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(b) that to the latter, appertain matters of "per80nat or 
confidential nature, a knowledge of whioh alone is 
capable of removing the difficulty that is some
times experienced in COllling to a decision, de~pite 
the material necessary for the disposal of a case. 

12. Should demi-official correspondl!\.ce eventuate in or
ders of an official character, such demi-official orders should in
variably be supplemented ~ official instructions. 

13. The main object of demi-official correspondence is 
the interchange of views, which, for various reasollS, it is oon
sidered undesirable to place on record, on oc3rtain phases of 

• questioJls that aw, or are likely to form, the subject of official 
correspondence. The views elicitlld in the coursf1, of ,uch 
correspondence, though derived from efficial sources, are of u. 
purely individual character; nevertheless, they often serve as a 
turning point in, and afford the meaDS of, arriving Ilt a decision, 
espeoially when the official bearings of a question Bre not 
sufficiently defined to admit of its ready disposal. 

14. It is very nooessary that such correspondence should 
be strictly limited to its legitimate scope. Any licellBe in this , , 

respect is calculated to degenerate ido an abuse, by encouraging 
officials to, on the smallest pretext, correspond demi-offioially 
on matters about which they would not oth~rwi.se venture to 
write officially; and thus add to the labaufl and the alrQady 
heavy duties of the silcretarillt staJf .• 

§ 4.-Unofficial COf'f'''ponclenle. 

15. When the disposal of a qnestion needs tM oonOUTrell08 
of other de}>artments of the State, it becom~s neceesary (or the 
department of origin to consult thew before comiDg to a 
decision. This inter-departmental communication is conduoted 
throa~h the PlOOiwn of what is styled unofficial COfre&pOll

deDOe • . 
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:6. Unlike the othere, however, this 01&81 of corre~ond. 
eDee is Dot carried 00 by means of separate commlloioatioDt' 
betwHD the authorities oonoerned. The entire 'file,' that is. 
the original.referenoo, together with all the popers required for 
the elucidation of the point at issue, including the C note' 
thereon which contains the opinion of the initiating department, 
it oirculated to the othN depllrtments for an expression of 
their views, on the phasE'S of the qne8ti~n with which they 
have to deal; and th('s~ views, which Ilre recorded on the' DOtt>: 
constitute the basis of the decision. 

17. This mode of correspondence is adopted with a three
fold object, viz.-

(a) ;0 CUI tail the amount of official wofk which would' 
otherwise devolve on the departments ooncerned ; 

(b) to afford the departmcnts consulted a full knowledge 
of the entire facts of the matter under cOllsidera
tion, and of the grounds and arguments on wbiob 
the vi"ws of the initiotmg department are founded; 
ond tbns 

(c) to expedite and facilitnte thf' disposal of the qu&ltiOD. 
18. These ends could not be as sa~sfactqdly secured b, 

means of separate comlDunications wJlich, apart (rom the adJi~ 
tional labour thpy woold entail, could hardly be expf'cted to 
oonveyas complete and detailed a statemont of the case as might 
be desirable, in order to an exppditious nnd equitable solution .. or the various points with' which 'the df'partments might be 
severally concerned. 

§ 5.-ClalBel differentiated • 
• 11. Thus it will be perceived that communication "ilh 

otDeialB, on questious which affect the interests of the State, 
wMtbar direGtly,oT indirectly, is an element common to ever, 
cla. of correspondence. But the distinctive chtractel'iltm of 
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each tonsists in the method of treatment of thc'qoostion at issne, 
rmd may be briefly sUlllmnri~cd U~ follows :-

(a) official conespondence IR the treatment of official 
malteril, between 01' with ofiicinls as sucb, and 
ncconling to btrict official pl'oeed ure ; 

(b) demi·officllll corrC~l'ondl>ucc is· the <nformal treat
UH'nt b~tweeJ) officials, in their individnul capacity, 

of certain ph.l!es of a question, ill view, ordinarily, 
to '\ts official Jispo~al ; 

(c) unofficial COI'I ('~ponde nce is a "peeial IDOlle of con· 
sultm~ departments Oll l,huses of the question 
under ref!:f('n~(', with wbich they are respectively 
c(jI~eCrnI'J, }lrl'p:n aiory to the is~ue of fieal orders.-

20. . There are, howoycr, vtlle:' fctlturps of minor import. 
anee, which serve to dliff'relltmto the bcyond species of corres
pondenco from each other. TLeso \I 111 h!' discussed when 
treating of the • draft.' 

21. In ('onnection "itb the ~ubJect of tbis chapter, it may be 
noticed that, 1ll the conduct of ofhcial and unoffiCIal correspon

dence, foolscap papPI is gellCl ally med, l'xcrpt whon the matter 
treated of is of 1\ "el'y"'unill1poriant Ilature, in whieh case, paper 
of a smaller siz!' ilIa,)' be cmplll),l·d Dellll-offiellLl correspondence 
is, as n rule, carJied on on orLiI 1 1:1 I y note, or quarto-post paper. 

22. Signature copit's of officwl, unofficial (oll1IDunications 
and ar~ always WI itten on three quarters (lengthwise) of the 
pnge, the foultb quarter bemg left a~ a margin. 

Huving now cOllveYliu a defiDlto idea of the Jifferent 
'. Bpeci('s of corrcspondence used fol' administrativo purposes, we 

are prepn.red to cutt'f upon It detailed cOnRideration of tlle various 
processes of offiCIal routme, to which the succeeding chapters 
will 4A dQvotoo. 



CHAPTER lV. 

HEDlSTRt\TION- DO(,l\RT1~G-l)JAnr:-iIN(l. 

Having traeked thc or.linarr course of It / rcc<,ipt' in its 
pi ogress through tho department, wo s1;all now proceed to 
analyse Feverally the yarious pi ocosses of official- ron tine. 

§ 1.-R~!7IBt rtlilOn. 

2. In a ploprrly orgallls('u dr·pal tlll~nt, it is for ohvious 
r('a'lons prim:wily neCf'R~ary to k<'~p II comph.te rl'gi~tI.~ r of 1111 

communications on oftbal mattel!' \\ I\leh ttl ~ ~ubmittcd to it, 
• • 
wheth(ll' 1'01 infol'mation or a('llOll. 

3 A preliminary ~t('p 111 the pi OC<"8 of r()gistrntion is 1,0 

affix: a rnnning scrlalllUmbf'1' to alii I('('mpts 'of whatever de
q('riptlOn, whether offiCIal, d(> mi-officlal, 01 unotncilll, dU(I regard 

being paid to the olcicr of H'I[Uf' l1C(' in r('~l'ect uf the' receipts ' 
of eacb (lay flom the sa lllc sotlre('. 

4. 'Flies' Id,Ulll('d hy nthrr df'padlllcnt." to which they 
had been referred unofficmlly for Opilli(J!l, UI ~ not numbered 
anew, inasmuch as they are not n('w i.recelpt_.' 

5. ~jntne~ ar(' thcn Illud e in tho • f('glster ' seriatim of all 
the • receipts' of the (hy, whICh are n!lxt p'l~s(.\d on '\ ith the 
rt'gister' to the brunelli's 01 R<.'ction~ of thn department con

cerneu , th~ lwaJ" or sllp('rirrtcnJ('nt~ of wbich affix their lDitinls 
opposite each entry, by wily of acknowledgment. 

6. These entrips should !ohow the c11l~s of correspondence to 
"hich the (receipt~ • bl'long j frolll whom thry IlllVA h~en rE'· 

~ei'Ved ; the ntunbers and dat.es th~y bear; the ;,umber of spare 
copies, if any accompnnymg; and their subject in brief. 

7. Hence tlte re9ister i8 a dncriptil'e dail!J record, in .erilll 
ord~, oj all commlmicatwns received.in a dl'partment. 
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8. If properly kept, the 'register' should, in addition to 
any other purpose it might be made to subaervc, 

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

(b) provide a cneck against loss or mIScarriage, by show
ing what was actually recel'7ed, and to whom it 
was delivered; and 

(c) afford a ready means of asoertaining wbether, and 
wHen, any specific communication "as received. 

9. However desIrable sucb a course may be, the Same 

method of registration is not adopted in every department; 
but whatever the form of 'the register, 01' the mode of entry, 
the object of tfie registor is always kept in view,. and eaek 
department has at its command re<tdy, means of furnishing the 
particulars which the l'egioter is expected to supply. 

10. The specimen given in Appendix B., No.1 will ~erve 
to show how the entries in the regi'!ter should be made. 

§ 2.-Dockeling. 

11. The 'docket' is always written on a separate half 
sheet of paper, and c~ntains all distinctive particulars relating 
to the' receipt,' 'viz :-

(l) the class of cOl~respondence to which it belongs; 
(2) its Dature or species; 
(3) the official designation of the transmitter; 
(4) the number, if any, borne by it ; 
(5) its date; 
(6) the date of receipt; 
(7) the number of enclosures, if any, ",bich accompany; 
(8) if printed, the nnmber of spare copies received; and 
(9) a brief general abstract of the Bubject. 

12. In docketing I receipts' of a per80nal character from 
omcia~J the name of the writer is superadded to his designation. 
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13. The 'docket' of letterA from non-official or private 
individuals, should show the Dame ond address of the writers. 

14. 10 the case of Ilemi-official ll'ttel8, the name and 
official designatIon of the addressee are usually given in the 
, dooket.' 

15. Sometimes it happens that a letter which was erro
neously addressed to R department, other. than the ODe whose 
province it is to deal With the suhject to which it relates, i8 
transferred by it for disposal, to the department concerned. 
Such a commupication is. for the sake of convenience and 
facility of reference usually' docketed,' in the office to which it 
is transferred, as n ' receipt' f. OlD rhe writer or original trans .. 
.mitter ; tie fact of its tntnsftlr fl'om the mistddrpssed depart
ment being simply no~ed parenthetically on the face of the 
, docket.' 

16. When a lette!' !'elntes to more than one subject, 
it is usual to make extmcts and treat them as separate 
, receipts.' 

17. Unofficial' rcceipts ' al'C not' dooketed • in the reoeiv
ing department. 

18. In the abstract of the 'recr'pt,' f~r reasons which 
will be apparent later on [33 (c)], it is convenient to cite the 

communication, if UDY, to which it is u reply, or to which it has 
direct reference. 

1P. The abstract may consist of the briefest p088ible noto 
of tile subject of the' receipt,' or' it may be a connected Bum. 

mary of its main points. But either method of 'docketing 
may be used indiscriminately, according to departmental usage . . or conveDlence. 

20. From the VClY Dature of the abstract it follows that 
frequently .it is.n watter of some difficulty to the inexperienced 
clerk to oolllpresa it ~ithiD the limited space usually ,Uotted 
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for thA purpose. A few hints, therefore, to,,:arcs its prepara. 
tion \\ill perhaps not be considered inappropriate. 

21. If the subject of the' I'Pceipt' IS simple, it is of course 
easy enough to adapt the ahstrad to the prf'scribed limit; but 
bulky communications, and such ae are of au intricate character, 
do not present the same facility. 

22. In the la~ter ."ouLlIlgenCy, oue of the fonowing ex
pedients may be fI\llployed in maklllg tho abbtract :-

(1) If the 'rl'c~·ipt' is an ans" pr to a requisItion for 
certain information, or for further details, and, at 
the same tirnr, lenglhy and involved; lind if the 
BuhjPct will ~ot otlirrwiRI' admit of compression 
wIthin the usual compas~, thf' abf>tract rimy simply 
declare that it is a reply t~ the rl'qubltion (citing 
its number and date) fur crrtam particulars, which 
phould be stated briefly III genrrul terms. 

(2) If the I rec·oipt' sllbmit~ a qurstion for deci~i(jn, 01' 

makos gome reqUE·~t, and, at tho same tIme, states 
the fact~ of thl3 case, 01' adduc(l'l I easons or argu
ments in support of thr point ut issue, the abstract 
may Btat~ that" in the elrCU\l)~tances represented," 
or "for reasons aHsigllcd," the question has been 
submitted for ol'dprs, or the request preferred; the 
purport of either being given in brief. 

(3) Should thl' recmpt bC':t mere 'coverIng' letter or 
'entiol'sement,' and should it be cOl1sequently ne
cessary to gather the suhject fl 'lID the enclosure 
or enclosures, the abstract ml).y, after referring 
to allY correspondenCtl 01' letter that lnay be' cited 
in the tJ utlsmitting document, state that certain 
papers, ~ which should, if possibl~, be specified), 
.are forwarded, relatmg to a certain subject, wbich 



8ho~td be gh'en in a few words; or it may, 
withuut malting any mention of the enl'l08ures, 
simply Bay that the 'covering J communication 
intunotes so and so, glvmg the subject 0.8 shortly 
as possible. 

(4) Sometimes in the case of telegrams which from 
their very nature are abstracts III themselves, it 

becomes l1ecesml'Y to givf' mere notes of the main 
points, instt'ad of endeavouring t~ state them in 
connech·d sentences wInch IS usually done in ordi. 

(5) 

nary abstracts. 
N('ws-JettH~, reports, derJi-official II'tter8, etc., which . . 

deal mth, or treat of, a variety of subJects, are 
similarly avstracted; brief subject heads only 
being glVen. 

These devICc", will (lou htlcss suggf'st others, as greater 
experience is acqUIred III tho art (If abstmctlllg. 

23 Specimons illustratIve of the yaduua kmds of 'docket' 
and methods of aL~b actIng wIll he found III Appendix B, 
No.2. 

24. The 'Jocket' lllay thrrcfore L~ defil'led as a brief 
8ummm'y or 8ynO)l8!S of tlll' salient c1w"aclensllCS of a ' receipt.' 

25. The ohjrct of a 'docket' IS to ufford a meuns of 
identifymg, un(l 11 ready inSight mto tho bubjcct mutter of, a 
'receipt,' and tJIUq to obvwtc tho .Joss of tllllC that would be 
entlliled by the pOI u~ul of the' receipt' III ordcl to aRcertain its 
purport, which IS often lenuered necessary in the cOOrse of 
official business. The 'docket' is also preparatory to the • 
process· of 'dial Ising.' 

§ a.-Dim·ising. 
26. The 8ubject~ administered in n department are 80 mul. 

tifsnous, and varied in clIulllcter, t)1at the alllonnt of w.,..~ tQ 
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be gone through can ouly be accomplished by a judicioQS 
division of labour. Hence thd work is classified under certain 
general heads, anu allotted to corresponding branches or 
8eotions of the.ministerial staff. 

27. In the conduct of departmental work, it js often 
neoessary, for various reasons, to asceilthin the subject or the 
progressive stage of 'receipts,' The number and frequenoy of 
Fuoh references, espeo:"!iy when made simultaneously by the 
various sections of the department, necessitate, as a matter 
of convenience, the up-keep of special registel', Ol' , diaries' as 
they ure (lalled, to facilItate nccess to such information. 

28. The' diary' shobJd contain-
t' 

(1) an entry of the full pal ticulnl s of the "re\~eipt' &8 

detmled in the docket; • 
t 2) a com plete rOCOl d of the progress of the' reeeil't ' 

through the JitJ'erent stages of its course; 
(3) a brief record of the action taken on thA 'receipt,' 

that is, nn entry of the detaIls l,r the reply, similar 
to those shown in tha ' docket' of the' receipt' i 

(4) an jndic~tion 3S to whether any specific' receipt' 
constitutes a link in a chain of correspondence, 
and whether tbe latter is complete; and 

(5) a note of the location ot' the 'case' among the 
archives, after its finnl disposal. 

2tl. In' diarrsing,' t)IC following points should be at
tended to :-

(a) thnt the particulars of the' receipt' noted on the 
, docket,' are entered in the pl~per columns j 

(b) Ulut the key-words in th(\ IIb~trl\ct are, as ~ conve
nient arrangement for purposes of reference. 
written in red ink, 01' otherwise so distinguished 
as to readily catch the eye; 
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(c) that the fact ot the receipt of a subsequent com
munication on the same subject is noted opposite 
the entry of the one immediately preceding 
it ; 

(d) that in entering a new 'receipt,' a 1I0te is made oC 
the 'receipt' on the salUe subject immediately 
preceding it ; 

(e) that the particulars of the progressive stages of 1\ 
• 

'case' are marked opposite the last' receipt,' the 
previous entry being simply cut or scored through, 
so as to be clenrly legl~le in view of any possible 
future reference; 

(f) -that when undisposed of 'files' needed for the 
disposal of tl 'current case' are put up, or, to .use 
a technical expression, linked with tne lutter, the 
fact is noted in the 'diary' opposite the entries 
of the last' receipt' in oach 'file'; and 

(9) that when the 'diary' has beon so marked, the 
whereabout henceforth of the 'linked files,' as 
long as they continue so 'linked,' is not marked 
separately, inasmuch as they are t6 be found with 
the I cUJ'rent file' the progress of which aloDe 
need be entered. 

80. Tlte' diary' ~8 titus a cla8sified record of tlte ' docket,' 
and of tIle departrnental prO(JTeS8 of Ute 'receipt.' 

• 31. From the foregoing it will be perceived, that the main 
object of the 'diary' is to furnish a means of tra9iog any 
specific, I receipt.' 

32. After a 'case' has been disposed of and' reoorded,' 
the purposes of a 'dillry' are ordinarily fulfilled by the index; 
hnt oooaaions frequently arise when reference to the 'diary' is 
still rendered necessary. 
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33. Such occasions are the follL "ing :-
(a) when it is required to ascertain what 8etion, if any, 

was taken on a particular' receIpt;' 
(b) when it i~ required to ascertain whether any rE'ply 

ha~ been rl'crived to a ~~'lVen letter; 
(c) whl'n in t}1e absence of a spt'Clfic 'receipt' it is 

desired to find out, whether that 'receipt' is It reply 
or has dIrect TeferrIlce to a gIven communication; 

(J) wh~n it is llPcessary to asc(ll'bll1 whethe:- a ' file ' has 
pn!>s('(l through n parlicular 'ltrrge; 

(e) when accrRS is desired to a specific 'receipt' which 
is not readily'traecnble fran' the illdex; , 

(f) when, for any reason, refert'llee to the' lbary' aff\)rds~ 
more roady and cxpeuitiom IJlrans of aeces," to 

. any particular communIcation. 
34. In tho ease of (a), the t'lltry of thr on.lms passed will 

give the desired information; as regal'(ls (b), if a reply has hF'pn 

received, the fact will be fonnd I'('curded in tbp appropriate 
column; the mformation 11'(1UI1('<1 1ll (c) Wlll be obtainable from 
the citation of the speClfi('d ' receipt' in the SU bJect abstract of 
the communirlttron to whICh It is suppo6eu to refer 01' is a 
reply; as to (d), the ani! irs of the progressIve stages of the' nle' 
will afford the needed information: and ID reglud to (e) and (f), 

the indication of Its locatIOn umong the archives, or of its 
whereabout, will enable the paper sought for to be traced. 

a5. The speCimen' diary' sheet given in Append'l,,'C B., 
• 

No.3, will suffice to give an ade(luate idea as to how the entries 
should be made. 



CHAPTEll V. 

R IWETIENCING. 

§ 1 - Classification of I receipts 

The communieatlOns [which form the staplQ of secretariat 
correspondence may' belong tf) one or more of the following 

classes:-
I.-They mny he links 111 the cb:oin of cnrrent cor

rcsponuence. 
n.-ttrhey !lilly relate to que~tlOnB on which there has 

been previo"s corre~ ponuence. 
lII.-The que.,tions referreu to therein Illay bo such as 

are governed by prp,cl"lued rules and regulations j 

IV.-They Illay be ollLsilio any of the fOf(lgomg classes, 
but may beat of queBtion~ the disposal of which 
WQulu, If ulllt'ol'lUity of action is to be maintained, 
need the aid of preceuents. • 

V.-Thry may not belung to fIny of t1;e~e categorieR, 
• 

that is, they may OllglOuto a COrlospolluence on a 
new subject not amenable to rules or precedents. 

2. It is obvious that no lillcation referred to in 'receipts' 
appertaining to clas~es I-IV, can tllimit of crIuitable decision, 
when isolated from corref,pondcncc to whiCh it h08 direct refer. 
ence; or, irrespective vf prevIOus rulings or orders; Of, unless 
viewedjn the light ef 110:110.10'. 

8. Before, therefore, any ;,Ieps can be takrn towards the 
consideration of the subject of snch 'rec!'ipts,' it is requisite 
that all ()orrespon~ence. rales, or prccedent.'! that may be neces
sary or helpful to its dl~posdl, should.be put up. 
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§ !.-Qual!fioatiotl.' for' refermcirrg.' 

4. Thi. operation which is technically termed I refw
mcing' pre-supposes-

(0) the possession of a good memory; 
(b) a thorough knowledge of the sonrces whence any 

information that may be neeued for the proper 
oonsideration of the question is procurable; 

(c) • pracHcal acqUulutance with the ways Bnd meaDs . 
of tracing papers; 

(d) a correct notion a8 to when the I referenaes' put op 
may be said to be complete; and , 

(e) a kn~wledge of the mlloner in which the papers con .. 
stituting the 'file' should be put t.gether Of 

arranged. 
5. To teach (a), the art of cultivating the memory, is 

beyond the province of this treatise; and as to (b), special 
chapters (XV-XVII) will be hereafter devoted to all exp06itian 
of the sources of official information. The remaining points, 
(e), (d), and (e), we shall now procoed to discuss . 

• § 3 .. -Proce8ll 0/ 'referencing.' 

6. In' referencing '.it is in tho first place necessary to 
carefally read through the' receipt,' and ascertain-

(a) whether ,he 'enclosures,' if any, are complete~-ir 
not, the fact s~ould be brought to notice; 

(b) whetl!er the 'references' are directly specified, or 
merely alluded to ; 

(c) whether the question at issue is amenable to previous 
decisions, fulings, or precedents j 

(d) whether aoy information, from whatever soarce, is 
procurable, which would be helpful in deeidin, 
upon the action to be taken ; and 



(t) what lu1es or ~gulations, if aoy, govern the dit
posal of the question under oonsideration. 

7. Henoe' references' may be either direct or indirect, 
.eoording at' they are specifically cited, or suggested by the 
context of the' receipt,' or by the nature of the eoLjeot. 

8. In the case of direct' reference!!,' if the number aDd 
date only of the IJaper referred to are giv~, the sole lDean, of 
tracing it i2 to look f(lr it in the 'diary,' where ,the indioation 
of its • reoord' numbers, or of its whereabout will enable ita 
~iDg got at. 

D. When the subject of the 'paper required is stated, 
a reference to the index at about the proba~le date of the 
paper, if k!lOwn, and under an appropriate key-word, will be 
necessnry to get it up. 

10. In regard to papers not specifically referred to, 
a good memory and experience are the most reliable guides; 
referenoe to the index being only necessary, should the memory, 
fail to afford an acourate and de6nite indication. 

11. Sometimes 'unrecorded' papers, or 'files' whioh 
bave not yet been disposed of are also n~ed~d as relereuee for 
the disposal of a case. 

12. As to rules and regulations that may be needed, it 
goes without saying, that a thorough knowledge of them iii an 
abIolut8 pre-requisite to efficient 'referencing,' 

13. It often happens that the-elucidation of the poi&lt at 
isne aeeda the aid of various works of referenoe, euah a. law 
books, administration and other reports, maps, gazetteers, ftc. 
A kno.,ledge, tbeMore, of the sources whence the necessary 
information may be gleaned is, as has already beeD laid, indis
pensably required. 

14. It may· bere be observed, tlw.t books requited tor 
leferenoe, of which the ofticer8 are Ilrovided with a cop" \leed 
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not be put up: ill such cases, it will suffioe to indicate, if 
this is not done in the 'receipt,' the passages that should be 
~'eferred to. 

15. Should the' receipt' which IS being 'referenced' be 
one of Il recurring or periodical nature, ~ olle Immediately 
preceding, though not aLsolutely needed for its disposal, should 
be put up as ' reference.' 

16. In p~lttmg up , l'efCl'rnces,' the 'record' indIcation of 
the papers, etc., referred to, or I equil'ed, If' recorded,' should Le 
cited in pencil in the margin of the' receipt,' the necessary por
tions, or passages beiug in~!icateJ by Jlbtinctive slips or flags. 

17. 'Ref~renceB' lUay therefolc comprise

(a) 'collectrons,' 
(6) 'unrecorded' papel's, or ' CJrrent files,' and 
(c) 'books, BllCh as coues, legulatioIls, reports, gazet

teel5, maps, etc. 
18. 'Hecei{lts' which fall undm the category of class V, 

from their very ]lutUI'(', reqUIre no ' refen'llcing' 

§ 4.-' References' when complete. 
19. The ollly t<,st of the cOIl1pletcnpss of the' references' 

pllt up i~, that they shoul~ suffice for a thorough exposition of 
the question under cOI1Slueratioll, and afford the means of ar
riving at a correct conclusion us to the nature of the action 
that may be necessary. Efficient' referencing' is therefore by 
no means a purely meclmllical operation, but one that is fre
quently calculated to brmg into pby the higher int.ellectual 

faculties. 
§ 5. -A rl'angement oj tllC ':file. ! 

2(). The' file' iR thus made of

(a) , references,' 

(h) • current papers,' and 
(c) the' docket,' and' note' (ifany). 
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JJ. When the nec('ssary papets have heen got 01lt, the 
'file' must nett be arranged in proper order. The arrange
ment consists-

(a) in the manner in which tho papers constituting the 
, file' should be laid out; and 

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

12. As to (a), the prevailing pl'nctice- in 911 the seoreta
riats of the GO\'t'rnment of Inuia, nnd in all offices subordinate 
to thein, is to layout the papers open, like the pages of a book, 
for facility of perusal: this moJo of pptting up papers is known 
as the fiat-system, 
• 20. 'rho papers constituting the' file' !lIe placed together 

in the fall 0\\ iug order :--' 
(a) nndermost, 'l'eferences;' 
(b) next above, ' corrent 'papers; nnd 
(c) uppermost, the' uocl,et' and 'note.' 

24. I References' Ilre 3J'Jallged iu inverse chronological 
sequencp, thnt is, the earlil·st papers at the bottom, the next later 

in dute, immediately nbOV(1, and so on, th(ll~tc&t being at the top. 
25. Iu the :1lrangemcnt of the' refol'ence3;' I unreoorded' 

papers or ' files' are usually placed ab~ve the' collections.' 
26. The practice ill regard to the arrangement of I cnrrent t 

papf'rs is not umform: III ~om~ ~eCl'etariats, the same method 
is observed os with 'lefcrences;' ill others, the reverse (dit'eel) 
order is folio wed. The papers (except the new 'receipt,' to 
which is attached a slip or flag with the words, 'I under oonsider
ation " llrioted tberQOn) are Ingged together as arranged,-the 
correspondencE'1 and pagEs of tho 'nott's' if any, separately. 
The nnal page of tho' notes' is placed topmost . 

• 
• OrllPnllly .11 ol\ldal (loollcap) papen were folded twice brea<lth·wiIt, i!ubHql1Ultly, III 

len,1t. bM_ tlwo ..... "'fold th& 111\_ OQOt ltoath-wlae, the exlttlDI _~lot 4attt_l_ 
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27. The 'file' having been duly arranged, \he C ~fel'. 
ences' put up are noted in the same ol'der on tbe fa~e of the 
'docket,' in the place U8ually sot apart for the purpose. 

28. In' referencing' unofficial' files' from other depart-
ments, all the' references' whether in the ~rrei!f'0ndonoo or 'in 
the' notes/ if on record in the receiving depattment, should
be put up. They should bo tied up separately with 11 slip on ~to}r 
indicating the department to which they belong, and placed iw
mediately belo~ the C CUI rent papers.' 

29. The pjtpers whi,·h go to make up a ' file' aro tied to. 
gether on boards having side fl:1ps to prevent their being cut 
through by the string or otberwise destloyed 

80. 'Cur;ent files' unum' submission for ol'dJrs, whio~ 
are sometimes needed for the disposal of another' 611",' and Iife
put up as 'refelence,' are tied or' linked' together, each on its 
own board; but jf such' CDlrent flIes,' arc awaiting 'further 
iDforlDation 01' development, or ure otherwise hold (in s~pellBe,' 
they are tied up without their hOllrd8, and placed immediateiy 
above th6 (collections,' (para. 25 sup1·a.) 

28. Books put up as ' reference' may be placed underneath 
the board of, alld tieJ up with, the otherwise completed 'file.' 

§ 6.-D~finition and object. 
29. 1t will be seen from the foregoing remarks, that' refer

encing' may be defined as the collation oj materials neU88a?'!I for 
Ow elucidation oj tile tubJect ,0/ (t ' rereipt,' in view to its dtaposal. 

30. The process of 'referencin~' is intended to 8ubserve 
a threefold purpose, viz :-

(0) to facilitate due conideration oftl1e point at issue; 
(b) to secure accuracy of actioD j RDd 
(0) to obviate conBiet of derision or procedure. 

81. A secondary object of 'referencing' is to oonnect 
simil,,; periodical 'receipt3,' so a8 to admit of their being mil,. 
lot together if desired. 



OHAPTER Vi. 
NOTING. 

§ 1.-u'e 'note' descl'il,ed. 

The' J'(>ceipt' having been duly' l'efe}enced,' the' file' is 
ready for submission. Bnt in a ooporlmt>nt of the State. 
where, owing to the great amount of work, it IS· imp08&ible for 
the officer 8 to wade through and digest nil tl~e papers in the 
"umerolls 'fill's' l'oquidng orders, it is usual, as a preliminnry 
IItep. to draw up a succmt stllteme~t of the filcts of the case j 

.-t forth Lhe arguments for and against any· measure whioh 
may have beer. pToposell ; and, if possiblr, suggest tho action 
thnt should be taken in the llllltter. 

2. In official phraseology, the outcome of this process is 
tel'med a note. , ~ 

§ "2.- Wilen tlte ' note' moy 01' may not be diRpensed tvitlt. 

3. It is not every' receipt' that calls for a 'nok.' There
fore after n ' reoeipt ' has been' refeJ'enceg,' it is for consider
ation whether the' file' should bo submitted nt o'nee, or whAthel' 
any intermediate step is necessary be/ore this can be done. 

4. Such intermediate step may he either-
(a) a mere suggestion as to tbe action that should be 

taken i 

(b) a brief summary of the fnct~ or circumstances of 
the case: or, 

.(c) a' note '.proper. 
5. It will not perhaps be considered inappropriate if we 

endeavour to explai&1 under what circum~tance8 a ' file' may 
he submitted at once, and when any 5uob intermediate step 
is called for. 
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6. The' file' may be submitted at once-
(a) if the' receipt' contains a clear nnd clcncille exposi

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

information only, or requires no orded-io which 
case, the fact need merely lTi indic~ted ou the 
'note' ,form, in the proper place, thus: "For 
information," ~, No orders," etc. 

(c) if the subject of a 'receipt' is of II purely admi
nistrative or technical nature and is consequently 
beyond the province or competency of the office 
to deal with j' 

(d) if tlie subject requires immediate ord(>r'l, or is cf 
grave importance, on wpich, from the nature of 
the case, it is evident that an officer can 'note' 
more effectively-in such cases no atte~pt should 
be made at ' noting' without special orders; and 

(e) if specially ordered. 
1. A more Buggestion as to the couree to be adoptod :8 

BufticieDt, when the subject treated o( in the 'receipt' is of Ii 
simple nat are and !s clearly set forth, and the necessary 
action is of a more or less routine character. 

8. Suggestions should be made only when the course of 
action is clear: they should not be hazarded in doubtflll cases, 
as they are likely to mislead the officer. 

9. A brief summary 'is necessary when the' receipt' is 
bulky and written in a prolix, involved, or confused style, 
regardless of order or a propor sequence of ideas. 

" 10. In every other case a 'note' if! usually require~. 
11. It is hardly necessary to add that. in the treatment 

or C files,' the prime object is to minimise "'l'k, and it should 
Dever be lost sight of I no one has I right, from whatever 
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canse, or with whatever object, to indulge his cacOfJtlle8 8cl'ii>cndi 

without real neoessily. 

§ a.-Tlte preparation of tl£e 'note. 
12. The preparation of tho I note' infolves a consideration 

of tho following points :-
(a) the manner in which it should ba comlnenced 
(b) the arrangement of 1tS eonstltuollt parts ; 
(c) tho meth"d in which it shouiJ be \\'tltkm ; 
(d) the diet,ion and stylf) that should lJo employed ill its 

eompo~itlOn ; and 
(0) the form in whICh It bhonlJ be pl·'~pared. 

13. A few practical umts on weh of the so 1>oints will serve 
a~ "' gnid: to the inc\ perienceJ. Of course it got's without 
saying, that, an a<leqnate knowledge of thc language, a facility of 
expression, and a sufficient a:nount. of intelligence to grasp and 
methouise the facts and arguments of the case, are absolute pre
requiSite quahfic:ltlOllS 

§ 4 -lIo!1; to [,egin. 

l.t. Prep:ll'atol'Y to bc~inning tlJe 'nota,' it IS necessary to 
carefully and intelligently roan up tho ·case, .I1.ntl endeavour 
to gra~p the ~llhJect, and tho bcaringsoOf any arguments or rca· 
sons which may have b~(Jn adduced in support of any proposed 
mensUl"c. 

] 5 The suhy·ct should be so masterrcl that the fact!!, cir-
cumBtancc~, anll al gumcnts CQuid b~ dearly set forth in one's 
own languAge; the papers being only rrferred to for any pnrticn
lal'~ that it may be found necessary to dctall. 

1~. If the I ~eceipt 'to be ' noted' on relates to a @ub· 
jed on whieh thel (l ha!' been no \,1 eviuus correspon,ltmce, it 
will suffice to be~ill by sumlWll"ibll1g it'! content~ 

17. In respect of a I receipt' which forms a link ~n 1\ 

chnin of 'cqrrent I correspondence, .coD5idering that the state 
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or the caSe is uppnrent from the preceding / notes' in continua., 
tion of which the one under preparation is to be written (p::ra. 
31 iJifra), a similar course must Le pursue(l, 

18 •. Should, Iowever, thero ha.ve been previous ('orres
pondenoe on the subject, which has been a,l,ready dilBpo&ed of and 
I reoorded, , a knowledge of which would bc needed to under
stand the question under reference, it must then be considered 
whether it wOlJld be necessary to recapitulate the facts ab initio, 
or whether it would sufficl') to fix upon /lny intermediate stage 
as the starLing point, 

19. In SllCh a contingency the following principles, which . ( 

should be born~ in minn, will glll(~e t.he judgement :-

(a) that the I Dote' IUllst suffice for n. full comprebensio~ 
and proper dlRpOsal of the {luestion uuder con. 
sideration , 

(b) that the llll.ture of the' uute' must 10 U grell~ mea· 
·Sllfe depend on the extent of knowledge of the 
previolls hiRtory or cireu Instanc( f; of the case, 
p08ses&ed by the officer to whom the 'file' IS to 
b~ Imhllnt.led in the first instance, and 

(c) that it iii only In rare and exceptional insta.nces. when 
the nature of the subject specially demands such A 
treatment, ll{'cessary t(J recapitulate the previous 
history of tho case ab initlo,)D dealing with su bse. 
quent phases 01' incidents of a <)llestion. 

This much premised, little difficulty will be experienced in 
determining the stage at which the' note' should be commenced. 

20. In making a bl'gioumg, it is not unusual at the. outset 
to dra.w a.ttelltioll to some' note,' If any such exist, among the 
'referencel:l' in the 'file,' in which the previous history of, or some 
point connected with, the question at issue has been fully set forth 
ur d~ussed. The same pra~tice is admissible in the body of the . 
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'note,' when any point, or 'phase of the question, which requires 
expansion, bas beeD previollsly 'noted' ~pon exhaustively. Such 
references to previous 'noteR' IIrc intended to obviate the 
necessity of traversing anew the same griuud, and should be 
resorted to.only when Ire-noting' would entail much unnecessary 
writing and cOllscquen t loss of time. 

§ 5.-Arl angemcnt of !/s Jllll'/'~' 

21. The parts of the' note,' accordmg to, their naLura./ 
soquence, are-

(a) the nm'j'olwl', which contulns Il. history or statement 
of the facts and cil Clltnsftl,nces of the case; 

(b) th€ dIscussion, which reviews the argU¥lents on ",hich 
• any proposed measure is based , and 

(c) the concluswn: which compriscs the result of the 
discu!;sion, and thc suggestion (if WIthin the com
petence of the writer) as to the appropriate deci
sion or action that should be taken. 

22. Of ('ourde it is unnecessary to say thnt not every 
'note' has all the three part". Whether any, nnd which part is 
not required in any partICular rase, wlil b~ apparent from the 
nature of the subject of the 'reCcIpt: 

23. The narrative must be-
Ca) complete, that is, adequate to a fuM comprehension 

of the subject, yet shorn of all irrelevant and 
unnecessary matter I 

(b) accurate. that i~, correct as to facts; and 
ec) ptr8picuoU8, that is, clear and definIte without any 

vaguen8!ls or ambiguity as to the mea~iDg of the 
writer. 

24. In the disctlSBion, the arguments and reasons for any 
proposed measure nmd be fally and clearly set fortb, and cri
tically examined in the light of knowJl facts, or precedent/, or 
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nny rules, regulations, or decisions which govern, or are likely 
to help in the disposal of, the point at issne. 

25. The conclusion should, in addItion to the inference 
deducible from the discussion, contain, when ~ossiLle, and 
when the nature of the case will admit, sll~estiollls fOr the dispo
sal of tho reference SuggC'stions on the rart of the office are 
only IIdmissible in cases clendy amenable to previous decisions 
on the same or analogous 'que~tionB, or to rules and rE'guiations 
governing the'subject of the • receipt:' th<:y mast however be 
refrained from when likely to trench on purely technical or 
administrative ground. 

• 
26. In pvtting up a 'note,' it is by no mE'ans necessary to 

adhere to the arrangement of tho filets and nrgume1,ts follow~d 

in the I receipt.' More often than not., such an arrangement is 
extremely faulty and imlDethodical, and liablo to lend to a con
fusion of ideas. It is therefore clearly of the first importanee, to 
metbodi~e in tho order of proper sequence, the various elt'ments 
necessary to the adeqnate diRposal of the • receipt.' 

§ 6.-.lIetlwd 0/ writing tlte ' note.' 
27. The' note ' .. may be written in one of two ways: it may 

state the points for consideration at the very outset, and follow 
up the statement by a recital of the circumstances explanatory of 
the origin of the proposed measure ; or, it may consist of 11 brief 
sketch of the cirCUmstancE's leading Up to the question nt issue, 
commencing either ab initio, or from sucb a starting point as 
may have suggested itself as necessary or most appropriate. 
The former method is specially adapted to cases of recent origin; 
the latter is generally employed in cases wi~b a previous.history. 
These methods relate only to the narrative or the historical por
tion of the ' note.' 

28. It may be observed that, as eacb I note' written in 
8oc~esaioD of the first offioe 'Dote' is intended to advance the • 
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case a stllP towards its ditlposal, it is evident that its province 
should be restricted to such nn end. It should not, as is often 
done, repeat the facts and nrgumt'nts already summarised in 
the office 'note,' unltss the latter is inaccurate, too diffuse, or 
immethodical: unnecessary 'noting' sboulJ be studiously 
avoided. 

29. It should be borne in mind,. that opinions nDd 
suggestions, unless tllf'Y are founded on precedents or analogy, 
or are in accordance with rules or regulations, or Ilre cleaI' from 
the nature of the case, are the province of secretaries alone. 
H were therefore presumption in clerks to give expression to 
personal views, unless specially reqnested to do so. Hence it 
follows, tMat in writing the 'note,' clerks sho~ld refrain from 
making use of the first llerson. 

§ 7.-Diction al1d style. 

30. In the composition of the 'note,' while the obser• vance of the rules of grammar and rhetoric eSMntial to good 
writing is necAssary, its nature demands that all that is likely 
to offend against brevity, or to distract the nttflntion, should be 
Eedulously abstained from. 

31. Hence, though it is not the province of this treatise to • 
give instructions on the subject of ~ood writing, it is well to 
point out-

(a) that the chief faults to be nvoided in the diction or 
the I Dote' are-

(i) tautology, that is, the repetition of the same 
words or ideas; and 

(ii, pleonasm, that is, the use of unnecessary 
words; nnd 

(b) that in style, the 'Dote' IIhould be, 
• 
(i) concise, that is, expressed in ihe rewest 

possible apprQPriate words; 
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{ii) simple, though not nec('ssnl'ily devoiq of' 
ornament ; and 

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

82. The' note' should, besides, be
(a) couchel in temperate language; 
(L) devoid of all personalities; lind 
(c) el(pro!;sed. in terms consistent with the " proprieties 

&UU courtp.sies 'of official corr(,!lpOOdeDcC'," 

§ 8.- Quota/ions wIlen necessary. 

33. Quotations should raroly be indulged in, nnd only 
when, either from ambigui~ of expression, or from any other 
C:1US8, there may 'be n risk of misinterpreting the ml'arWng of th& 
writer; or, when the nature of the ca8~ requireil, for purposes 
of emphasi~, or contrast, or for any other reason, that the precise 
terms employed should be quoted verbatim. 

§ 9.-Fm·m 0/ the' note.' 

84. According to the prevailing practice in all Govern
ment of Indln secrotariats, the 'note' is written immediately 
below the 'doc~et j' u.mar~in of half, or one-third of the page 
being reserved for remarks ~nd marginal references. 

85. In some depnrtments a Jist, which is prefixed to the 
I current papers in the' file,' is kept up of all 'receipts' and 
, issues' in oonsecutive chro.nological order, togetber with Il 

brief abstract of each paper. Such a list is indeed a t precis
dooket,' inasmuch DS it partakes of the nnture both of the precis 
and the' docket j' and if intelligently made, i, sufficient 10 give 
a general idea of the correspondence. .,i • 

86. When suoh a list is kept up, it is usual, in com
mencing the 'Dote,' to cite the paper being" Doted' on at 
the held. 
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37. In' Doting' on unoffioial 'files' 01' referenoes from 
other depnrttnents, the I Dote' must not be commenced on the 
Same page on which the' Dote' of the referring department 
ends, but an a separate page; the department in which the 
, note' is written being clearly indicated on the top, 

38, .A fter issue of a draft, the fact is posted 011 the' note' 
furm, immediately beluw the 'notes', The next' receipt' is 
'docketed,' or cited below this entry; the l,note' thereon 
following immediately after, and so on, This method of 
, Doting,' which obtains in all the secretariats of the Govern
ment of lodin, is known as the' oO.\ltinuous Dote system.' 

39, Every statement made in the 'note' !flust be SUIlPQI·t

ell by refefence t.o the source whence it is derived. 
40. Th(' authoriti(Js'are cited in the margin, and indicaled 

by slips attached to the papers referred to, the distinctive 
character of each slip being marked under tho citaLion in the 
margin to which it relates. 

41. All 'notes' are parngra}llH~d, and initialled or signed 
by the writer, according to the fiHlctl\Je of the department; 
officers Oil the right-hund comol', and clerl~s on Lhe left • 

• 
§ 10.-Definition arlll object, 

42. From tbe foregoing we may deduce the following 
definition :-

A 'note' is a cOll1pl'cltemive summary of facts and circum
stances, illustralit'e o( the 8u!Jjecl 0/ a rPjerencl', in view to itl 
disposal. 

43. The main objoct of tho' note' is to help in the disposal 
of the "'receipt'; it -is also mtcnded a~ a permanent record, for 
future rtlfererx:e, of the grounds on which the decision was based. 

44. lhere ijI another kind of' hummnry 01' abstract not of 
uncommon US(J In secretariats, namely, the precis: tbil,. will 
form the subject of thtl following chapter. 



OHAPTER VII. 
PRECIS-WRITING. 

§ 1. - W!tat is a prtciB ? 

Not infrequently Rome lnrge and important administrative 
question crops up, the disposal of which sometimes involves It 

discDssion of numerous sIde issnes, nnd requires that the matter 
should be considered in copnection with its various phases. 

2. Such II course necessarily implies that exten~jve and 
protracted correspondence should be oarefully digested, to as
certain tho benring of collateral matters on the main qu%tion 
at issne. 

3. When the correspondence extends, as is often the wse, 
over a serie~ of yoars, and is consequently very bulky, it re
quires more hme and labour than tbe officers of a department 
have at their command to devote to this purpose. The con
sideration of any s~ch geneml question would thereforo be 
much impeded' without the help of a carefully prepared sum
mary ill which its several coJlateral aspects arc distInctly brought 
out. 

4. Such a summary is in official technology styled a 
precis, though the term may be predicated of ()\'ery abstract. 

§ 2.- Tlte 'precis' clas8iJied. 

5. The 'precis' may belong to one of two dassel!. 
I.-It ~ny be a summary of the correspolidenct>, 

written in the narmtive style. 
H.-It may be an abstract of elloh letter in t1e 

correspondence, written consecutively IU 

chropol6gical order. 
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6. The narrative style is ado~ in IIt'8wing up ( preoit 
which are intended til be used in the oODsideration of question. ; 
the other class of ' precis' is used in the preparation of what, 
in the phraseology of Indian secretariats, is known as the (precis
dopket,' (c. vi., 3' & c. xii. 40) a term suggestive of the fact that 
in sucp. a ( precis " the abstract is more of a general character, 
as in the' docket.' 

7. The' precis' which appertains to class 1. and which 
luay be termed the' precis' proper, 

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

• 
(b) it may be a running narrative of .CV8Dts a8 they 

occur, whicb, in the case of certaio important 
questions, it. is somotimes necessary to keep up 
for the purpose of facilitating consideration. 

8. IJJ the latter case, the' precis,' is also known 18 Iln 

l1utQMcal na'1'1'ative. 

§ a.-Definition and object. 
9. Hence we may derive the following definition :-Th~ 

, precis I is a complete ab,tl'act oj a correapot1ilence in chronological 
Bequence, or clQ.88i/ied according to 8ubjeft heads. 

10. The main object of tb(> , precis' is (a) to present in 
a compact form a complete summllry of a correspendence ; and 
thus (b) to facilitate access to information on any specific point' 
contained therein, not easily come-a~able withont much labour 
and 10es of time. 

11. As an hiatorical narrative, it is intended to Bubser,e 
the pUlllose of a reotlrd of facts, in chronological order, shorn 
of the neces~rily distracting Ellement of the correspondenti,l 
style. 

12. The' precis j is therefore hel1?J:ul in the disposal of 
oertain qnea~ioDB, which it facilitates by p:eventiDg the attelltioa 
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from be1n.g dive~. .. the complex natnre, or the btll\l 
chatlllCter of a cor"re8p~ence, renders it difficult to (lUn tbe 
iDformation required. 

§ 4.-AbstrQcta differentiated. 
13. Abstracting is nn operation wWch is of frequent use 

in the conrse of official business: according to their nature, 
some kiQds of abstracts are of primary Importance; while other~ 
are merely 811 bsidiary to certain processes of dapartmentill 
rontine. 

14. The lalter class of abstracts does not need ~eparote 

jtensideration ; the former-, to which belong the' dOllket,' the 
~,' and the i preci!1,' we have Il~eady discussed. '. 
,t" 15. Though from the definitions which have ~lready been 
~n, the points of difference betweea the' docket,' the (note,' 
I'bd the 'precis' will be readily perceived, the foll'6wing con
spectus will serve to bring out their distinctive features in 
peater relief:-

(1) The 'docket' contains a brief general abshact of a 
document. 

(2) The 'now' is a argumentative abstract of facta and 
, circuUlstanqps, illustrative of tlle point fOT cOn~ 

&icUration. 
(3) The 'precis' is a simple abstract of a document, or 

correspondence on any subject. 
16. Unlike the' not~,' the' precis' always begins frOID 

ebe beginning. It is 011 narrative. In diction and style, greater 
latitude is allowed than in the preparation of the' note.' As 
to forM, what has been said of the.' note' "i.s equally awlicable 
Ie the ' precis 



CHAPTER VIII. 

DRAFTING. 

§ l.-How orders sllOuld be cal'1'ied out. 

After due consineration of the' case,' the oetcer 8I!Ip(Iwer .. 
ed to do so passes the oecesbury order, the nature of which will 
determi.ne the manner in wllich it ill to be carried out. 

2. If the order is to consult same other department ot 
the government, it is effectuated by means Jf inter.depa#'" 
mental or· unofficial correspondence, as has been alraad, 
explained in a previous chapter (c. iii, §4), except when tW 
point for conaideration relates to the personnel of the eonsulting~ 
departmen~, in which case the consultation is mnde ' officially.' 

3. Generally, unofficial correspondence is not conducted. 
by means of separate communications, though this agency is 
sometimes resorted to. 

4. Separate communications are made ~ ~f-
(a) when it is considered desiraple to withhold the vie" 

of the consulting department on matters uncon .. 
neeted with, or u.necessary to the consideration 
of, the point of reference; . 

(b) when some intermediate a'tltion is immediately needllj 
ed, and the papers in the' file' are not requirel~' 
for the diilposal of the reference j 

(4') in routioet matten, such as calling for or returning 
papers j and, 

(rl) when specially ordered. 
5. Any other order or decision is ~nveyed demi-offioi.t

ly or offioially 8S til. oue may re\luire 
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6. The order is communicated demi-fficia.l\y
(a) when it is II. "ply to a demi-officialletier ; 
(b) when, from the nature of the communication to be 

made (c. iii., 7), such n course is considered nece&
sary ; and 

(e) wheD so ordered. 
§. 2.-Definition and object. 

7. ThuB answerir.~ to the threefold character of corres .. 
pondence ill "vogue in secretariat office!!, a' draft' may be_ 
official, demi-official, or unofficial, according to the require
ment of the case. Ordinarily, the 'draft' partakes of the 
charactel' of the correspondence i tha~ is, official correepondence 
calls for an offiCial' draft,' demi-official, a demi-official 'draft.' If 
ao nnofficial reference is to be made by a separate communica
tioll, it is generally so ordered. 

8. The original of an order wlum expressed as a 8epar(;lie 
communicatIOn: tS styled a ' dl·aft.' 

9. The 'draft' is thus tLe medium by which the order or 
decision is conveyed j and is intenueu to serve the purpose of 
a permanent record of the achon that has been tal-en in a 
given cnse. 

§ 3. !.-Species of dmfts, 
10. The nature of the order or decision will decide the 

form an official 'ur~ft' shall take; and according to tho form in 
whkh it is dressed out, the 'draft' is styled-

(1) an endorsement, 
(!) a letter, 
(3) a despatch, 
(4) an office memorandum, 
(5) a telegram, 
(6) u notification, or 
(7) a resoluti.~ 
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11. An:order may be the result of dl'partmental require
mrut, or of admiuistratlye llf'CC'Slty, or of a reference; it may 
cancer n a gOt 01 nment -OJ' adIllJllI,lratlOlI, 01 un hlllividulll, or 
the puhllc at large; amI Its !"llbjf'et may be of an ordinary, or 
of an urgent chal acter, and of val ying degrees of importance 
and opp1reaLIIrty. 

12. A con~ldcrabon of tlH'qc points will determine the 
species of the' draft,' of willeh the followlllg aro t~e difi'erentiol 
cb:rracteristics 

VL If in accol'llanc(' wilh drpurtmf'ntalusage or rrquire
ment, it is nl'c('~~al'r to ('omlllutlic~lte n ('opy of n docu
ment, !tnt! the ODJ"ct of translIli"sion i~ capable, of bmng ex
pl'~~s('d ill ~ few "01 tip, (lte '(It aft' O1l1y and do('~ ordinarily 
takt> the forlll of an 't'nuOl ...... llwnt.' 

14. If the O[U"I l~ IIltpnJ('ll for n gowrnnH'ut or admi
. lli~tl'lltJOn, (,1 for a 1)('1 , .. 011 of :':0111(' 't.ltll~, the' draft ' lnuet t:lk(\ 

the form of a Hlp), 01 d""p:t!cb. 
15. Should tJl(' add rrw'C' bl' a lI('p:II tuwnt of till' govern

ment, the onl('!' 1lI11-t, 1)(' C011l1llUllicatpd I;y 'office memo· 

randum.' 
16. Shonld an ()!Ilpr bp of such an urgent nature that 

it Wlll not bear the (It·lay of eomlll\lnil'~lboll by post, it must 
be conveyed by tf'I('gl'am. 

17. If the order 1.'011(,('1115, 01' bhouj() hi' known to, the 
public at larg{', the' ulaft' a'~UI1l('8 tl:c form of a notrfication. 

18. ImpOlbnt adIll1l11,tt:dl'.·c meaSltleS of general ~ppIiC'lt~ 
bility are promulgate,) by l1]('an~ of the 're~olution j' but similnr 

orders 0' minor Ill1l'orinl1C'c :11 e u<;llally communicated by 
, circular ' whi(~h takrs the form .1f a Jelter or I endorsement' 
according to tIw nahue of the caso. 

19. Each of rhe~e va) iOlls limus of 'urart' will form the 
suhject of sepnmM con~iJeration, in th~ course of which it \\~U 
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~ l1ece881lry to discuss at length its form, siyle, antI natural 

§ 4.- T1t6 'endorument.' 
20. It ofterl happens, in tho course of busines~, that docu. 

me.nts received, or oroels passed in a tlepar ,Illfllt" concem 
the offices subordinate to it, and the :u.ln";iilistlaL!ons unJI'r its 
direct contlol ; or th.ey are Buch as concern other depat tments. 
Such cases I1re-

(a) when sOllie information is receired which was called 
for at the instance of another dep:\l tment or admi
nistration, or which otherwise aft'ects the offices, 
administration's, or deparhnent~, referred to ; 

(b) when sOlUe decision or order passed in ODl' depnrt.
ment is applicable to otll<;r departments, adminis
trations, or subordillate officials; and 

(c) when any action subsidiary to the order passed in ODt! 

department is neccpsal'Y in anothel' departmf'nt. 
21. In such cnses, it is usual, as a matter of convenier.co, 

to communicate tbe information or order, as tue cnse may be, 

by sending the document, tho purport of which is to be convey
ed, or It copy thereof, as may be necessary, with 1\ brief note 
stating the fact, and adding the purpose for which the commu
nication is made. 

22. The note which accompanies It document 90 trnns
mitted is technically called an endorsement, from the fact 
that, when the practice originated, it was usun) to endorse the 
document for transmission, that is, to write the Dote on the back 
or olltside of tbe document fOl·warded. This fI1~thod of en?Of'sing 
however fell into desuetude on the introduction of thfl 1/;IlIt 

system' of correspondence. 
23. An 'endorsement' may therefore be defined as II note 

accompanyino a documellt, indicatino tlle lact a.ad object of it, 
trtm.mi88ion. 
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24. It must be observed thut 'offioe memorandums J 

are never cornmnnicated by 'en lor"sement:' their purport is 
always conveyed by separutll letter. 

25. If the addressee is of high siand"ng, such as the repre
sentative of the Home Government, 01 of a foreign power, or an 
independent personag(', the communication is more appropri
ately made by letter j a simIlar course is' generally pursued by 
local govol"Ulllents or administrations in addressi~g the supreme 
government. The· genero.l rule is to address ouly subordinate 
administrations, aDd departments of the government by en
dorsement. ' 

26. Under the existing system of procedure, the 
tenn 'en~lorselllent' is a misnomer, and, in some depart
me!lt~, j,~ substituted by tho moro appropriate appellation of 
'memorandum,' in contradistinction to 'office memorandum' 
which will be discussed later' 011 (c, ix., § 3.) 

27. The 'endol'8cmont'is either prefixed or appended to 
the document trallslllitteJ, or it is wrItten on a. separate half
sheet of paper', which sometimes serves the pllrpose of a cover
ing wrapper: an ' enlol"sement ' written sCfpal'aLeJy is also known 
as a 'memoranduUl.' 

2~. When a dOCUlllCnt is to be transferred for disposal, 
the 'endor:lement' i& always \\ ntten as a sopamte communica
tion, 

29. The form of the 'endorsement' depends upon-

(a) whether it is prefixed or affixed to its 'enclosure,' or 
writt~ ItS !4 separate communication ; 

(b) whether its 'enclobure' is to be forwarded in origiIUl~ 
or in copy; 

• 
(c) the numbel' and nature of the documents trans-• mitted ; 
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(d) the object of tl'!lllsmisiolion ; and 
(e) whether OJ not there is allY 1'l'eviou~ corresponuence 

to which its 'enclo~\lI p' has reference. 
30. The practice outall)illg in the urpartment is the only 

guide as to how tho 'cmloJ'semcnL' ~llOllld be wlit en. 
31. The document is tJan~mittrJ lIl"3llgmal-

(a) when llte suhjrct-mattN' uoc~ not appPrtain to or 
concel n the ullpru tment of' lcC'Pipt ; 
• 

(b) when its dl"'posai falls Within the province of other 
than the ul'paJtmcnt aJdles~{,II; 

Cc) when 11 [C1portthprc. i., [("luiled. in view to its dis

p~sal ; 
Cd) when it is to Le [('),lllnC'll to til(' Wlltrl ; 

(e) when Fpecw,lly lIskcLl for hy a depmtmcnt unoffici
ally con~ult()ll ; Hili) 

(j) whpn sellt to nnothcl drpal'tllwnt for cunsideratlOn 
and Olders. 

32. When the infol mati on contailH'll in the 'p[]Closuro' of 
a 'receipt' docs not COlJC'eJ n tho 11'C'f\lVlIIg ap[lal tmellt. t,he 'cnclo
sure' may be transmit.ted ill 01'l[,l1l(((1111IL it ('0p!! of the' covering' 
document. 

33. In all other Ci~CIIJn~ttlIlC(,O, a cop)' only jg sent, the 
original document Lemg J clnil1()d for rccOlu in the transmitting 
departwen t. 

D4. In deciding what rnper~ should be tml1~lllitt(1d, the 
principle should be bonle in mind that only ~ll(;h should dCCOIJl

pllny the 'endorsement' as arc necr~~ary fo)' t.Jw pl1l po~c intended. 
35. When the intention is that thlJ' papers to .be sent 

should form a complete rlud prrmal1rnt record in the office of 
the authority to be I1ddrrs~l'cl, tll!' entIre corl'cRpondrnce must be 
translnitted ; else it will sufficl' to send only 'such £101 tion as is 
nece~sary for the purpose of the addressee, 
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86. It must be distinctly remembered that demi-omc~' 
communications arlOl not as .l rule transmitted officially. 

37. Ordinanly tbe entire correspondence is only forward .. 
ad to departments when consulted unofficially: indeed, it is a 
recognised rule, tbat departments so consulted I$hnll be furnish· 

ed with a copy of the entire corm'ponclel1co and 'notes.' 
38. '1'0 subordinato officIals or local governments and 

r.dministratious, cOllll,lett' COl'l't'spondenee IS r,1I ely transmitted, 
and only when tho exigeney of the case clearly points to BllCh 
a course. 

39. Correspondcnce wi* the Home Government may not 
be communicated in e.v/.tnso, save to Jepartments, and Bometimee 
to. local 90vjrnmeltls. 

40. Papers ale forwarded by 'endorsement' either
(a) for information j 

(b) for mformatlon and guidance; 
(c) for information and further ordels ; 
(d) for informatlOll and any fUI·ther action that may be 

necessary; 
(e) for consideration (and orders), 

(f) for dispo~al j 

(g) for communication to ~ j 
(II) for remarks, opinion, or report j or, 
(i) when theyaro to be returned to the writers. 

These are the usual terms cmwoyed to express the object 
of transmission j but the usc ot a different phraseology is not ne
cessarily out of order. 

41: A docum~t is forwarded" for information "-
(a) when it contuins lIlfurmation which, from the nature 

of' the case, should be communicated to, or \Vh'i6tl 
was tlalled for at the instance of, the authori~ to be 
addresseu j 
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(b) waen the information to be conveyed, a.'ects the ad
dressee, 01' his subordinates, or thost. subject to his 
control or jurisdiction j and 

(c) when any order or decision is the result of unofficial 
correspondence, nnd no subQidiary action on r,he part 
of the utUlressee is necessary 

42. InstructiQns or orders which are intended to be ob
served by the addressee ::~e tmnsmitted" for information and 
guidance." 

43. When the decision in a CMe requires to be supple
mented by further action in an9ther department, the document 
is forwarded" for informa'tion and furl,her orders." 

44. In case of doubt as to whpther any action is necessary 
on the part of the authority addressed, the document intended 
for transmission is forwarded "for information and any furtber 
action that may be nccessal y." 

45. Documents, on which ordel's should iOAno in another 
dApll.rtment, are transmitted "for consideration (and orders):" 
in such cases, it is understood that the order passed is to I:.e 
communicated to the department of origin. 

4G, Communiclltions which have been misaddress ed, or 
which rel,ate to subjects &ppertnllJing to another department or 
administratioIl, whose provin~e it is to issue final orders there-
00, are traosferred to the proper authority" for dIsposal." 'Re
oeipts' are similarly transmitted when it is deBil'ed that they 
should be disposed of by the authority addressed, 

47. Information or instructions intended for other than 
the addressee, such as official subordinates or those subject to 

• 
his control or within his jurisdiction, are tran!lmitted" tor com-
munication to" the person conct'rned, 

48. Tn the absence of sufficient material for the disposal 
of a.,'receipt,' or when further particulars are considered neces-



( 7 J ) 

8ary, it is transmitted "for remarks, or report 01' opinion" as the 
circumstances of the casll !Day suggest. 

49. A document is transmitted "for remarks," to an a"" 
thority in any way concerned tlu!1'ewitll i c, for report" on Its me
rits, to one cogni8ant of tlte facts alld ci1'cumstanc1!3 of the case; 
and" fur opinion," a8 to its disposal. The points on which the 
remarks, report, or opinion is required, 10,11 be specified if de
sired. 

50. In addressing a Sll]IOrior authority such as a local 
govel'Oment, the request is made" for t11t1 f" vour of remarks, re
port" or an expresoion of opmion," as fhe case m'ly be, 

51. Communications not transmItted through the proper 
cliannel ar~ generally I returned to the writers: in sllch cases, 
it is usual to indicate tho proper course. But when the writer 
is an exalted personage, the document is returned by letter. 

52. lu forwarding a uocument it is necessary to cite iu 
the' endorsement,,' tho previous correspondence, if any. This is 
done after specifil'ation of the object of transmission, by sending 
the documents "with reference t,o" or "in continuation of," 
generally the last paper on the subject. ,The citation should 
clearly specify the number, date, and writer of tM paper. 

53. When the document to be tra~lsmitted contains inform
ation 01' orders supplementary to what was conveyed in a previ
ous communication, it is forwarded" in continu;ltion of" that 
ccmmunication ; otherwise it is sent !'with reference to" the last 
paper addressed to, or J eceived from, the same authority. 

54. Should the subject of the paper, which it is intended 
~ 

to forw~rd, relate (0 more than one, or to other than the 
last, paper of a correspondence, it is usual to transmit it 
"with reference to the correspondence ending with" the last 
paper, which 'Ins· re.::eived from, or addressed to, the same 
authority. 
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55. In discussing the' endorsement,' it:! 1",m cannot be 
dissociated from its style and natural diris'ions. 

56. As to its divisions, the' endorsement' may be said to 
be composed oftwo parts-

(a) the inception, in which particulirs as to the paper 
transmitted, and the name or desigu'ltion of the 
addr(ls~ee aro indicated; and 

(u) the. tel'rn/nation, in which-
(i) the purpose of transmission is !!}Jrcified, and 

(ii) referellce is made to previOUS correspondence 
if apy. 

57. The form and .~tyll' of tllo 'endorsement' wili be ap
pa-rent from the specimens of Its parts Aiven below. " 

58. From what has already been Raid, a sufficiently 
adequate idea may be fO\'lIH'd of the' end 01 s(,lllent,' but tht fol
lowing specimens of its parts will serYe to illustrate its nat,ure 
more clearly:-

IT/CPptian 

(1) " The following (01' the following corres
pondence) ii> forwal ded to the [giving 
tlle d'l'slgnation of the uddre~see J." 

(2) "Transferred to thr-" 
(3) "Forwarded to the-" 
(4) "Retnrn~d to -" 
(5) "Copy (or a ('opy of the foregoing [describ. 

ing tIle documrnt] is) forward~d to the-'} 
(6) " Copy of (or a copy of the foregoin,g) cor

r('spondence (is) fOl warued to the-" 
(7) " A copy of the foregoing-and of the _ 

to whid\ it is 1\ reply, is fOl'warded to the-" 
(8) "Copy with copy (or a copy of the fore-
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goiog-
and) of the correspondence ( or papers) noted 
in the margin, is forwarded to the-" 

Termination. 
The various forms bave already been noticed in paras: 

40, & 52-54. Rut when, in addition to the ordinary object 
of transmission, any special request is to. be conveyed, the 
followinO' words are oflually superadded:-e. , 

.; and '" itb a request that (specifying tile 
object)" 

59. When written as a separate communication, the parts 
of the' endorsement'-

(a) ~ay take one of the foregoing forms i or, 
(b) may be \'fitten thus :-

Inception. 
"Read·-from--No.--daLed the--." 

Tel"lntnalian. 
" Ordered that a copy be forwartled to the---for-- ," 
60. In the laLter ca~A, the rarts of the' endorsement' may 

be styled the preamble and the order, COrrflsponding to the 
, inception' nnd the 'termination.' 

61. The specimens given in ApPfndix B. will exhibit at a 
glance how the part!> of the' endorsement' are put together. 

62. The object of the 'endorsement' is to economise the 
time and laboUl' that would be reqllired to accumtely and fully 
convey by any other lll('au!- Uw purp6rt of IL document. 

63. Though the u~e of the • endorsC'lDC'nt· is generally 
limited to the transmission of a document for 11 specific purpose, 
opportunity may hOfiever be t~kcn to incorporate therein any 
brief intimation that may be necessary. 

64. It may however be observed that when the purpose 
for wbif!h a docu~ent i .. transmitted is not briefly .~expree~ble, 
tbe I endorsement I should not be used. 



CHAPTER IX. 

DRAFTI~G-(continued.) 

The' endorsement,' though it has been ~ated usa 'draft,' 
can hardly lay clai1!l to the appellation g{'nerally, in,lsllluch 8S 
Dot 6t'ery , endorRement' is ~!..e vehIcle of a specific order. It 
caD only be h(iid to belong ·to th lt category, when it is the sole 
outcome of such an ol'dor: it is not a 'dlaft' when it results in 
the ordinary course of office routlD6. 

2. The 'draft' propef-
(a) conveys the final oruol' or decision of thtl govern~ • • 

ment on any wven point, or reference: or 
(b) carl'ies out nny necessary in!crmedll1te action which 

may have been decided upon. 
a. Befol'e discu~sing the differential pruperhes of tJl~ 

1!6veralspecies of 'J raft,' it will bel well at the outset to con
sider their points of' contact. 

4. These points of' contact rcbte to ,the j01'm, the division, 
and the 81g1e of tho 'dHlft.' 

§ 1. Poin'~ 0/ contu!!t 0/ tlte d!!~l'enl species of 'draft.' 
(a) A& to form. 

5. In so fdr as the purpose of the government is conccl ned, 
every official 'drtlft' when issued-

(a) bears a setialnumber having reference to the branch 
of the dopa1 tlllen! to which its suhject appertains; 

(b) is dated j and 
(c) indicates 

(1) thtl department of issue, 
(ii) tho branch subjoct, 
(iii) the place of issue-giving its official designa

tion if uny, 
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(iv) the designation of the nddresseE", if a publio 
functionary I-or, 

e v) if a non.offir.illl, his name and address, 
(vi) the date of despatcl!, and 
(vii) the offiC'ers by whom it was npproved, and 

under ",hose signeture it was issued. 
6. Jj'or thpse particulars, except (a), (II), and (c) (vi) and 

(vii), which are filled in by the despatcber: the responsibility 
lies with the drafter. 

7. The speeies to which the ',I raft' belong!!, thollgh distin
guishable by its form, is generally indicllted at the outset. 

8. The paragraphs of the 'drafp,' sllve the first, are always 
numbered. 

• 9. E\cept wht'n the I draft' initiates a correspondE'nce, 
or when it l!l D('t required to refer to any document, the 
Jetter or correspondence to which it is a reply, or to which 
it has direct reference, is always cite(I, Dnd its subject, generally 
given, in the first or opening paragraph. This course is 
obviously nece~8ul'y both to ensure preClsion and to obviate 
confusion which is ~ure otherwise to rosult: but the manner 
in which this is done will be explained in the following 
ohapter (~1., 5, & 11-·18.) . . 

10. In citing officinlletters in 'drafts,' the officers whose 
signatures they bear should not be referred to by name: c. fl., 
"In reply to Mr. A's letter, etc. Such a courSe is only 
permissible when, in addressing an oOfficer, it is necessary to 
refer or reply to a letter from his predecessor in office. 
Reference by name ill a distinctive featare in personal 
commullications; and the persvnal element should be car~fully 

aVOided in official correspondence. 
11. It may here be again [c. iii., 4(g)] impressed upon 

the attention that demi-official or unofficial papers should. not 
be cited in official communications, 
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12. As a rule, citations are made in the body qf the 'draft.! 
.But it is usual to do so in the margin-

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

(0) when any document is mel'eJ..lallud<3d to, and to 
which It is not intended to d,'a w ~pecial reference; 

(c) when th'J purpose of the Cltation is only to IIIdic'lte 
the source 01 ~enfication of any stateml'nt made in 
'the bouy of the' draft,' anu 

(d) when it is desired not to disturb t11(' continuity of 
the sense, or, of the text, 

13. In citing a document, every detail necessary to its 
identification must be given. 

14. The head of the government or administration is re
sponsible for all orders 01' decisions emanating from any of its 
departments. Hence every' dl .. ,fL' issues virtually under his di
rection : and this fact IS generally exprellsed in the prmoi£1al 
clause of the first paragraph; thus, "I am directed to-" 

15. If in the COU1'8e of the 'draft,' it IS desired, in any 
other instance, to convey the same idea, the phrase, " 1 am to, " 
is substituted 'for the" words, " I am directed to-." 

16, In' drafts' of one paragraph, \\'hich are direct, thot is, 
affirmative or negative, roplIes to SImple references, the subject 
of the document r~plied to is not separately recited, but is incor
porated in th;3 order conveyed ; but when the 'drafts' are not 
direct replies, the subject if compressible in II. few words may be 
inserted. 

17. In form, demi-official drafts arf\ precisely ~he salDe 
as official drafts, except that ordinarily they bear no number 
Dor any indication of the branch subject. 

18. The form of unofficial drafts is similar to thut of the 
'office memorandum' (c, X'I 29,) 

" 
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19. Tho forogoiug points, the purposes of which are suffi-
ciently appalent" a((' observell in c\('ry , draft '. nut there-al'e 

otbers, comJllon only to cCltam c1as~cs : those will btl considered 

in their proper places. 
20. (b)_As to UlVlSlO1I Thl' 01 del' or (h:cislOtl il:l gcnerlilly 

commnnicated III a ~lllgk\ pltrnglaph~ 

(n) "hen the 'UI'Rft' is a slIJ1ple OIlC, tlmt i~, a dircctaffir
mativc or negative l'E'ply ; all(1 

(f,) when It 18 Ilot rCtlUlrf'u lo convey any remarks or 
obsel vabons. 

21. In all other C[lSC~, the ulilft'will consht of mOl 0 than 
one pili II gra ph. 

22. I'll slIeh 'uwfts,' the {jIst paragraph always refel's to 
the dOCUllll'Jlt 01 cr)\'( e~pOnd('llCe to whic,h the 'Jml't,' I~ a reply, 
odo willch It lJa~ rdl!l{'J1cr; and l'eCltrs tilt' ~uhjrct of the refer

('nee (para. 98I1pra.) 

23. WlJrll ,l 'dtaft' of thi~ klOJ CUI1VC'P an 0\ drr or dcci
!lion on a FlI1gle point, tht, 1.1~t, par;lgl'aph gpnmally contains tho 
01 der or dl'CI~I011. 

24. TIl(' intl"Tmedlat(· p[lIagr:1l'hs niP upvolr,d to remarks 
or oL~CJ v(\tion~, explanutol y of the (l('r,l~iun ronvrycd. 

25. 'Drafts' in ,\ Inch thr III opoc;ul i~ acc<'l'ted only partial
ly, or "jtb moJlficatioll~, gf'lwrally cOI1i'i~t of two paragraphs

(a) ~hen no commrnt~ or obsenatlOlls nre necessary; 

and 

(b) when comments or )cmalL aJlIllt ofmcorporaUon in 

the sam(' patap;wph \\ith the order. 
26 .• When p,or,o~al:;; arC' not {lccppted, in thpir entiritr, 

it is nrcess;Jl'y, in ordrr to It proper underFtanding of the COile, 

to state them fully at, Ille onls('t, and then, in conveying the 
order or deeislOn, ~peclfy the extent to which they bave l}ecn 

sanctioned, or how far they have beoo modified, 
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27. Should ordds be required on more thUD one point, 
..cteor reciting in the fiJ st paragl aph the gf'neral suh,Ject of the 
referencfI, the severul pomts may, in view of methodical treat
ment, be categorically Bet forth in the paragraph following. 
The decisIOn is then convl'yed in the s~me odeI' ; that on ellch 
point being prec(.ded, If neCPS~I.\Iy , in a 'spparato parllgrapb, by 
Ilny remari,s 01' observa.tiolls relating thereto. 

28. (Ct-.AB to style. The' druft' LUU!>t be eXl'ressed-

(a) in appropria~o phraoeology, acc()l'ding as it is official, 
deUli-official, or unoffiCIal. 

(b) in languag t'f courteons, temperate, and ndapted to 
the class to which it belongs j and 

(0) in accorduncewith t1:e u~ual rules of gOOd composition. 
29. Certain \\01 u::, phIll5e~, and set forms and lDodtls of 

expression are peculiar to, alllI al'(" a ~ a I ule, never employed in 
other than, official 'draft~' : e. g. "directed," "I aID directed' 
to-," c. I UIll to-," "011 a full or c:lreful consideratlOn of the 

facts of the caso," "in the circulIlstances of the c.lse," "cited 

in the margin," "marglll.dly note(\," etc. 
3u. A'! convpyillg tlw order or decision of the go\wn

ment, the sty Ie of' (!/lictal 'dlaft~' IIImt be upplOprilltely dignified, 
and befitting tho position 01 status of tile addressee. 

31. In addlos.,mg 11 ~ubotdlllate .Iciministr.ltion or officilll, 
cl\re must be taken to avoid famil,.mty of htyle, to maintain !\ 

becoming dignity, and neVor to employ WOI·J5 or phrases which 
"ould be morc appropriate flom a suhordinate to /l supetior 
I\uthority. 

32. Slmilally in COllllnullicatlllg witL the supreDld guvern
ment, or with official superiors, local governlllents and Ildminis
tration~, 01' official subordinates should o,}ways use respectful 
llmguage, unO. nevor indulge in terms uubeseeming the exalted 
POSitioD, .or status of the Ilddresser. 
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33. In demi-official 'drafts' the style is moro tlnJ'(>straioed, 
and partakes rather of the chal'acter of a comprOlnise betwe9D 
the fUUlliinl ity of It pl'ivato letter ntl'i the dIgnity of nn official 

communication. 
S4. The style of unofficial' drafts,' whirh nre gencrnlly of 

n routille IIntU\'c, is of an illlpt'l~o[Jai chamcter. 
35. A correct notion of the styh,g of the various species 

of I drafts,' cnn only bc nrriveli at hy expel'ionco:. but 1\ few 
specimens (VIdo Al'pencit.x B) \\ ill s,crvc to iliustmte their 
differential charnct~rtsticg. 

§ 2. Oilier genl!l'al ('//araclq'!sllc !ef/.iUl'eR. 

36. There nre cert:lin other gen!'ral points "hich should 
be I1bset'ved iol all 'dt·ltft~.' 

37. Orders shonld alwny~ be convl'yeu in the principal 
clause of a sentence. 

38. Points to which it is (lesired to (haw special at~ 

tl'ntioll should not be illl'el ted In 8 I'elatlve or oecondnry clause. 
o !:I. Iu preparing the ' Ulnft,' tile concatenation of idens 

or arguments and the ipsi88ima t'/'1 ba of the order, as contained 
in the' notes,' should as far as possible be followed. (If course 
this rule cannot be ObSCl ved when the dl~cuBsJOn in the' notes' 
has been carl ied en regrlldless of logical sequ('nc(', or the 
order has been loosely or clumsily worded. In such cases, the 
"drafter' is exppcted to convey the subst.'mce of the 'notes,' 
arranged in the natural order of t!ic points disclIssed, Bnd 
the order, or decision arriveu lit., in choice nnd apprvpriate 
languag!', bofitting the dignity of the supreme government. 

40, )Jvery 'dral't' should be self contained, that ill, it 
should convey the order or decision in such a Illllnner as to be 
clearly intelligible withQut reference to nny paper in the 'file.' 
Suoh a course L'! clearly necessmy to obviate the possibility 9f 
any misunderstanding. 
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.41. Sometimes however the proposals or reccmmendations 
for sanction are of a complex ehaueter, whilr the order accepts 

or negatives them m tolD, In such casps, the ~auctlOn or 
refusal may be eomey{'d In genl'1'al tallns '\\Ithollt Fpeeifying 
the proposals: e, 9 "I am dll'f·cted to com ry sancUon to the 

.~ 

proposals contamed in-." 

42, It fol1ow~. from para. 40 abov!', that, a~ a rille, it 
is not necessary to ~cnu any ('ue/osnrps [c, IIi., 4(d)] ; 
though ill eert~lln ln~tances it IS uG.Jful aIHI more cOllvenient 
to do so. 

43 Such lDstanCeg n1'e-, 
(II) whrn a J('port 01 opinion i~ l('q1lll'ed on any docu

ment ; 

(li) whpn the ~llLject i, too LomplicatL·d and invoh'ed, 
in which ca,c a fllll precis \\'011111 be needod f·J 

(·lucillate OJ(' matte I'; and 

(c) when, from t.he H'ry natuH' of 1I1ll CaSl', it I, 1Il'('('''

Ral), to Iral ~Illlt any dOC'lIllll'nt. 

44. In addltioll to Lhl• 1Il,t.lIlce~ lI]1'ntlOll('d in tho preced

ing paragraph .. it. I~ usual, III tilt' ('ase of 'de~patches,' to tl an~ 
mit all the palH'fH bearmg on, or Illui>tratlV(' of, the subY.1ct of 
the 'draft.' 

45. Suhordinate adlllini~trati()ns 01' officiajQ, when gub

mitting for o1'dl'1's IIny question on "hi('h thrre has Lren a long 
series of COrl eSjlondence, oc wlllcb IS Hot WI y clear in Itself, 
should, besides stating the matter a~ flllly a011 as clearly ;)~ pos
sible, plnce all the papers in the case beforo the superior au .. 
thority, to enablc it to furm a ]Il'oper judgrJ;.ent and to ~ome to 
an equitable decision. 

46. It is usual to cite the 'cnclosUI'es,' in the margin of 
the 'draft;' and, as n matter of office routine, to draw the 

uttention of tho de~patche\: to tho' enelo'lUres' or groups of 
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, enclosures' by oblique marginlllliues. Or, as is the practice 
in some departments, a list of the documents accompanying 
may be annexed to the' drnft.' 

47. A copy of all orders, nffecting expenditure aDd ao
counts, passed by a department in accordance with delegated 
powers, is communicated direct by 'ondorsement' to t.he Acoounts 
Officer concerned. 

48. W hen an order Ims be ell pUf>scd aftl;'r ' unoffioial ' COD
Bultation with another d"llat tment, it is usual ~o send to the 
depultment consulted, by' endorsement,' which is appended to 
the 'draft,' a copy of the entire cone!:!pondence together with a 
copy of the notes on winch the order-is based . 

• 49. T~e Fmance Depal tment is however nn exception to 
this rul~ : no copy of any paper is furni:-.,hed to that Depart
ment unless speciBlly asked for; but, in cases involving expen
diture or accounts, if no Buch requo,t is made, the 'file' 
is returned to that Departmont unofficially after issae of the 
'draft,' for communication of the order to the proper 
Accounts Officer. 

50. But if a department is consulted on some point 
w!th which it has no direct conGorn, nor is .likely to be 
concerned in future, it is unnecessary .to Bcnd a copy of the 
papers and 'notes' 111 the case, to that department, except 
on special request. , 

51. The transmitting' endorsement' which precedes or is 
appended to tho 'issue' or' draft,' is known a8 a subsidiary 
order. 

52. Petty orders, or those of a routine character may be 
• oonveyed' withont specifymg in the 'draft; by whom they are 

passed: e. g., " 1 am directed to convey !anction to-." 
53. In communicating other orders, it is usual to state 

in the 'draft' that" the Government of IDdia sanction-I" 
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M. If thl) 'file' "'as Ilubmitted" to the Vioeroy or u>
his Oouncil, the 'd raft' sholl 1d sfute cr that the Governor
Gl3neral in Council sanctions-." 

55. Wh(ln an order IS convryrd by telrgrnm, it should be 
supplemented by a letter, if there is :my possibility of douM, or 
misconstruction as to tfll"lnS, etc 

56. Excrpt .when the address(I() is a depflrtment of the 
StR tp, all 'drafts' 8houlN Le nddrcf.lsed to the head of the 
administratio"n, or III tho case of go\'ernment~, to the secretary 
in the depnrtment concerned. 

57. In this connrction it may bEl obsrrved that in official 
letters, acting or officiati~g lIlcumbents should not be addressed 
as such, that i~, in theil' nctinp; or offici nting raracity j eo ~" 

" To the Acting Ohief S('cf!'tal y," "To the Officiating tJhief 
Commissioner," '}'he r('a~on is ob,ious: it IS the individual 
who is acting, while the letter i~ lldtlr(>s~pd to him in hIS official 
capacity, as the holdcr of'th(' pellUllnent offieE'. 

58 Honco also it follows that in demi-official letters, 
which are of a per~onal character, actIng or officiating inculD

bents should be nddr('ssed Ly their names followed by their 
acting or offioiating deSIgnations. 

59. In personal matters, all 'drafts' should be addressed 
by 'name to the person COllcel lll'd. If' the addressee is an official, 
his official de8ignatlOll should be added. 

60. When two or more drafts nre required in a 'case,' 
it is usual to indicate th~ number put up, III pencil, on the 
face of each, and the order in which they should be numbered 
by the despatcher before issue. 

The points noticed in this chapter relate or aTe com ... 
man to all ' drafts :' we shall In the next, dISCUSS the characteristic 
~ato,'es of the sevel'al specics. 



CHAPTER X. 

DRAFTING-( Concluded.) 

Ha ving considel ed fully tha properties common to all 
'drafts,' we shall now endeavour to point out the peculiarities 
which serve to distmguish the different 8pecie~ from each 

other. 

§ I.-Tlte lett~r. 

2. The most general moda of conveying nn order is by 
letter: t.hIs sp<'cies of' draft' wIll therefore form the first 
subject of consHleratlOlI. 

3. Form -Every' dlaft' letter is addressed to n flpecifia 
person, and begills With "SIr," ,. Madam," etc., according to 
the conditIon or status of tlle addressee: " Gentlemen " f~rms 

an appropriate Lf'ginlllng for IE'tters to firms or corporations. 
4. All such' tlraft8' telminate with the words," I have 

ew." with the designatlOn of the officer under. whOle signa
ture they are to be Issued written ull~r, thus :-

I have, etc., 

(Df'S'lgnation of Bigning officer.) 

5. The first or opening paragraph of' draft' letters usually 
begins in one of the followlIlg forms:-

0) "Ill roplx to-No.-dated the-, Iamdirected 
to-:' 

(2) "WIth i'derence to-No.-dated the-. I am 
dire'bted to--." 

(3) "In continuation of-No.-dated the-, }tam 
directed to-." • 
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(4:) "With reference to the correspondence ending with 
-No.--dated the--, I am directed to -.'~ 

t 

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

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

(7) ") am dire<lted to reply to-No.--dated 
the-." 

(8) "I am directed to acknowledge the receipt, oi
No.-dated the-," 

(9) .1 I am dirtlctt'd to-," 
(10) "I (we) have the honour to-," 

6. Except (9) and (10), these forms are applicable in Ca!!6S 

where the' draft' is the result of a reference, or when it relates 
to B subject on which there has been Vl'eviolls corresponden~e. 

7. Of course it must be distinctly understood that there is 
no hard and fast rule for commencing the 'draft.' For instance, 
there is no reaSon why thfl forms may not be intelchanged 
when possiblet nor why the 'draft' may bot begin thus:-" Your 
letter No.-dlltcJ thQ,-, on the subJt'et of-, having 
been laid before the Governor·General in Council, (or, having 
been duly considered,) I am direct'ld to communicnte as 
follows: - ;" or thus :-" In replying) or ref 01 ring to,' or 
acknowledging the receipt of your letter No.--dated the-, 
I am directed to-." 

8. The wording necessarily depends in a great measure 
on the taste, or WIshes of the secretary ot the department, or 
of the head of the office, but the forms gIven above are what 
are generally used in the IndiRn secretariats. 

9. Ordinarily there is not much discrimination exercised 
in the use of the forms. ..\ few hints however, will perhltps be 
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considered helpfnl in the seleotion of the form appropriate to 
the particular case in hand. 

10. If the subject is of a simple nature and the 'draft' 
is a dir,ect reply, accepting or negativing the proposal, or reo 
commendation made, and it is not required to convey any 
remarks, etc., on the subject, form (1) is generally used. 

11. Form (2) is tiually adopted when the na.ture of tho 
communication to be made is simple and the 'draft' is Dot a 
direct reply, but has refercDflo meroly to some particular com· 
munication on the subject, to or from the addressee, or to nny 
document which he may have received from whatever source, or 

• of which he may bo otherwise cognisant. 
• 12. A.ny information or decision in addition or supple

mentary to what has already been conveyed in It previc~8 

letter, is communicated in cantin uation of that letter. (vide 
form 3.) 

13. But should the' draft' be the last of n 8eries of cor
fespondenne with the addressee, and a direct simple reply, anil 
have reference to no specific paper in tho series, form (4) may 
be used in beginning the 'draft.' 

14. The use of form (5) is indicated by it!f pbrasco)oiY' 
15. If the 'draft' is not a direct taply, I/ood it is neoessary 

to communicate any remarks or observations on the subject of 
the referenco, form (6) would be 3 good way to commence. 

16. Form (7) would however be a more appropriate 
beginning, if, wbile the 'draft J is ~ direct reply, it aocepts or 
Degatives partinlly or with modifications nny proposals, or if 
it is required to make nny comments or remarks. 

• • 17. Form (8) is better adapted to 'drafts' of importance, 
in respect either of' tho status of the addressee, or of the subject. 
This form is als,) ·u~ed when it is required to merely acknow
ledge n 'recei t J 
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18. Form (9) is osed only when the' draft' initiates 
a correspondence, and it is not required to refer to any 
document. 

19. In addressing a superior authority form (10) should 
be employed. This form is made use of by the G:wornment of ..... 
India in letters to the India Offioe, and in despatches to the 
8eoretary of State. 

20. As is ,apparent from the natnre of the oase, commu
.nications by letter are made in the first person. 

n. There is nothing special to be noticed in regard to the 
diviBion or 8t!lle of the lettet. 

§ 2.- The 'despatc!t.' 

22. In official phraseology, a letter nddresi'ed to Her 
Majesty's Secretary of State for India is called a 'despatch.' It 
is signed by the Governor·General and the Members of the 
Executive Council who collectively constitute the Government 
of India. 

23. The 'despatch' differs from the letter in jOfm and 
.tgle ; but not a8 to its divisions. 

24. Form.-Tho 'despatch' begins with "My Lord," "My 
Lord Marquis," etc., accQrding to the status of the addressee; 
and ends with the words, "We have, etc." 

25. The first paragraph begins in one of the same forms, 
mutatis mutandis, as in the case of the letter; but inasmuch 
as the' despatch' issues UriUfll' the signature of the Viceroy and 
the Members of his Council, the communication is madi) in the 
fif',t perlOn ptural. 

26. As the 'despatch' is an immediate comm1l1lication 
. from the Government of India, it doe8 not issue under direction, 
and the phrase, "We have the honour to-,"" is substituted for 
tbeyhrase," I am directed to-," used in the letter. 

27. &yle.-The sty III of the 'despatch' should be more dig-
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uified than that of the letter, 'and greater care taken in the 
selection of the language; and though, as a rule, "II the papers 
connected with the subject of referenee nre tmnsmitted in ,,,ten· 
'0, the facts and circumstances must be clearly set forth in the 
body of the 'despatch,' together with the grounds, reasons, or 
arguments, on which the proposal, or recommendation, if any, 
is made. 

28. The pbrll~eology must be such as is employed in lid· 
dressing a superior authority. 

29. When there ure mOfl"! than two 'enclosures' in II 

, despatch/ it is usually accompanied hy a list or schedule of 
such' enclosures.' 

§ 3.-Tlze ' office memorandum. 

30. Official interdepartmental correspondence is conduoted 
by means of what is technically termed the 'office memorandum: 

31. All that has been said in rE'gard to the letter is equal
ly applicabl.e to the' office memorandum.' 

32. Thtl only difference in the j()'f"ffl of the 'office memo.
randum' is that communications by its agellClY are made in the 
third person Bingular ; the words, "the unJer.igned," being 
Bubstituted for the personal pronoun, ;'1." 

33. Though strictly speaking the use of the 'office memo. 
randum'should be restrIcted to communications between depart. 
menta, it has become a recognised practice to employ it in ad. 
dressing certain classes of non-offieials of no particular status, 
snch 8S petitioners, applicant! for information, appointment., 
etc., and sometimes firms and corporations. 

~ 4.- Tlte telegram. 

84. Correspondence on matters of urgency is carried OD 

by telegrams. 
85. Omu,u omittenduf the particulars rC<luired in a Iftraft' 



( 88 ) 

telegram, as to, form, are shiiilar to the requir(,monts of the 
'draft' letter. 

36. It is needless to Bay that there is nothing to be ob~ 

served in respect of the division, of the telegram. 
37. As to its style, it must be borne in mind that perspi

ouity and the utmost brevity compatible with a duo intelligence 
of the subject, should characterize the 'draft' teiegram : all 
words not absolutely neCe&_TY should be avoided. 

38. To· minimise the cost of transmission, telegrams 
intended for despatch outside the limits of India, are translated 
into 'code' language; and those of a secret and confidential 

• 
nature, into' cypher' language, irrespective of their destination. 

39. Ordinary telegrams issue in the name of th~ secretary; 
and the number borne by them is also transmitted at the 
beginning of the message. 

40. Telegrams addressed to the Seeretary of State iSEUe 
in the name of the Viceroy. In such telegrams, the naDIA 
of the department is telegraphed in lieu of the number, and 
always begins the message. 

§ 5.-The' notification.' 

41. The several speSlies of tho 'draft' already treated of 
are of It personal nature: tho two remaining species-the 
'notifioation' and the 'resolution'-are of a general character, 
inasmuch as tbey arB not per Be addressed to It specific person. 

42. Rulings whICh affect the general public, and orders 
or decisions, which, for certain reasons, it is C(ll1S1dered 
necessary or desirable to make generally known, are published 
by I notification' in the government gazette,' an organ il!Stituted 
for this very purpose. 

43. It is unnecessary to say that the forpt and slyle of the 
, notification; will in a great measure depend upon the subject, 

"-
and upon the merits of thtJ cllSe j as to its division a, if any, 
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care should be taken that they are arranged in their natural 
sequence. 

44. A few specimens however will enable one to form 
some notion as to how a ' draft notificntion 'should be prepared. 
(vide Appendix E.) 

§ 6.-The' resolution.' 

45. Important general rulings which Ilff'ect all, or a 
number of administrations, nre promulgated by means of what 
are called departmental 'resolutions.' Ordinary, unimportant 
orders, or (lecisions in speciul cases, applIcable alike to other 
administrations, are usually commun~ated by' circular letters, 
or endorsements.' 

• • 46. The consideration of the form of the 'resolution' re-
solves itself into a discussion of its divisions 01' constituent parts. 

47. The' resolution' is mado up of four parts, namely, 
(1) the preamble, 
(2) tho observations, 
(3) the resolution (proper), and 
(4) the order. 

48. In the 'preamble,' which corresp",nds to the 
first paragraph of the lotter, all the pfl.pors, which aro nff'ectud 
by the 'resolution,' or on which the 'resolution' is based, 
I1ro cited, or, 11:' it is technically termed, read. 

49. The 'observations' contain the arguments or 
grounds on which the 'resolutlOn' ('proper) is bnsed j and cor
responds to the intermediate paragraphs of the lotter. 

60. The 'resolutiun' proper conveys tho ruling of tilt'" 
t 

government; and cl7rresponds ~enerally to the last paragrap~' 
of the letter. 

51. The I or~er ' specifies-
(a) the authodies to whom the' resolution' is t~ be 

communicated j 
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(b) the purpose for which the oommunioation is 
made; and 

(0) any other instruction as to the treatment of the 
, resolution.' 

52. If the' 'resolution' modifies, oJ:J1as reference or is 
supplementary to a previous one, the document which commn
.nicated the latter fa in the usual manner cited in the' order;' it 
must howevjlr be observed that when two or ~noro previous 
I resolutions' are affected, the docllment which communicated 
the last one only, should bo so cited. The' order' therefore 
corresponds to the 'end~'8ement,' whIch it virtually is. 

53. There is nothing special to be noticed as to the 
1I'!Jle of the 'resolution,' except that the ruling· is convtfyed 
impersonally, inasmuch a9 the' resolution' contains no indication 
of any communicating agent. 



CHAPTER XI. 
DESPATCHING. 

After a. 'draft' has been finally approved, it is sent to tho 
oopying bra.nch of the department, for issue in the usual course 

2. It is the duty of the superintendent· of the branch in 
which the' draft' has heen prepared, to send the 'draft' to the 
copying branch oomplete with all the' enclosures,' if any, and 
all omissions supplied ; he should also rend over the' draft' and 
see that there Bre no doubtful points reiluiring solution. 

3. All these points should alRo be attended to by the 
8uperintend~nt of the copying branch, before he passes on the 
, draft' to be copied. 

4. Tho duties of the copying branoh comprise the three 
main operations of

(a) copying; 
( b) examining; and 
(0) despatching. 

§ 1 - Copying. 
5. The fair-copy of the 'draft' must fulfil the following 

.conditions :-
(a) it must he written in a neat, clear, and legible hand; 
(b) it mu~t be free from orthographieal errors; 
(c) it must be correctly pUDc~ated ; 
(d) it must be made on paper of the propor size and 

kind, according to the class to which the' draft' 
belong. j and 

(e) it must be made in tho form adaptell to the species 
of the ' draft.' • 

6. Oondition (a) entirely depends upon tho hn'ld-writing 
of the copyist selected for the work. 
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7. Oonditions (b) and (c) pre-Buppose a fair amount of 
eduoational ability in the copyist; but the detedion and rec
tification of errors, which may have escaped him, constitute the 
duty of the examiner. 

8. In regard to (d), it must be observed that, as a rule, 
official and unofficial communications are "'ritten on foolscap 
paper with quarter margin; demi-official letterd, on quarto-post, 
or note paper. 

9. As "to (e), the appropriato forms will be found in 
Appendia' B. j but thoro are certain points, conueet~d with the 
fllir-oopying of each specios of 'draft,' wbch we shall now 

r 

proceed to note. 
10. Every official and unofficial COnll11Ullicatiun is heulLed 

by its appropriate serial number. 
11. The designation of tho signing officer must nlwl\)8 

be written in full below tho sigtlaturo, in every official or unof
ficial issue. 

12. Endo'f'.~ement -An 'endorsement' either precedes or 
follows the document transmitted; Of, it is writt()l1 as a srparate 
communication. 

13, If it procodes, tho document or correspondence 
transmi.tted is l10picd in succession, ill proper order. 

14, If it is a separate communication, it i~ treatod as 
an 'office memorandum.' 

15. Otherwise tho ,'endorsement' follows immediatoly 
after the copy (complete, with' enclosures' if any,) of the papers 
transmitted. 

16. But should the 'endor~pment' tyhich follow.B be a 
'Bubsidia.ry order,' it is copied immediatfly after thc current 
irsue, and the other papers, which are to accompany, are written 
aeparately, and ~lttested hy the hranch ~upcrlntondcnt, or the 
regIstrar. 
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17. AI every 'draft' issues under direction, the faot, 
in the case of the I endorsement,' is indicated by the inser
tion of the words, "By ordor," immediately above the name 
of the officer undel' whose signature the 'endorsement' is 
issued. 

18. Immediately below the 'endorsement,' on tho left·hand 
corner, opposite the signature, are shown tlte department of is
sue, the place of issue, thf' brallch s111~JPct, and datl'~ : in the case 
of the 'endorsement' which precedes the dOCUIll(lut transmitted, 
these details arc given above the 'endOt5ement.' 

19. An 'endorsement' is gelleraYy issued under the signa
ture of any jumor officer of the d(lpal tm('ut. 

20. When for" arding an anginal or a printed document, 
the 'endorsement' may bl' COllled on a separate half-sheet and 
attached to the paper transmitted. 

21. Lette1·.-TllP addl'cso III illO sIgnature copy of a letter 
ordinarily fihllWS the name and deslgliallVlI of the SIgning officer, 

and the desigltatw!1 of the addrcsoel! : 111 pel'sonal communica
tions, the name plecede~ the d(,~lglwtlOn, If the addressoe is an 
official; if a non-offICIal, the nUll I(' only 1:' given. 

22. III the case of a d('IlII-officvd letter, tho place aDd datR 
of issue are WrItten ut the fIght-hand· cornrr on the top ; and 
the Dame and de5iguatioll of the addressee below the signature, 
on the left. 

23. In official lettcr~, the plac! and date of issue imme
diately follow the address. 

24. The signature cop, of the official letter ends thus: -

" 1 have the honour to be, 
Sm, 

Your most obedient servant, 
(Name) 

-(lJtJ8ijnatwn)." 
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25. Important letters are signed by the se<Jretary of the 
department, or by any other officer for him. 

26. Letters to the audress of the Government of India. 
Ihould be signed by the heads of administrations; but in the case 
of a local governmotJ t, by one of the socre~cs to that govern· 
mant. 

27. Generally no officer of a lower r:Ulk than an as~istant 

secretary may. sign an offiCIal J(·It(·r of an ulllmpod,ant nature; 
but the registrar of the uepnrt,u1I'ut may sign routlOo communi. 

cations. 
28. Tho urpal'tmont of issue is generally written on the 

left-hand margin of' the first. paragrnph 
29. A 'circular' IS tt('utrd lIke an issne or the species "to 

which it belong~, and IS g(.nora 'ly I~'lle<l Jil pi lilt. 

30. De"pa{('/t - Tho 'd l'~p,l t('h' gpnPJ.dly IFSll(,S in print; 
and is similar III form to 1110 leUrr, f'X('Pl't that It enus thus: -

.. "'0 haw the honeut to be, 

My LOld, 

Your Lordship's m08t obedient hum hie servants, 

( fllwlle.~ of J";re1'oy and 

Mt'nlbers of Council, 
in order of seniority)" 

31. Office 11U'In01'andulII.-Tlw uppal tmcnt, branch, place, 
date of iesur, anu the SpCClt\~ of COllllllllllJeatioll, are ~ho\\'n on 
the top of the copy for signatllle ; and th(· llddrtlss, below, aitor 
the name and d(ls;gnatioll of tho ~lgllll1g officUi 

32. In the add ross, tho desiglLllilOl! {lilly of the addressee is 
given ; but if the adJrel>~ee i~ a llon-ofhelul, his name i~ given 
instead. 

33. Unofficial COIDlIlUlllcat!ons are treated like the 'office 
memOrandUlI1.' 
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34. Teleyram.-The telegram IS copied on tho proper form 
prescribpu by tho TeJrgra ph Dl'parl mrut, and i~ despatched on 
the \cry ony it IS recpiwtl in the ISBtHl \JI'lUll'h. 

35. It may be Siglll,J \Jy the )'('gisll a r, or a supetin

tl'udeut of the dr}l[\Itment; unlebs it coU\eys oruers 118 to 
the confirmation or cOllllllutation of a capital senteuce, in 
whICh case, It must he signeo by U fiI'CI't:i(l1'!/ of the d<,pnrt
ment. 

36. Nolijicflliolt - Th,~ notJfieailon i!! !,uLI:shed in the 

governmf'nt gazelte, uIHIl'r the olgnatUl'O of the secretary of the 
depal tmcnt. 

37. Tho de'partll1!:1ut, place, auu -uate of issue, are shown 
01\ tho top .• 

38. Ag is the case wlLIt all uffil'ial cOlllmunication~, tho 
notification is iS~lleu allli puLlhh(,ll UnUl'l tho um'ction of the 
lleau of the government; anti tbo t:u:t. I~ lIlulcated by the 

insertion of tho wOllb, "H) oll)el, dc.," llllUWtll.ltdy nbove the 
BeerAtary's signature. TillS l,rncticl" however, IHl~ of lute fallen 
into desuetude. 

31). Rt'Solutiun.-The' r('~olutlOn ' bring in fact a genernl 
oruel', or a proceedmg of the gO\ (,fIlment, wInch /l; to be com
municated to th(' ~1'v(,lal ;ullllllmlrattOl1S concerneu, the copy 
for signature is gcneudly h('(ldeu lJ)' lhe \\ OllIs, " Extract from 
the Proceedings of the GO\(:'rDlDrnt of India III t1le
Department, No. --datf'u- the - - 1 X -." . 

40. As the' resolutlUll' l:l virtually a 'circular,' inllsmuch 
as it is nddrebbod to several aomimsti'ations, it is treated like 
the 'cIrcular' It is unnecessary, as Is sometimes done, to 

• oommunicate the 'resolutIOn' by ,"eparate 'endorsement,' 

41. The 'resolution' IU\b LhA ' ~jrcular . and the' despatch' 
generally issues iI!' priut, and is £ignec ~y the secretary of the 
department. • 
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§ 2.-Examining. 

42. Before tht1 fair-copy of 11. 'd raft' can be su 'Jmitted for 
signature, it must be com pared with the original, and cUI'ef'ully 
examined. 

43. This duty involvcs two processes, namely, reading and 
examining. 

44. The former consIsts in reading the matter to be 
examined correct! y, l.IJs1iDctJ y, 111ld mtf.lbgl·ntly, with d no H>gard 

to the s. i~temled to be cOII\'~Fd 
45. The following are the Items that-collstitute the process 

of elilminatiop :-
(1) To correct crrors

(I) III ortbogluplly, 
(il) in gralUlllailCal consbuction, and 
(iii) in pnnctuatIOIl. 

(2) To roctlfy all other obviou~ lll<lccuraeios. 

(3) To bring to llotle('-

(i) all {'irOI'S or Ollli"6ions, and 
(ii) all improprieties of' phraReology 01' expres

sion, w h leh lllay not btl alt~red without 

authollly. 
(4) To 800-

(i) tbnt tll(' 'draft' has been properly copied for 

signature, 
(ii) that the 'enclosures' if any, are complete, and 

(Iii) that all the papers connected with, 01' relating 
to, tho 'draft' have been copied In due 
order. 

46. Errors in orthography imply inaccuracy of spelling 
nnd the misuse of capital letters. 

47" Erroneous grammatioal construction menns violation 

of tbe rules of syntax. 
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48. By Improper punctuution is meant bot only tbe 
misuse of one point of Illlllduation for unother, but also exoesl 
or deficlOllcy 1I1 puncLuahng. 

49. ObVlOU~ illa~clltal!leS are 011 or~ or omissions of pure 
inadvCl tence, of the 1mp ;)jJrJC'ty of whICh there can be no 

possibility ot doubt. 
50. As IDstallce~ of ef! 01 S or OllllSSIQllB for tho rectifica

tion of' ,,111<.:11 uuthollty l~ neeut!u, may Lo cited ilDpro~r 

prllagro.plllllg, Lwk af, 01 illogICal, b('tjllenCe in tbe awPgement 
of' lcJoas, OllllS~1011 ot j101llt~, llon-ob~en ance of prescribed 
loutme, etc. 

51. ImprOjlllety of phraseology or expl'ession implies no 
ol)ly the UUtlUSC, 01 IIlISa Pl'iIeailOu of terlDs, but also the violation 
of the rules 01 pllI1Clplc~ of goud compositioll. 

52. Propel' c/)PJlJ1g Ilwans accuracy of form, as well as 
the use of the TIght kmd of l'apel ,\CCarulDg to the species of 
the 'draft.' 

53. From the fOI Pgolllg it i~ cVldent that the qualities 
rer!uired to mak/: a good l('[1.(lor are the following:

(1) fluency [1.nJ cleal ne:-.s of speecL, 
(2) faCIlIty uf deClpht'rmg bad hand-wrltittg; 
(3) ortllOepy, or conect prol1Ulkmtion; and 

(4) n suffiCH'nt amouut of mteHigence to understand the 
senS(l 1;)£ \, hat he reacJs. 

54. The (1 uahficat IOn~ "Inch.an efficient examiner mUlt 

possess are--
(1) a thorollgh knowledge of grammar; 

'2) qUIckne~ uf per~('pt!oll in detecting errors aDd 
()llllSSlOn~ ; 

(3) sufficient knowledge of official routine and of the 
fonus of 'he diii'erent species of 'draft;' 

(4) ability to (h~cern the rig~t use of terms j 
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(5) knowledge of the canons and elements of good eClat

po&iti()n ; and 
(6) a habit of carefulness Dud attention in the discbarge 

of his duties. 
55. Bence it follows that the work~f eXflmination il!l by 

no means a mere mechanical duty; and that it 1S bigl}ly erro
neous to imngine that it is ODe which any and erery one, how
ever inexperienced, is equally capable of rerformin~. 

56. To obviate the possibility of erro!"s paSSlUJ!: unnoticed 
the fair-copy, should La beld by the exaruilJt:f, and the origlDai 
read from. 

§ 3.-Despaic/1I1Ig. 

57. After signature tho fair-eopy of the 'draft' is passed 
en to the despatcber for issue 

58. The communication is then given on appropriate 
lIerial number, and is dated; and the neces~ary entry there
of made in a special register kept for the purpose. 

59. It is next put, with its 'enclosures' if any complete, 
Into an envelope, on which the proper address is superscribed, 
and deBpatch~d either by post or by messenger, as the case may 
require. 

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

61. Unofficial' 6les' are also numbered and dated, and are 
generally accompanied by 11 list of all the papers which they 
contain; a duplicate of such list being kept in the branch, to 
which tbe 'files' appertain, as a check against the possible 10sII 
of any paper sent oat of the department. 

St. In returning unofficial' files' received from other 
departments, no list is made, unless they c~Dtain any papers 
beJonging to the department consulted. 



CHAPTER XII. 

RECORDING. 

t 1.-Treatment of 'cem&' after iuue of ord",. •. 

In putting up a 'draft,' the fact is u~ually indicated OD 

the' note' form belo\~ the ordor, thus :-" 'Draft' submitted 
for npprova.l." This statement is followed by the 'drafter',' 
signatnre. and the initials of the approving officer or officers, 
with their respective dates. 

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

3. If the 'draft' is a mere call for additional informanoD 
or papers, in ViAW to the disposal of the 'case,' or, if 8Uy further 
reference on the subject is antICipllted, the 'file' is kept IS an 
'await,' or is held 'in suspense: 

4. But if the 'draft' conveys final orders, that is, if the 
'case' is finally disposed of, the latter then undergoes the procesl 
of 'recording,' which we shall now proceed to describe. 

5. It may bere be observed that the fact, that a 'cue' hu 
not been finally disposed of, is no ahiolnte bar to ita being 're
corded' at any stage ; but it is more convenient to keep a 'case' 
as an 'await' until final orders have been passed, so tba~ the en
tire oorrespondence may be in one 'collection.' 

6. Shouid however an ulldisposed of 'case' become too 
bulky, an early oPfortunity should be taken of a break or cee
sation in the correspondence, to 'record' it sharp for sake of COD

venienoe. 
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§ 2.-Classification of 'casc.I' fop 'reeo'!'.".' 
'T. Ordinarily 'cases' for 'record' ma), be cla~lsed in one of 

the following cat<'gorieR ;-
I.-They may relate io important administrative 

measurc~ ; or, the order_or de _'i~ion passed 
may Lc of general application, nnd of n 
permaurnt character. 

IL-The questions <leaH with thelcih l11ay be of 
comparattvply rllinor imp'lrtancr, and of 

passing interest am\din£!; the administration 
or it~ Jll'l'sonnl'l : 01, th!'y may be connected, 
in a gr!'ator or IN::,\ d( g1(\P, v.lth matt\'rR of 
routin('. 

lII.-Their ~ul).iocts may he, f}lIIt!' ullimportant nEd of 
aD ephrmoral chnnder. 

8. 'Cases' constitute what :lrr tcrhl1lcallr ~t} ]('n 'proceed
ings' whic1jfprresponding to thl' caj('!!,01 iI" to whieh the caHe~,' 

they comprise belong, are di\ided into th,,·!' da~Res, t·~:.:
Class I known aR thr 'A Pr()crc{lmg~: 

". II known a~ tilt> 'f3 Procc!'r1mgR.' 
" III variou~ly known a9 tl}(' 'C. Proceedings,' 'De

po~its; !'ltc. 
9. A 'recordod caso' l~ thrr!'fol'l' spohn of a8 being 're

oorded' in the 'proceedings' eOI'I'('~p()nding to the clas~ to which 
it appertains, or, simply as an 'A c:t<,p,' In. casp,' and so on. 

10. The 'A. procerdings' may in rl ,tnct, ~rlbe be held to 
be the 'proceeding~' of thp Rtatr 01' go\'!'rnment ; and the other 
classes of 'proceedings,' merr tlrpartmrntnl,' procpptlmg.~.' 

§ B.-Discrimination of the da,q,q af'pl'orrerlwg.I' w uolti('h, a 'case' 
8Tlould ht' 'rl'('orded ' 

11. Of course it is unneccs~ary to My tllnt where so muoh 
depends upon opinion, or t:pon the new that may be taken as to 
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~ !lature and comparative importanc., of tbe !mbjtQt 'r~a~d 0', 
there can be no ha.rll-a.nd-fast line of demarcation between the 
!je,veral classes of 'cnses.' Nevertheless, os the 'A. proceedings' 
alone are J,tinted, IlOU transmitted In monthly volumes to the 
Home Government, stdct discrimination is, in view of this fact, 
and to obviate unneCe8~al'y pi inting charges, elljoined in the 
seleotion of 'cases' fur 'record' in those 'proeeedings.' 

12. The responsi\,Jility of decidmg the class of 'proce"' .. 
iogs' in which 'c,\ses' should be 'recorded,' devol"ves upon 'the 
bead of the office, or may by him be delrgated to the 8uper~,

tendents of the branches or sections dfaling with them. 
13. In deciding wbethel' a 'case' shol1kl be 'recorded' in 

th'll 'A. prueeedmgs' It must be borne in mind-
(a) that, not llnhke the branches or sections of a 

secr('tariat, the several depurtments are virtually 
brnnches of a large office whonce emanate the 
ordel's of the Government of India; 

(b) that, in this view, the 'A. proceedings' of tbe sever.l 
departments tnkrn collectively constitute the 
'proceedings' of tI,e !lON'rllment-indoed, this idea 
is suggested by the title page of the volumes i!8ued 
every month by the de~artments, containing tho 
'A. collections' for that month, which would go 
to show, that the orders conveyed are tho outcome 
of c!Jusultations at the, meetings of the Executive 
Conncil presided over by the GOl'ernor-General, 
that is, that the' collections' in question compri.e 
the • pr.>cecdings ' of the Government of India; 

(c) that consequently It is an unnecessary waste of the 
T,uhLic revenuE'S, to 'record' the same 'case' in the 
"A. proceedings' of every department ~ which au 

ord61' 1l1'Y have been oommunica.te.d ; aDd 
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(d) that, therefore, it follows, as a natural conseqaenoe, 
that a 'case' of sufficient importance to he so trel\t· 
eu, should be 'recorded' In the 'A. plOceeuings' of 
only the department to whICh it~ subject apper
tains, 01' flom which the order~r det..ision thereon 
has emanated 

14. To 'recortl' n 'ca~e' in the 'A pt'oceedtngs' merely as 

a matter of convenien('(l, 01' fl)l any other consllleration, irres
pective of the natnre of lts ... uh.l!\ct, "oulll be to (lestroy the 
distInctive character of tho~p 'l'IOCl.lfldlIlg~' If frtlqUf'Llt refer
ence to a 'CIISO,' bplolJgi ng to allY otlH·r Cl.l~~, i5 nntieipated, 
or, if there is any good 1 ea~on for ~Il doing, the 'case,' though 
• recorded' in its prOptl1' 'proceelhng~,' may b"c speciaOlly 

printed. 
15, All' ca~es' wh\('h f~lll wlthm thl' category of Cla!'s 1., 

should, as has been alnndy sllggested (para. 8 supra), be • re
corded' in the' A prOC()Cdlllg~ ;' and it may here be remarked, 
that" as a rule, all ' cases' Tl'pul trd t,o the Secretary of State for 
India, may, from that V('I y f,lct, be hrld to be ~uffi(,lently im

portant to be,similarly dealt wit.h. 
16. Tht' same diffisulty 1~ not ('xl)(lrH'llced, nor Ib the same 

amount of car~ neccss<tl y, III dbCll1ll1n:lb ng between 'eases' to 
be Irecorded' In the othol' cl.l'~rs of 'pIOCe(1Jmgs' ; inasll1~ch as 
they are strictIy spoalong merely departmental I ('('ordg, and no 
special interest is involved "II 'rccording' fIny such 'ca~e' in an in
appropriate class of 'pI ocoeding~. 

17. Before proceeding to 'record' II 'ease,' it J3 in the first 
place neces~nry to se(' that it IS lit for 'recotJ ' 

lR, 1.'hough a 'case' may be 'r(1co: ded' at any stage, it is 
At for 'record' only when every paper cited, Ol referred kl, (un
les.~ it is irrelevant to the Sl1 bjert, and does not materially affect 
the dispOllll, of the 'ease,' ).hle been previously brought on're. 
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cord.' This rule of course does not apply in the case of 'I'e{er
enees' to 'current' papers in the 'flip.' 

19. It IS well to observe that 111 regnlu to 'A. cases,' they 
may be applopnatrly 'recoldl'lJ' n" soun as any decision is 
given, or any impol tant aetlO\1 tak(·n. 'B. cases,' on the other 
hand, should be 'recorded' when any urfiuite order has iSlmed ; 
or, if the order )s of an Interml'til.lte natlll~; when no further 
actIOn is antiCipated wlthm a month, 

§ 4.- Gene1'al rules fOl' 'recording: 

20. In 'recol'ulIlg,' the following genf'rni rules might be 

taken liS gUIding !'J1ncirlr~ ;-
(1) That Ol'rilll:ll t1y onl) onglllflls, that is, 'receipts' 

which hav(\ bl'f'n ~Iglled, and 'drafts' which bear 
the imtlal~ uf tht' jla~~lllg officer, or nttested copies 

of tht- S:l1l1P, bhall be 'recorded.' 
(2) That on I y official ('0) I (>~pond('nC'e-f'xcept reminders 

anu ad lllim!l1 rE'phf's the I (·to. which are usually 
kCjA "llh til(' '{Oll<>ctIOIl '--~hnll bE' 'rf'corded,' 
hecaU!w ~l1ch (,Ol'll"pondt'llce alone is the medIUm 
for the conJnd of' aUlllinistl'lltion .• 

(3) That officml dot llmpn!s pf one department shlill 
not be 'lecoHlru' in another, unless they shall 
haw bren rl'('('1 vf'd officially ill tile> IiI.ttl'r depn rt
ment 

(4) That, a~ i~ e\'ld"llt fl nm' their naturr, demi-officinl 
leUel ~ ~h:ll.ot lJ{' blought on 're-col'd,' Unlf'~8-

(a) tIl('), [01 m 'I'n(>h~nl (,8' to officin I rornrnunica

tltTos : or, 
(b) th!'ir otnl"'JOIl w(luld If'avr a hIatu~ in the ('orres-

4>ondrllc!', wLIC'h It would br nr('rs~nry to flU 
up, in order to a pI opel' under~tandfng of ~he 
'cast',' as for inst«nce wpell (\ reference· ill 


