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made to them in an official document,—but
spectal orders must be taken to ‘record’ them.

(5) That departmental ‘notes’ of importance, and minutes
of dissentient Members of the Executive Council,
expressive of their views in cgnnection with the
issue of a ‘case, may, if conuidered desirable, be
‘recorded’ in the ‘proceedings.’ Insuch cases it is
necessary—

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

(b) that it shouk not refer to any paper not already
on record, unless that paper is about to be
‘recorded’ in the same ‘collection.’

(6) That the same paper shall not be ‘recorded’ more
than once.

(7) That ¢ B. collsctions’ if subsequently reported to the
Secretary of State for India, shall be struck off
the * B. proceedings,’ and be ‘re-recorded’ in the
* A, proceedings.’

21, Of course it is unnecessary to say that any of these
rules may for sufficient reason, be set aside, by competent
suthority,

22. The papers which make up a * case * are—

(@) the correspondence, which may be either wholly offi-
cial, or parthy official and partly demi-official ;

(6) the ‘notes’ on which the orders are based ; and some-
times

(c) other miscellaneous papers, such as originals when
‘cases ’ are submitted in print, press-proofs, routine
office ‘notes,’ vernacular documpnts, ete.

28. ‘Recording’ strictly speaking has reference to only
the_ official correspondence: the other papers are merely
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kept with the ‘collection,” and are therefors technically termed
keep-withs, or simply K. W's.
§ 5.—Process of ‘recording.’

24. The process of ‘recording’ consists—

(1) in determining the relative position in the ‘collec-
tion,” of the different classes of papers in the
‘case §

(2) in arranging the papers in proper order ;

(3) in classifying the ‘K. W’s.;’

(4) in affixing to the official correspondence and to
the ‘K. W’s "their respective serial numbers ;

(9) inmaking an appropnate entry of the necessary
details in the ‘table of contents ;’

(6) in editing the ‘notes ;’

(7) in preparing a list of the official papers, which
have been numbered serially ;

(8) in placing the papers of the ‘case,’ after they have
becn propeily arranged and numbered, within
appropnate covers, if required, in accordance
with the practice obtaining in the department ;

(9) in countermarking the ‘references’ in the ‘fila,’

25, When a ‘case’ has undergone all these operations, it
is said to bave been ‘recorded.’

26, In determining the relative position, in the ‘collection,’
of the papers in the ‘case,” the official correspendence is taken
as the standard of reference; the ‘K. W’s. either preceding
or following it, according to departmental usage.

275 The correspondence is arranged i chronological
order, with reference to the dates of receipt of the ‘recaipts,’
and the dates of thfe ‘issues.” Under the prevailing ‘continuous-
note system,’ this arrangement follows the order in which the
‘receipts’ and ‘issues’ are ‘noted’ on and posted in the ‘notes.’
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28, The several classes of correspondence are then separ-
ated without disturbing the order of sequence,

29, The ‘K W’s” are next arranged, or grouped together,
according to their respective degrees of importance—generally
in the following order :—

(a) the ‘notes;’

(b) demi-offtcial cotrespondence,

(¢) any papers specially prepared tor the proper under-
standing of the questiou at 1ssue, and reforred to,
in the body of the *notes,” and

(d) miseellancous spapers, such as origwnals of papers
submitted n punt, press-proofs, office routine
‘notes,” ete.

80 The papersn the ‘case’ having Leen duly arranged
are then numbered—the official correspondence, with its own
periodical series, and the ‘K. W’s.." as ‘K, W’—No. 1, ‘K. W.—
No. 2, and soon.

31, Each class of ‘proceedings,’ as well as each branch or
section of the department, hasits own separate series of numbers ;
and ‘cases’ appertaning to each, are ‘recorded’ periodically,
geverally monthly

32. It must thercfore bo remembered that 1n ‘recording,’
each paper in the official correspondence should indicate—

(a) the class of proceedmgs,

(b) the branch or section of the depaitment to which the
‘case’ belongs ;

(c) the month and year i which the ‘case’ is ‘recorded ;
and

(d) its appropriate serial number.

33, Ench paper, whether a ‘receipt,” or,an ‘“issue,’ or an
‘enclosure,” must be given a separate number : ‘sub-enclosures’
however need not be numbered separately.
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84. Each ‘K. W, besides indicating the class of ‘proceed-
ings,’ the departmental branch ¢r section, tho month and year
of ‘record,’ and the serial numbers of the entire ‘case,” must bear
a separate number of 1ts own series

35. In ‘A. collections,” some of the ‘K. W’s." are printed
and others not. Each ‘K. \V." <hould therefore be marked, as
printed or unprinted, as the case may be, for the guidance of
the press.

36. All ‘K. W's " required for the proper understanding
of the ‘cace,” such as ‘mnotes,” demi-official correspondence,
official ad 1interum correspondence, wlemorandums, statements,
etc., specially prepared for the purpose, should be printed.

37, It frequently oceurs that ‘notes’ started separately
unite at a certain point before the issue of orders in a ‘case:’
e. g, when a ‘file, after beng ‘nofed’ on, has been sent
unofficially to another departiment, a new ‘reccipt * connected
with the subject of the ‘file’ comes m, and, while 1t is being
dealt with, the ‘file’ retuins and orders are passed with
reference to the ‘notes’ of the depaitment consulted.

38. Such ‘notes’ masmuch us they are not chronologically
continuous, may be eithet miiked as parts L, II., and so on,
of “ K. W.—No 1, or they may be marked consecutively as
‘K. W—No. 1,*K W’-=No 2, ete, the numbering of the
other ‘K. W’s.” being 1egulated accordingly

39, After the papers in the ‘dase’ have been duly nom-
bered, an entry is made in the preserthed form, 1n the ‘table of
contents.’

40" In the ‘tadle of conteuts’ for the ‘A. procesdings,’ the
subject of the ‘case’ is entered 1n brief, but in that for the ‘B,
proceedings,’ thesentry is made in fuller detail—that is, the
subject of the refererce and the order passed, are definitely
stated—1n crder to affcrd to the Secretary of State for India, to
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whom both these ‘tables’ are transmitted in the monthly volumes
of ‘proceedings,” a clearer idea of each ‘case,’ in the absence of
the papers,

41, The ‘notes’ are then edited, that is, carefully revised.
The revision consists—

(2) in looking through the ‘notes’ to see that every
paper to which reference is made is specifically cited;

(b) in supplying all such omissions ;

(¢) in substituting specific citations for slip indications
-—the ‘record’ numbers being invariably given of
all ‘recorded” papers ;

(@) in expunging from the ‘notes’ of ‘A. collections’ all
unimportant remarks, ete , not essentifl to the un-
derstanding of the caso, or which should find a mors
appropriate place among the office routine ‘notes;’

(e) in secing that all ‘1ssues’ are posted in the ‘notes’ in
their proper places.

42. If official procedure were always carefully attended to
during the current stage of ‘files,” the editing of ‘notes’ would be
quite unnceessary ; but frequently points of detail are, from va-
rivus causes, Jost sight of, and it 1s difficult to enforce strict ob-
servance of the rules in every instance,

43. The next step in the process of ‘recording’ is to pre-
pare a list, in the preseribed form, of the official papers which
have been numbered scrially. This list 1s practically a ‘précis’
of the ‘receipts’ and ‘issucs’ comprised in the correspondence, and
may thereforo be said to be a collection of ‘dockets’ arranged in
the order in which the papers are ‘recordeds’ Hence such a list
is also known as & ‘précis-docket’  (Vide c. viL, 6.)

44. Such a hst is invaciably prepared for ‘cases’ ‘record-
ed’ in the ‘A. proceedings ; and forms the topmost page of the
foollection.’
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The list referred to in 0. v1, para. 35, mxy be made

to do duty for the ¢ précis-docket.’

46.

47,

48‘

In ‘A. cases’ this list or ‘précis-docket’ shows—

(a) the department ;

() the branch or section to which the ‘cullection be-
longs ;

(¢) the class of ‘proceedings 5

(d) the month and year in which the ‘case’is ‘record-
edy

() the ‘record’ numbers of the ‘collection;’

(/) the general subject of the ‘ collaction;’

(9) the description and ‘docket’ of each paper in

the ‘casey

(k) the ‘references ¢ and in somo departments,

(2) a spearfication of the ‘K. W’s”

‘A collections” are made up of—

(a) the list of papers or ‘précis-docket’ which is
nsually printed on the first page of the cover ;

(b) the ‘recorded’ currespondence ; and

(¢) the ‘K. W’s” which cither precedo or follow the
correspondence. '

In the case of ‘B. collections,” the ‘K. W’s.,’ the

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

49.. Asin ‘roferencing,’ the papers put up are marked on
the face of the ‘ docket’ of the newr ‘receipt, so in ‘ recording’ a
“cage,’ the ‘ record: numhers of the new ¢ collection’ are entered
on the ¢ collections’ put up as ¢ references.” The technical term
for this process is countermarking.
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50. ‘Countermaking is a very important operation jand
needs full explanation to be properly understood.

51. Assuming that the ‘case’ under ‘record’ has been pro-
perly ‘referenced,’ that is, that only such papers as are required
for a proper understanding and the due diaposal of the point for
consideration, have been put up, it is in the first place necessary
that all such ‘reforences’ should be entered on the cover, or on
the ‘précis-dacket’ of the ‘collection,’ in the apprepriate place.

52, 1n doing so, 1t were weli to group the ‘references’ ap-
pertaining to tho various phases of the question at issue, or to
the poiats, or precedents 2ited in its support, under brief subject
headings. This grouping under subject headings is caleulated
to obviate a deal of labour in ‘refcrencing’ subsequeftt ‘recaipts,’
in that it would be at once ascertainalbile whether any particular
treforence’ entered on the cover or ‘précis-docket’ of a ‘collection’
already put up, related to the subject and would also be reqaired ;
otherwise it would be necessary to get up all the ‘reforencesWn-
tared on the said ‘collection,” and find out whether any, and
which, related to tho subject of the ‘teceipt’ under ‘reforence,’
and would be needed.

53. The entries may be arranged in direct chronological
order. The earliest bmn'g cntored first, the next later, next, and
50 on. This arrangement has the advantage of preserving the
continuity of the chronological order in respect of subsequent
entries, which 1t may be nceessary to make.

54. While every ‘reference’ put up must be marked on the
‘ease’ undor ‘record,’ it is not at all necessary to ‘countermark’
the ‘record’ numbers of the latter, on evary ‘zollection’ se put up.

55, Intelligence must be exercised in ‘countermarking,’
and the following rales will serve as guides :—

(1) Only those ‘collections’ need bo ‘countermarked,’
which contain any paper referred to in the ‘case’
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under ‘record,’ provided that the paper referred
to bears directly on the subject of the ‘case.’

(2) ‘Collections’ put up as precedenis shall , not be
¢ countermarked.’

(3) Neither shall any ‘collection’ be ‘countermarked,’
it it contains some general rule: to which the
‘case’ under ‘record’ 1s amenable,

(4) Ordiparily it will suffica to ‘countermprk’ only the
‘collections’ refrrred to in rule (1) : it will be
annecessay to ‘countermark’ the other ‘collec-
tions’ of the groups to which thay may belong.

(5) In respect of ‘A. collections’ put up as ‘re-
ferences’ to the ‘case’ under ‘record,’ necessary
steps shall be taken to ensuro the ‘countermarking’
of the other copies of such ‘collections,” in
accordance with departmental usage.

$56. ‘References’ are usmally entered on the cover or
‘précis-docket’ of the ‘case’ under ‘record,” under two distinet
headings—“References to former cases” and ‘“References to
later cases.” .

57. From the nature of the case, it is evident that the
¢ countermark ’ of the ¥ case * under ‘record * forms the last en-
try under the latter category ; and, if properly made, is in di-
rect chronological sequence, in reference to the other entries,

58. The object of ‘countermarkung’ is to connect together
‘cases’ on the same subject, and thus save labour in ‘reference
ing,’ by rendering them zeadily accessible when required.

59., The foregoing is a description of the process of
‘recording’ in regard to ‘cases’ which constitute the ‘A.’ and ‘B,
proceedings ;’ ‘cases’ which appertain to the other classes of
‘proceedings’ are ‘recorded’ in accordance with the practice or
system in vogue in the department copcerned,



( 12 )

§ 6.—Definitoon and object.
60. From what has been said we may deduce the fol-
lowing definition :—
‘Recording’ s a classified system of periodical registrution of
‘eases’ according lo prescribed method.

61. The object of ‘recording’ 1s the methodical conservation
of state and departmental ‘proceedings,’ so as to render them
available far purposes of ‘reference.” This end is the more
important and necessary, inasmuch as matetial for future his-
tory, and for the admimstiation of the country, 18 furmiched by
these ‘proceedings.’



CHAPTER XIIL
INpEXING,
§ L.—Rationale of indezing.

Though every order depends primarily npon the merits of the
case, equity demands that it shall not conflict with previous
orders, or with rules which govein the question at issue.

2. Hence, apart from other considerations, it is necessary
that every ‘case’ shall ba casy of acccs# when required to held
in the disposal of future references.

3. Such help may be afforded—

(a) by the order passed in the ‘case ;

(b) by information on collateral points connected with,
or on certain phaces of, the question under con-
sideration, which may be necessary for its
disposal, and which may be furnished by, the
papers in the ‘case ) or ‘

(¢) by the issue of any diccussion which may have been
carried on in the ‘notes,. but which may not Lave
resulted in any formalorder.

4. FEvery particular therefore connected with a ‘case,’
which is likely to be helpful in the disposal of future references,
should be 8o noted as to render it readily nscertainable whether
information on, or connected with, any specific point exists,
which would fucilitate a decision being arrived at in the case of
such references.

5. This result can only be attained by indexing, the final
process to which & ‘case’ is subjected, before it is deposited
emong the archives.
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§ 2.—Prunciples of indexing.
6. Considering its purpose, the fundamental prmclples of
indexing are—
(a) that every point noticed 1n the ¢collectiod, —
whother in the correspondence or in the ‘notes,
—which is likely to prove useful in disposing
of references, shall be indexed ;
() that the points shall be indexed under appropriate
and recognised heads ;
(¢) that the heads shall be arranged in ulphabetical order;
(d) that the points shall be expressed in clear and
concige terms ; and
(¢) that each entry shall contan an indication of *the
“collection,” where the point indexed is to be
found,
7. Indexing may therefore be said to involve three main
operations, viz.:—
(1) The selection of the points to be indexed.
(2) The selection of proper beads,
(8) The mannerin which the entries should be made.
These several operations we shall now proceed to discuss.

§ 8.— The selection of ponts.

8. Thongh experience is the only guide in the selection of
the points to be indexed, a few hints will doubtless prove aocept-
able to those who have no-practical knowledge of the inatter.

9. It goes without saying that the chief point to be indexed
s the subject of the ‘collection,” or the order passed in the
‘case.’

10. The following points, to which it may in future be
necessary to refer, should also be indexed :—,

(1) Information, proposals, ete., relating or collateral to
the main sabject of the ‘case,’
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(2) Mention of, ofproposals, recommendations, ete., in
respect of, persons who are, or are likely to be, in
any way oconnected with the administration of
the State.

(8) Discussions which have not ultimated ih any order.

11. Unimportant details, or side issues which have but an
indirect bearing on the subject of the ‘case,’ need not beindexed.

§ 4.—The selection of heads.

12. The heads under which a point should be indexed will
suggest themselves by 1ts nature, and by departmental usage ;
but it may not be out of place to make u few remarks to
facilitate their determination.

13. Index heads may be classified under the following
categories:—

I.—Nominal,
1J.—Territorial,
111.—Departmental,
IV.—8ubject ;
according as the head is the name of an individual, or of a terrie
tory or place, or of a department, or the key-word of the subject.

14. If the point to be indexed .relates to an individual,
the name of the individual mnst form one of the heads of the
index, Questions may arise in the future, regarding the parti-
cular individnal, when his connection with any territory or
administration, or with any specific subject, shall have been
lost to memory, or of which the ¢ referencer * may be ignorant ;
and unless indexed under his name, any information about
him will be very difficult, if not impossible, to be got at.

15. The name of a territory or administration should be
8 head of the index—=

(a) when the point relates to any administrative of
other measure affecting it % or
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(6) when the ¢ case’ originated therefrom.

The information required may relate to a territory of
administration, or to matters conuecteg therewith ; and of such
a character, thut it may not be quite clear under what head,
other than the name of the territory concermed, 1t may possibly
havo been indesed: in such a contingency, territorial heads
would greatly facilitate, nay, they would be absolutely necessary
in, ‘ referencing.’

16, Names of places, other than territonies or adminisira-
tions referred to in the preceding paragiaph, need not form
heads of the 1ndex, unless there are special reasons for a contrary
procedure,

17. Such reasons may bo—

(a) when entries under that head are, or1t is anticipated
will be, numerous ;

(b) when the point to be indexed relates to something
spectal about the place ; '

(¢) when the place s i foraign territory, or outside the
jurisdictional himits of British India.

18.  One of the index heads for general orders shall be the
name of the department whence they are issued. The subject
of a ‘collection’ .may be of such a nature, that 1t way not strike
one under what head or hoads it should be looked for in the
index : in such a case, the fuct that the order emanated from a
specific department, which 18 readily known from the general
nature of the subject, will enable it to be traced when re-
quired, under the name of the department,

19. Siwilarly a point shall be indcxed under a depart~
mental head—

(a) when the subject relates to a department, or
{b) when the ‘case’ is initiated by a department.
20. The same rewarks apply to correspondence with
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officials of subordinate departments : in such cases, the desig-
nation of the offictal takes the place of the departmentsl head.

21.  Ouwders on specific references should not be indexed
under departmental heads.

22, In respect of subject heads, the point shall be indexed
under one or more principal words, other than the name of an
individual, territory, or department, of the proposition in which
it is expressed.

23, Such words should gererally be nouns and generic
terms of common nsage.

24. Adjective or qualifying terms may be either affixed to
the generic 1 the index head, or employed as a sub-head, if
which we Shall presently speak.

25  (lare should be tahen in the selection of subject heads :
indeed, practical experienco m ‘1eferencing’ can alone suggest
the requirements in this respeet. The indiscriminate employ-
ment of terms as index heads 18 next to uscless : it can serve no
other purpose than to unnecessanly swell the bulk of the index ;
and may be taken as a sure sign of the inexperience, or care-
lessness of the indexer. ,

26, In determining the heads, it must be remembered
that only such should be gonerally.‘-elmted as are hikely to
stiike the mind at once, and are calculated to secure expediti-
ousness in tracing the subjeet of the pomnt to be indexed.
The important point to be carefully borne in mind by the
indexer, 15 to auticipate the difficultiec which may confront
others who, m years to come, may at a moment’s notice be
required to produde the paper he is mdexing.

27, Of course it is hardly necessary to add that a point
may, nay, should if possible be indexed under one or more
other heads, in addition to the subject head, which the nature
of the case may require,
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28. Insome instances the subject of the point for index
may be so defined, that a departmental or terricorial head may
not be absolutely necessary ; but, in view of uniformity and
expedition, it will probably be held to be better to err on the
side of excess, by indexing under such heads.

§ 5.—Major and minor or sub-heads.

29. The multiplicity of entries under each head renders
it necessary, that they should be arranged in some definite order,
to secure easy access to papers on any given gubject, or wherein
information regarding any specific points may be found.

30. The method wsually adopted is—

(a) to make each entry under a proper sub-head ;

(®) to group together the entries undér each Sub-
head ; and

(¢) to arrange the sub-heads in alphabetical order.

81. Index heads are therefore known as major heads, in
contradistinction to the minor or rub-heads.

32, The selection of sub-heads is a matter of as much
imporlance as that of major heads, and should not be made
haphazard. In ‘referencing ' 1t is not enough to alight upon an
appropriate index head, under which the entries are possibly
numerous ; bat, if expedition is to be attained in tracing the
papers on any specific point, it is necessary to look for them
among the entries in the proper gronp of sub-heads.

83. In the selection of sub-heads, the general rule should
be to, as far as possible, avoid the employment of ene major
bead as a sub-head of another,

34. It may not always be possible to abide by this rule ;
but, if a little care and thought is bestowed on the subject, and
it is borne in mind that a sub-head is intended to form a
nucleus as it were, for the grouping of a number of entries, the
observance of the rule will be generally feasible.
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35. Points to be indexed are of such varied character
that it is hardly possible to give any specific or detailed instrao~
tions as to the determination of the heads, whether major or
minor. A great deal must necessarily be left to the intelligenoce
and ingenuity and experience of the indexer.

§ 6. ~Manner of making the entries.

86. In indexing it is in the first place mecessary that the
point shall be expressed in clear and concise terms,

37. The heads of the index should in the next place be
carofully selected ; and then the sub-heads.

38. In making the entry, first set down the major head ;
then commence the next line with the minor or sub-head. Con-
tinue the entry, beginning with the first words of the proposi-
tion expressive of the point, as framed by you.

39. Should the major or minor head be words of the
proposition, they should not be repcated in writing the entry,
hut they should be 1eplaced by a long or short line, as the
case may be.

40. The head may bea word or phrase: if ‘the latter,
the most prominent or important word 1s put down first,
and is followed by, and, if it 1s not the first word, sepurated
by & comma from, the remaining words of the phrase or
expression.

41. As a ruole, the several entries of a point are made in
the words of the proposition. ln seme cases however, it may
be found necessary to make a change in the phraseology,

42. In the case of names, the surname should always be
the first’word of the nominal head, the initials or christian
names, preceded by the official or professional rank or social
statos of the indiviflual, following immediately after.

43. Vernacular or Native names should be entered gs
they are written, the first name forming the first word of
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the nominal head : in spelling such names the system of trans-
literation prescribed by the Government of India should be
followed.

44, 1f the point to be indexed relates to an individual, the
individual should be always identificd 1n the entry by the
addition to his name (surname and christian names or itials),
of his rank or position, and designation too, 1f an official.

45. In entues under nommal heads, this addition should
be made in the body, and not m the index head,

46, Each entry shall contain a correct indication of the
¢ collection” to wlnch 1t appertains.

47. Examples illustrative of the rules lad down in this
chapter will be found i Appendir B.

§ 7.— Definition and olyect

48. From the descriptive details given above, indexing
may be defined as a system of recording the notesworthy points
in a ‘collection,” under approprwate heads in alphabelical order,
with an wdication of the * collection ’ where they are to be found
noticed.

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

(1) It supplies a ‘means of ascertaining the existence of
papers on any specific subject,

(2) It promotes despatch of work by tho facility it
affords in tracing papers, and thus minimising the
labour of * referencing.’

These results, but for 1ts aid, would be very difficult, if not
impossible, of attainment.

50, It will thus be seen that indexing is a process, which,
if it is to be done properly as it should, demands a more than
moderate amount of intelligence and of experience in ‘referenc-
ing ¢ it is by no means a,mere mechanical operation, or one,
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which, as it is sometimes very erroneously supposed, is within
the capacity of any ordmary clerk, however inexperienced.

51. Itisalso clear thal, to be done properly, indexing
must be systematised on certain clearly defined and fixed prin-
ciples, otherwise the very objects which it 1s intended to serve,
will be frustrated.



CHAPTER XIV,
Tae ArcHIVES AND LIBRARY.

§ 1.—Final disposition of ‘colleMons’

After indexing, the ‘record’ partienlars (0. x1L, 32) are
marked off opposite the ent., in the ‘diary’ of each paper in the
‘cage - this is done after ‘ record’ if the ‘collection’ is not to be
indexed.

2. ‘A. collections’ are then sent to the press to be printed.

3. Each printed ‘coflection’ is made up of—

(a) an outer cover containing the particulars of ‘record
(b) the list of papers or the ‘précis-docket ;

(¢) the printed ‘K. W’s. ;’ and

(d) the ‘official’ correspondence.

4. The ‘A, proceedings’ of each department besides being
printed separately, are bound up collectively in monthly vo-
lumes, preceded by the index and the ‘table of contents,’

5. The index and the ‘table of contents’ are also filed se-
parately for reference, month by month,

6. The ‘A. collectiops’ after they have been printed, and
‘B.’ and other ‘collections’ after the ‘diaries’ have been marked
off, are sent to the Record-keeper to be deposited among the ar-
chives.

§ 2.—The Record Room.

7. Departmental ‘collections’ taken together conatitute the
archives of the State.

8. These are arranged year by year in monthly classified
bundles, and carefully put away on racks or in presses.

9. The Record Room is the depository riot only of the ar
chwves, but of everything connected therewith, such as files,

‘diaries, registers, original ratified engagements, ete.
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10. Papers required for ‘reference’ are supplied by the Re-
cord-keeper on requisitions made on slips which are initialled
by the person by whom they are required, and which contain an
indication of the document with which they are to be put up.

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

~ 12. The object, which is apparent, is'to ensure security
against loss, and to enable one to ascertain at sny moment
where any specific paper is to be found.

13. When done with, the papers are returned to the Re-
cord-keeper, by whom they are restored to their respective buns
dles ; and the requisition slips are then destroyed.

§ 3.—The Departmental Library.

14. ‘References’ consist not only of papers from the ar-
chives, but not infrequently of books, such as varions works of
reference, ete.

15. Each department therefore has a library containing
works of general referenco and bo ks, especially on subjects with
which the department is concerned.

16. Thess are classified, numbered, eatalogued, and ar-
ranged on shelves in proper order so asto be easily accessible.

17. Requisitions for books needed for reference are made
in the same way as for records,

§ 4.—The Central Rocord Offce.

18. The constant accumulation of ‘records’ year by year
in the several departments, and the necessity of providing for
their caréful preservation, as material for fature history, have
recently induced the Government of India to institute a Central
Record Office.

19, In this office, the older ‘records’ of each departmeat
which are less frequently needed for ‘reference,” are transferred
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for safe custody: the ‘records’ of the last few years are retained
in the department for ready ‘reference’

20. The duty of the Officer in Charge of the Records is to
see that the ‘records’ are carefully and systematically arranged,
and looked after, and properly calenderwd ; also, from time to
time, to publish excerpts, which ate calculated to throw addi-
tional light on historica! points of interest, especially such as
are of doulstful accuracy, or need further elucidation,

§ 5. —The Imperial Library.

21. In order to ohviate usoless and unnecessary expendi-
ture in the purchase of multiple copies of the same works of re-
forence by the various depatrtmems, and to afford.each the ad-
vantage of referting when necessary to books not m its own li-
brary, it was considerad necessary to centralse the booke of all
the departments i one general Iibrary.

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

23.  To this ibrary the books belonging to the several de-
partments, except such as weie likely to be needed for fiequent
reference, have been transferred,

24, The books, Dike the ‘records,” have been carefully
classified and arranged and catalogued to render them more
generally accessible and useful to the several departments,

25. Requisition for papers and books from the Central
Record Office and the Impeiial Library, respectively, 1s made
on special fors prescribed for the purpose.



CHAPTER XV.
Books or GENERAL REFFRENCE.

As we have remarked i a provious chapter, one of the
essential pre-requisites for efficient ‘referencing’ is a know-
ledge of the source whence any specific information may be
obtained.

2. Sucli a knowledge pre-supposes o thorough acquaintance
with the contents of the vatious bouks which are ordinarily
needed, o1 gre mtended to be used, i ‘referencing.’

3. Consdenng then that “cferencing’ 1s 0 most import=
ant factor in the due disposal of a case, 1t will doubtless be
useful to acquiie a clear notion as to where mformation on any
particular point should be gought for.

4. We shall thercfore, m this chaptor, take a brief survey
of the different boohs usually required for the pyrpose, and
endeavour to give a general idea of the nature of thewr respective
contents.

§ L—Classification of books of reference.

5. Books of reference way be divided into three clagses—
[.—Office or departmental registers,
I1.—Official publications.
III.—Miscellaneous works.

§ 2.—Office or departmental registers.

6. Office registers are nol framed on the same lines, that is,
they do not soverally exhibit the same details, in the different
departments. A knowledgo of these detuils is necessary before
the registers can ba practically employed in ‘referencing,
inasmuch as such kaowledgo alne can suggest in what
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circumstances, or for what particular information, each separate

registor should be referred to. It is impossible to discuss the

contents of the various registers in a general treatise : thorough

knowledge can only be acquired by departmental experience.
§ 3.—Oficial publications:

7. We shall now proceed to notice some of the principal
official publications.

8. Ariy Circulars -—These are publications issued fort-
nightly by the Military Department, and contain orders on all
matters connected with the Army. All orders are communi-
cated to the various branches of the Army, by means of
these Circulars, which are subsequently incorporateg in futyre
editions of the Army Regulations. India, to which they
respectively belong.

9. Oivil Account Code,— Orders issued by Government
in connection with expenditure generally, in the Civil Depart~
ment, other than those contained in the Civil Service Regula-
tions, are embodied in the Civil Account Code. The Code
consists of two volumes Of the first volame, Part I, con-
tains instructions to officers generally in dealing with treasuries j
and Part IL relates to treasury procedure. Volume II, deals
with the procedure in the offices of Accountants-General

10. The principal subjects of a general character treated
of in Vol. I, Part L, are :—

(1) General rules in regard to salaries and allowances.

(2) Gazetted officers’ bills,

(3, Establishment : annual returns ; alteration of estab=
lishment ; monthly bill ; distribution of salaries ;
advances ; and service books.

(4) Contingent charges : general limit; permanent
advances ; contingent register ; inter-departmental
tranafers ; and sundry rulings.
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(5) Miscellaneous charges.

(6) Loans and advances,

(7) Remittance transfer receipts.

(8) Budget : preparation ; expenditure not provided for ;
and inevitable payments.

(9) Sanction : powers of governments.

11. Departments are generally conqerned with these
subjects. The remaining portions of the Code affect principally
Offices of Account.

12. Gazetteers.—The following s a list of the Gazetteers
relating to countries and provinces with which the Government
of India are principally concerned :—

(1) An Account of the British Settlement of Aden in
Arabia, compiled by Captam F. M, Hunter,
Assistant Political Resident, Aden.

(2) 4 Statistical Account of Assam, by W. W. Hunter,
B. A, LL. D, Director-General of Statistics to the
Government of India, &c. 2 vols.

(3) A Statistcal Account of Bengal, by W. W. Hunter,
B. A, LL. D,, C. 1 E, Director-General of Statis
tics to the Government of India, &e. 20 vols.

(4) Gazetteer of the Bombay Presidency. Under Govern-
ment Orders, 25 vols.

(5) The British Burma Gazetteer, Compiled by Author-
ity. 2 vols.

(6) The Gazetteer of the Central Provinces of India,
edited by C Grant, Secretary to the Chief Com-

»  missiongr of the Central Provinces.

(7) Gazetteer for the Hyderabad Assigned Districts, com-
monly, called Berar, edited by A. C. Lyall, under
the orders of the Government of India.

(8) A Gazetteer of the Territgries under the Government
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of the East India Company, and of the Native Stales
on the Continent of India. Compiled by the uu-
thority of the Hon'ble Court of Directors, and
chiefly from documents in their pussession, by E.
Thornton. 4 vols.

(9) The Imperial Gazetteer of India, by Sir W. W.
Hunter, K.C8.1, &c., 2nd edition. 14 vols, (The
first edition wa. in 9 vols.)

(10)° Manual of the Admmistration of the Madras Pre-
sidency, wn illustration of the Records of Govern-
ment and the yearly Admmstration Reports. 3
vols, folio.

(11) (Gazetteer of ) Mysore and Coorg, compiled, for
the Government of India by L Rice, Director
of Public Instruction, Mysore and Coorg.
3 vols.

(12) Statistical, Descriptive, and Ilistorical Account of the
North-Western Provinces of India. Under orders
of the Government of India. 14 vols.

(18) Gazelteer of the Province of Oudh. Published by
Aathonty. 3 vols.

{14) Gazotteers of the Districts in the Punjab, compiled
and published under th.e authority of the Punjab
Government, 28 vols.

(15) The Rajputana Gazetteer. 3 vols,

(16) Gazetteer of Arangabad, published under the orders
of His Highness the Nizam’s Government.

13, QGazettes are organs for the publication of orders
and other documents which are intended for the information of
the public.

14, Gazettes are issued weekly by the' Supreme Govern-
wpent, and by some of the Local Governments and Administrs-
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tions, the names of which, with the style of the publication
specified opposite to exch, are as follow:—

Assam wr  The Assam (azette,

Bengal wo  The Calcutta Guazette.

Bombay v The Bombay Government Gazetle.
Burma o  The Burma Gazette.

Central Provinces ... The Central Rrovinees Gazelte,
Fort St. Georgo v The Fort St. George (azette,

Hyderabad v Hydcrabad  Residency Ovrders.
«+  (pubbished fortnightly,)
India wo The Gazette of India.
N.-W. P.and Oudh ...  Government Gazette, N.- W, P. and
Qudh.
Mysore cvo The Mysore Gazetle.
Punjab v Government ~Gazette, Punjab and

ws Dependencies.

15. Tue Gazertr or Inp1a, with which the departments
are chiefly coucerned, consists of six parts of which the follow-
ing are the contents:—

Parr IL—Government of India Notihcalions, Appoint-
ments, Promotions, Leave of Absence, General Clrders, Rules
and Regulations.

Parr IL.—Notifications by the High Court, Comptroller-
General, Administrator-General, Paper Currency Department,
Presidency Pay Master, Money Ordgr Department, Mint Master,
Secretary and Tieasurer, Bauk of Bengal, Superintendent of
Government Printing, and other Goveinment Officers; Postal,
Telegraph, and Copmssariat Notices.

Parr II1.—Advertisements and Notices by private indivi-
duals and Corposations.

Panr IV.—Acts of the Governor-General’s Council assent-
ed to by the Governor-General.
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Parr V.—Bills introduced in the Council of the Governor-
General of India for making Laws and Regulations, Reports of
Seleot Committees presented to the Council, and Bills publish-
ed under rule 22 of the Rules for the conduct of the Legisla-
tive Business of the Council of the Governor«eneral.

Parr VI.— Abstract of the Proceedings of the Council of
the Governor-General of India assembled for the purpose of
making Lays and Regulations, und Debates of the Legislative
Council of His Excellency the Governor-General.

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

17. Any important occurrence or event of general in-
terest, such as a cafualty in the Royal Family, the assunrps
tion of the Viceroyalty, the conferment of honours, the
death of a dignitary or high official, the issue of a loan, ete.,
which it is considered expedient should be immediately com-
municated'to the public, is notified in an “Extracrdinary”
issue of the Glazette, besides being inserted in the ordinary
weekly publication.

18. The Gazettes'of Local Governments and Administra-
tions are similarly published in parts, each devoted to special
subjects according to recognised practice or usage, As they are
less frequently referred to, it is hardly necessary to describe the
ocontents of each part, which will be found indicated on the first
page. )

19. Histories of Services.—Thess compilatiéns, which
are prepared in the Accounts Department, are published annual-
ly (corrected to the Ist July), and contain g brief statement of

the services of gazetted officers in the Civil Department, serving
in the several provinces.
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20, They are issued for the following Governments and
Administrations :—

Assam. Hyderabad.

Bengal. Madras.

Bombay. North-Western Provinces and
Burma, Oudh,

Central Provinces. Punjab.

21. The history of the services of officers serving under
the Home, Foreign, Revenue and Agiicultural, and Legislative
Departments of the Government of India, is issued in one
volume ; similar publications being issyed separately, in respect
of officers under the Foreign and Finance Departments,

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

(1) Station to which appointed.
(2) Appointment held, whether substantive or officiating.
(8) Date of appcintment.
(4) Leave (showing the kind and extent) granted.
(5) Literary works published,
Some also give particulars as to—
(6) Date of birth.
(7) Appointments held previons*to being gazetted.
(8) Honours conferred,
(9) Examinations passed.
(10) War services.
&e., &e
23. Law Books,~The principal official law publicutions,
with which the departments are ordinarily concerned, are Acts
and Regulations pnssod by the Indian Legislatures, Statutes of the
Home Governmeni relating to India, and Indian Law Reporte.

24, Aoty AND RequLATIONS.—These are enactments of

the Legislative Councils of the Governor-General of lndis, of
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the Governors of Bombay and Madras, and of the Lieutenant-

Governors of Bengal, and of the N-W. Provinces and Oudh.
25. Acts and Regulations, relating to, or which are in

force in, the various provinces, are embodicd in provineial Codes.
26. Codes are published for the folloning provinces :—

(1) Ajmere (7) Central Provinces.
(2) Assam., (8) Coorg.

(3) Baluchistan. (9) Madras,

(4) ﬁengal. (10) North-Western Pro-
(5) Bombay. vinees and Oudh.
(6) Burma. (1)) Punjab.

27. Also a series entitled Lists of British Enactments in
foree in Native States, for—

CeNTRAL INDIA, comprising the Native States under the
political control of the Chief Commissioner of the
Central Provinces and uuder the Agent to the
Governor-Geneial in Central India.

NorrHERN INDIs, comprising the Native States in
Bengal, Assam, Burma, the North-Western Pro-
vinces, and the Punjab, the Native States of Kashmir
and Nepal, and the Native States in Baluchistan,

Souraery Inpia (Hyderabad).

Do. (Madras and Mysorc).

WesTERN INDIA, comprising the Native Stotes under
the political control of the Government of Bombay
and the Baroda Agency ; together witha supples
ment relating to the Persian Coast and Islands,
Maskat, the Somali Coast, and Zanzibar.

Raspuraxa, comprising the Native States under the
political control of the Agent to the Governora
General in Rajputana.

88, The Acts and Regulations of the Indian Legislatures
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are periodically ocollected and published in volumes by the
Legislative Department.

29, The Legislative Department has also published an
edition of the Englich Statutes relating to lndia, from 1825 to
1881, in two volumes and a supplement.

80. An “Inder to the Enactments relating to India” was
compiled under the orders of the Goverment of India by
Stephen Jacob. The sccond edition’ of the book by W. F.
Agnew, was published in 1883. This Index is preceded by a
table, in which the enactments with their respective subjects
are specified in chronological order.

81. A reference to the Index will show at once whether
legislation ckists, regarding any particular point, or on any
specific subject.

32. A few words may not be out of place regarding the
Act of Parliament, 24 & 25 Vie.,, c. 67, called 7%e Indian
Councile Act, 1861 This Act was passed “to make better
provision for the constitution of the Council of the Governor-
General of India, and for the Local Government of the several
Presidencies and Provinces of India, and for the ,temporary
Government of India in the event of a vacancy in the office of
Governor-General.” )

83. Under the provisions of this Act, rules have been
framed for the conduct of business in the Kxecutive and Legis-
lative Councils of the Governor-General. These rules form the
basis on which the working of Indian Secretariats is conducted,

34. The Rules and Orders for the transaction of Business
in the (Executive) Council of the Governor-General contain
a list of subjects dealt with in the several Departments of the
Government of Indip.

85. The Indian Councils Act and the Rules for the con-
duot of business in the Qouncils of the,Governor-General, with
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oertain other documents bearing on the subject, are issued
separately in pamphlet form.

36. Inpiay Law Reporrs,—This periodical, which is
issued monthly under authority, and of which there are four
series, viz., the Allahabad, Bengal, Bombay, and Madras Series,
eontains a report of the tnal of, and of the decisicns given on,
the more importanteases, which are likely to form precedents, by
the High Courts of Alluhabad, Calcutta, Bombay, and Madras.

87. Among other law pubhications may be mentioned —

A Digest of Indwn Law Cases, containing High Court
Reports, 18621886, and Privy Council Reports of Appeals
from India, 1836 —1886, with an Index of cases, compiled under
the orders of the Government of India, by J. V.- Woodman,
Barrister-nt-Law, and Advocate of the High Court, Caleutta,
in five volumes. (The digest of cases for the years 1887—1889
has been published in an additional volume).

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

The Army Act, 1881, and certawn other Statutes relating to
India.

Varioud collections of Regulations and Acts.

38. Offiolal Lists.—These lsts, which are published
periodically, are concerned with the personnel of the administra-
tion under the Home and Indian Governments, in the Civil
and Military branches of the Service.

39. The following lists are printed and published in

England :—
(1) The Colonial Office List (4) The India List— Civil &
(2) The Foreign Office List. Mmilitary.

(8) The India Office Lust. | (5) The Official Army List.
Of these the first four are issued annually ; and the fifth,
aaarterly.
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40. Tae Covoniar OrrFior Lut.~The following is a
summary of the principal contenta of this book :—

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

(2) The Colonial Office establishment.

(3) Lists of Colonial Governors, and of Members of the
Order of 8. Michael and 8. George,

(4) Raules and Regulations for Her Majesty’s Colonial
Service.

(6) Record of services of officers of the several Colonial
Governments and of other persons connected with
the Colonies.

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

41. Tee Foreioy Orrick Lisr.—The following are the
prinoipal contents.—

(1) The Foreign Office establishment.

(2) Diplomatic Corps.

(8) Consular Corps.

(4) British Ewmbassies, Legations, and Consulates in
Foreign States,

(5) Orders in Council regulating the admission of
persons to the Civil Service of the Crown,

() Acts of Parliament relating to the Consular Service,

(7) Regulativns for Her Majesty's Diplomatic Service.

(8) Regulations for the examination of candidates for
appointments in and under the Foreign Uffice.

(9) List of Exrradition Treaties.

(10) Tables’of Consular Fees.
(11) Flags to be used by Diplomatic and Consular Officess,
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(12) Regulations respecting Foreign Orders and Medals.

(18) List of Orders in Council regarding Consular juris-
diction,

(14) Regulations respecting Passports.

(15) Salaries of Members of the Fgreign Office and of
the Diplomatic Service.

(16) Uniforms for the Foreign Office, and the Diplomatic
and Civil Bervices,

(17) Foreign Embassies, Logations, and Consulates in
the British Dominions.

This book is compiled from official records, by permission of
the Becretary of State for Foreign Affaira.

42, Tag Inp1a Orrice LisT.—The following arg the prin-

cipal contents of this publication :—

(1) Office of the Secretary of State for India in Council.

(2) Staff of the Royal Indian Engineering College,
Cooper's Hill.

(8) Personnel of the Government of India, and of the
several Local Governments and Administrations
in India,

(4) Chronological list of Heads of Administration in
India and at, Home.

(5) Lists of Membere of the Most Exalted Order of the
Star of India, the Most Eminent Order of the
Indian Empire, and the Imperial Order of the
Crown of India.

(6) Lists of Officers of the Indian Services who are
Members of the Order of the Bath, the Order of
8. Michael and 8. George, and’the Distingnished
Bervice Order.

(7) Warrant of Precedence in India.

(8) Tables of Balutes in Ludia,
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(9) Tables of salaries of the Chief Officers of the Admin-

istration of India.

(10) Numbers and pay of some of the principal appoint-
ments connected with the general administration
in the varions provinoes in India.

(11) Regulations for admission to—

The Indian Civil Service.

The Royal Indian Engineering College, Cooper's
Hill ‘

Appointments to the Indian Ecclesiastical Estab-
lishments,

Edacational Appointments 'in India.

India Forest Department Appointments.

(12) Descriptive accounts of India and of the Provinces
and Native States in India.

(13) Record of the public services of Officers of the
Home KEstablishment of the Secretary of State,
and of the Covenanted Civil Service, and of those
appointed under the Native Civil Service Rules, &e.

This book is compiled from official records by direction of the
Becretary of State for Indiu in Council,

43, Tae Inpia Lisr—Civin axp Mivirary.—This list is
issued by permission of the Secretary of State for India in
Council. Among other matters of minor importance, the
following are its principal contents :—

(1) Regulations for admission {o the Indian Staff Corps.

(2) Salaries of Staff Officers.

(8),Regulations for admission to the Indian Medical and
Indian Nursing Bervices.

(4) Military Furlough Regulations of 1854,

(5) Indian Military Furlough Rules of 1868,

(6) Furlongh and Leaye Rules of 1875,
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(7) Leave Rules for the Staff Corps, and decisions
thereon,

(8) Rules regarding advances of pay to officers under
the Furlough Rules of 1868 and 1875,

(9) Indian Pension Regulations.

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

(11), Extract from Regulations of the Military Fund
called Lord Clive’s.

(12) Regulations for admission to ths Indian Marine.

(13) Furlough and Leave Rules of the Indian Marine,

(14) Establishment of officers of the Indian Marine, and
rates of pay and allowances,

(15) Pevsion Regulations for the Indian Marine.

(16) Indian Military Service Family Pension Regulations,

(17) Lists of Cavil and Mihtary Officers in the several
Departments of the Government of India, and
of the Local Governments and Administrations,

(18) Gradation Lists of—

Covenanted Civil Servants on the Bengal, Madras,
and Bombay Establishments,

General and Field Officers of the Indian Army.

Officers of the Indian Staff, Corps.

Officers of the Royal (formerly Indian) Artillery,

Royal (formerly Indian) Engineer Officers,

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

(20) Officers of British and Indian Cavalry,.Infantry,
and other Regiments, and of the Royal Artillery
and Royal Engineers, in the three Presidencies,

44, Tag Orrtorar ArmyY List.—This Tist is published, by
uthority, “in aocordance with the provisioms of the Army
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Act, 1881, Section 163 (d), and under that Act, is evidence of
the status and rank of the officers” therein méntioned. The
following are its; principal contents ; —

(1) Personnel of the War Office,

(2) Staff of the Army (Home, Colonies, and India).

(3) Military Establishments and Staff,

(4) Officers holding appointments not' included in the
Staff of the Aimy.

(5) Gradation List of Officers of the British Army,
showing regiment, date of birth, appointments to
rank, and staff service.

(6) Officers holding local, temporary, and honorary rank,

(7) Warrant Officers.

(8) Regimental hst.

(9) Departments of the Army,

(10) Reserve of Officers.
(11) List of Officers of Colonial Militia #nd Volunteers.
(12) List of Non-effective Officers.
(13 Honour conferred on officers holding rdok in the.
Army, Militia, Yeomanry or Volunteers,
(14) The Victoria Cross Warrants,
(15) The Statutes of the Distinguished Service Order,
(16) The Statutes of the Royal Red Cross.
(17) The Volunteer Officers’ Decoration Warrant.
(18) Regulations respecting Fareign Orders.
(19) Regulations respecting Foreign Medals.
(20) Regulations respecting medals granted for dets of
bravery,in saving hfe.
(21) War Services of Officers of the Army.
45. There is 3 similar “ War Uffice Army List ” which is
issued montkly,



CHAPTER XVI.
Boor OF GENERAL REFRRENCE.—(Continued )
Official publications.
Official Lists.—Thgre are three classes of such lists
published in India:—

I Army Lists. , | I1. Civil Lists.
III. Department Lists.

2. The Army Lists are three in number, viz. :—
(1) The Quarterly Indian Army List.
(2) The Quarterly Army List of Her Majesty's Sritish
and Indian Forces on the Madras Establishment.
(8) The Bombay Army List (issued monthly).

8. Tue QuarrTerLY INpDIAN ARMY List.—This list, which
is published by authority, is cowplied in the Military Depart~
ment of the.Government of India from official records, and is
corrected up to the last day in each quarter. The following are
among its principal contents:—

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

(2) Staff of the Military Department of the Gevernment
of India, and of the Departments subordinate to it.

(3) Head Quarters Staff and Departments of the Army
in the three Presidencies.

(4) Commands and District Staff.

(5) Administrative Departments of the Army under the
Govérnment of Iudia.
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(6) Staff and Departments of the Punjab, Bengal,

Madras, and Bomnbay Commands,
(7) Distribution of the Forces in India.
(8) Distribution of the Forces in the Commands in the
three Presidencies, with their Staff.
(9) Gradation Lists of Officers of all ranks of the
Indian Army.
(10) Local Service Officers in the three Presidgncies.
(11) Officers holding local, tempoiary, and honorary
rank,
(12) Officers of the Indian Staff Corps.
(13) Officers attaining ““ Colonel’s Allowances.”
(14) Btaft of Officers of 'British and Indian Cavalry and
Jofantry and other regiments.
(15) Corps under the orders of the Government of
India.
(16) Army Medical Staft, and Indian Nursing Service.
(17) Indian Medical Service mn the three Presidencies.
(18) Veterinary Service.
(19) Honorary Commssioned and Wairant Officers in
the three Presidencies.
(20) Staff of the Volunteer Corps in the three Presi-
dencies,
(21) Honours and rewards conferred on officers of the
Indizan Army.
(22) Qualification hsts.
(28, Officers in Civil employment.
(24) Ecclesiastical Establishments in the threo Presis
dencies.
(25) Lists of, Non-Effective Officers of the Indian Army.,
(28) War Services of Officers of the Indian Army.
4. This list is the standard work of reference on matters™
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rélating to appointments of officers of the Army throughout
India; and furnishes information as fo-—

(i) date of first Commission,

(ii) date of appointment,

(iit) date of promotion to regimental agd army rank,

(iv) date of Colonel’s allowance,

(v) examinations passed,

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

5. The Madras Army List contains similar information in
respect of officers of the Madras Aimy. 1n it are embodied the
Madras Givil List and the General Orders issued during the
quarter. It is compiled by permission of Government and is
published by authority.

6. The Bombay Army List contains similar inform-
ation in respect of officers of the Bombay Army. It is
compiled Ly permussion of Government and is published by
authority.

7. In addition tothe Army Lists there are issued monthly,
lists showing the DistrisuTion oF THE ARMY in the three
Presidencies. These lists, which are of a confidential nature
and contain the most recent and accurate information on
the subject, are prepared in the Office of the Quarter-Master
Qeneora! in India,

8. Oivil Lists are authoritative publicalions and are
issned corrected to the first day of the enguing quaster. The
following is a list of such publications:—

(1) The Quarterly Civil List for the Province of Assam,
compiled in the office of the Speretary to the
Chief Commissioner of Assam.
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(8) The Quarterly Givil List for Bengal compiled in the
office of the Chief Secretary to the Government
of Bengal.

(8) The Bombay Quarterly Civil Lut, compiled in the
office of tho Accountant-General, Bombay.

(4) The Quarterly Civil List for Burma, compiled in the
office of the Chief Secretary t¢ the Chief Com-
missioner,

(8) The Quarterly Civil List for the Central Provinees,
compiled in the office of the Comptroller, Central
Provinces.

(6) The Quarterly Civil List of the Hyderabad Adminis~
tration, compiled in the office of the First Assist-
ant and Secrelary for Berar to the Resident, Hy-
derabad.

(7) The Madras Quarterly Cinl Lust, compiled in the
office of the Accountant-Geperal, Madras.

(8) The Quaurterly Cwil Lut for the North-Weastern Pro-
vinces and Oudh, compiled in the Government
Secretariat, North-Western Provinces and Qudh,

(9) The Quarterly Cunl Laet for the Punjab, compiled in
the office of the Accountant-General, Panjab,

(10) The Civil Lt for the Government of Mysore,
compiled in the office of the Comptroller, Mysore.
(This is an annual publcation).

9. The following are the principal contents of these lists :—

(1) Personnel of the Administration.

(2J Civil Sersice Gradation List

(3) Gradation or Distribution List of all classes of
officers.

(4) Branches of the Administration, with the officers.
employed in their conduet.
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(5) Political appointments, if any.

(6) Divisions, districts, and sub-divisions, and the
officers serving therei,

10. These lists rolate to all officers in civil employment
connected with the administration of the pyovince ; and afford
information in regard to their—

(1) grading, and

(93 distribution,

(8) the departmont or branch of the service in which
employed,

(4) appointmems held with dates,

(5) pay and allowances,

(6) leaves,

(7) length of service,

(8) honoars and titles conferred,

(9) powers enjoyed,

ete,, ete,

11. Ministerial establishments and officers are not noticed
in these lists : information regarding these, 1f required, are
procurablz from the admmistiations concerned.

12. Departmental Lists.—In addition to those noticed
above, lists of officers sorving under them are issued poriodically
by the several Departments. The following is a list of such
issues:—

(1) List of Officexs appownted by the Goverment of India
in the Finance and Commerce Department—issued
monthly.

(2) List of Officers holding Gazettod Appointments under
the Government of India in the Foreign Department
—issued half-yearly.

(3) Lastof Cwil Officers holding Gazetted Appointments
under the Government of Indwa wn the Lome, Legis-
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lative, Foreign, and Revenve and Agricultural De-

partments—iscued half-yearly,

(4) Government of India, Public Works Department—
Classified List and Distribution Return of Kbdtab-
lishment—published by authority half-yearly.

(8) List of Forest Officers in the Bengal, Madras, and
Bombay Presidencies—issued hglf-yearly.

(6) List of Qfficers in the urvey Departmepds, and in
the Offices of the Meteorological Reporter to the
Government of India, Trustees, Indian Museum,
Reporter on Economic Products, Director, Bota-
nical Department, Northern India, and General
Superintendent, Horse- Breeding  Department—
issued half-yearly.

(7) List of the Heads of Administrations in India and of
the India Office in England—issued yearly by the
Home Department.

18. The following is a list of their respective econtents :—

Contents of (I).
1 Classification of officers in the—
(a) Financial Department (including Secretariat
Officers, and Chief Superintendents),
(8) Post Office,
(¢) Department of Northern India Salt Revenue,
(d) Mint,
(¢) Government Printing Ofﬁoe
2 Details regarding the above officers as to—
(a) service, (¢) pay and sllowances, and
(b) appointments, | (d) leaves.

Contents of (2).
} Beoretariat Officers,
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8 Officers serving in—
(a) Ajmere-Merwara,
(8) Baluchistan,
(o) Baroda,
(d) Central 1ndia,
(¢) Byderabad (including
Berar), .
() Kgshmir.
(9) Ladakh,

(A) Muscat,

() Mysore,

(7) Nepal,

(k) Persian Gulf,

(1) Rajputans,

(m) Thagi and Dakaiti De~
partment,

(n) Turkish Arabia.

8 Political Officer in charge of the ex-Amir of Kabul,
4 Political Office; with Sardar Ayub Khan,
5 Officers on Special or other Duty.

6 Medical Appointments,

7 Details regarding the above officers as to—

(a) appointments,

(b) pay and allownnees, and

(¢) leaves,

Contents of (3).

1 Home Department—

(a) Becretariat Officers.

(b) Judicial Officers in the Punjab.
(¢) Officers in the Central Provinces,
(d) Officers in Burma,

(¢) Officers in Assam.

(#) Officers in Coorg.

(9) Officers in Hyderabad—Jails, Registration and
Stamps, Sanitary and Medical, Police, and

Education.

(k) Officers in Port Blair.

(¢) Miscellaneous—Goverment Law Officers, Re-
gistrars, High Oourt, Calcutta, Adminis-
trator-General, Secretary, Board of Exa-
miners, Sanitary Oommissioners and Surgeon-
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General with the Governmemt of India,
Secretary to ditto, Statistical Officer to the
Government of India in the Sanitary and
Medical Department, and Civil Burgeons,
Simla.

2 Legislative Department

(@) Ordinary and Additional Law Members of the
Govornor-General's Council.
(%) Becretariat Officers.
8 Foreign Department.—[ Vide (2) above].
4 Revenue and Agricultaral Department—
(a) Becretariat Officers.
«(b) Survey of India Department, showing Classificas
tion and Disposition of Officers,
(¢) Mysore Revenue Survey Department—General
and Disposition List,
(d) Geological Survey of India—Classified snd
Disposition List.
(¢) Classified List of Officers in the Meteorological
Department.
(f) Classified List of Gazetted Officers in the Indiat
Museum.
(9) Classified List of Officers in the Office of the
Reporter on Economic Produocts.
(k) Classified List of Officers in ‘the Botanical Des
partment, N orthern Indis,
(i) Classified List of Officersin the Horse-Breeding
Department in North-Western Provinces,
Rajputana, and Punjab,
§ Gradation List of the Covenanted Civilians of the
Presidencies of Bengal, Madras, and Bombay, holde
ing appointments under th Governwment of Iudia,
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‘8 Details regarding the above officers as to-=

(a) sppointments,
(b) pay and allowances, and
(¢) leaves ; and, in the case of Survey Officers,
(d) examinations passed.
(e) date of birth,
(f) length of service,
. ot.0, etc.

Contents of (4).
1 Classified List—

(a) Secretariat Officers.

(b) Engineer and Upper Subordinaty Establish-
ments.

(c) State Railway, Revenue, and Store-kespers’
Establishments,

(d) Account Establishment.

(¢) Honorary Commissioned and Warrant Officers,

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

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

9 Distribution Return—

(¢) Consulting Engineers for Railways,

(b) Btate Railways under the Governments of
Madras and Bombay, Local Administrations,
and the Director-General of Railways.

(¢) Government Officers lent to Railway Companies.

(d) Government Officers lent t§ Foreign States.

(¢) Public Works Department Officers under the
Local Administrations in “the Bengal Presi.
dency.
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3 Superior Staff (exeluding Government Officers) em-
ployed on State Lines worked by Companies on
Guaranteed or Subsidised Railways, and on Native
State Lines.

4 List of Admissions to the several Establishments of the
Public Works Department during the half-year,

5 List of Casualties during the half-year,

6 Sanctioned scale of salaries—

(a) Engineer Establishment.

(6) Upper Subordinate Establishment.

(¢) Account Establishment.

(d) State Railway Superior and Subordinate Reves
nue Establishments.

7 Numerical statement of —

(a) Engineer and Upper Subordinate Hstablishs
ments,
(b) Account Establishment.
8 Details regarding the officers as to—

(a) date of birth, i (d) pay,
(b) appointments, (e) leaves,
(¢) length of service, ! (f) examinations passed.

Contents of (5).

1 Classified List of Officers in the Forest Department in
the various provinces under the .Government of
India, and the Presidencias of Madras and Bombay
(including Sind).

2 Details regarding the officers as to—

(a) age, ] | (¢) pay and allowances,
(5) sppointments, I (@) leaves,
() tests passed.
Contents of (6),
1 [Same as (8) 4 (b)—(1)].
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9 List of Technical and Ministerial Officers of the
Survey of India Department drawing Rs. 100 and

above.

Contents of (7).
1 Lists of—

(a) Presidents of the Board of Control.

(b) Secretaries of State for India.

(¢) Governors of Bengal, Fort 8t. Gteorge, and
Bombay.

(d) Governors-General of Fort William in Bengal.

(¢) Governors-General of India,

(f) Viceroys and Governors-General of India.

(9) Members of the Supreme Council of the Gov-
ernment of India.

() Lieutenant-Governors of Bengal.

(1) Governors of Agra.

(j) Lieutenant-Governors of the North-Western
Provinces,

" (k) Lieutenant-Governors of the North-Western

Provinces and Chief Commissioners of Qudh.

(1) Lieutenant-Governors of the Punjab.

(m) Chief Coramissioners of Oudh,

(n) Chief Commissioners of the Central Provinces.

(0) Chief Commissioners of British Burma.

(p) Chief Commissioners of Burma.

(¢) Commissioners and Chief Commissioners of
Mysore and Coorg.

(r) Residents in Mysore and Chief Comfinissioners
of Coorg.

(s) Chief Commissioners of Ajmere-Merwara,

(t) Chief Qommissioners of Assam,

(u) Residents at Hyderabad,
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8 In respect of 1 (d), (¢), and ( £), and of the Governors
of Fort 8t. George, and Bombay, the list shows
dates of —

(a) )anding in India,

(b) assumption and transfer of charge of Office,

(c) embarkation for England ; as to the others, date
of assumption of charge of Office.

14, Official Papers.—Among the official papers pub-
lished for general information, besides those issued in the
Gazettes frora time to time, may be enumerated the following

(1) Administration Reports. (3) Seloctions.

(2) Blue Books {4) Treaties.

+ 15, ApmivisTrATICN REPORTS —~These Reports, which are
submitted annually, contain a record of all noteworthy matters
connected with, and a general survey of the progress made in,
the various branches of the administration, such as Political,
Judieial, Agricalture, Public Works, Rovenue, Finance, Medical,
Educational, etc.

16. Provincial RepoTts contain a summary of the adminis~
tration of the several States or Agencies within the jurisdiction
of the province. '

17. Besides the general Administration Reports, reports
are also, in many instances, snbmitted annoually in respect of
the administration of certain special and more important
branches : fuller particulars connected with ‘these branches of
the administration must therefore bé looked for in these reports.

18. The principal Administration Reports are published
as ‘ Selections’ [para. 20 infra.)

19. Brue Bobks.—Official correspondence or parlisment-
ary papers of intgrest to the general public are, if there are
no political objections against loing so, published by the Home
Government in what are termed ¢ Blue Books.’
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90. State publications of a similar nature of the various
Governments are generally bound in covers of distinotive
pational colours. The colour used for publications of the
British Government is blue : hence the term, ‘ Blue Book.’

21. BeLEcTIONS.—Similar publications of the Indian Gov-
ernment are styled * Selections from the Records of the Govern-
ment of India in .the —— Department ;” and are numbered
serislly, ¢Selections’ aro also published by some of the Local
Governments,

22. Bhould the papers for publication contain passages
which it would not be expedient to muke generally known, such
passages are expunged in copies intended for the public.” Hence
ocopies intended solely for the use of Government ase bound in
covers of a different (pink) colour, and are marked confidential,

23. Blue Books and Selections are however rarely re-
ferred to : they are therefors seldomn needed for reference.

24. Treaties,—The following are tho principal collec-
tions of treaties between the British Government and the
Foreign Sfates to which reference is usually made —

(1) 4 Complete Collection of the Treaties and Conven-
tions, and reciprocal relatwons, at present subsisting
between Great Britain and Forewn Powers: and
of the Laws, Decrees, and Orders in Couneil
concerning the same ; 8o fur as they relate to Come
merce and Navigation, the Slave Trade, Post Office
Communications, Copyright, &e.: and to the Pri-
vileges and Interests of the subjects of the High
Contracting Partws. Compiled from Authentio
Documents. 16 Vols. Vols. 1—XI by L. Hertslet
and Vols. XII—XVI Sir Edward Hertslet, 0. 8.,

both, Librarian and the Keeper of the Papers,
Foreign Office,
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[This work, which was originally commenced
nnder the special patronage of the Secretary of
State for Foreign Affairs, contains the treaties up
to 1885. Vol. XVI is entitled “ General Index,
arranged in order of countries snd subjects, to
Hertslet's Commercial Treaties, Vols. 1 to XV,
With notes shewing which Treaties and other Docu~
ments were in force on the 1st Jangary 1885.
Compiled upon an entirely new principle.”]

(2) 4 Collection of Treatws, Engagements, and Sunnuds
relating to India and Neighbouring Countries.
Cowmpiled by C. U. Aitchison, 8. ¢. 8., Under-Secre~
tary to the Government of India in the Foreign
Department. Revised and continued to the present
time (1892). 11 Vols.

[In this work, the treaties, &e.,, appertaining to
the several States are preceded by brief historical
pairatives specially descriptive of the circumstances
which led to their conclusion.]

25. Among other collections of luss frequent reference
may be specially noticed the following :—

Treaties, &c., concluded between Great Britain and Persia,
and between Persia and other Foreign Powers, wholly
or partwlly in force on the lst Aprd 1891. By Bir
Edward Hfertslet, c, B, Librarian and Keeper of the
Papers, Foreign Office.

26. Regulations.—The Regulations most frequently
reforred to are those which determine the relations to the
State of administfative and ministerial officers. As these
officers are renruiited from the Civil and Military Branches
of the service, the principal Regulations are—

(1) The Civil Service Regulations embodying the Cigmi

t
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Pay and Aoting Allowance ; Leate ; Pension ; and
Travelling Allowance Regulations.
(2) Army Regulations, India.
These only need be noticed here ; special Regulations relating
to other and departinental matters do not ggme within the scope
of this treatise.

27. Tae Cryi Sexvice Reeurations.—These Regula-
tions are-published by the Fimance Department of the Govera-
ment of India. They are the sole gnide and authority, so far
as officers in the Civil Department are concerned, in all matters
relating to—

(a) Conditions of Service, including Foreign Service
and Service under Local Funds.

(b) Pay and Allowances.

(¢) Leave.

{d) Pension and Gratuity.

(¢) Travelling Allowance.

28. It may however be mentioned that, for officers and
establisLaents moving with the head-quarters of a Govern-
ment to and from a hill samtarium, including Poona, specin!
rules and special rates are laid down.

29, The rules regulating the grent of travelling and
other allowances to the Secretariat and subordinate offices
accompanying the Government of India annually to snd from
Bimla, are embodied in the Simla ‘4llowance Code.

30. AmMy Regurations, Inpia—These Regulations,
which relate to the various subjects with which the Army is con-
cerned, are contained in fourteen volumes ; and are~issaed by
the Militacy Department of the Government of India. Of
these only Vols. I. and Il are ordinarily. referred to in the
Secrotariats in general, as affecting Milit;ry Officers in civil
- gmploy.
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31. Vol I. which deals with “Pay and Allowances and
Non-Effective Pay " ia issued in two parts. Part 1. relates to
British T'roops (including officers and men of the Indian Army);
Part 11. relates to Native Troops (including followers of British
and Native Troops). A Supplement is also issued to Vol, I,
containing * Fugd Regulations,”

32. Vol. 1L treats of “ Disciphne,” and is ordinarily ree
ferred to on matters relating to—y

(a) Leave of Absence and Furlough.
(b) Native Languages—Texts for the Lower and Higher
Standards, and for High Eroficiency, and Honours,

33. Route Books.—These books indicate the ronte
and stages.between places, and are sometimes referred to in
calcnlating travelling allowance when the journey is not
performed by raiway. There are separate publications for the
three Presidencies.

34. Chronological Tables, centaining corresponding
dates of different Eras ussdin the Provinces of Bengal, Behar,
Orissa, and Benares, (Publnahe& under the authority of
Government.

85. @lossaries.—The Glossaries Lo which refersnce is
here made relate to terms used in official papers: of these the
following may be mentioned :—

A Glossary of Judiciul and Revenue Term, and of Useful
Words cccurring an Official Dociments relating ¢
the Admimstration of British India, Compiled and
published under the authority of the Hon'ble the
Court of Directors of the East India Company, by
H. H. Wllson, u. A,, ¥, ». 8, Librarisn to the K, J,
Co. &c.,., 1855.

A Glossary of Vernacular Terms jand of Useful Wopd,
occurring in Official Documents relating to the Admia
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nistration of British India. Issned by the Depart-
ment of Revenue, Agriculturs, and Commerce,
1874,

36. Indian Postal Guide.~This ispublished by order
of the Director General of the Post Office ofvIndia, and contains
all information relating to—

(1) Inland and Foreign Post.

(2y-Money Orders,

(8) British Postal Orders.

(4) Post Office Savings Bank-

(5) Government Carrying Ageucy.

(6) Passenger Service—Bimia and Kalka line.
(7) List of Indian Post Offices.

37. Indian Telegraph Guide.—This is published by

order of the Director General of Telegraphs, and contains :—

(1) General rules and charges for telegrams—inland
and foreign

(2) List of Telegraph Offices in India and in Ceylon.

(85~ List of Newspupers' registered under the Press
Rules.

(4) Abbreviated addresses of Government Officials to be
used in State telegrams

(5) List of Officials authorised 'to send Foreign State
telegrams.



CHAPTER XVIL

Boors o GENERAL REFERENCE—(Concluded).
Miscellancous Works.

Though not possessing the same authority uf official
publications, there are works of standard merit written by private
individuals, or by officials in their private capacities, which often
afford material aid in the disposal of ‘vases.” The information
furnished by these books is either not procurable from official
sources ; or i8 compiled from official docarents not readily
accessible, though such information is susceptible of verification,
if considered necessary and worth the expenditure of labour
involved.

2. A fow of these books, which are more generally needed
for purposes of reference, we shall notice in the course of this
chapter, showing briefly the natare of the information ®erivable
from each.

8. Almanac de Gotha.—This is an annual publication
and is issued in French. Of its contents, which are principally
concerned with information relating to the several reigning
Bovereigns, Princes, and Chiefs of Europe (indeed of all
countries), and their States, the following are the prinocipal
heads :—

(1) Genealogy of the Bovereigns of Europe.

() Genealogy of the mediatised Princes of Germany,

(3) Gmanlogy of other non-sovereign princely Houses
of Barspe.

(4) Diplomatic and statistical calendar, containing lists
of Bovereigns, Regents, &c., and of all the high
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functionaries of the principal States of the World,
incloding Diplomatic Agents and Consuls, and
statistical notices of the different countries,

&e., &e., &e.

4. Almanao, Whitaker’s.—The folewing is a summary
of the principal heads‘of information contained in this pablic-
ation which are likely to tx of use in official business :—

&) Particulars in regard to the Royal Family.

(2) Members of Her Majesty’s household.

(8) Members of the Most Hon’ble Privy Council

(4) Table of Precedency.

(5) Lists of Members of the several Orders of Knight-
hood,

(6) The Victoria Cross, Baronets, and Knights Bachelors,

(7) Members and Officers of the House of Peers.

(8) Members and Officers of the Honse of Commona.

(8) Government Offices, &e.

(10) The Army and Navy Lists.

(41) Regulations respecting Passports,

(12) Principal Monstary Units of Foreign Countries,

(18) British and Metrical Weights and Measares,

(14) British Postal and Telegraph Guides.

(15) Account of the several British Possessions in the
East, in Australasia, in the West Indies, in Afrios,
and in Europe, with the Personnel of their re-
spective Governments,

(16) Acoounts of Foteign Countties, with the Personnel
of their respective Governments.

(17) Foreign Moneys and their English Equivalents,

(18) Members of the Institute of France,

(19) Foreign Measures and Weights,

b Direotories,— The principal publications of this class
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which we shall notice are those issued in the three presidency
towns, namely—
(1) The Madras Directory, known as The Asylum Press
Almanack.
(2) The Bombay Directory, known as The Times of India
Calendar and Directory.
(8) Thacker's Indian Directory.

6. To these may be added the Annuaire des Etablissements
frangais dans U'Inde which relates to the French possessions in
India.

7. The Asylum Press Almanack, gstablished in 1790, is
issued by the Lawrence Asylum Press in Madras. Chief among
its contentsmay be noticed the following :~=

(1) Explanation of Chronological Cycles and Eras.

(2) Tables showing the corresponding months and days
of the English, Taml, Malayalam, Telegu, and
Mahomedan Calendars for the year.

(8) Bntish and Foreign Ambassadors, and Military
Attachés at Foreign Colirts,

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

(5) Native Indian Princes in the Madras Presidency.

(6) Government House Private Entrée List.

(7) Salutes for Officials and Native Chiefs,

(8) Foreign Consalar Officers in the Madras Presidency.

(9) Scale of Civil Allowances=-Pay and Travelling.

(10) Civil Officers of all grades in the various Depart-
ments in the Madras Presidency.

(11) Examinatdon Rules for Forest Officers in the Presi-
dency.

(13) Roles fof the Examination of Assistants in the Civil
Service.
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(13) Rales for the encouragement of the study of QOrien«
tal languages among the Junior Members of the
Madras Civil Service.

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

(15) Examination of Police Officers and Cantonment
Magistrates.

(18) Tests for Military Officers in the vernacalar.

(17) Uncovenanted Civil Service Examivation Rules.

(18) Lord Clive’s Fund.

(19 Queen's Military Widows” Fund.

(20) The Indian Military Service Famly Pensions.

(81) Pensions granted by the Royal Warrantof 189} to
the widows and families of certain classes of Officars.

(22) Table of Staff Appointments and Salaries.

(23) Regulations for admission to the Staff Corps.

(24) Rules for admission to certain military departments
in the Madras Presidency.

(243).Leave and Pension Rules {or the—

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

(26) Tables of Indian Coin, Weights, and Measures.

(27) Information in regard to persons holding appoint-
ments under the Governments of Mysore, Cochin,
Hyderabad, and Travancore.

8. The Times of Ind®a Calendar and Directory is published
by the “ Times of India” Office in Bombay. Among its contents
which are likely to preve useful in course of official business
msy be enumerated the following :—

(1) Particulars relating to the Engh’sh and Indian
Calendars, including the Hindu, Parsi, Maoham-
madan, and Jewish methods of reckoning.
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(9) Indian weights and measures.

(8) Gold and other silver foreign coins, and thein
equivalents in Indian currency,

(4) List of Chiefs and Nobles of India,

(5) Warrant of Precedence for India, and Table of
Precedence for Bombay.

9. Thacker's Indian Directory.—This publication embraces:
the whole of British India and the Native States, and {5 issued
by the well-known firm of Thacker, Spink & Co. of Calentta:
I1s principal contents are—

(1} Britieh Indian money, weights and measures.

(2) Holders in India of titles for eminence in Oriental

' learning.

(8) Tables of salutes,

(4) The Private Entrée List.

(5) Directory of districts and stations in Indla and.
Burma, including the Presidencies of Madrag
and Bombay.

(6) Route to stations and towns in India.

10. Geography.—Among geographical works may be
mentioned—

(1) Inder Geographicus Indicus, by J. F. Baness of
the Survey of India Department,

(2) A General Dictionary of Geography, Descriptive
Physical, Statistical, Hialorical, forming a complete
Gazetteer of the World, by A. Keith Johnston,

, FREE

(8) A Dictionpry, Geugraphical, Statistical, and Histori~
eal, of the various ountried, Places, and principal
Naturel Objects in the World, by J. R. M’Culloch,
4 Vols.

11, The first named contains mn alphabetical list of the
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principal places in the Indian Empire, with notes and state-
ments, statistical, political, and descriptive, of the several pro-
vinces and administrations, the Native States, independent and
fendatory, attached to and in pohtical relationship with each ;
and other information relating to Indin andthe Bust,

12, The titles of the other two are sufficiently indicative
of their contents.

13. Historical Record of Medals and Honorary
Distinotions, By Georg? Tancred, 1891.—This book contains
a brief historical sketch, with 1llustrations, of the various Orders
of Knighthood, &c., and“of Medals and Honorary Distinctions,
conferred on the British Navy, Army, and Auxiliary Forces,
from the earliest period.

14, History.—Among Histories to which reference may
sometimes be nacessury, muy, in addition to the standary warks
on India by Elphinstone, Hunter, Marshmap, Mill and Wilson,
Trotter, and Wheeler, be mentioned the following—

{.1}‘.4:1 Ilistorical Shetch of the Natwe iates of India
in Subsidiary Alliance with the Dritish Govern-
ment, with a Notice of the Mediatized and Minor
States. By Colonel G. B, Malleson, ¢ 8 1.

(2) The Rajus of the Punjab, being the History of the
Principal States in the Punjab, and their Political
Relations with the British Government, By Lepel
H. Griffin, ¥nder-Secretary to the Government
of the Punjab.

(8) The, Punjab Chicfe. Historweal and Biographical
Notices of the Principal Fognilies in the Lahore
and Rawalpindi Diwisions of the Punjab. By Bir
Lepel H. Griffin, k081 N& edition bringing
the Histories down to date, by C. F. Massy, Major,
Bengal Staff Corps—2 vols., 1890,
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(4) Chiefs and Famulies of Note in the Delhi, Jalandhar,
Peshawar, and Derajat Divisions of the Punjab.
By C. F. Massy, Major, Bengal Btaff Corps, 1890.

(5) The Chiefs of Central India. By G. R. Aberigh-
Mackay, Principal, Rajkumar College, Indore.
(Vol. 1. only published.)

51. Indian Bradshaw,—This 18a periodical publication
issued monthly by W. Newman & Co. of Calcutta.” [t con-
taing—

(1) Specially arranged time and fare tables of sall the
Indian Railways, Steanr Nuvigation, Dak, and
Transit Companies :

(2)*Postal, Telegraph, and Conveyance rates ;

&e., &e., &e.,

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

17. Land Systems of British India, (The). By B.
H. Baden-Powell, ¢ LE.,, F.RSE, MR.AS, late of the Bengal
Civil Service, and one of the Judges of the Chief Suurt of the
Punjab—3 vols., 1892. This book is, as its sceond title indi-
cates, 2 Manual of the Land-Tenures and of the Systems of
Land-Revenue Administration prevalent in the several Pro=
vinces. It contains also an account of the origin of the Pro-
vinces under the Government of India, and of the Indian Legis~
latures, and a vernacular index and glossary,

18. Law Books.—Among non-official law publications
may be mentioned—

(1) Stokes’s ‘lnglo-lndlan Codes—2 vols. with Supple-
ments.

(2) Works ¥n lnternational Law by standard authors,
such as Haileck, Martens, Phillimore, Twiss, Vattel,
aud Wheaton,
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(3) Works on Hinda Law by standard authors, such a8
Colebrooke, Macnaghten, Mayne, Stokes, =nd
Strange.

(4) Warks on Mahammadan [nw by such authors a
Buillie and Macnaghten.

(5) Tagore Taw Lectures.

(6) Works on Medical Jurisprudence by Chevers,
Taylor, &e.

(7) Bentham’s Theory of Legislation.

(8) Austin’s Jurisprudence.

(9) Markby's Elements of Low. (Teat-took in Law
for the Political Depariment egamination.)

(10) Annotated editions of special Acts,

&o., &e., &e.

19, Questions sometimes arise on legal points, for the
elucidation of which reference may be necessary to sowme of
4hese works.

20. Modern Cambist (Tate's).—This, as its secoad
title indioutes, is a Muanua! of Foreign Exchanges and Bullien
with the Moneys and other Mediums of Exchange of all Trading
Nations; and contains Tables of Foreign Weights and Measures,

21. Peerage.—These are annual publications and are
seferred to when information is wanted on matters relating to
the Nobility and Titled Gentry of the United Kingdom.
Among the principal publications of the kind may be mentioned
those of Burke, Debrett, Foster, Lodge, &e.

22. A similar publication relating to India is—

The Gol#n Book of Indwa by Sir Roper Bethbridge,
ROLE This book is, as described id its second title, a
genealogical and biographical dictionary ofs the raling Princes,
Chiefs, Nobles, and other personages, titled or decorated, of the
Indian Empire,
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23. Allied to the ‘ Peerage’may be noticed The British
Roll of Honour, by P. L. Simmonds. This book contains &
descriptive account of the recognised orders of Chivalry in
varioos countries, aud their Insignia; also dotniled lists of the
British subjects enrolled in these orders, with illustrations of
the decorations. The descriptions, which are arranged slpha-
betically in the order of the countries to *which they belong,
are each followed by a list of British mwewbers,

24. In this book will also be found—

(1) Table of Precedency of Knights of British Orders
of Chivalry. (&.B.—Knights bolding Foreign
Orders take no special rank or position.)

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

(8) Regulations respecting Foreign Urders and Medals,

(4) Alphabetical descriptive list, with addresses, of
British subjects having English or Foreign Degoe
rations.

25. Statesman’s Year Book, (The).—This is sa
annual publication aud contains—

(1) Statistical and historical information in regard to
the various branches of the administration of all
the countiies of the world.

(2) A bibliography of the principal official and non-
official books of refemence in respect of each
country,

26. ,To the above-mentioned books, may ke added standard
works on travels, anj biography, to which reference is some-
times necessary.

97, Works of reforence dealing with techincal, or special
subjects pecaliar to departments, do not come within the scope
of this treatise, and are therefore not noticed.



CHAPTER XVIIL
Pnoor CORRECTION.

As the correction of mess-proofs has bceome a recognised
daty in some Government Offices, a wotk, which professes to
be an exhaustive troatise on Secretariat work \n general, can
hardly be held (o be complete, 1f it did not contain clear and
explicit instructions on tife subject

2. QOonsdering the purely techmeal character of proo‘-
reading, and the fact that every press entertains an establish-
ment of examiners who have been trained to the work, 1t is, to
say the least, a sheer waste of valuable time and energy, which
might be more usefully employed, to impose upon a clesk,
who has had no practical tiaining or experience, the duty of
correcting proofs. Indeed; unless carcfully re-read by a
trained and expetienced examier, thete is no guarantee
that n proof that Lias been examined by a cleik is entirely free
from errors ¢f every description,

8. But asa cletk is liable at any moment to be called
upon to perform such duty, we shall endeavour in this chapter
to explain the process, only premising that all that can be,
or is, expected of him in this connection is that he should point
out, to the best of his abilitv, such iypographical and other
errors, or omissions as may fall under his observation.

4. This treatise being intended only for the olerk, we
shall not attempt to discuss the minutie to whwh a pmfwml
proof-reader is required to give his attention “in passing proofs
_for press: we .ahnll c::mﬁue our instractions to simply indicating
the manner in which oner shoald proceed in delecting and
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marking errors, and giving directions for any alterations or
additions so as to be inteiligible to the compositors in the press.

§ L.—Duties of Examiner,

5. Though the chief duty of the examining clerk is to be
to the proper arrangement and sequence of the papers, as is
always indicated when the matter to be printed is sent to
the press, he should also, in a general mgnner, correct such
obvious errors as may strike his eye in the course of examia-
ation,

8. His duties may therefore be summarised as follows :—

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

(2)°If not, to give directions as to any necessary changes
or additions,

(3) To detect and to rectify errors in typography, ortho-
graphy, and punctuation.

(4) To correct any obvious grammatical misconstruction.

7. Sometimes queries are pyt by the pross on points of
doubt : these too require to be answered.

§ 2 — Procedure for proof-readiny.

8. To carry out these duties, it is in the first place
necessary that the original should be intelligently read to the
examiner, if the work is to be done properly ; as otherwise the
¢copy-holder,” that is, he, who holds the original, is liable,
through inattention, or owing to theillegible character of, or
intricacy of alterations in, the manusciipt, or from any other
cause, to let mistakes pass unnoticed.

9. In examinijpg, the mind and attention should be con-
centrated on the words and meaning of the writer, the mor
easily to check omfssions, discover errors, and obviate misunder-
standing of the sense ; especially if the original is at all intri-
cate or difficult to decipher.
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10. Errors in typography to which the atiention shoul
‘ba directed relate to—
(a) the misuse of capitals ;
(5) the employment of broken or wrong-fount type ;
(c) the omission or misplacement of latters, words, or
lines ;
(d) incorrect or improper paragraphing ;
(¢) irregularity of epacing or ‘leading ;'
(f) the rectification of any nlteration made by mistake.

11. Capitals are said to be msused when they are em-
ployed for small capitals, or for *lower case’ type, and vice
versa. The proper use of capitals appertains strictly speaking
to the province of orthography, though it is sometimes govesned
by usage.

12, Type is said to be broken when the impression is not
perfect.

13. By the employment of wrong-fount letters is memnt
the use of letters of different founts in combination, exeept
when so gxpressly indicated ‘or required.

14, Letters are misplaced—

(a) when wrong letters are used,

(b) when letiers are transposed,

(¢) when they are turned on their side or completely
OVeEr.

15, Words ahl lines are misplaced when they are out of
position, or are placed in a position other than what they ought
to occapy.

16. Incorrect or improper parigraphing means—
(a) that one parngraph has boen brbken up into two or
more ; "
(b) that two or more paragraphs have been run into one;
(¢) that a paragraph hns not been indented ; or
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(d) that a sentence which does not begin a paragraph
has been wrongly ‘indented.’

17, Irregularity of spacing or leading relates to—

(@) inequality of space between the letters of words, or
(b) inequality of distance hetween tha lines.

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

19. Errors in orthography and punctuation imply the
misuse or omission of letters in spelling, and of ponts of pune-
tuation,

0. By grammatical misconstruction is meant, that some
rule of grammar has been violated in a sentence.

21. The detection of errors in orthography and punctua.
tion, and of grammatical misconstruction, implies a safficient
amount of edncational ability, the possession of which by the
examiner should be ascertnined before entrusting him with the
work.

22, In regard to proper and vernacular names, the accepte
ed, or authorised spelling should be adopted, unless, for any
spezial reason, the different epelling in the original is to be re-
tained.

923. Though the intelligent reading of the original is the
only really efficient means of correcting proofs', the detection of

- errors is more readily effected by careful eye-reading of the
proof, preferably belore the original is read to the examiner.

24. (Corrections or alterations should if possible be made on
the margin opposite the line to which they appertain ; and on
the left or right, according as the left or right half of the line is
concerned.

25, In marking cure should be taken that the corrections
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are distinctly written, and any instrootions olearly and intelli-
gibly given,

26, On the left margin, the first correotion should be
marked at the end farthest from the printed matler, others fol-
lowing in the order of sequence, On the right margin, the
opposite method should be observed ; the first correction being
marked nearest the printed matter, and followed by others in
proper order,

27. In the examination of proofs, there are certain teohni-
eal signs and expressions which are usually adopted in presses
to indicate the corrections or alterations to be made.

28. The manner in which ertors, additions, or omissions
are marked in the proofs, and the signs and expressidns employ-
ed for the purpose, will be found iHustrated in Appendiz C.



CHAPTER XIX.
MisceLLANEOUs PROCEDURE.

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

§ 1.—General.

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

8. Black ink is always ewployed in official carreapond-
ence and in the condurt of office work generally ; but red ink,
which is the only coloured ink ailowed in offices, may be used
for making short notes or remarks, in ‘recording’ other than .

A. cases,’ ete.

4. As il is not possible in all cases to knew ‘befora-
hand whether or not it may be necessary to preserve any parti.
cular note or remark, the use of slips should as far as passible
be avoided : slips may however be used in making calls for pa-
pers or information on any point, or when it is quite clear that
the writing thereon is to be of a purely ephemeral character ;
it is only in such cases that writing in pencil is permissible.

5. Matters not intended for per;nanent preservation, such
as calls for papers, information, etc . notes or remarks connected
with departmental routine, and so forth, are generally written
on forms headed “ Rodtine Notes.” These are destroyed when
they have served rLeis purpose,

6. Every writing must be authenticated by the initials or
sigataure of the writer, according to the practice in vogue i,
the department ; and must be dated.
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7. Foolsoap is the regulation size paper used in secretariats
for official correspondence, and for general departmental work ;
* consultation ’ size paper may, however, be employed for office

registers, bills, etc. Quarto-post and note-paper are made use
of for gignatare copies of demi-official letters.

8. Nothing should ba wutten on the face of official or
demi-official ‘receipts ;/ anything ol a permanent nature so
written by any of the secretaries should always be transcribed
on the regular ‘notes’ in the ¢case.’

9. Books of reference, such as codes, regulations, acts,
etc., of which secrctanié® are prov.ded with copies, should not
be put up as * reference’ in ‘cases.’

10, Matters unconnected with the subject of the paper
under consideration, such as, calls for further papers or informa-
tion, personal questions relating to breach of discipline or de-
purtmental procedure, etc., should not be written on the regular-
‘*notes’ in the  case.

11. In ‘linking’ ‘cases’ in the ‘diary,’ it should be
observed that ‘current receipts’ should not be linked’ with
* receipts ~or ‘ issues ' which have already been ‘recorded.’

12. Unofficial ‘receipts’ in common with those of other classes
are also ‘diarised’ with all the usual details given in the ‘docket.’

13, Vernacular terms should not be used in official cor-
réspondence.

14. Over-punctuation should always be carefully avoided.

13. In official correpondence the term, “ Government of
India,” is generally used s a collective noun with s plural
verb : the same rule is applicable in writing of Local Govern-"
ments which possess a Council.

16. The first ‘ docket’is always headed with the name
of the department, the year, and the branch or sect on to which
thio  reoeipt ' belongs,
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17, All commanications sddressed by enbordinate Admi-
pistrations to Governments (Supreme as well as Local), aed to
the Army Head-Quarters Staff, should be issued in the names
of the Heads of Administrations, and uuder their own signs~
tures, exoept in cases in which a Secretary is attached to the
particalar department from which the communication i€ iosued,
or to which it appertaina.

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

» 19. There is however no objection to a junior officer
signing for the Head of the Administration, or for the Secretary
should circumstauces necessitate the adoption of such s proge-
dare.

20. Demi-official letters may be referred to in official
communications, when they have been brought on ¢ record,’ or
with the permission of the wiiters.

21. Every departmental ‘ receipt’ must he seen by ome
of the secretaries, before it is ‘recorded’ or deposited in the
archives of the department.

22. No addition to, or altcration in, a ‘note’ or ‘draft,
should be made without permission, after the ¢ file’ has returned
from an officer, even to rectify an error, unless it be a merely
clerical or grammatical one, or clear]:}' due to pure inadvertence.

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

24. ‘Drafts’ of’a personal nature are not issued under the
signatare of the offker concerned.

25. When orders on the ‘reeeipt’ of one depariment

shonld properly issue from another department, 4he ¢ receipt’



