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made to them in an offidal document,-but 
specIal orders Illust he taken to 'record' them, 

(5) That departmental 'notes' of Importance, a.nd minutell 
of dlssElntient Membors of the Executive Oou1lci4 
expressive of their views In ot)DDectio1l with the 
issue of a 'case,' may, if consIdered desirable, be 
'recorded' in the 'proceedings.' In snch cases it is 
.necessary-

(a) that the 'note' or mHlute should be sIgned in 
f'ull ; and 

(b) t.hat it shouk! not rofer to any pa.per not already 
on record, unless th.lt paper is about to be 
'recorded' in the same 'collection.' 

(6) That the same paper "hall not be 'recorded' Illort 

than once. 
(7) That' B, collections' if subsequently reported to the 

Secretary of State for ludu" shall be struck off 
the' B. proceedings,' and be 're-recorded' in the 
, A. proceedmgs.' 

II, Of ,course it is unnecessary to Bay that any of these 
RIM may for sufficient. reaeon, be Bet aside, by competent 
,,,thority. 

22. The papers which make up a ' case' are-
(a) the correspondence, which may be either wholly om

cia), or part'" official and partly demi-official; 
(6) the 'notes' on which the orders Ilre based; aud some

times 
(c) other miscellaneous papers, such Bs originlds when 

j CBses ' are submitted in print, press-proofs, routine 
office 'notes,' Vt'rnacular docum~nts, etc. 

28. 'Reoording' strictly speaking hIlS reference to only 
iM. oiioi&l oorrespondenOl: the other papers are mertIy 



( 10& ) 

kept with the 'collec"on,' and are therefore technically termed 
keep-withs, or simply X. W's. 

f 5.-P,·OCes, 0/ 'recording.' 
U. The process of 'recording' con~ist.s-

(1) in determining the relative position in the 'collec
tion,' of the different classes of paper. in the 
'case ;' 

(2) in arranging the papers iu proper older; 
(3) in classifying the 'K. W's.;' 
(4) in affixing to the official correspoIJdence and to 

the 'K. W's 'their \'ispective serial numbers; 
(5) in making an a ppropnate entry of the necessary 

details in the 'table of contents; , 
(6) in editing the 'notes; , 
(7) in preparing a hst of the official papers, which 

have been numbered serially j 

(8) in placing tho papers of the 'case,' after they have 
be<>n propelly arranged and numbered, within 
appropriate covers, if required, ill accordaDOe 
"ith the practice obtainJn~ in the department; 

(9) in countermarking the 'referenoes' in th. 'filA.' 
25. When a 'case' has undergo~e all these operation", it 

i. said to have been 'recorded.' 
26. In determining the relative position, in the 'collection,' 

of the papers in the 'case,' the officittl correspondence ia taken 
as the standard of reference j the 'K. W's.' either preceding 
or following it, according to departmental usage. 

27.. The corr~sponden(;e is arranged In chronological 
order, with reft'l'ence to the dates of l'eceipt of the 'receipta,' 
and the date. of t~ 'issnes.' Under the prevailing 'continuous
note aYltem,' this arrangement follow8 the order in which ih. 
'reoeiptl' and 'i.sueII' aro. 'noted' on IIld po.ted in the 'not.L' 
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28. The several clnsse8 of correspondence are then separ

ated without disturbing the order of ~eql1ence. 
29. The 'K W's.' arc next arranged, or grouped together, 

according to their respective degrees of importance-generally 

in the following ordt'l' :-
(a) the 'notes,' 

(b) demi-offiwl11 COl responoenre, 

(c) uQ3 parCis speciJlIy pr<'pnred lor the pnper under
standing of' tho ql\e~tlUu at l';~ue, and referred to, 
in the body of the '1101lS,' and 

(d) mis('ellnnrou~ opapcr&, Sllr~h as origmnls of llnpers 
subnntt(Jd III 11Ill1t, pI e9~-\,\Ooj\ office rGutine 
'notes,' (>to. 

30 The pnper~ III the 'ense' havlllg Leeu duly arranged 

arB then numbered-the oillcwl correspondenct', "ith its own 
periodical serip'l, and the 'K. W's.: a~ 'K. W '-No.1, 'K. W:
No.2, and so on. 

31. Each clas~ 01 'p!Ocpeding~,' as well as f'!loh branch or 
section of the dcpartmrnt, ha~ It~ own sepal'Ute series of num bers j 

Rnd 'cnses' uppert:ulllllg to each, al ~ 'recordt'd' periodically, 

generally monthly 
32. It must thprcforc he rememhflr9d that III 'recordlOg,' 

each paper in the official correspondence ~houlcl mdlCate-
(a) tho class of }Ho('('('dmgq , 

(b) the branch or lledlOll of tlH' depal tment to which the 

'caso' belongs; 
(c) the month and year 111 which the 'caso' is 'recorded; 

and 
(d) its npproprint,e selial number. 

33. Each paper, whether n 'receIpt,' or. an 'Issue,' or an 
'en~osure,' must be given n st'parate number: 'sub-enclo!ure.' 

bowever need not be numbered separately. 
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M. Each 'K. \V.,' besides indicating the clas! of 'proceed. 
iogs,' th. departmental branch (.r sectIon, tho month and year 
of 'record,' and the serial numbers of lbt.' enbre 'case,' mllst bear 
a separate numl)er of Its own bedes 

35. In 'A. collectjon~,' some of the IK. W'!'!: are printed 
and others not. Each 'K. W: "honld thorefore be marked, as 
printed or unprinted, us thfl ca~e Illay Lt.', for the guidance of 

the press. 
36. All 'K. W'~ • reqUlr('(/ for the prop"r understanding 

of the '(,II<.,e,' such fI~ 'Iloteq,' demi-offi<:ial correspondence, 
official ad interllll corre~l'0llden('(" nJl'lllorand ums, statements, 
etc .. , specialJy prepal(,U for tIte purpos<', shoulJ b!i printed. 

37. It freqllOut!)' oCCllrs tliar 'notes' started separately 
unite at II cerLalll pomt ul'fortl til(' j~~l1P of o!'d!'r!l in a' case ;' 
e. g., wh('n a 'file, ' aft!'!' uPlng 'nutI'd' on, bas bC('ln sent 
nnofficially to anoth~r dt'partmf'nt, a new 'receipt' connected 
with the subject of th r 'fill" conl(''} 111, and, while It is being 
dealt with, tile 'fill" I'ptl1lm and of(l(,l~ al(, pagsl'd with 
reference to illt' 'not",,' of the dep.li tmpnt cousultl'd. 

38. Such 'notes' IIJaslI1uch as tll('Y arc not cbronologically 
continuoos, Ulay be I'lthpl mal ked as uarts 1., 11., and so on, 
of' K. W.'-No 1 , or 111I'y Illay he llIarked consecuti\elyas 
'K. W'-Xo. J,' K W'--Xo 2, ole, the numbering of the 
ot.ber 'K. W's.' bl'illg I ('gul.ltcd accordingly 

39. After the papPI's in tll(' '~so' h.lve been duly nom
bered, an entry is lIlad(' in the pre~(,l'Ib('t1 fUlm, lD the 'table of 
contents.' 

40: In the 't.ltle of cVllteuts' {or the 'A. proce E-dings,' the 
subject of the 'case' is encart'd !n Lrief, but 111 that for the 'B. 
proceeding~: the; entry is macle in iuller detail-that is, the 
subject of the l'efererce lind the order passed, ale defini~ly 

.tated-m erder to !life.rd to the Sec~tary of State for India, to 
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"bODl both these 'tables' are transmitted in the mOQthly vol ames 
of 'proceedings,' a clearer idea. of eaoh 'case,' in the absence af 
the papers. 

41. ThE' 'notes' are then edited, that i~, carefully revised. 
The revision oon818ts-

("') in looking through thll 'notes' to see that even . 
paper to which ref ert'Dce is mnde is ~pecifical1y cited; 

(b) in supplying all snch omissions; 
(0) in substituting specific citations for slip indications 

-the 'r('corcl' numbNs being invariably given of 
all 'record~J' /,ilpp.ri'i ; 

(d) in expungmg from the 'notes' <1f 'A. collections' all 
uuimportant remarks, de, not pssentilfl to the un
derst.'lndin~ of the cas(\, or whICh should find a more 
npproprlate plnre mnong the office routine Inotes;' 

(e) ill seeing thnt all '15SU('&' are posted In the 'notes' in 
their proper places. 

42. If offiriul procell ure were always carefully attended to 
during the current stage of 'files,' the editing of1notes' would be 
quite unllece.sSl"Ll Y ; but. frrqllf·ntly poihts of detail arr, from va
rious causes, hst sight of, amI it IS difficult to enforce strict ob
servance of thf'; rules In -c, ery instanre. 

43. The next stt'P in the prore,s of , recording' is to pre
pare a list, in the presel iht'u fOI m, of the official papers which 
Mve ht'en numbel ed '\('1 iaUy. Thi'! li!>t IS practically a 'precis' 
of the 'receillts' and 'i~su(ls' cOll1pri~ed In the corresponJellCi', allu 
may thereforo be srliJ t.o be n collection of ' I lockets' arranged ill 
the order in which the papols nre 'recor,ll·ll.' Hence s!lch a list 
is also known as a 'plecis-docket' (Vide c. VII., 6.) 

44. Such a !1st is invariahly prepared for 'cases' 'rt'cord
eq.' in the 'A. proceedings ;' and forms the topmost page of tbe 
l,coJl.ctio~. ' , , 
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40. TM list referred to in o. VI., para. 35, mit}' be made 
to do duty for the ' pl'~ci~ocket.' 

46. In' A. cal'les' this list, or 'prCci!l~docket' ShOW8-

(a) the department; 
(0) the branch or section to which the 'collection be

longs; 
(C) the class of 'proceedings ;' 
(d) tho month lind year in which the 'case' is 'record-. 

od;' 

( e) the 'record' numbers of the 'collection; , 
(f) the w'neral sullject of tl~ , colIAction;' 
(g) the desrription Ilnd 'docket' of ('ach paper in 

the' case;' 
~ll) tho 'refcrrnccs;' !lnd in sorno depnrtmonts, 
(2) a spcClfication of the 'K. W's.' 

47. 'A co)l<)ction~' are made up of-
(a) the Ii~t of paprrs or 'precis-docket' which is 

l1sunlly printed on the first page of tho cover j 

(b) the 'record cd' corrc<:pondeDce ; and 

(c) tho 'K. W's' which eithor precetie or follow the . 
corre~pondence. 

48. In the case of 'B. collections,' the 'K. W's.,' the 
'r('cordod' corre.~pondrncr, and list of papE'rs if any I are placed 
within covers, amI tnckrd togct.hrr On the first page of the 
cover arc entered thr full particulars .of 'record' [para. 46, (a) 
-( (') ] and the BU hjf'ct of t hp 'caRo' in brief; tho 'references' are 
also marked on thr ('over in the place s('t npart for the purpose. 

49., As in 'r<'J'el eneing,' the papers put up IIro marked on 
the face of thc I rlockl>t' of the new 'recript,' 80 in ' recording' a 
, case,' the' record'. nUlllh('rs of the new' collection' are entered 

• 
on the' collections' put up as 'rrferences.' Tho technical terllJ 
for this process js cQuntermarkill6'. 
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50. 'Countermaking' is a. .. ery important operation :and 
needs full explanation to be properly understood. 

bl. Assllming tbat tbe 'case' under 'record' has been pro
perly 'referenced,' that is, that only such papers as are required 
for a proper undertltanding and the due diiRosal af the point for 
oonsideration, have been pu~ up, it is in the firstplacp. necessary 
that all sucb 'reforences' should be entel'ed on the cover, or on 
the 'precis-drcket' of the 'collection,' in the apprcprinte place. 

52. In doing so, It wero well to group the 'references' ap
pertaining to tho various phases of the question at issue, or to 
the points, or proce(lent~ ~ lted io its support, under brief subject 
headings. This grollpillg und er sul~Ject beadings is caloulated 
to obviate a deal of labour in (ref('rencing' subsequel'1t 'rec"ipts,' 
in that it would b(' at onco a~certamable whether any particular 
'reference' entered on tho cover or 'prcds-docke~' of a 'oollection' 
already put up, relatod to the subject and would also be required ; 
otherwise it would be neceqsary t.o get up all th(1 'referen~.n
tared on the said 'collectIOn,' and find ont whether a.ny, Ilnd 

which, related to tho ~uhject of the 'Ieeeipt' undor 'ri1fllrenCe,' 

aod would b~ needed. 
53. The entl'lOS may be arranged in direct chronologica.l 

order. The earliest b('m'~ ontered first, the next later, next, and 
so on. This arrangcmPllt ha., the ad vallta~(l of preserving the 
oontinl1lty of the chronologICal order in respect of subsequent 
entries, which It may be nCeeS"IlTY to make. 

54. While every 'reference' put lip must be marked on the 
'case' und~r 'n'cord,' it is not at all nec;essary to 'conntermark' 
the 'record' numbers of the latter, on every '~ollection' ss put up. 

55. intelligence must be exorcist'd in 'countermarking,' 
and the following roles WIll SE\rve as guides ::-

(1) Only those 'collect.iom' need bo 'countermarked,' 
which coutam any paper referred to in the 'CIse' 
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under 'record,' provided ,that the paper referred 
to bears directly 00 the subject of the 'case.' 

(2) 'Collections' put up as precedents shall. not be 
, countermarked.' 

(3) Neither !!hall any 'collectlOn' be 'coUJltermnrked,' 
it it contains some general rule' to whICh tb" 
'ease' under 'rrcord' IS amenable. 

(4) Ordinarily it will suffic(I to 'countermprk' only the 
'collections' refl' I 1 cd to in rule (1) : it will be 
ilnneceSSal y to 'call ntrrmark' the other 'collec
tions' of the groups to wbiclJ tbflY may belong. 

(5) In respect of 'A. collections' put up liS 're
ferencrs' to tho 'case' under 'rreord,' necessary 
steps shall be taken to I'nsur() the 'countermnrking' 
of the other cOI)l('s of such 'collections,' in 
accordance with departmentalllsage . 

• 5a. 'References' aro usually entl'red on the cover or 
'preci/:j.dockpt' of tho 'caso' uuder 'record,' under two distinct 
headings-"References to former ca~es" and "References to 
later cases." . 

57. From the nature of the cnsc, it is evident tlJat t,he 
'countermark' of the -< crise' under' rerord ' forms the last en· 
try under the la.tter category; and, if properly made, is in di
rect chronological sequence, in reference to the other entries. 

58. The object of 'countermark.mg' is to connect together 
'cases' on the Borne subject, ond thus save laboor io 'referenc
ing,' by rendering them teadily accessible when reqoired. 

59. ~ The foreg.oing is !\ description of the process of 
'recording' in regard to 'ca~e8' "hlch constitute thA 'A.' and lB. 
proceedings j' 'cases' which appertain to the other classes of 
'proceedings' are ';ecor3ed' in aocordanoe with the praotice 9f 

Iystem in vogue in the department cOJicerned. 
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§ 6.-Definition and object. 

60. From what has been said we maJ deduce the fol
lowing definition ;-

'Recordtng' ts a classified $ystem of IJe1'iodical registrution of 
'caaell' accordzng tv preacrzh('d method. 

61. The object of 'recordlllg' IS the methoaIC,d conservation 
of state aod departmental 'proceedrngs,' ~o as to renJet them 
availahle fQ.r purpoilflS of 'refaH'oct': Till., end is the more 
important Bod necessary, inm,llIuch a., mate' ial for future 11is
tory, and for the lIUlllllllSLI atioll tlf the country, IH furJ1l~hed by 

these 'proceediDg~.' 



CHAPTER XIII. 

INDEXING. 

§ I.-Rationale of inrll'xlng. 

Though every O!·del' drpenJs pl'imarily up'on tho merits of the 
case, equity dcmllndA that it shall not conflIct w\th previous 
orders, or with rules VI hich gOHJn thf' ql1f'stion at issue. 

2. Hencp, apart from other comiderntions, it is neces!!ary 

that overy 'case' shall b(l (\a~y of llCC( s~ when r('quired to held 
in thll disposal of future rrfrrrllcP~. 

• • 
3. Such help IllUY hp afi'orded-

(a) by the ordpr paospd in the 'case ;' 
(b) by information on colla/pral points connected with, 

or On certain rhn~(>~ of, the qlle~tion nnller con
sideration, which lIlay 00 n('c('s~ary for it, 
disposal, and which mny be furni~hed by,tho 
paprn in the (ca~e,' or 

(r) by th(' is~u(' of any Ilj~cllHion which may have been 
carriell on in th<' 'nokR,: bllt which may not IJaVl~ 
resulted in nny fOI mal ord('r. 

4. Every partiC'lllar therefore connectod with a 'cR8e,' 
which is likely to be h{·lpfulm the (hqpoqal of future references, 
should be so noted os to renrlrr it rl'l\fJily Bscertainll bJe whether 
information on, or conn!'ct.ed with, any specific point exists, 
which "ould fllcilitate a deci"ion being arrived at in the C11se (tf 
suoh rf'fe~ence8. 

5. This rf'~uJt C8n only be aUain('d by indexing, the finn} , 
process t~ which Ii 'cllse' i8 suhjeded, before it is depositt4 

among the archives. 
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§ 2.-Prtnciple, cJ indeiXing: 
6. Considering its purpose, the fundamental principles of 

indexing are-
(a) that every point noticed III the 'collectiOll,

whether in the cOl'tesponde,!ce or in the 'notes, 
-whIch is likely to prove useful in disposiD~ 

of references, shall be indexed; 
(b) ,that the points ~hall be indexed und('r appropriate 

aud recognised hewls j 

(c) that the heads shall be arranged in alphabetical order; 
(d) that the points shall be expressey in clear and 

concise terms; and 
(e) that each entry shall contam an indication of·the 

'collection,' whore the point indexed is to be 
found. 

7. Indexwg may therefore be said to involve three main 
operations, viz.:-

(1) The selection of the points to be indexed. 
(2) The salection of propel heads. 

, (3) The manner III which the 011 tries should be made. 
Thl"le several operations we ~ball now proceed to discuss. 

§ 3.- TIle aelectlO/L of pomts. 
8. Though experience is the only guide in the selection of 

ilia points to be indexed, a few hints will doubtless prove aocept· 
~ble to those who have no'plUctical knowledge of the matter. 

9. It goes without saylDg that the chief point to he iJ,ldexed 
is the sabject of the 'collection,' or the order passed in the 
cease.' 

16. The following points, to whi:-h it may in future be 
neoeeaary to refer, should also be indexed :-u 

(1) Information, proposals, etc., relating or collateral to 
the m&in Illbject of the 'cale.' 
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(2) Mention of, o"proposals, recommendations, etc., in 
relJpect of, persons who are, or Rfe likely to be, in 
any way Qonnected wIth the administration of 
the Rtate. 

(3) Discussions which have not ultimated ih any order. 
11. Unimportant detnils, Of side issues whICh have but an 

indirect bearing on the subject of the 'case,' need not be indexed. 

§ 4.- The 8elect'iun 0/ head8. 
12. The heads under whICh a point should be indexed will 

snggest themselves by Its llatul'e, Ilnd by depa.rtmental usage; 
but it may not be out of plarl' to n!ak!' IL few remarks to 
faCilitate thf1ir d(·termmatlOn. 

13. 1 Ddell: head~ may br classified under the following 
categories :-

I.-Nomina.l, 
II .-TerritorIal, 
IIl.-Departmental, 
IV.-Subject ; 

according as the head is the name of an individual, or of a terri
tory or place, or of a department, or the key.word of. tht> l!Iubject. 

14. If the point to be indexed .relates to an individual, 
the name of the individual must form one of tbe heads of the 
indel. Questions may arise in the futuro, regarding the pArti
cular individual, when his connection with any territory or 
administration, or with any specific subject, I!Ihall 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 diffic~lt, if not :mpossible, to be got at. 

15. The name of a territory or administration should be 
a head of the index"';" 

(a) when the point relates to auy administrative of 
other meaSli re afi'pcting it -j or 
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(6) when the' case' originated therefrom. 
The informatIOn required may relate to a territory or 

admini~tration, or to matter~ connect~,~ therewith; lind of such 
a character, thllt it lIIay not be quite clear under what head, 
other than the uame of the territory concel'lled, It may possibly 
luLvo been index-e'l: in sutb n contlllgency, territorial heads 
would greatly facilhute, nuy, they would be absolutely necessary 
io, 'referencillg.' 

16. Numes of place!', <.lher than tcrritol\es or !\dmiuislm
tioDs referred to in the preceJlDg pa r:lgl aph. need Dot fo:om 
heads of the lUJOX, uules~ then' "rtl !>FcCI!1l reasons for a contrary 
proceuure. 

17. Such reasons may bo-

Ca) when enlries under that head are, Dot is anticipa.ted 
will be, numerous; 

(6) when tho POlut to be inuc}.cd relates to something 
specml about the place; . 

(c) when the place HI III foreign territory, or outside the 
jurH:!l.ilctlOual Illnit~ of Bntlsh India. 

18. One of tlw mdex iwaul> for general orders I)h411 be tbe 
name of the department whence they are is~ueu. Tho subject 
of a 'collectIOn' .may be of' such a n,ltUre, that It may not strike 
one unuer what head or hoau~ it should be look.ed for in the 
index: in 8uch a cast', the f,ICt that the <>ruer emanated frow a 
specific department, "hlC.ll IS readily known from the general 
nature of the subject, "Ill enable it to be traced when re
quired. under the name of the de}.admcnt. 

19. Similarly a point shall be indued under a depart
mental head-

(a) ""hen the subject relates to a de!)artment, or 
(b) when the' case' is initiated by a department. 

20. The same reillarks apply to corre~pond6Dce with 
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officials of subordinate departments: in such cnses, the desig
nation of the offiCial takes the place of the departmentlll head. 

21. 01 ders 011 specific reft'rences .,IIOUld not be indexed 
under departmental heads. 

22. In re:,pect of ~l1l~ect heads, thl' pOlllt shall be inJexed 
under ono or more prinCIpal word~1 ot,her than the name of an 

individual, terntory. 01' dopar tlDent, of the proposition in which 
it is expressed. 

23. Such words should gt'nerllIly be noulls Ilnd generic 
terms of common nS!lgo. 

24. Adjective or qllallfyl!lg tl'rrMS mny be either affixed to 

the genrric m the in.!('x hpad , or t'mployed !l8 a sub-head, if 
• • which 1\'0 ~hnll presently IIppak. 

25 Oare ~honIJ be takrn In the seJrction of tlubJPct hends : 
indeed, practical eXpf'fICI1CU In 'r{>t;'rt'llclOg' ran alone suggest 
the requirement!' in this rf'l'pect. The imlisCflIuinate employ
ment of terms 1\-; 11ll!t'X hellds If! next t.o US('I('hS : it can Bone no 
other purpose Llmn to nnneCC'S81\l I1y sw!'l1 til!' hulk of the index; 
and may be tak(,11 a'l a aurp sign IIf tho in(lxp(>rl(~nce, or care
le~8ness of the indpxer. 

26. In dptermming the· hpttd~) it lIlW,t hp remembered 

that only such should be g"nerally· ~elected us are lrkely to 
~tr ike the mind tit onc(', and are calcula ted to secure exp~diti

('1l81H'SS in trarlllg the subj.'ct of the pomt to be inuexed. 
The lmportant point to br. carefully bornt' In mind by the 
indexer, IS to anticipate the difficultie~ whICh mlly confront 
others who, JlJ years to come, may at a moment's notice be 
requirM to produ~ the p&per he i~ mdexIDg. 

27. Of CoursE' it i'l hardly necessary to add that a point 
may, nay, sbol114 if possible be indexed nnder one or more 
other beads, in addition to the subject head, which the na~re 
of the 0"8 may require. 
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28. In some instances tht! subject of the point for index 
may be so defined, that a departmental or terri~oriRI 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 nnder such heads . .... 

§ 5.-Major and minor 1)1' 8ub-headw. 
29. The mr.ltlphcity of entries under each head renders 

it necessary, that they should be arranged in some definite order, 
to secure easy access to pap<'rs on any given subject, or wherein 
information regarding any specific points may be found. 

30. The method .usually adopted is-
(a) to make each entry uncleI' a proper sub-head; 
(b) to group together the entries und~r eal,h sub

head; and 
(c) to arrange the sub.heads in alphabetical order. 

31. Index heads are therefore known as major heads, in 
contradistinction to the minor or ~ub-heads. 

32. The selection of sub.heads is a maUer of as much 
imporLance as that of major heads, and should not be made 
haphazard. . In I referencing' It is not enough to alight upon an 
appropriate incirx head, undrr which the entries are possibly 
numerous; but, if E'xped'ition is to be atbined in tracing the 
papers on any specific point, It i~ necessary to look for them 
among the entries in the proper gronp of sub-heads. 

33. In the selection Qf sub-heads, the general rule should 
be to, as far as pO'lsible, avoid the employment of ('ne major 
bead as R sub-head of another. 

34. It may not always be possible to. abide by ~iB rnle ; 
but, if a little care and thought is beRtowed on the subject, and 
it is borne in mind that a sub-head is i,*ended to form a 
Duoleus as it were, for the grouping of a number of entries, the 
oblervanoe of the rule wil,l be generally feasible. 
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85. Poiuts to be index.ed are of such varied charaoter 
that it is hardly possible to give any specific or detailed instruc
tions as to the determination of the heads, whether major or 
minor. A great deal must neceBSaflly be Iflft to the intelligence 
and ing~nuity and experience of the indexer. 

§ 6. --Manner 0/ making the entrzes. 
36. In indexing it is ill tht> first place rrecessary that the 

point shall be expressed in clear and concise terms, 
37. The heads of the JlJdex should in the next plact'! be 

CBr.lfully selected; and then the sub-heads. 
38. In making the entry, first set down the major bead; 

then commenoe the next line with the minor or 8ub.bead. Oon
tin~e the entry, beginning with the first words of tbe proposi
tion expressive of the point, as framed by you. 

39. .5hould the mlljor or minor h<.>ad be words of tbe 
proposition, they should not be repoated in writing the entry, 
hut they should be I pplacl'd by It long or short linC', as the 
case may be. 

40. The head may be a worn or phrase: if 'the latter, 
the most prominent or important word is put ,down first, 
and is followed by, and, If it IS not the first word, separated 
by a comma from, the remaining w"ords of the phrase or 
expression. 

41. As a fllle, the several entries of a point are made iQ 
the words of the proposition. In stJme caees 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 !!be nommal head, the initials or christian 
D1lmes, preoedPd by the official or professional rank or social 
status of the indivWual, following immediately after. 

43. Vernacular or Native nam!'s should be entered .. 
they are written, the first name f8rming the Brst word o£ 
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the nominal head: in spelling such name8 the system of trans
literation pl'escl'ILed by the Government of India should be 

followed. 
44. If the point to be indexed relates to an individual, the 

individual should be al ways ldentifiod tn, the entry by the 
additlOll to hi'! nam(' (~urname aud cbri,tian nUIIH'S 01' mitlals), 
of his rank or po~itlOn, and JCblgnutlOIl too, If an official. 

45. In enb Ie:! under nOlllll1al hcad~, this alhhtlOn should 
be made in tIle body, and not III the index head. 

46. Each entry shall con tam a correct indication of the 
, collection' to willch It al'l'crtaJns. 

47. Examples Illustrative of the rules laid down in this 
chapter will b() found III Appelldl.J: B. 

§ 7.-Defillition awl o&Ject 

48. From tho deSCriptive detatls gil'en above, iudexing 
may bA defined 1\5 a SV8tem, of recording the nole-lIJorthy po;nta 
in a 'collection,' !mtiel' appropnate heads ill alpltaoet1C<ll order, 
~ith an tnll/cattOIl of t'le ' collectIOn' wltere they arli to be found 

noticl'd. 
49. The followmg are the objects and advantages secured 

by the index :-
(1) It supplIes a 'means of ascert.aining the existence of 

papers on any specific subject. 
(2) It promotes despatch of work by tho facility it 

affords in trar.iog papers, and thus minimising the 
labour of I referencing.' 

These results, but for Its aid, would be very dlflicult, if not 
impossible, of attainment. 

50. It will thus be seen that inde-xing is a process, which, 
if it is to be done properly All it should, dmpands a more than 
moderate amount of intelligence and of experience in 'reCerenc
ina:' 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 ol'JllJary clerk, however inexperienced. 

51. It is also clear that, t.o be dOlle properly, indexing 
must be systematised on certain clearly defined and fixed prin
ciples, otherwise the very objects wIllch it IS intended to serve, 
will be frustrate(!. 



CHAPTER XIV. 

THB ARCHIVES AND LIBRARY. 

§ t.-Final disposition uf 'colle~onl.' 
After indexing, the 'recQ)'d' particulars (0, XII., 32) a~e 

marked oft' opposite 'the ent. J in the 'diary' of each paper in the 
, OSEe :' this j~ done nfter ' record' if the 'collection' is not to be 
indexed. 

2. I A. collections' are then sent to the press to be printed. 
3. Each printed Iconection' is made up of-

(a) an outer cover containing the particulars of 'recor4 
(b) the list of papHrs or the 'precis-docket; 
(c) the printed 'K. W's. ; , and 
(d) the 'official' correspondence. 

4. The 'A. proceedings' .of each depnltment besides being 
printed sepamtely, nre 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. 

S. The IA. collectiops' after they have been printed, and 
'B.' and other 'collections' after the 'diaries' have been marked 
oft', are sent to the Record-keeper to be deposited among the ar

cbives. 
§ 2.- 'flU! Record Room. 

,. Departmental 'oollections' taken together conatiLute tbe 
archivel! of the State. 

S. These are arranged year by year iri monthly c'a811ified 
bundles, and carefully pot away on racks or in presses. 

9. The Record Room is the depository not only of the ar· 
CMes, but of everytblDg connected therewith, such as filet, 
'diaries,' registers, original tatiSed engagements, etc. 
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10. Papers required for 'reference' are supplied by the Re.
cord-keeper on requisitions mane on slips which are initialled 
by the pereon 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 enSI1Te security 
against loss, and to t'nable one to ascertain at any moment 
where any specIfic pnper is to be found. 

13. When done with, tilt' papers ar(l returned to the Re
cord-keeper, by whom thEly are rl'storei to theIr respective bun .. 
dies; and the requisition slip,> are then destroyed. 

§ 3.-TIle Departmental Libra"y. 

U. 'Referenres' consist not only of pllperlJ from the ar
chives, but Dot infrl'qnl'ntIy of book~. such M variou" works of 
referenclI, etc. 

15. Eoch department therl'fott' hAS a librllry containiDIt 
works or general reference Rod bo )k8, especially on sahjects with 
whicb the depnrtment is concerned. 

16. These are cla8~ified, numb(\red, cntll.logued, and ar
ranged on sht'lves in proper order so all" to be I'Qsily ncoesllible. 

17. Requisition'l for books needed for reff'rence are made 
in the same way os for records. 

§ 4.- Tlte Central R.H:ord Offi,re. 

18. The con'ltant accumulation of 'records' year by year 
in the several departmer,ts, nnd the necessity of providing for 
tbeir ~r~ful prl'servlItion, 8S rlll1tcrilll for futUre hilltory, have 
recently induced the Governmt'nt of India to institute a Central 
Record Office. 

19. In this office, tbe older (records' of each departme4t 
wbioh are Ieee frequently needed for 'referf'nce,' are tr'lIlfe~ 
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for safe custody: the 'records' of the last few years are retained 
in the department for reauy 'reference' 

20. The duty of the Officer in Charge of the Records is to 
See that the 'rt'corus' IIro carefully and sy~tematically al'ranged, 
nnd looked oftf'r, and profirrly calendehM ; also, from time to 
time, to publIsh exrerl'ts, wluch ale Ilulculatod to throwaddi
tional light on his'tOt'iea l pomts of interest, espeCially such as 
lire of doubtful accuracy, or need further elucidatIOn. 

§ 5.- Tit£' Imperial Library, 

21. In order to uqvlate usolcss and unnece,,~ary expendi

ture in the purcha~c of multI pIe copie~ of' the r:.ame wot ks of re
ference by the V:lI ions depat trUf'nIS, and to af}onLeach tha. ad
vantage of rcfen ing \V IIPn nect'~~ary to Looks 110t In its own li
brary, it WaS considered neCC5sai y to centralise tho book! of all 
the department,s 111 one general IIbmry. 

22. This ldp1t led to the f(JI mahon of thfl J mpflriaJ Llhra ry, 
in connection with the C~lltl.tl Hoeord Office, under the control 
of the Officer In Charge of the Records of the Government of 

India. 
23. t'o this II bl at)' the books belongIn g to the sevel'al de

partments, Nwept soeh :18 W(lll' Jlkf.ly te be needed for fJ(:>Cjuent 

l'eference, have been tl'allsfern'(1. 
24, The book~, hkp tho 'records,' have been carefully 

olassified nnu nrraugncl and c,lbjogl1ed to relldpr them mOl'e 

generally acc('ssible and llsl'flll to th<' SCI {'ral departmrnts. 
25. RequisltlOli for papers llnd books froIn the Central 

Record Office nnd the Impel j,ll Library, respectIvely, IS made 
on special forllls pI c~crtbed for the purpose. 



CHAPTER XV. 

BOOKS Of<' GE~~;RAL HI!;}<''''UENCE. 

As 1\6 hU\'e remarked il~ a pToviollS ~bapter, one of the 
essential pre-I'rqubitl" for ('fli('1('nt 'n·fclt'neing' is IL know
ledge of the source whellte any speC'lfic information may be 
obtained. 

2. SucL a knowletig(> pre-Sl1l'pose~ ~l thorough acquaintanco 
with the content~ of tIll' \'alllJll'> buuks whICh are ordinarily 
nee~ed, 01 lne IUlended tu be U1!L'U, III 'l'l,fci ellcmg.' 

3. UonsH)cllllg then that '!l·f('1 t-ndng' 18 It mOijl import
nnt fador in t!w due uI~po,:d uf u ca-c, It Will doubtless be 
useful to acqui,P a cle.lr notlOll a~ to whero lIlfolUJatioll on any 
particular point shuuld Lc l"ougbl tor. 

4. We shall tht'reiol (', III t111~ ('ha1'tor, tuke u hriefsorvey 
or the diti'er('nt bOoh<; u<,ulLlly f('(pJirt'd fOl' tIll' IJ4rpose, and 
endeavour to give a w·nera1 iduu of the nature of' thetr reflpective 
contents. 

§ 1.-ClaSSlticatioll of booh oj reference. 

5. Books of rd'ert'uce luay be divided into three cla88es
I.-Office or departmentul rcgi~ter6. 

II. -Official puhltcation q• 

III.-Mis<.Cllant:ou8 "orkll. 

§ 2.- Offiee or deportmental reyister8. 

6. Office registers are nol frlllJled on the same lines, that is, 
they do not 8(werally exh;bit Ihe same details, in the different 
qepartwents. A 'n()wledgo of these details is necessllry before 
the register, can hi) practically employed in 'referencini: 
inasmuch as Bnch knowledgo albne elln suggest in what 
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clrcumstances, or for what particular information, eacb separate 
register should be referred to. It is impossible to discu8i tbe 
contents of the various registers in a general treatise: thorough 
knowledge can only be acqolred by departmental experience. 

§ 3. - Official publii:ation~ 

7. We shall J}ow proceed to notice ~ome of the principal 
official publications. 

So Army Ciroulars --The~e are puhlkation~ issu(;'d fort
nightly by the Milital'y Dflp:utment, and contain orders on all 
matters connected with the Army, All orders are communi-

• 
cated to the various bmnches of the Army, by mellns of 
tlu~8e Oirculars, "hioi! are subsequently incorpornte~ in future 
editions of the Army Regulations. India, to which they 
respectively belong. 

9. Oivil Aooount Code.-OI'Jers issued by Government 
in connection with expendIture generally, in the Civil Depart
ment, other than those contamed in the ClIvil Service Regula
tions, are ~mbodied in t.he CivIl Account Code. The Code 
consists of two volumes Of the first volume, Part I, con
tains instructions to officers generally in dealing With treasuries I 

and Pal't II. relates to treasury procedure, Volume II. deals 
with the procedure in tht' offices of Account:mtR-General 

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

(1) General rules in regard to salaries and allowance!!. 
(2) Gazetted officers' blll~. 
(3 1 EstabLshment: IInnual returns; alteration of estab

lishmellt; monthly bill; di.,tribution of salaries; 
advances; and sel'vice books. 

(4) Contingent charges: gt'neral Hmit; permanent 
advances; contingent register; inter-departmental 
transfers j and sandry ruhngs. 
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(5) Miscellaneous charges. 
(6) Loans and advances. 
(7) Remittance transfer receipts. 
(8) Budget: preparation; expenditllre not provided for; 

lind inevituble payments. 
(9) Sanotion : powers of governments. 

11. Departments ure generally conqerned with these 
subjects. The remaining portions of the Code affect principl1l1y 
Offices of Account. 

U. Gazetteers.-The followlDg 18 a list of the Gazetteers 
relating to countries and provinces wit~ which the Government 
of India are principally concerned :-

(1) lin Account of tlte BrItish Settlement of Aden in 
Arabia, compiled by UaptalO F. M. Hunter, 
Assistant Political Hesident, Aden. 

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

(3) A 8tatisttcal Account of Bengal, by W. W. Hunter, 
B. A., J,L. D., C. I. E, Dirf'ctor-Genpral of Stati~ 
tics to the Government of Indio, &c. ·20 vols. 

(4) Gazetteer of tlw Bombay PI'esidenc!/. Under Govern
ment Orders, 25 vols. 

(5) TIU! Rritislt BU1'ma Gazetteer. Compiled by Author
ity. 2 vols. 

(6) The (}azetl~er 0/ tIle Central Provinces of India, 
edited by C Grant, Secret.ary to th(J Chief Com-

• mi~sioDlr of the Cllntral Provinces. 
(7) Gazeitnr (OT tlte IJyderabad Assigned DistrictB, com

monly; called Berm', edited by A. C. Lyall, under 
the orders of the Government of Indio. 

t 8) A Gazette" of tk, Territ~ru, under tM GctJ,rnm,nt 
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0/ the East India Company, and of tke NaI,fpe StaUl 

on tIll Continent of India. Compiled by the au" 
thority of the Hon'ble Court of Direct6fs, and 
chiefly from documents in their lJuss8Ilsioo, by E. 
Thornton. 4 voll!. 

(9~ Tlte Imperial Gazetteer of India, '''t>y Sir W. W. 
Hunt.er, X.C.S.I., &c., 2nd coitIOn. 14 vols. (The 
first edition wa .. :n 9 vols.) 

(lOf Manual of tIle Adm1TliM1'ation of tlte Madm8 Pre
sidency, tn illwtration of the Rrcord8 of C;ot'ern
ment and fIle yearly Admmtstratwn Report,. 3 
vol~. folio. ( 

(11) (GllzetteE'r of) M!J8ore and COO'l'g, cDmpiled. for 
the Government of 11111 ia by L Rice, Director 
of Public rnsh-uctlOn, Mysore and Coorg. 
3 vols. 

(12) ~tatistical, Dn c,·iptit.p, ancI lliHlorical Account of tl.,. 
North-Wi'Slern P'I'OI'incl'll of India. Under orders 
of the GovrrnllH'nt of lllrlla. 14 "ol~. 

(13) Gazetteer of tlte P"ol'ince oj Ollelh. Published by 
Authol'lt.y. 3 vok 

(14) Gazetteers of th(> DiRtl'lct~ in tho Punjab, compiled 
and publlsheu nnd ~ r tI.e uuthority of the Punjab 
Government. 28 vois. 

(15) Tile Rnjpntana Gazetteer. 3 vok 
(16) Gazettm' 0/ A1'allgabad, puhlished under the orders 

of His Highness tho Nizalll's Government. 
13. Gazettes IIro or~ans for t.ho publiuation of oroors 

~nd other documeots whICh are lIltemleu fOl' the information of 
the public. 

14. Gazettes are issut'd weekly hy the'" Supreme Govtrn
,.pent, and by some of the Local Governments and Administnr 
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tions, the names of which, with the style of the pUblication 
speoified opposite to each) are as follow:-

Assam 1'''~ .Assam Ga:ette. 
Bengal The Culcutta Gazette. 

Bombay ... Tlte BomilUY GOt'e1'nment GanUs. 
Burma ... The BU1'ma Gazelle. 
Central Provinces 
Fort St. George 
Hyderabad 

India 

. .. 

N.-W. p, and Oudh , .. 

Mysore 
Punjab 

The Cent'l'al RrovillceB Gautte. 
The Port St. George (latette • 
IIydl1'abad Residency Orden 

(puhbshod fortnightly.) 
The Gallitie of I,tdia. 
Got'emment Gazette, N.· W. P. and 

Olld/I. 
The jJysore Gazelle. 

GOl'ernment 'Ga::ette, Punjab and 
tis JJ"pendenCles. 

15. THE GAZETTg OF INDL~, "ith which the departments 
8re chiefly couccrned. consIsts of :OIX parts of IVhich the follow
ing are the con Lents :-

PART I.-Government of India Notihcalions, Appoint
ments, Promotions, Leave of Absence, General Orders, Rules 
and Regulations. 

PAR'!' IL.-Notificatiollb hy the High Court, COlnptrollflr
General, Administrator-General, Paper Currency Department, 
PresldeItCy Pay Maiotcr, l\loney Ortlfr Department, Mint Master, 
Secretary and Tleasurer, B,lIlk ot' Bengal, Superintendent of 
Government Printing, and other GovCI nlleut Officers; Postal, 
Telegraopb, and COPJlmls&ariat ~otlCes, 

PART IlL-AuverLisemeuts Rud Notiees by private indivi
dua.ls and Corpollations . 

• 
PAU'1' IV.-Acts of the Governor-General's Council aSlent· 

ed to by the Governor-General. 
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PUT V.-Bills introduced in the Cooncit of the ~overnor .. 
General of India for milking Laws and Regulations, Reports of 
Seleot Committees presented to the Council, and Bills publish
ed under rule 22 of the Rules for the condul!t of the Legisla
tive Business of the Oouncil of the GovernO"FJ1eMral. 

PART V 1.- Abstract of the Proceedings of the Counoil of 
the Governor-Gen~ral of India assembled for the purpose of 
making La1's and Regulat.iolls, and Debates uf the IJegislative 
Oouncil of His Ex.cellency the Governor-General. 

16. A Supplement to the Gllzette i~ also published from 
time to time, contajnin~ such Official Pnp~rs and Information 
as the Government of India deem to be of interest to the Pub
lio, and such as may usefully be made known. 

17. Any important occurrence or event of general in
terest, such as a cQ~ualty in the Royal Family, the assunrpo 
tion of the Viceroyalty, the confelmeot of honours, the 
death of a dignitary or high official, the issue of a loan, etc., 
which it is considered expedil'nt should be immediately com
muoicated 'to the public, is notified in an 'I Extraordinary" 
issue of th~ Gazflt.te, bosides being inserted in the ordinary 
weekly publication. 

18. The Gazettes 'of Local Governments and Administra
tions are similarly published in parts, ench devoted t.o special 
subjects according to recogni~ed practice or usage. As they are 
less frequently referred to. it is hardly nt'cessary to ch!scribe the 
oontents of each part, which will be found indicated on the first 
page. . 

19. Histories ofServiceB.-The~ oompilati6ns, which 
..are prepared in the Accounts Department, are puhlished annual
ly (corrected to the 1st July), and contain ~ brief statement of 
the services of gazetted offioers in the Civil Department, serving 
in the several provinces. 
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20. They ate issued for the following Govemmeonts &ad 
Administrations :-

Assam. Hyderabad. 
Bengal. Madras. 
Bombay. North-Western Provincfls and 
Burma. Oudh. 
Central Provinces. Punjab. 
21. The bistory of the services of officers serving ulider , 

the Home, Foreign, Revenue and Agi icoltural, and Legislative 
Departments of the Government of India, is issued in one 
volume; similar publications being issqed separately, in respect 
of officers under the Foreign and I!'inance Departments. 

22. ']hese books furnish information on the following 
points:-

(1) Station to which appointed. 
(2) Appointment held, whether substantive or officiating. 
(3) Date of appointment. 
(4) Leave (showiug the kind aod extent) granted. 
(5) Literai'y works puLlished. 

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

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

23. Law Books.-The principal officinllaw:publioMtioDJ, 
with whiQb. the departments arc ordinarily concerned, are Act, 

• and Regulatiortl passed by the Indian Legislatures, Statute. of the 
HolOO Governmen~ rela~ing to India, and Indian Law Report •• 

24. ACTS A~D REGULATIONB.-These are enactmente, of 
!be Le,i,lative CouDoil, ()f the Governor-Geneml of India, « 
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the Governors of Bombay and Madras, and of the Lieutenant
Governors of Bengal, and of the N -W. Provinces and Ondh. 

25. Acts and Regulations, relating to, or which are in 
force in, the various provinces, a TO embod ied in provincial Godes. 

26. Codes are published for the fo11o\\ ing provinces :-
(1) Ajmere (7) (lontral Provinces. 
(2) As~am.. (8) Coorg. 
(3) Baluchistan. (9) Madra~. 
(4) Bengal. (10) North-Western Pro. 
(5) Bombay. vinces and Oudh. 
(6) Burma. (11) Punjab. 

27. Also a series entitled Di,~t8 of British Enactments in 
/oret in Natit·e States, for-

CENTRAL INDIA: comprising the N ntive States nndH the 
political control of the Clnef Oommissioner of the 
Central Provinces and under the Agent to the 
Governor-GeuCIal in Central India. 

NORTHERN INDIA, comprising the Native States in 
Bengal, A~s(lro, Burma, the N orth-Western Pro
vinces, and tho Punjab, the Native Stat('s of Kashmir 
aod Nepal, and the Native States 10 Baluchistan. 

SOUTHERN INDIA (H.yd(,rabrul) . 
.Do. (Madras and l\fysore). 

WESTERN INDIA, comprismg the Native Sbtes under 
the political control of the Government of Bombay 
and the Barod~ Agency; together with a supple. 
ment relating to the Persian Coast, and Islands, 
Maskat, the Somali Coast, and Zanzibar. L 

ltAJPUTA~A, comprismg the Nlltiv~ States nnder the 
political control of the Agent ~o the Governor-
General in Rajputana. . 

Je. The Aots aDd RegulQtions of the Indian LegislatureS' 



( 188 ). 

are periodically collected aDd published in volumes by tH 
Legislative Department. 

29. The Legislative Department has also publisbed III 

edition of the Engli~h Statutes relating to India, from 1825 to 
1881, in two volumes Rnd a supplement. 

30. An "lndert to the Enactmenl8 relating to India" WlS 

compiled under the orders of the Goveniment of India by 
Stephen Jacob. The IIccond edition: of the booll by W. ,. 
Agnew, wa' published in 1883. This Index is preceded by. 
table, in which the enactments with their respective subjects 
are specified in chronological order. 

81. A reference to the Index will show at onoe whether 
legiSlation e'xists, regarding any particular point, or on any 
specific subject. 

82. A few words may not be out of place regarding tbe 
Act of Parliament, 24 & 25 Vic., c. 67, oalled ?'he Indian 
Council. Act, 1861." This Act was passed" to make better 
provision for the comtit,ution 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 
GoverDor~Generlll." • 

83. Under the provisions of this Aot, roles have been 
framed fol' the oonduct of busine~s in the jI;xecutive and Legis. 
lative Councils of the Governor-Geneml. These ruJes form the 
basis on which the working of Indian Secretariats is conducted. 

34. The Rules and Orders for the transaction of Basinelll 
in the (E~cutive) Council of the Governor-General contain 
• lilt of subjects dealt with in the several Departments of the 
Go,ernment of, Indi,. 

35. The Indian Coonoils Act and the Buletl for the COD

.duct of bQ.iDell in the ~\lD(!il. of the.GoTett10r.aeDeral, wi'''' 



( 134 ) 

~rtaip othor documents bearing on the subject, ~r8, iNu.ed 
separately in pamphlet form. 

36. UDIAN LAW RKPoRTB.-Tbis perio'dical, which is 
i.~ued monthly under authority, and of which dlere ara four 
aeries, tJiz., the Allahabad, Bengal, BorubSJ. and Madras Series, 
eontains a report of the tnal of, and of the decisioDs given on, 
the more importantoeases, which are likely to form precedents, by 
the High OQ,urts of A lIahabad, Calcutta, Bombay , and Madras. 

87. Among olher law publications may be mentioned
A Digest of lnrizull Law Cam, containing High Court 

Reports, 1862 -1886, a:rld Privy Council Reports of Appea.u 
from India, 1836 -1886, witll an [nt/ex oj caMS, compilod under 
the orders of the Government of IndIa, by J. V.' Woodman, 
Barrister-at-Law, Ilnd Advocate of the High Court, Oalcutta, 
in nve volumes. (The dIgest of cases for the years 1887-1889 
has been published in an ad\htionnl volume). 

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

The Army Act, J8R1, and certam otlter Statute.! relattng to 

India. 
Variou~ collections of Regulations and Acts. 
3S. Otlloial Lists.-These ltsts, "hich 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 Servicf". 

89. The following lists are printed and published in 

England :-
(1) The Colonial Office List (") The India List- Civil ~ 
(2) The Foreign Office List. Milita,ry. 
(3) 'l'M India Office Lt8t. (5) The Official Army List. 

Of these the first four are issued annuallJ' j and the fifth, 
QQ~l'b. 
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4:0. THE COLONIAL 01FlOl LrST.-The falloWing is a 
Mlmmary of the principal contents of this book: - . 

(1) Historical and stutistlcal information respecting tha 
Colonial Dcpendencie-s of Orpat Britain, including 
the establishments of the various branches of the 
administration. 

(2) The ()olonial Office establishme9t. 
(3) Lists of Colonial Governoril, nnd of Members of the 

Order of S. Michael and S. George. 
(4) RolfS Blld Regulatiol1s for Her Majesty's Colonial 

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

Governments and of other persons connected with 
the Colonle~. 

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

41. Tn: FOREIGN OFFICE LIST.-The following are the 
prinoipal contents.-

(1) The Foreign Office establishment. 
(2) DlplomatlC Corps. 
(8) Consular CorplJ. 
(4) British Embassies, Legatklns, and Consulates in 

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

persons to the Civil Service of the Crown. 
(6) Acts of ParlIament relat~ng to the Consular Service. 
(7) ReguiatiuD8 for Her Majesty's Diplomatic S'ervice. 
(~) Regulations for the examlUlltion of candidates for 

appoi~tments in aud under the Foreign Office. 
(9) List of, Exnadltion Treaties. 

(10) Tables·of Of)nsular Fees. 
e 11) FlagB to be used by Diplomatic nnd Consular Office ... 
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(12) Regulations respeoting Foreign Orden and Medals. 
(13) List of Orders in Council regarding CODsular jt1l'il

diction. 
(1') Regulations respecting Passports. 
(15) Salaries of Members of the ~reign Office and of 

the Diplomatic Service. 
(16) Uniforms for the Foreign Office, and the Diplomatic 

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

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

c 

Foreign Affairs. 
42. TIiB INDIA OFFICE LrsT.-The following ar4! the prin

cipal oontents of tbi~ pUblication :-
(1) Office of the Secretary of State for India in (Joilneil. 
(2) Staff of the Royal Indian Engineering Oollege, 

Cooper's Hill. 
(8) Personnel of the Government of India, and of the 

several Local Governments and Administrations 
in India. 

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

(5) Lists of Members of the Most Exalted Order of the 
Star of India, the Most Eminent Order of the 
Indian Empire, and the Imperial Order of the 
Orown of India'. 

(6) Lists of Officers of the Indian Services who are 
Members of the Order of the Both, the Order of 
S. Michael and S. George, and"the Distinguished 
Service Order. 

(7) Warrant of Precedence in India. 
(8) Tables of Salutes in lndia. 
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(9) Tables of 1&1aries of the C~f Offioers ot the Admm. 
istration of India. 

(10) Numbers and pay of some of the principal appoint
ments connected with the general adminiltratioD 
in the varioos provinoes in India. 

(11) Regulations for admission to-
The Indian Oivil Service. 
The Royal Indian Engineering College, Cooper's 

Hill. . 
Appointments to the Indian Ecclesiastical E.tab. 

lishments. 
• Educational Appointments in India. 

• 
India Forest Department Appointments . 

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

(13) Record of the public services of Officers of the 
Borne Establishment of the Secretary of State, 
and of the Covenanted Civil Service, and of thole 
appointed und~r t.he Native Civil Service )lolel, &0. 

Thi .. book ie compiled from officio 1 records by direction of the 
Secretary of State for India in Oouncil. 

48. THE INDIA LIST-CIVIL AND .MILITARY.-This list iB 
issued by permis8ion of the SAcretary of State for India in 
Council. Among othe; matters of minor importance, the 
following are its principal contents :-

(1) Reguilltions for admission to the Indian Staff Corpl. 
(2) Salaries of Staff Officers. 
(8). Regulations for ad mission to the Indian Medical and 

Indian l1ursing Services. 
(4) Military .Furlough Regulations of 1851. 
(:») Indian Military Furlough Rules of 1868. 
(6) Furlough and Leave Rules Gf 1876, 
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(7) Leave Rulea for the Staff C01'p8, and deoisions 

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

the ,E'urlough Hules of 1868 and 1~7 5. 

(9) Ind1an Pension Regulations . 
...... 

(10) Regulationll for the commutation of pensions of 
officljrs of the IDdian Service. 

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

(12) Regulations for admission to th9 Indian Marine. 
(13) Furlongh Il'ld Leave ilules of the Indian Marine. 
(14) Establishment of officers of the Indian Marme, a.nd 

rates of pay and allowances. 
(15) Pension R!'gnlutlOns for the IndHlD Marine. 
(16) Indian Military ::)ervice FamIly Pension Regnlations. 
(17) Lists of Civil and Milltnry Officers in the several 

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

(18) Gradation Lists of-
Oovenanted Civil Servants on the Bengal, Madras, 

and Bombay Establishments. 
General and Field Officers of the Indian Army. 
Officers of the Indian Btaf{ Corps. 
Officers of the Royal (formerly Indian) Artillery. 
ROyll1 (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. THB OFFiCIAL ARMY LIST.-This list is pnblished, by 

luthoritYJ "in aooordaae~ 'With the provisioDs 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 m~ntioDed. The 
following are its: principal contents:-

(1) Personnel of the War Office. 
(2) Staff of the Army (Home, Colonies, and India). 
(3) Military Estnblishments Rnd Staff. 
(4) Officers hold 109 appointments, not' included in. the 

Staff of the Almy. 
(5) G I adation 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. 
(~) Regimental list. 

(9) Departlllentk of the Army. 
(l0) Reserl'o of Officers. 
(ll) List of Officers of Colonial Militia !nd VoluDteers. 
(12) LIst of N on-effective Officers. 
(13) Honour conferred on offioetR bolding rank in the , 

Army, Militia, Yeomanry or Volunjeel'~' 
(14) The VICtOria Cross Warrants. 
(15) The Statutes of tho DlstlDguished Service Order. 
(16) The Statutes of the Royal Hed Cross. 
(17) The VolllDleer Officors ' Decoration Warrant. 

(18) Regulations re!'pecting FQreign Orders. 
(19) Rl'gulations respecting Foreign Medals. 
(20) Regulations respectmg medals granted for acts of 

bravery. in saving life. 
(21) War Servicps of Officllrs of the Army. 

45. There is,. similar" War Uffice Army List" whi~b i, 
i_eel moothl,.. 



CHAPTER XVI. 

BOOK OF GBNRRAL REFBRENCII:.-( ConfintUd ) 

0fo'in,l publications. 

01D.01&1 Lists.-There are three classes of such lists 
published in India:-

I. Army Lists. , II. Civil Lists. 

III. Department LIsts. 

2. The Army Lists are three in number, \li2;. :

(1) TIle Quarterly Indian Army Lilt. 
(2) The Quarterly Army LlI~t of Her Maje,ty', 5ritUh 

and Indian Forces on tlte Madra. Eltablilhment. 
(8) The Bombay Army List (issued monthly). 

8. THE QUARTERLY INDIAN ARMY LlsT.-Thislist, whi'Jh 
is published by authority, is corr-plied 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 content.~:-

(1) Per!lonal St,nff of the Viceroy and Governor-General 
of Indin, and of the Commander-in-Chief in 
India. 

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

(8) Head Quarters Staff and Departt:nents of the Army 
in the three Presidencie8. 

(4) Commandll and District Stnff. 
(ll) Administrative Departments of the Army under the 

Government 0' India. 
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(6) Stoff and Departments of the Punjab, Bengnl, 
Madras, aud BOJ1lbay Commands. 

(7) Distribution of the l!'ol'ce~ in India. 
(8) Distribution of the Forces in thtl Oommnnds in the 

three Presidencies, with their Stuff. 
(9) Gradation Lists of OBiccrs of all ranks of the 

Indian Army. 
(10) Local Servic(' Officers in tb(' thr(~e Prf\sid~ncieB. 
(11) Officers holding lo('ul, tempolll.ry, and honorary 

rank. 
(12) Officers of' the Indian Staff' Corps. 
(13) Officers attuinll1g "Colonel's Allowanrf'!l." 
(14) Staff of Officel s of' BntJbh and Ind 11m Cavnlry nnd 

] nfantry and other rrgnncnts. 
(15) Oorps umll'l' the orders of the Government of 

India. 
(16) Army Medical Staff, and Indian NllJ'sing SCI vice, 
(17) Indinn MedICal SefVIce III the three Prl.'sidencies. 
(18) V cterillary Service. 
(19) Honora.ry CommIssioned and W lU runt Officers iu 

the three Presidencles. 
(20) Staff of the Volunteer Corrs in the thl'Ce Presi

dencies. 
(21) Honours and rewards conferred on officers of the 

Indian Army. 
(22) Qualification hsts. 
(23) Officers in CIvil employment. 
(24) Ecclesiastical EstaLlishwcntR 111 the threo Presi. 

) 

dencies. 
(25) Lists of.Non-Eftective Officers of the Indian Army. 
(26) Wlj.r Se"rvicell of Officers of the Indian Army. 

4. This list is the standard work of reference on matters . 
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relating to appointtnents of offioers of the Artny throughout 
India; and furnishes information ~8 to-

(i) date of first Commission, 
(ii) date of appointment, 
(iit) date of promotion to regimental a~ army lank, 
(iv) date of Colonel's allowance, 
(v) examinations passed, 

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

5. The Madras Army List conta~ns similar information in 
respect of officers of the Madras Alroy. In it are embodied-the 
Madras Civil List and the General Orders issued during the 
quarter. It is compiled by permission of Government aDd iJ 
published by authority. 

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

7. I; addition to the Army Lists there are issued monthly, 
lists showing tho DISTRIBUTION OF THE ARMY in the three 
Presidencies. These lists, which are of n confidential nature 
aDd oontain the most recent and accurate information on 
the Ilubjeot, are prepared in the Office of the Quarter-Malter 
General in India. 

8. Oivil Lists are autboritntiye publioations aud are 
issued correoted to the first day of the eIl,tluing qua.ter. The 
following is a list of such publiclltions:-

(1) The QlLarterly Civil List for the Prwinu oj Anam, 
I 

compiled in the office of the &cretary to th6 
Ohief Commissioner of Assam. 
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(2) TIl" Qua,~ly Oivil Lilt for Btn!la1 compiled in the 
office of the Chief Secretary to the Government 
of Bengal. 

(3) TAt Bombay Quarterly Civil Lui, compiled in the 
office of the AccountantrGeneraJ, Bombay. 

(4:) Th4 Quarter~y Civil Lilt for BU"ma, compiled in the 
office of the Chief Secretary to the Chief Com
missioner. 

(5) The Quarterly Civil LiBt for the Central :Provinoel, 
compiled in the office of the Oomptroller, Ventral 
Provinces. 

(6) The Quarterly Civil List of the Hyderabad Adminil
tralion, compiled in the office of the First Assjst. 
ant and Secretary for Berar to the Resident, Hy
derabad. 

(7) Th4 Madra8 Quarffrly Civil L21t, compiled in the 
office of the Accountant-General, Madras. 

(8) The Quurtcrly Cwtl Lui for tlte Nortlt- TVe8tl'lrn Pro
vinres and Oudh, cOlllprilld in the G~verQmeDt 
Secretariat, N orth-Western Provinces (lDd Oudh. 

(9) The Quarterly C,vtl Lu.t for the Punjab, compiled in 
the office of the Accountant-General, Punjab. 

(10) The Civil L1St for the GOl'ernment of My,ore, 
compiled In the office of the Oomptroller, }Iysore. 
(This is an annual publtclltion). 

9. The following are the principal contentll of these lists ;
(1) Per.onnel of the Administration. 
(25 Civil Seniee Gradation List 
(3) Gradation or Dil!tributlOn Lil!t of all classes of 

officer~. 

(j) Branches of the AdminiAtration, with the offioe ..... 
employed io their COOdl1d. 
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US) Political appointments, if any. 
(6) Divisions, districts, and 8ub-divisions, and the 

omcels serving therem. 
10. These listq rolate to all officers in civil employment 

oonnected with the administratIOn of the provinle; and afford 
information in regard to their-

(1) grading, and 
(2, distriLution, 
(3) tho department or braneh of the sel'vicp in which 

employed, 
(4) appointnH'I1ts Iwld WIth lLtt,08, 
(5) pay antI allowuncos, 
(6) leaves, 

(7) length of f.Zcrvico, 
(8) honours and titles conferred, 
(9) powers enjoyed, 

etc., etc. 
11. Mini~t"rial estnbliHlllnpnts and officAfs are not. noticed 

ill these "lists: mformlLtil)/1 l'o~ardJng those, If relJUlred, are 
procurab~ from thfl ud III11mtl.ltlOlli'l cOllc(lrned. 

12. Departmental Listtl.-III addition to those noticed 
above, listl! of officers SOl'Vlll~ HIl(lel' thr ill aro i~sued poriodically 
by the several Dt'pa

' 
tments. Tho fL1llowing is a list of such 

issues:-
(1) List of q!fice ):~ appomtl'd b.'l tlte Goverment of lndia 

ill tlte Fuwltce alld Oommc'~'('e Department-issued 
monthly. 

(2) List of' Ojjiws /wldwg Gautt.;d Appoin!ments under 
tlie G01!e1'llmellt o/lndw ,ill the Foreign DfPartment 
-issued h:tlf-y~arly. 

(3) Ltst of CIVil OjJi"el's holding Gazetted Appointmfflt8 
lInde/' the GOI'e/,lIm~nt of I1Idia 1n "w I1ome, Legi,. 
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Zan"" Fortign, and Rnf7ttll metlAgrWurdl D,. 
pt:lrtmBfttl-is.<lled haIr-yearl,.. 

(4) GOlltrnmlnt of India, Public Works Departmntl
Cla88ijied List and Di~tribution Re!ut'fl. 01 g,eab
lilhment-published by authority half-yearl" 

(5) Lid of F01'ed O.iftcers in the Bengal, Madra't and 
Bomba;'I Pres~dencies-is8ued b~li-yearly. 

(6) Lilt of OJirer8 in tlte urvey D'partmtfJ8, tMd in 
the Offices of the Meteorological Reporter Co tM 
GOllernment of India, Truliee" Indian Mtueum, 

Reporte'f on Economic J!roduct" Director, Bota
nical Department, Bortllern India, and Gtn.ral 
Superintendent, IJoTse- Bretdi"fl Dtpar'mtnt
issued half-yearly, 

(7) Lilt, of the Bead8 0/ Admlnt'stratt'o", in I"dia and 0/ 
the India Office In England-issued yearly by the 
Home Department. 

18. The following is a list of their respective co.utenti :-

Content, of (1). 

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

Officers, and Chief Superintendentll), 
(b) Post Office, 
(c) Department of Northern India BaIt Revenue, 
(d) Mint, 
(t) Government Printing Office. 

! Details regarding the above officel"ll all to-
(a) 8ervi~, I (c) pay and allowance" and 
(b) appointments, I (d) leaves. 

Content, of (Z). 

J SMreari •• Omoen. 
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(0) Ajmere-Merwara, (h) Muaeat, 
(6) Baluchistan, h} Mysore, 
(II) Baroda, (?) Nepal, 
(tl) Central India, (k) Persian Gulf, 
(,) Hyderabad (including (I) Rajpufana, 

Berar), • (m) Thagi and Dakaiti De-
(f) K,.hmir. partment, 
(g) Ladakh, (n) Turkish Ara1:Jia. 

8 Political Offic~r in charlle of the ex-Amir of KabuL 
4 Political Officet with Sardar Ayab Khan. 
5 Officers on Special or other Dety. 
6 Medical Appointmpnts. 
7 Details regarding the above officers as to-
(0) appointments, I (b) pay and allownuceB, aDd 

(0) leaves. 

Contfflt, oj (3). 
1 Home Department-

(a) Secretariat Officers. 
(b) Judicial Officers in the Punjab. 
(c) Officers in the Central Provinoes. 
(d) Officers in Burma. 
(t) Officers in Assam. 
(1) Officers in Coorg. 
C!J) Officers if! Hyderabad-Jails, Registration and 

Stamps, Sanitary and Medical, Police, and 
Education. 

(h) Offioers in Port Blair. 
(i) Miscellaneons-GovermeD~ Law Officers, Re

gistrars, High Oourt, Oalcutta, Admin. 
trawr-General, Secretary, Board of J!ha. 
minerl,.Sanitary Oommiuionel'l aDd Sur,". 



(( 'U~ ) 

General with the Government Of IDdii; 
Secretary to ditto, Statistioal Offioer to t.bt 
Government of India in the Sanitary and 
Medical Department, and Oivil SurgeoD., 
Simla. 

I Legislative Department-

(a) Ordinary and Additional I.aw Memben of the 
Govornor-General's Oouncil. 

(b) Secretariat Officers. 
a Foreign Department.- [ Vide (2) above]. 
" Revenue and Agricultural Department

(a) Secretariat Officers. 
e(6) Survey of India Department, showing ClusiS. 

tion and DIsposition of Officers. 
(0) Mysore Revenue Survey Department-GeD,rat 

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

Disposition List •• 
(t) Classified List of Officers in the Meteorological 

Department. 
(/) Classified List of Gazetted Offioers hi the Indid 

Museum. 
<J) Classified List of Officers in the Office of the 

Reporter on Economio Produots. 
(h) Classified List of Officers in 'the BotanicalD.. 

partment, Northe~n India. 
(,) Classified List of Officers in the Horse-Breeding 

Department in North-Weatel'D ProviDa.,. 
Ljpntana, and Punjab. 

o Gradatiop List of the Covenanted Civiliau of the 
Preaiienciel of Bengal; Madra., and Bomba1. hol4-
iDa 'ppoiDtmellta under t.b Goverallltllt of !nella. . 

• 
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,4 D.tail. reglrding the above omcen II to
(a) appointments, 
(b) pay and allowances, and 
(0) leaves; and, in the case of Survey Officen, 
(d) examinations passed. 
( e) date of birth, 
(j) length of service, 

• 
et.o, etc. 

Contents 0/ (4). 

1 Classified List-

(<<) Secreta:iat Officer,s. 
(b) Engineer and Upper SubordinAt~ E8tah1ish~ 

ments. 
(c) State Railway, Revenue, and Stor~ke8pen' 

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

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

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

2 Distribution Return-

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

Madras imd Bombay, Local AdminietratioDl, 
and the Director-General of Railways. 

(c) Government Officers lent to Railway Companies. 
(d) Government Officers lent t3 Foreign States. 
(~) Public Work. Department OfficeI'll ,under the 

Local Administrations in -the Bengal Pl'eai
dency. 
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3 Superior Staff' (exolnding Government Ofticera) em
ployed on State Lines worked by Oompanies 00 

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 Lilt of Casualties during the half·YElar. 
6 Sanctioned scftle of salaries-

(a) Engineer Establishment. 
tb) Upper SubordlDllte El;tablishment. 
(n) Account Eetablishment.' 
(d) State Rail way Superior and Subordinate Reve

nue Estabhshments. 
7 Numel'icalslatement of-

(a) Engmeer and Upper Subordinate Elltabli.h. 
ments. 

(6) Account Establishment. 
S Details regarding the office1l8 as to-

(a) date of birth, (d) pay, 
(b) appointments, ( e) leaves, 
(0) length of serviee, (f) examinations pund. 

Contents 0/ (5). 
1 Classified List of Officers in the Forest Department in 

the various provinces under the .Government of 
India, Rnd the Pre8idenCl~ of Madras &ad Bombay 
(including Sind). 

2 Details regarding the officers aa to-
(a) a~e, (0) pay and aUowlnoel, 
(b) appointments, (d) leave., 

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

1 [Same as (8) 4, (b)-(i)J. 
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2 List of Technical and Ministerial Offieer~ of the 
Survey of India Department dra'IVing Re. 100 and 
above. 

Contents of (7). 
1 Lists of-

(a) Presidents of t,he Board of Control 
(b) St'cretaries of State for India. 
(c) Governors of Bengal, Fort St. George, and 

Bombay. 
(d) Governors-General of Fort William in Benga1. 
(e) Governurs-General of India. 
U) VICeroys and Governors-General of India. 
(!!) Members of the Supreme Council o'f the Gov-

ernment of India. 
(h) Lieutena nt-Governors of Bengal. 
(i) Governors of Agra. 
(j) Lieutenant-Governors of the N ortb· Western 

ProvinCPB. 
(k) Lieutenant-Governors of the N orth-Western 

Provlllres and Chief Commissioners of Oudh. 
(l) Lieutenant-Governors of the Punjab. 

(m) Chief' Commissioners of Oudh. 
(n) Cillef CommisslOners of the Central Provinces. 
(0) (thief CommiSSIOners of British Burma. 
(p) Chief COlllml8sioners of Burma. 
(q) Commissioners and Chief Comlllia~ioners of 

Mysore and Coorg. 
(r) Residents in Mysore and ,Chief ConftDissioner. 

of Coorg. 
{,) Cbief Commissioner! of Ajrn,ere-Merwara. 
(t) Chief Uommissioners of Assam. 

(11) Residentl!l at Hyderabad. 
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~ In respect of 1 (d), (~), and (f), and of the GOVertlOI'l 

of Fort St. George, and Bomhay, the list abow., 
dates or-
(a) landing in Indin, 
(b) assumption and transfer of oharge of Office, 
(c) emharkation for Englund; as to the others, date 

of assumption of chargo qf Office. 
14. 01llo1al Papers.-Amoog the official l,lPpers pu},. 

lished for general information, bet-Hies those issued in the 
Galettes frolil time totime, may be onumerat.ed the following ~-

(1) AdmiOlstration Reports. r (a) Seloctions. 
(!) Blue Books I t 4) Treaties. 
• 15. f\DMINISTRATI('N RRPORTS -These Reports, which are 

submitted annually, contain a record of all noteworthy matten 
connected with, and 1I general SUT\'f>y of the progress made in, 
the various branches of the n<iuliDistratJOu, such as Politioal, 
Judicial, Agriculture, Public WorkS, Uevenutl, Fmance, Medical, 
Ed uCBtional, etc. 

16. Provincial Reports conta;n a summllry of thp ad mini ... 
tration of the several States or Agencies within the jurisdiction 
of the provlDee. 

11. Besides the general A dmmiqtration Reports, reports 
are allo, in many jnstanol's, Aubmltted annually in respect of 
the administration of cerbin spreia! and more important 
branches: fuller parHculars conn~ctl'd with 'these branches of 
the administration must therefore be looked for in these reports. 

1~. The principal Administration Reports arc} published 
88 C Selections' [para. 20 i1!f1'a.] 

19. BLUE Bo'oKs.-Offidal corre!pondence or parliam"nt.. 
ary papers of jn~rest to the general public are, if there are 
DO political objec~ons against. loinS! 80, published by the Home 
Government in what are termed C Blue Books.' 
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10. State publication. of a similar nature of the varioll! 
Governments are generally bound in covers of distinotive 
Dational colours. The colour used for publications of the 
British Government is hlue : hence the term, I Blue Book.' 

U. SELEoTIONs.-Similar publicatiQ,Ps of the Indian Gov
ernment are styled" Selections from the Records of the Govern
ment of India in the -- Department j" and are numbered 

• 
leriv.l\y. 'Selections' are also published by some of the Local 
Go,ernme~ts. 

22. Should ~he papers for publication contain pRssages 
whioh it wonld not be eXlledJent to Illake generally known, such 
passages are expungf'd in copies intended for the public.: H(lnce 
copies intended 801ely for the llse of Government a.e boun@! ill 

coven of a different (pink) colour, and are mal ked co»jid~tial. 
23. Blue Books and Selections are however rarely reA 

ferred to: they are therefore seldom needed for reference. 
24. Treatles.-The following are tho princival colleo

tions or treaties between the British Government and the 
Foreign States to whICh ;eference is usually made '-

(I) A Complete Collectzon of tIle Treaties and ConveA. 
tions, and H)('ipTowl Tela/wrls, at pTe8ent subsisting 
betw£en Great Entain and Port3lfln Powers: and 
of the Laws, Decrees, and Order8 in Council 
concerning the /lame; 80 fa7' as illey relate to Com
merte and .Navlgation, the Slave Trade, Post Of/ice 
Oommunications, Cop!Jright, ~·c.: and to the Pri
vileges and Inte7'ests of tIle 8ul,ect, of tlle High 
Contracting Pa7'tles. CompIled from .A uthelltic 
Doouments. 16 Vols. Yols. i-XI by L. Hertslet 
and Vole. XII-XVI Sir Ed~ard Hertslet, O. B., 

both. Librarian and the Kf'eper of the Papers, 
Foreign Office. 
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[Thill work, which was originally oommenced 
nnder the special patronilge of th., Secretary of 
State for Foreign Affairs, contains the treaties up 
to 1885. Vol. XVI is entitled "General IDde~ 
arranged in order of countries and subjects, to 
HertsJet's Commercial Treaties, Vols. 1 to XV, 
With notes &hewing which Treaties and other Doou • 

• 
ments were in force on the 1st Ja~l1ry 188b. 
Compiled upon an ('ntirely new principle."] 

(2) A Collee6ion of Treatu~8, Engagements, and SUftnutll 
relatmg to India and .Neighbouring Count rill, 
Compiled by C. U. Ait,chison, B. c. s., Under.Seore
tory to the Government of India in the Foreign 
Department. Revised and continued to the present 
tillle (1892). II Vols. 

[In this work, the treaties, &c., appertaining to 
the several States are preceded by brief historical 
DRlratives specilLlIy descriptive of the circnmstanc8I 
which Il'd to their con'clllsion.] 

25. Among other collectIOns of less fl'equent reference 
may be sp~cially Doticl'd the following:-

Treatu8, ~c., concluded between Greflt Britain and Perna, 
and between Pe1'sw (lnd otlter Foreign Power8, UJMll!l 
or parttall,'1 in force on the 1st AprIl 1891. By Sir 
Edward Rertslet, c. H., Librarian and Keeper of the 
Papers, Foreign Office. 

, 

26. Regulations.-Tha Regulations moat frequently 
referred to are those which dE'termme the relationll to the 
State of administ/ative and ministerial officer.. All thelle 
officers are rtlCruited from the CIvil and MIlitary 1Jranohes , 
of the """ice, the pr:ncipal R~gulation8 are-

(1) TAl Civil S,,,vic, RIgulation. If'fIbcd!ltng tlu a"e-
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Pay and Acting AUtn.l!&ftee; Leak; Penaion; and 
Travellmg Allotllance Regulation,. 

(2) Army Regulations, India. 
These only need be notioed here; special Regulations relating 
to other and departmental matters do not ""me within the scope 
of this treatise. 

27. THE CIYIL SERVICE REGULATIONs.-Tbese Regula
tions are"11lblished by the Fillnnce Department of t.he Govern
ment of India. They are the 80le guide and authority, so far 
a8 officers in the Olvil Department are concerned, in all matters 
relating to-

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

(b) Pay and Allowances. 
(c) Leave. 
(d) Pension and Gratuity. 
(e) Travelling Allowance. 

28. It may however be m(lntioned that, for officers and 
establist.blents moving With the head-quarters of a Govern
ment to a~d froIn a hill s:J.mtariulD, includmg Poona, specinl 
rules and special rates are laid down. 

29. The rules regulating the grant of travelling and 
other allowances to the Secretariat find subordinate offices 
aocompanying the Government of Judill annually to and from 
Simla, are embodied in the Simla 'Allowance Code. 

30. ARMY RKGULATIONS, INOlA -These Regulations, 
wbich relat~ to the various subjects with which lhe Army is con
cerned, are contained in fourteen volumes; and arb. issued by 
the Military Department of the Gover~ment of India. Of 
these only Vola. I. and 1£. are ordinarily, referred to in the 
Secretariats in general, as affecting M.i1it~ry Offioers ill dl'il 

- ,utploy. 

\ " 
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31. Vol. I. which deals with Ie Pay aDd Allo"anee.t IDd 

Non-Effective Pay" ill issued in two parts. Part 1. relates to 
British Troop, (including office" and men oj the Indian A ""'Y) ; 
Part II. relates to .Native Troop' (Including follower, of Brit;,,. 
and .Native.l'roop$). A Supplewent is also il!Bued to Vol. I. 
containing" FUid Regulations." 

32. Vol. II. treats of " Disciphne," a~d is ordinarily re
ferred to on matters relating to., 

(a) Leave of Absence and Furlough. 
(b) Native Languages-Te1ts for the Lower and Higher 

Standards, and for High {,roliciency, and Bonoun. 
3a. Route Books.-These books indlcate tbe route 

aoci atage".between places, and are sometimes referred to in 
calculatmg travelhng allowance when the journey iJ Dot 
performed by rltllwny. There are separate publicatiolUl for tho 
three Presidencies. 

34. Chronological Tables, containing corre8pondiflg 
datu vj different Era& u8ed in the ~rOfJil1Ce, of Emgal, Bellar, 
Orilla, and Benam. (Published under the utQority of 
Government. 

a5. Glossarles.-The Glossllries to which reference is 
here made relate to terms used in officIal papers: of tbese the 
following may be mentIOned :-

A Gloa,ary oj Judicial and Revenue 1'e'mIt, and oj Uu/ul 
Worda occurring -.n OfficIal Document, r,latiFlg to 
tlte Admim8tratzon oj Brttil" IndIa. Compiled and 
published under the authority of the Hon'ble tlle 
Court of Directors of the East India Company, by 
H. H. \V1lson, H. A., Y. B. s., Librarian to tlJe E. I. 
Co •• c.,.1865. 

A Glo"ary' oj Vernacular Terml :and oj Vulul Wcwd. 
~ml1g in opici.al iJocumfnC, r,lating t. tAl Adtrri-
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n~trl1eion 01 Briti'h India. bsaed by the Depart
ment of Revenue, Agricultllre, Qnd Oommerce. 
1874. 

a6. Indian Postal Guide.~Tbis is?pl1blished by order 
of the Director General of the Post Omee df.-lndia, and contains 
aU information relating to-

(1) Inland and l!'o-ign Post. 
(~-Money Orders. 
(3) British Postal Orders. 
(4) Post Offioe Savings Bank· 
(5) Government 8arrying Agency. 
(6) Passenger SHvICe-Sitmn and Kalka line. 
(7) List of IndIan Post OfficeEl. 

87. Indian Telegraph Guide.-This is published by 
order of the Direotor General of Telegraphs, find contains !

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

(2) List of Telegraph Offices in India. and in Ceylon. 
(at List of Newspapers : registered under the Press 

Rules. 
(4) Abbreviate({ addrems of Government Officials to be 

used in State telegrams 
(5) List of Officials authorised :to send Foreign State 

telegrams. 



OHAPTER XVIl. 

BooKS 0.1 GENERAL REFEBENCE-( Concluded), 

Mucsllaneou, Work., 

Though not p0!8es/ting the same authority &.8 official 
publications, there are works of standard merit written by private 
individuals, or by officials in their private capaClties, which often 
afford material aid in the disposal of { OO8e8.' The information 
furnished by these books is either not procurable from official 
SOUIlCeS; 01' is compiled from official documente not readily 
accessible, though such information is susceptible of verification, 
if considered necessary and worth the expenditure of labour 
involved. 

,. A few ofthe~e books, which are more generally needed 
for purposes of rAference, we shall notICe in the conrse of this 
chapter, showing briefly the nature of the information'-,rerivable 
from eaoh, 

3. Almanao de Gotha.-This is an annual publication 
and iB U!!ued in French. Of its contents, which are prinoipally 
eoncemed with information relatmg to the sevllral reigning 
So"reigne, Princes, and Chiefs of Europe. (indeed of all 
eountrietl), ~nd their Statel, 'the following are the prinoipaI 
heads :-

(1) Genealogy of the Sovereigns of Europe. 
(2)- Genealogy of the mediatised Princes of Germany. 
(3) Genealog~ of other non- sovereign princely HOUle. 

of Euqpe. 
(4) Diplomatic .and .tatistical calendar, containing lilte 

of Sovereign" Regents, .41:0., aDd of aU the high 
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functionaries of the pri~eipal States o! the VI or14~ 
including Diplomatic Agents and. Oontuls, and 
statistical notioes of the different countries. 

&c., &0., &e. 
4.. Almanao, Wh1taker's.-The foHewing is a IUtnmary' 

of the pnnoipal heads)r information contained in this pllblic
ation whioh are likely to !::: of use in official business :-

~1 Particulars in regard to the Royal Family. 
(2) Memben of Her Majesty's household. 
(3) Members of the Most Hon'ble :Privy CounciL 
(4) Table of Prtcedency. 
(D) Lists of M.embers of the several Orders of Knight-

hood. 
(6) The Victoria Cross, Baronets, and Knights Baobelon. 
(7) Members and OffiCAra of the House of Peers. 
(8) Members antI Officers of tbe House of Commoll •• 
(9) Government Offices, &0. 

(10) The Army and Navy Lists. 
(~~) Regulations respecting Passports. 
(12) PrinCipal MOlllltary Units 'Of Foreign Countries. 
(13) British and Metrical Weights ond Measures. 
(14) British Postal and Telegrapb Guides. 
(15) Account of the several British Possession. in the 

East, in A ustralasill, in the West Indies, in Africa, 
and in Eur?pej with tbe Pmonnel of their re.
spective Govertlments. 

(16) Acoounts of Foreign Oountries, with the p".,OftftIl 
of their respecti"e Governments. 

(17) Foreign Moneys and theil English Equivalent.. 
(18) Members of the Institute of France. 
(19) Foreign Measures and Weights. 

~, D11'eotortee.- The priuci~l ?l1bliat.tiOIl$ of this clJa 
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whidI we ehall notice art those issued in the three pretideDOJ 
tolnl., namely-

(1) The Madras Directory, known as Tk, Al;Ylum P"" 
Almanack. 

(2) The Bombay Directory, lulown as Tlal Tim/I of IndiG 
Calendar and Dir·ector!!. 

(8) Thacker', Indian Directory. 
6. To these may be added the Annllaire" de, Etah,lilHmtne. 

ftant;au danB l'Indc which relates to the French possessions iD 
India. 

7. TIle Asylum Prm Almanack, ~stablisbed in 1790, is 
issued by the Lawrence Asylum Press in Madras. Chief among 
its CDntents.,may be noticed the following :-

(1) Explnnation of Chronological Cycles and Eras. 
(2) Tables showing the corresponding months and day. 

of the English, TamIl, Malayalam, TelegD, and 
Mabomedan Calendars for the year. 

(S) BrItish and Foreign Ambassadors, and Military 
Attaches at Foreign Coarts. 

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

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

(10) Civil Officers of all gndes in the various Depa~ 
ments in the Madras Presidency. 

(11) EnminailoD Rules t~r Forest Officers in the Preai
dstwy. 

<It) Role. fo~ the EwninatioD of A.aaiatallta in the Obil 
Senice. 



(18) Role!! for the enoouragemeat of the Itlldy 01 Orita
tallangasges among the Janior Memba .. of t.IM 
Madras Civil Sorvice. 

(14) Rules for tho examination of EUJ'opeans Bnd 
Eurasians serving in the Educati?n Departmedt. 

(15 \ Examination of Police Officers and Oantonment 
Magistrates. , 

(l~ Tests for Militnry Officers in the vernacular. 
(17) Uncovenanted Civil Service Examination Rule!. 
(18) Lord Clive's Fund. 

(19) Queen's M!li~lry Widows' Fund. 
(20) The Indian Military Service FamIly PensioDs. 
(U) Pensions granted by the Royal Warran\.of 1891 to 

the widows and f,lmllies of certain claSJes of Officars. 
(12) Table of Staff A ppomtments and Sulanes. 
(23) Regulattons for admission to the Staff Corps. 
(24) Rules for admission to certl\io military departments 

in tho Madras Presidency. 
(~Leave and Pen/lion Roles lor the-

(a) Indian StnfF Corps; 
(b) Indian Medicnl Service. 

(26) TallIes of Indinn Coin, Weights. and Measnres. 
(27) Information in regard to persons holdlDg appoint

ments under the Governments of ?Iysore, Cocbiu, 
Byd~rabnd, and Travancore. 

8. The Time. of Indta Calendar and Di'NCtOf'!! is publiehed 
by the " Times of India" Office in Bombay. Among its oontents 
which aro likoly to prove us('fu\ in COIJrLle of officia~ basiDeu 
may be enumerated the following :-

(1) Particulnrs Iclating to the Enilish and Indian 
Calendars, including the Hin~n, Pani, Mubam
JDadan, and Jewisb methods of reokmdng. 
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<t). Indian weigbt. and measures. 
(3) Gold and other silver foreign coins, and thtil'l 

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

Precedence for Bombay. 
9. Thacker'B Indian Directory.-This·publioation embrao9l, 

th$ whole of British India Qnd the Native States, and rs issued 
by the well-known firm of Thacker, Spink & Co. of Calcnttao 
III prinoipal contents are-

(1) British Indian money, weigb\! and mOa81lre&. 
(2) Holders in India of titles for eminenoe in Oriental 

• learning. 
(a) Tables of salutes. 
(4) The Private Entree List. 
(5) Direotory of dietricts and stations in India alHl, 

Burma, including the Presidenoies of Mad", 
and Bombay. 

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

mentioned-
(1) IndeJJ Geographicu8 Indicu8, by J. F. Dane88 of 

the Survey of India Department. 
(2) A General Dictionary of GeogrQp/~y, DeBcriptilJe 

Phytical, Stati,t.~al, Hi.torical, forming a compute 
Gazetteer of the World, by A. Keith JohQston, 
F.R.B.E • • 

(8) A Dictiory"y, Geugraphical,8tatiltical, and H~ 
tJalt of the vanou8 oullt,idt P lam, and principfll 
"atu~l ObjBct. in the World, by J. R. )l'Cnllocb. 
.. Vola. 

11. The Grat namDd contaiIla oe.n alphabetical list of the 
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'Prinoipal places in the lndh.n Empireo) with notes and etate
ments, statistical, political, and descriptive, of the several pro
vinces and administrations, the Native States, independent and 
feudatory, attached to nnd in polItical relatioDship with each; 
and other information relatmg to India and1.he East. 

U. The titlils of the other two are sufficiently indicative 
of their contents. 

13.' Historioal Record of Medals and Honorary 
D1stinotions. By Georp;~'TancTPll, 1 891.-This book contains 
a brief historical skotch, with Illustrations, of tho vnrious Orders 
of Knighthood, &c., untof Medals 'lnd Honorary DistInctions, 
oonferred on the British Navy, Army, and AUliliarv Forces. 
from the earliest period. 

14. B1story.-Among Histories to which reference may 
sometimes be necessllry, mKY, in addition to the standary works 
on India by Elphinstone, Hunter, MarshmllD, Mill and Wil~on, 
Trotter, and Wheeler, be nlpntioned the following-

(1), An Ilis/orical tSleiclt rf thr Natn'e lates 01 India 
in Sub8idiary Alliance witli tIle n/~ti8}' GOl}erl'/;

ment, Wltlt a Not/a of the .1Jediatized and Minor 
States. By Colonel G. B. Malleson, C 11 I. 

(2) The Rajas (If tile Punjab, bf'ing ilu' HistrJry 0/ tM 
Principal State8 in tlte Punjab, and theil' Political 
Relation8 Wttlt lite B1'1tilSli UOl'ernmellt. By Le~l 
B. Gl'iffin, tJnder-Secretary to the Government 
of the Punjab. 

(3) TIle. Punjab C}tief~. HistorICal and B~r!Jphicql 
.N otice8 of tlte Principal FCJftliliea in tflll LahO'1" 
and Rawalpindi DwisiollS of the Punjab. By Sir 
Lepel H. Griffiu, K.O.S.I. N Iw edition bringing 
the Histories down to date, by C. F. Massy, Major, 
nengal StafI<Jorps-2 vol!!., 1890. 
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(4) CM4' and Famtlie. of Not~ in t1~ Delhi, JalandAar, 
Pe.hawar, and Del'a)at Division8 of tIle Punjab. 
By C. F. Massy, Major, Bengal Staff Oorps, 1890. 

(5) Tile Chiefs of Oentral India. By G. R. Aberigh
Mackay, Principal, RajkuUlar College, Indore. 
( Vol. 1. only publislted.) 

51. Indian Bradshaw.-This IS a p~riodical publication 
issued monthly by W. Newman & 00. of Oalcutta.' It con
tains-

(1) Specially arranged time aDd fare tables of all the 
Indian RailwaY8, SteRID' Natiglltion, Dak, and 
Transit Companies: 

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

16. This pUblication is useful in calculating the trllvelliDg 
allowances of officers. 

17. Land Systems of British India, (The). By B. 
H. Badell-PowI'Jl, C I.E., F.n.S Eo, .M.R.A.S, late of the Bengal 
Oivil Service, and one of the Judges of the Chief a.,llrt of the 
Punjab-3 vols., 1~92. This bouk is, as its second .title indi
cates. a Manual of the Land-Tenures and of the Systems of 
Land-Revenue AdmilllstratlOn prevalent in the severnl Pro
vinces. It contains also aD account of the origin of the Pro
vinces under the Government of India, anti 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-Indian Codes-2 vol:. with Supple
ments. 

(2) Works ~ international Law by standard authors, 
snch as Haileck, Martens, Phillimore, Twiss, Vattel, 
and Wheaton. 
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(j) Works on Hiudll Law by.tandard autbol'llt Incb 18 

Colebrooke, M.acll&gbteo, Mayoe, Stokes, and 
Strange. 

(') Works on MllhaJ1lmlrian L1W by allah authors a 
Baillie Bnd Macnaghten. 

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

Taylor, &c. 
(7) Bentham's Theory of Legislation. 
(8) Austin's Jurisprudence. 
(9) Markby's FJ.ements of Law. (Te.tt-book in Law 

for the Polttical Department e.r:amill.aliolt.) 
(10) Annotated editions of special Aots. 

&0., &c., &0. 
19. Questions sometimes ariso on legal points, for the 

elucidation of which ref(lrence may be necessary to IO~ fir 
these works. 

20. llodiern Oambii;t (Tate'8).-This, as its secoaJ 
• 

tItle indicr.Jes, is a Mtlllual of Foreign EKCh!lngo~ Rud Bullio1l 
with the ~oney8 and other Mediums of J~xchange of all Trading 
Nations; and contains Tables of Foreigll Weights Rnd Measnr6l!. 

21. Peerage.-These are annual publications and are 
r.eferred to when information is wanted on matters relating to 
t.JJe Nobility and Titled Gentry of the United KingdoQl. 
Among the prin~ipal publications of the kind may be QlentiQud 

• 
tb0!l8 of Burke, Debrett, Foster, Lodge, &c. 

22. A similar publication relating to lodul is-
The GolAn Book 0/ lnd",Q by Sir Roper ~ethbridge" 

E..O.I.B. This book is, as described i~ its second title, a 
genealogical ..00 biographical dictionary ot· the ruling Princes, 
Chiea, Nobles, and other personages, titled or d(corated, of tbe 
Indian Empire. 
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tB. Allied to the / Peerage' may be noticed TIN BrWl 
Roll oj Honour, by P. L. Simmonds. This book contain •• 
d8lM!riptive account of the recognised orders of Chivalry ill. 
'YarioDs oountries, aud their Insignia; also dotniled lists of the 
British subjects enrolled in these orders, with illustrations of 
the decorations. The descriptions, which are arranged alpha· 
betically in the order of the countries to 'which they belollg, 
,ue each followed by a list of British members. .• 

24. In this book will also be found-
(1) Table of Precedency of Knights of British Orde,.. 

of Chivalry. (N.B.-~ights holding Foreign 
Orders take DO special rank or position.) 

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

(8) Regulation!:! rflspecting Foreign Urders and lIed,l .. 
(4) Alphabetical descriptive list, with addresaes, or 

British subjects baving English or Foreign Deco. 
rations. 

25. Statesman's Year Book, (The}.-"'tbia 1a All 

Isoul publication aud contuins-
(1) Statistical and historical ir.formotion in regard to 

tbe various branches of the adlDinistratioD of aU 
the conntl ies of the world. 

(2) A bibliograpby of the principal official and Don
official books of refe1lence in respect of elcb 
country. 

26. • To the above-mentioned book~, may ~ added .taDd.rd 
'Worb on travels, aD~ biogrllphy, to which reference i8 lome
timel DeCe8lary. 

27. 'Work. ~t reference dealing with techincal, or .peoial 
lubjeotl peculiar to departMents, do Dot come within the 100ft 
• tbiI veatile, uel are th.refort DOC Dotlctd. 



CHAPTER XVIII. 

PnOOF CORf\EC'l'ION, 

As the correc\l1on of ~I f> s6-proof~ has btcome a recognised 
duty ill some GO\'t'rnmcnL Offices, a work, \\hich profe~ses to 
be nn exhaustive troati~e on Secr('LlrIat lVork 111 genNal, CRn 

IJardly be hold to be completfl, If it ,lid not contum e1t'nr nnd 

OJiplicit instructions on t!fl.· ~uh.lt'(,t 

2. Oonslderll1g HII' pili ely lechlllral character of proo::' 
reading, lind the fnet that eHI'Y 11I'('Of; elltf'rtnll1~ an e~tabli;h
ment of examiners who Ira \I' b('cn tralnf'd to the wor k, It i~, to 
say the leaht, a shellr \\llst£' of "l1ll1l1hl(· IlInfl and ener~y, wblch 
might be mol'c USE'fully emplo) {·Il, to illlpo~p upon a clerk, 
wbo hns bnd no pracli('al tJainlDg or experience, the duty '}f 
correcting proof~, Ind{'('c1, llnl('~q cnrrfully ro-read by a 
tra.ined nnti E'xpeti'\tlced f>Xom!nE'I', ther 0 is no guarantee 
thnt n ploof that }las h('en pxallllned by a clelk is (·nt.irely free 
from ~rrors d every del'lcl'lption. 

a. Bu~ as a C/l'1 k is hable at flny moment to be called 
upon to perform such July, '\\'e shall Hlldea\'our in this chapter 
to uplain the proaess, only prellli~lng that all that can be, 
or ia, e~pected of him in thi. connection is that he shuuld point 
out, to tho best of his abilit\', sUe'h typographic'll and other 
frrors, or orniesioDS as may filII under his obsrrvation. , 

.' This treatise being intended only( for the clerk, we 
Ihnll not attempt to dISCUSS the tnll1utire to which a pl'9feesioaal 
prooI .... eader is rpquired to give hiS attention "~n pas§ing proors 

.JQl' preaa: we shall confine our instructions to limply iD\iicati~ 
Ule manner in w~iQb O~e' ahoald prooeed ia 11 ...... , ... 
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markin~ 6rtbrJ, and Aivil'g direction II for any alteratloD!! Of 

additions so as to btl intelligible to 'he compositor!! in the pre ... 

§ I.-Duties of Examilte1'. 
~. Though tl\(' cbief duty of tLe rX:lInining C Jerk is to be 

to the proper al'rangement and sequence of' the papers, ns is 
always indicliteu wlH'n the matter to be printed is sent to 
the press, he should also, ill a g€'n(>I'al lII~nnel', correct such 
obvious errors ail may strike hls t'ye in the courSll of- exnmin

ation. 
6. His duties mlly therefore he slltnlllftmcd as follows :

(1) To see that the pIiuted matter i~ prol,el'ly ordered 
and al'ranged, 

(2)eIf not, to give directions as to any necessary chlltlgeJ 
01' additIOns. 

(3) To detect lind to rectify errors in typogruphy, ortho
graphy, and pUlJ('tuatioll. 

(4) To correct any obvious grammatical misconstruction. 
7. Somctimes quenes are pqt by the press on points of 

doubt: these too reqllir'e to be .Illswel'ed, 

§ 2 - P'fOcetillre fO)' p10of-readwy. 

8. To corry out thrse d util:'B, it is in tIle first plot's 
necessary that th(l original should Le intelligently read to the 
examiner, if the work is to bl' done properly i us otherwise the 
'copy.hoJder,' that. is, he, who holds the .origlllul, is liable, 
through inattention, or owing to the J!1(l~iLle charncter of, or 
intricacy of altemtions in, the lWlDU'>CI ipt, or from any other 
cause, to. let mistak es Pa!s unnoticed. 

9, In examin1g, the mind and uttention should be con
centrated on tbe "oldb and meaning of the 'Hiter, the mor, 
easily to check o~'fs8i{lDs, discover errors, and obviate misunder
standing of the senle ; espeCially if the original is at all intri

cate or difficult to decipher. 
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10. Error. in typograpby to which the at.tA!ntion shouW 
.". dire~ rellite to-

(a) the misuse of cllpitals ; 
(b) tbe employment of broken or wrong-fount type j 

(e) the omission or misplacement of l~tter8. words, or 

lines j 

(d) incorrect or improper paragraphing j 

(,) irregul~rity of ~pncing or 'lending j' 

(f) the rE'ctification of nny nHeration Imde by mistake. 
11. Capitnls nre ~aid t,o bl' misused when they are em

ployed for smnll cnpital:, or for 'lower cflse' type, and 'Vite 
M'Ia. The proppr use of ('npitals appertains strictly speaking 
to tbe province of orthography. though it is flometim88 govelDed 

by usage. 
12. Type is said to be hroken ",hen the imprellsion ill not 

perfeot. 
13. By the employment of wrong-fount letters is mtMIt 

the Ule of letters of different foonts in combination, except 
when 8o/x,nrel!l!ly indicated ·or reqnired. 

U. Letters are mi~plnced-
(a)· wben wrong letter!! are used, 
(b) when letters arA transposed, 
(c) when they Ilre turnE'd on their sidf! or completA!JJy 

over. 
15. Words "bl lines are misplaced when they are out of 

position. or nre placed in n position other than what they ought 
to oocapy. 

16. Inoorroct or improper pllrlgrapbing means--' 
(a) that one pllrngraph hlle been h~ken up jnto two ~r 

more i 

(6) that two or more paragraphs have btlen run into. ODe; 
(c) that R parllgraph hne Dot bt>~n indented i or 
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(4) that. sentence which d0e8 Dot begin a ral'lll'l~ 
has been wrongly I indented.' 

17. Irregolarity of ~pacillg or leading relates 00-

(a) inequality of space between the letters of words, or 
(b) inequality of dist:1nce hetwt'en the lin"s. 

18. Only the more obvious typographical error. ore likely 
to fall under the notice of any ordinary eJSaminer; the detee.. 
tion of purely technicnl irregularities is the provinc~ of the 
trained proof-reader. 

19. Errors in orthogra.phy and punctuation imply the 
miSUSE> or omiSSIOn of letters in ~pellin~ anll of POInts of pune. 
toathn. 

:0. Bf grammatical mi~con"tructi<.on is meant, that SOrol 

rule of grammar has been violnwd in a sentence. 
n. The dptection of errors in orthography and punctua

tion, and oC grammatical miscomtruction, implies a sQfficieDt 
amount of edncational nhility, the pOAsession of which by the 
exnmiuer should btl ascertained before entrustin2 him '\\'itb the 
work. 

22. In regard to proper and v~rnacnlar namell, tqe accept

ed, or authorised spelling shonld be adopted, nnles", for "D1 
spedal rfOason, the different spelling in the originRI is to be re
tained. 

Sl3. Though the intelli~('nt r('ading of the original is the 
only really efficient mean" of correctipg proor~. the dt't('ction of 

, errors is more rt'fldily (lifectpd by careful pye-reading of the 
proof, p~flferably before th(' oril!irllll j~ reau to the eXllminer . 

. 24-. eorre('tion" Or altt'rationA should if pOI!'1ible be mRde Ob 
tbe margin oppO!!it.e ~be line to which thl'y appertain; and Ob 

the left or right, a~rJing as the left or right half of the lioe ill 
concerned. 

,~ .. In marKing cue should be.taken that tbe eorrectiODII 
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are diltiftctly written, and any instruotioDl clearly aDd intelli· 
gibly given. 

26. On the left margin, the firllt correotion should be 
marked at the end farl,hel'lt from the printed matter, other5 fol
lowing in the order of !!equenue. On the rtght lIIargin, the -. 
opposite method should be observed; the first correction being 
marked nearest tbf\ printed matter, nnd followed by othe~ in 
proll8r order. 

27. In the examination of proof~, thElfe are certain teobni· 
_llIignl and expre!!8ions whIch nr~ usually adopted ill presse, 
to indicate the correctiO::ls or aIh'rations to be made. 

21$, The mannel in which (,rtors, lIdultions, or omissioDs 
are marked in the proofll. and the eigne; and expressijfns I~mpioy
ed for the purpose, will be found illustrated in Apptndiz C, 



CHAPTER XIX. 

MISCELLANEOUS P ROCRDUIll. 

There are lI,lany points not connected, .l lew directly, wUD 

any of the prOCQBSeS which have already been treattd 01, witl. 
wblcb H is necessary that a clerk should be acquainted: TIttM 
"e shall deal with in this chapter. 

§ 1.-Gnteral. 

2. All writing intended for preservation as permaDent 
record &houJd be done in ink, and on foolscap paper. 

a. Black ink is always employed in official corr~pond
ence and in the condu(>t of office work generally; but red ink, 
which i~ tho only coloured ink allowed in offices, rnny be uaed 
for making short notes or remarks, in' recording' otber thaD. 

A. cDse",' ftc. 
•. As it is not possible in ~Il Ca!es to kDftw 'before

hand whether or not it may be lleCl!ssal'Y to pre"erve apy patti. 
culnr note or remark, the use of slips should as far as poNible 
be avoided: slips may however be used in making calla for pa. 
pers or information on any point, or \\ hen it is qoite clear that 
the writing thereon is to be oC a purely ephemeral character. 
it is only in such case!! that writing in pencil is' permissibJ.e. 

5. Matters not intended for pert'uanent preservation, lucb 
118 caUl for papers, infl)rmatioD, etc. notes or remarks cOORcCt.ed 

,.itb deparimeutal rontine, aDd 80 forth, are generally writtell 
on forms headed " R~tine Notee.' These are destroyed when 
they have /len"ed rheW) purpose. 

6. Every writing mU/lt be authenticated by the initials or 
eiptaure of the writer, according to .the practiee iD 'NiU' ~. 
the department i and mUI' Oe dated. 
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7. FODllcap is the regqlation size paper Qse~ in secret&riaw 
for official oorrespondence, and for general departmental work '; 
'coaanltation' size paper may, howevtlr, be employed for office 
.-egisters, bills, etc. Quarto-post nnd note-paper are made ole 
of for ~ignature copies of demi-official Itl-Uers. 

. 8 .... Nothing IIhould b'l WllttCIl on thc face of official or 
demi-official 'rece;pts;' anything 01 a permanent nature 10 

~ritt"n by any of the seCretaries should nl" ays be tnlDscribed 
on the regular' Dotes' in the' case.' 

9. Books of reference, such as coues, regulations, ncb, 
etc., of which secretarl4 are prov.ded with copies, shuuld not 
be pqt up as ' reference' in 'cuses.' 

10. Matters unconnected with the subject 01' the paper 
UDder consideration, such 118, calls for further papflrS or informa
tion, versonal qu('stions relating to breach of discipline or de
partmental procedure, etc., should not be written on the regular

• Dotel • in the I case.' 
11. In 'linking' 'cll5es' in the 'diary.' it should be 

observed that 'current receipt,s' sh()uld not be 'linked' with 
'teoeipts '-or • issues' which have ulready been 'recorded: 

12. lJnofficial 'receipts' in common with those of other classel 

ate also 'dill.rised' with all the usual details given iD the 'docket: 
13. Vernacular terms should not be used in official cor

relpondence. 
14. Over-punctuation ahouM alwnys be carefully avoided. 
16. In official correpondenC6 the term, "Government of 

India," is genernlly used us a collective noun wi* Ii plural 
verb: the same rule is a.pplicable in writing of Local Govern .... 
ments which possess a Council. 

16. lbe first' docket' is always headed with the nallle 
ot the department, the year, and the branch or seot OD to which 
~ , reoeipt t belongs. 
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17. AU Ol1llmunioatiODB addressed by 11lbordinatt A_ 
Diatrations to Governments (Knprem9 as well as Local), ... d to 

ibe Army Head-Quarters Su.ff, should be issued in tbe Qallltl 

.gf the Heads of Administrations, and uuder their own .igOl
tares, ex.cept iD cases in which a. Secretary is attached to the 
particular department from which the communication ~iaa_, 
or to wbich it apMrtaina. 

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

the Government concerned. 
• 19. ibere is however DO objection to Q junior officer 

signing for the Head of the Administration, or, for the S(lcretary 
should circum8tance~ necessitate the adoption of such a prooe-
dure. 

20. Demi-official letters may be referred to in official 
commuuicntions, when they have been brou~ht on ' record,' or 
with the permission of the Willers. 

21. Every departmental 'receipt' must he Bet'P by olle 
of the secretaries, before it is 'recorded' or deposited iu the 
archives of the department. 

22. No addition to, or alteration in, a 'note' or 'draft: 
.hould be made with{)ut permission, after the' 61e ' has returned 
from an officer, even to rectify an error, uniess it be a merely 
clerical or grammatic III one, or clearly due to pure inadvertence. 

23. Every' draft' must, befllre it is marked for isane, be 
approved'by the officer who ia ""wpowered to do 80. 

24:. 'Drafts' oPa personal natllre are not issued under the 
signature of the ofll~er concerned. 

25-. When ordllr! on the 'receipt' of one department 
.-w. Foplt'ly issue froID.l¥lother PJIartm8Dt, -the 'r.ipt' 


