officials through whose hands
the ‘file’ has passed, as well as the final order, are recorded
successively in continuation of the office * note.

30, The order passed on a ‘fle, if the result of s dis-
wussion in Council, is known ns an order in council, It is
recorded below the ‘note’ on the ‘case,” by the Secretary of

Abe department who was present at the Counoil
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4.--Final stage,
(a)~Drafting

91. When order has been passed, the ‘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 ; and afterwards sent to the copying branch
of the department, to be faired and issued under tho signature
of the proper officer.

22. Adker issue the ‘draft’ is subjecled to much the same
operatjgn as the ‘receipt,’ its necessary particulars being.
recorded in the appropriate register or ¢ dinry.’

23. The ‘case’ having been disposed of, has to pass
through two further processes, before it is finally deposited
among the archives of the State. These processes are intended
to render it easily come-at-able at any future time 1f required.

(1) =Recording and indexing.

24, The first of these processes is termed recording,
It consists in a system of numbering each paper forming the
“case’ in chronological order, and 1n making an entry, accord-
ing to prescribed form, of the gemeral 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 contents. .

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

= (¢)—The records of the State.
2%. A ‘recorded case’ is called a collection.
27, “Collections ' form a permanent register of the pro-
ceedings of the government, and taken together comstitutg
the records of the State,
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28. Important collecticns’ are printed separalely, and
are also bound up collectively in what are eMled volumes of
Drocebdings : unimportant collections are not printed.

29. The foregoing general sketch of the various process-
5 of official roatine, through which we have tracked the
course of a ‘receipt, will suffice to give Th idea of their
several objects and their natural sequence; and show how
necessary they are to the r..thodical treatment of individual
questions in a department whose administrative jurisdiction
extends over a vast array of subjects,

30. The processes noticed above are generally applica-
ble tgevery ‘regeipt’; but there are certan other operations
and recognised practices observable on specific occasions,
These will be discussed in a subsequent shapter,



CHAPTER III
(CORRESPONDENCE.

§ 1.— Classification.

Before discussing the details of its machinery, it is well in
the first place, to acquire a correct notion of the various classes
of correspondence in vogue in a secretariat, and of the precise
scope and nature of each.

2. Seoretariat correspondence is divided into three classes,
iz, 1—

I.—offlcial.
I1.—demi-offlcial, and
III.—unoficial.

§ 2.—Official correspondence,

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

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

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

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

(3) that generally not more than one point ehall be made
the swhject of the same communication—the im-
portance of this rule cannot be over-estimated ;

(4) that every communication shall ordinarily be self-
explanatory, ¢ enclosures’ being forwarded merely
for possible reference on points of detail ;
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(5) that “enclosures’ shall, as a rule, be sent in copy,
except—

(1) when, owing to their bulk and the dearth of
copying agency, they cannot be copied—if
wanted back, their retugn is specially asked
for,

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

(i) when merely a report or opinion is required
thereon, in which case, their return is in-
variably requested,

(iv) when, fr8m their nature, they should be sent
in original, and

(v) when specially ordergd to the contrary ;

(6) that demi-official correspondence shall not, 28 a
rule form ¢ enclosures ’ of official communications ;

(7) that no reference shall be made to demi-official or
unofficial correspondence 3

(8) that no reference shall be made to reminders,
except when the communication is a direct ad
interim reply thereto ;

(9) that no order shall 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 rale, be taken on
demi-official communieations,

p. Administrative measures constitute the sole end of this
class of correspondence; and the decisions arrived at in its
course, are veritable acts or proceedings of the State,

§ 3.~ Demi-official correspondence,

6. In demi-official correspondence, aldministrative or
official matters form the subject of personal communications
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between officials, but without the formality of official procedure.
7. To apprehend the scope of demi-official correspond-
ence, it must be borne in mmd—

(a) that official correspondence alune is brought on re-
cord; and

(b) that the official record of a case should, as a rule, be
complete in itsclf,and contain 1nformation on all
material points necessary for its disposal.

8. A consideration of these principlcs will enable one to
determine the range and limtts of demi-official correspondence.

9. Whatever is not fit matter for official record may ap-
propriately form the subject of such correspordence. The fol-
fowing aré instances in which correspondence 1s unsaited for
official record and may therefore be effected demi-oftieially : -—

(a) when supplementay information, or explanaion is
needed on substdiary pomts which it 1s inexpedient
to notice officially 3

(1) when questions dealt with ate strictly confidential and
demand extreme secrecy 5 and

() when cases are of such urggpey that they cannot
brook the delay mcident on ordin.:try official pro-
cedure. |

10, On the other hand, what is essential to the disposal of
8 question, and is consequently material for official record,
should not be treated demi-officiallys at the risk of 1endering the
record incomplete and unintelligible.

11, To discrimmate between matter cssential to the dispos
gal of g question, #nd supplementary information which may
not be placed on record, it is necessary to observe—

(a) that whatever is absolutely required to arrive ata
decision cr conclusion, belongs to the formor cates

gory; and



