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DISTRICT OFFICE MANUAL
PART L
Preliminary Note.

This Manual is intended primarily for use in the offices of Collector
in the * Corrocspondence Branch ”. It is also intended for use—mutayis
mutandis—in other Revenue offices, namely, in the offices of Treasury
Deputy Collector, Divisional Officers, Tahsidars and Deputy Tahsildars.
To adapt the Manual for use in these offices all that is necessary is an
Office Order indicating who should perform certain of the functions
assigned in the Manual to specified officials. Thus the functions of
the Collector will obviously be performed by the head of the office,
whether he be Treasury Deputy Collector, Divisional Officer, Tahsildar
or Deputy Tahsildar. Those of the Sarishtadar will be performed
in a small office by the Head Clerk, and in a Taluk Office mainly or
wholly by the Headquarters Deputy Tahsildar. Any Collector who
has a Personal Assistant must lay down clearly what the functions of
that officer should be. Where it is laid down in this Manual that any
function should be performed by the Collector the latter officer may
of course delegate it to his Personal Assistant. The term * Personal
Assistant ? includes a Treasury Deputy Collector, where there is no
Personal Assistant so designated. . '

L. Introductory.

A copy of this book will be supplied to every member of the esta-
blishment and he must make himself thoroughly conversant with the
rules contained in it. The plea of ignorance will never be accepted
as an excuse for disobeying them. The head of each section must see
that every clerk in his section knows and understands the rules, keeps
his copy of them corrected up-to-date and hands it over to his successor
on leaving the office. ‘

1, Attendance.

2. Hours of attendance—All members of the establishment are
expected to attend the office from 10-30 a.m. to 5 p.m. on all week days
except recognized holidays. Heads of sections must set an example
to others by themselves attending office punctually. An interval of
half an hour between 1 and 2 p.m, will be allowed for tiffin or lunch g
but clerks may leave their seats for tiffin or lunch by turns, after making
suitable arrangements and they should not all leave at the same time,

506~-1—1



y) DISTRICT OFFICE MANUAL

The observarce of the office hours referred to above should be
rigorously insisted on and attendance outside the preseribed office hours
should not be accepted as substitution or excuse,

Such of the Hindu members of the staff who have actually to per-
- form religious rites on New Moon days may attend office one hour
late on these days. On Fridays, such of those Muslim members of
the staff who actually go to the mosque {0 say their jumma prayers
will be allowed to be absent from duty between 1 and 2 p.m. Muslim
members of the staff who actually observe the Ramzan fast may be
permitted to leave office at 4-30 p.m. daily during the month of Ramzan
to enable them to reach their homes in time and break the Ramzan fast
in accordance with their religious custom, subject to the condition that
heads of offices may require any such Muslim member of the staff whose
services are essentially required for any specially urgent work on any
day to staff on beyond 4-30 p.m. ' '

On festival and religious occasions listed below members of the
staff who have actually to perform the religious ceremonies or attend
the festivals may on application code to that effect, be permitted to
attend office last in the mornings or to leave office early in the evenings
(as the case may be) by not more than 14 hours on these days:—

Hindus. . Christians., Muslims.

1, Karthigai Deepam 1. Ash Wednesday Bakrid eve:
2. Lunar eclipse 2. Maundy Thursday -
3. Solar eclipse 3. Caristmas eve
4, Aruvathu Moovar festival 4. The day p.eceding

at Mylapore. Easter,
5. The day preceding Deepa- 5. Eve of New Year

vali. 6. All Souls Day

6. Gayathri Japam
7. Masi Magam .
8. Sri Rama Navani

[G-O. Ms. No. 328, Public (Services-A), dated 17th Febraary 19691
(B.P. Pe:m. No. 224/69, dated 13th March 1969,) '

3. Attendance register—An attendance register in the prescribed
form will be kept in the custody of the Sarishtadar, Clerks must initial
it as soon as they come to office. It will be closed 10 minutes after the
office opens, and will be laid before the Sarishtadar with the casual
leave and the late attendance report.

4. Late attendance.—If any clerk does not attend office punctually,
the word “late ” will be entered against his name in the column for
that date ; if he comes later on, the hour at which he arrives should be
entered by the Sarishtadar. On the first of each month the attendance
tegister will be submitted to the Collector. - Forfeiture of a day’s casual
leave will ordinarily be the penalty for every two days late attendance
without permission. ' ' R
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Clerks requiring permission to attend late must apply for it before-
hand whenever possible. Any day on which a clerk attends office after
1 O’clock whether with or without permission, will be treated as casual.
leave. : o

5. Work out of office hours and on holidays.—Clerks are on no account
to take papers out of the office in order ‘to work at home ; and work
before or after office hours and especially by artificial light is to be
reduced to a minimum. As a general rule, work on Sundays and other
holidays is prohibited, and no papers. must be-submitted to the Collector
on these days except really urgent papers. As far as possible returns

" due-on a Sundays or other holiday will be submitted on the day before
such Sunday or holiday. In submitting papers to the Collector on
such days the Sarishtadar must exercise the utmost discretion. :

- 6. Urgent work on holidays.—Proper arrangements will be made for
the disposal of urgent work on holidays. Heads of branches may makg
their own arrangements in regard to this, but no -clerk must be required
to attend office on any holiday without adequate reason. For the
Christmas and Easter holidays regular “ Turn lists ” (showing which
clerks have to attend each day) must be drawn up. Care should be
taken to distribute this work fairly, and if possible no single glerk should
be required to-attend office on more than one or two days during these
holidays. o -

" 7. Casual leave.—Casual leave will be granted under such rules and
conditions as are laid down in paragraph 5 of B.S.O. No: 131, It will
not be granted on vague and general grounds. such as for ““ nrgent private
affiairs > or for “a certain ceremony . The purpcse for which leave
is required must be stated definitely, but clerks should abstain from giving
unsavoury medical particulars. ~ Applications for leave (including exten-
sions of leave) must be made, and orders on them obtained, before
the leave is taken or the applicant-is-due to join duty. Absence in
anticipation of sanction will only be condoned if the necessity for the
leave or extension could not have been foreseen. Insuch cases the
nature of the rule will do so at their peril. - When a clerk goes on cesual
leave he must sudden emergency must be definitely stated, Clerks
disregarding this section. Applications from the Saiishtadzr. and heads
of sections and he invariably hand over any office keys in his custody
to the head of his Collector’s camp clerks, and from peons on duty with
the Coilector, will be submitted through the Treasury ‘Depity Collector
“to the Collector. Applications from peons must: also pass through
the daffadar, who will endorse on the application whether the ‘appli-
cant can be spared. The Tréasury ‘Deputy Collector will note. on
-applications whether the appficant is eligible for the leave.. The appli-
cations of-clerks in‘the -Satishtadar’s sectipn-will be submitted. to the
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Sarishtadar, who will dispose of them afier ascertaiming whether the
applicants are eligible for the leave. All other applications will be
submitied to and ‘disposed of by the Treasury Deputy Coliector. It
is of course open to any Collector to modify these arrangements as he
may see fit.

8. Absence due to infectious disease.— Whenever a case of cholera,
small-pox or other infectious disease occurs at the dwelling of any clerk
or peon, he must report the fact at once to the Sarishtadar by a verbal
message—not in writing (as the written report might convey infection)

. __send the Sarishtadar his keys and stay away from duty unuil further
orders. The Sarishtadar will report such cases to the Collector and
obtain his orders. In cases where no substitute is appointed and no
exira cost to Government is involved, such zbsence will be treated as
casual leave, but will not count against the maximum period of such
loave admissible. If, however, a substitute is necessary, ordinary leave
debitable to the leave account of the Government servant should be
granted. pisregard of this rule will be severely viewed, as imperilling
the health of other members of the staff.

1ML General discipline, etc.

9. General—While in office, ali members of the establishment must
behave in a qute and dignified manner. They must address other
membars of the establishment courteously. They must attend to their
work and not waste their time. They must try to maintain perfect
silence, and if they have occasion to talk, they must do in a low voice
so as not to disturb others. They are particularly warned against the
heinou s offence of divulging to outsiders or to other members of the
establishment any information (whether expressly marked confidential
or not) that may have come to their knowledge in their official capacity.
1f any vakil, petitioner or other private person applies to them for any
such information, they will refer him politely to the Sarishtadar. They
must of course not secept any presents oOr remunerations from any
visitor , party or other person resorting to the office on business, nor
lay themselves under obligationto such persons in any other way. They
must not have iecourse {0 anonymous petitions or letters in order to
ventilate their grievances or supposed grievances. If any member of
the office establishment thinks that he has any grievance,, he may rep-
resent it to the Collector in person. The Collector will be prepared to
receive visitors who wish'to see him on official matters on any office day
during office hours ; but if clerks and others wish to make representa-
tions about their claims to promotion and such matters, it is more
convenient that they should do so in writing, when their contentions
can be examined at leisure with reference to the records. Long-winded
verbal representations are apt rather to confuse and jtritate the officer
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addresses (who is unlikely to be able to remember all the circumstances
of the case or to discuss it without records) than to benefit the person
addressing him.

10. Tidiness and cleanliness of the office—A waste-paper box must
be kept within a convenient distance of every member of the staff.
Waste paper must be thrown into these and not onthe floor.  Stationery
and records must be put away tidily in the clerks almirahs, and not left
lying on tables and on the tops cf almirahs exposed to dust. All rubbish
and obsolete forms or publications must be cleared away, not left to
* litter the office. The office and the Collector’s rooms must be properly
swept and dusted daily. The daffadar is responsible for seeing that
this is done and neglect on his part in this respect will be severcly
punished. He must be at the office not later than 10-30 a.m. on every
office day fo1 this purpose.

1V. Organization of Office.

11. Sections.—The first step to be taken in order to introduce “ Mr,
Tottanham’s System * into any office is to divide the officer into convenient
sections, and to draw up a clerk dist1ibuticn list showing &:nd the subjects
dealt with byeach clerk. To eachsectiona section letter will be assigned
and to each group of subjects dealt with by a clerk, a number will be
allotted. A fzir-copying and despatching section must also be organized
under a competent superintendent.

12. The Sarishtadar—(i) The Sarishtedar will exercise in general
the sections, the head of each section, the clerks ccmposing each section
supervision over the whele cffice bothin regard to the despatch of busi-
ness and in regard to discipline. The Collector will lay down definitely
what officers may submit p:zpers to him direct. Subject to such orders
all papers dealt within the Correspondence Branch must pass to the
Ccllector through the Sarishtader. Even those officers who have been
authorized to submit papers direct as a generelrule must submit papers
of specialimpcrtance or difficulty through the Sarishtadar. Such officers
must not be ragarded as in any sense incependent of the Sarishtadar
nor can he disclaim responsibility in 1egard to their work or that of
the clerks working under them. He must keep in touch with the work
in all sections of the Correspondence Branch, make himself conversant
with the more important files pending in each section, and see that they
in particular ate not delayed.

(ii) He must periodically inspect the personal registers, and
see that they are punctually, neatly -and properly maintained.
He must also see that heads of sections do the same so far as
their respective sections are concerned. The Sarishtadar must
check any tendency to delay and bring to the Collectet’s notice
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any scrious delay or °other " irregularity and any indication that
any memb:rs of the establishment is obviously unsuited for his
work. If a serious delay or other irregularity comes to light it
is not a sufficient excuse for the Sarishtadar to say that he
repeatédly warned the offender,or “urged him to deal promptly”
with the file that has been delayed. It is the Sarishtadar’sduty to report
such matters to the Collector as soon as he finds that his own admonitions
are not proving effective. Should he fail to do so he cannot be held to
have discharged his responsibility. :

(iii) The Sarishtadar must watch in-coming reminders—especially
those received from the Board and Government—and look into the
cause of the delays that have evokad them. He must advise the other
ministerial officers on difficult or intricate questions, should they seek
or need his advance, and he is at liberty to note on any file should he
consider it necessary to do so.

_ (iv) His responsibility extends to the fair copying and despatching
seétion: He¢ rust examine the fair-copying and despatch register av
frequent inférvals ind see that it is regularly and properly written up,
and that there i nic'delay in this branch of the work. He will also from
tifiie to tim: examine the distribution register, and sce that the clerks
ifvariably and promptly acknowledge papers entered in it, and enter
the parsonz! register- numbers against them. He will also check the
balance of stamps ¢t intervals and see that the stamp account is properly
maintained. It is his duty to see that the rules in this Manual and all

office  crders are strictly obeyed.

.- 13. Heads of sections.—These officers have similar responsibilities in
regard to their respactive sections, and the workof the clerks subordinate
to them, to ‘hose imposed on the Sarishtadar in regard to the office as a
whole, but naturally their responsibility is even greater.’

V. The office system— General outline.

14. Introductory.—The term ““officé -system > is hereé used to mean
mainly. the arrangements in regard to “routine work” j.c., to such
branches of work as the opsming registering, indexing, fair-copying
and despatching of correspondence, the receipt of papers into the record
room their arrangement there, their issue from there when required for
reference, their destruction when no longer required and so on. The
office system described is the * Tottenham System * which is a simplified -
and improved form of . Dr. Macglean’s * pispcsal Number System™. The
main points which it differs from the latter are that there is no disposaj
number ‘o disposal register, but papers are arranged after disposa]



.

THE OFFICF SYSTEMS-GENERAL OUTLINE ¥

according to their ““Current” number § the eurrent register is also
dispensed :with and only personal registers are maintained, the index
is ‘written. in duplicate, on slips which are filed on the loose-leaf system'
(for a note on the slip-index and its advantages as compared with the
card-index, see dppendix E); there is no despatch register, though
the fair-copying register (the function of whichis different from that
which the old despatch register was supposed to fulfif) shows, among
other things, the date of despatch. S -

©15. Unauthorised registers.—The registers. to- be maintained are
spacified in the following puragraphs. Except where a contrary is stated
all the registers prescribed by the disposal number system are to be
abolished. Heads of offices are on no account to retain or reintroduce
any of the old registers—or to introduce new registers cr returns of any:
kind without the sanction of the Board or Government. = Any registers.
or returns now existing in any office which have not been prescribed
by the Board or Government are to bz abolished forthwith. This pro-
hibition applies equally to arrear list and the like.

16, Registers maintained.—The following registers are maintained :
(1) Distribution Register (Form I, Appendix B).—This register should
be maintained separately fcr each section.. The serial numbers in column’
(1) of the register should be printed. All papers received in tappal
should be entered in this register. A ‘

- 17. The Collector and Personal Assistant, after perusing the tappals
should send them to the Huzur Sarishtadar. The laiter should sort
out the papers of each sectioninto separate bundies and cend each bundle
to the section head concerned. He should sort out the papers clerk-wiseo
and have them numbered with an automatic numbering machine, in
such a way that each clerk has a consecutive series of numbers. Below
the last number given to the day’s tappal, the section head concerned
should invariably affix hisinitials withdate. Incolumn(2) of the distri-
bution register should be indicated briefly the nature of- the
enclosures, if any (e.g., two volumes of service register, *“one personal
file?, “two maps ™, etc.) The papers should then be handed over
to the clerks concerned, who should draw a  bracket.  against
the numbers of their papers and put ‘their - initials-in column (3)
in token of having reccived their papers. Any’ stray numbers
relating to the papers of a clerk should also be.iniialicd by him. If
the distribution register number is used also as a current number in
respect of papers d -alt with in the personal registers, more than one
file in the office may bzar the same current number resulting in confusion.
The new case register will, therefore continue o be . maintained for the.
whole office, and in respect of new cases to be deali with in the personal
registers the clerkwillobtain new case numb<rsinone series for the whole
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office. -In-respect of such papers, the current numbers in the personal
register should be :ntered in column (4) of the distribution register
and the cnt-ics in :he disiribution register should be ringed off. In
respeet of periodicals and papers to be enter. d in special registers, such
as gun licance reneval regisicr, the number of the periodical or the serial
numb:r of the case in the spzcial regisiors, as the case may be, should
be entered in column (4) of the distribution register and the entries in
the register should be ringed off. In he case of Government Orders
and Board’s Procef dings on which no specific action is necessary and
similar pap:rs for which “record files” ar. kept, the number of the
“record fils ” in which they should be filed should be got approved by
the competent authority and noted in colurn (4) of the distribution
register 3 the papers should then be handed over to the record-keeper
under his acknowledgment in column(5) of the register and the entries
in the register should be ring=d off. In the cass of “L, Dis, P. (Distr.)”
and “ N, Dis. P. (Distr.) ” disposals, the nature of disposal should be
enterad in column (4) of the disiribution register. “L. Dis. P. (Distr.)”
disposal shoild be handed over to the racord-ke:per under his acknow-
ledgment in column (5) of the register and in rcspece of *“ N. Dist, P.
(Distr.)” disposals, the concerncd cli 1R should indicate the subject-
matter bricfly in that register. However, in respact of papers dealt
with in soris othcr registers (e.8., the periodical register or a special
register), it will g *n: rally be more convcnicnt to take the record-keepers
acknowlzdg:aent in rbat regis:er rather than in the disiribution register.
With rogard o the parsonalregister, the clerk should get the acknowledg-
ment of the Superinendent, Fair-Copying Section, in tbe last column
of that regicrer as laid down in paragrapn 72 and the Superintendent
in turn should obtzin the record-Reeper’s acknowledgment in the last
column of t12 new zase. Register when the disposals are handed ovet
to the record-Reepsr,  On no accounr is a scparaie register to be main-
taincd of ail comm wmications received by registered post. It does not
follow that becausc a man thinks fit to s-nd a communication by regis-
tered post it is of any importance and it will b entered only inthe distri-
bution regiser, * Valuables”, i.e., cash, notes, etc., having an actual
monetary value, will be entered in the usual s¢ curity register. Copy stamp
papers will be enter:d in the copy application register. Valuables and
copy stamps should not be entered in the distribution register,

*. Nore.—The distribution register relating to the previous calendar year should
be sent to the records and the acknowledgment of tae record-keeper obtained on
the first page of the new register.

(B.P. Perm. No, 589, dated 4th July 1969.)

Norp—“Numbers in theDistribution Re gister™ relating to the previous
calendar year and'which remain unringe d of as on 1st April of the current
year, will be entered in the pages at the commencement of the volumes
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ot the new ycar. For this purposc, a few pages of the Distribution
Register will bz Ieft blank at the commencement of the calendar year.
After the pending numbers of the previous year have thus been carried
over to the New Regiseer, the old volumes should be sent to the records
and the acknowledgment of the Record-kceper obtained on the first
page of the new Register.

(G.O. Ms. No. 1170, Public Services-A)
(B.P. Perm No. 595, dated 6th June 1966 (K), dated 20th April 1966.)

18. Concelled.

19, Cancelled.

20. (2) Personal registers.—Each clerk will maintain a personal
register. After thisis done the columns of the previous year should be
sent to the records before the 15th April acknowledgment of the record-
Reeper obtained on the first paragraph of the first volume of the new
year. Form II, Appendix B (Cf. paragraph 11 abovc—last scntence but
one). There will be one set of current numbers for all the scciions (see
paragraph 21) below new case regisicr. A numberis assigned as stated
above to each clerk and this clerR’s pumber must be marked on all notes,
drafts and referenccs, after the Section Letter (paragraph 11
above) thus—“No. A1-2260-20 ?, where “A” is the Section Letter
«“1” the clerk’s number, 2260 ” the “current number” in the personal
register, and “20” the year. The clerk’s numbers must not be
marked on disposals—whether on the actual communications issued
or on the files themselves in the record room. The reason for this
is that the clerk’s number is merely intended to facilitiate the distribu-
tion and tracing of pending correspondence. It is not intended
to determine the position of the file in the records after disposal.

Note.-—(1) Cises of the previous year remaining undisposed on the 1st of April
should be entered in the pages at the commencement of the register, sufficient blank
pages being left for the purpose at the beginning of the year.

After this is done, the volumes of the previous year together.
with the running note file bearing on them will be sent to the Records
before the 15th April. On the first page of the first volume of the
new year, the Record-keeper should acknowledge the receipt of the
old volumes. The running note files should have sufficient number
of pages so that ordinarily it should not be necessary to use more
than one volume for a year. A fresh running note file should be opened
in April when the previous year’s entries in Personal Registers are
brought forward.
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" (2) When reminders are issued their dates should be entered in red ink in
cqlnmn 8 of the personal register.

- (3) Bothon the Cover of the P.R. and on the cover of the run on note file a
slip shovld be pasted showing the name of the section head and the clérk/assistant
in charge of the seat date of their first taking charge of the section seat even if they
had taken charge of the section seat prior to the year to which the P.R. relatcs
such actual date of taking eharge is (o be furnished and date of relief from ths
section ieat . if it is any date within the period during which the personal register
is urgent. » )

21. (3) New case register (Form III. Appendix B).—In order to avoid
having as many series of current numbers as there are sections, which
would be in many ways inconvenient, all new cases will be entered in
the “New case register”. Nothing will be entered except the new case
numbers, the number of the clerk who has to deal with each paper and
the iniiials of the record-keeper when he receives .the file after
disposal.

NotE.—(1) Cases of the previous year remaining undisposed on the 1st April
should ~ be entcred in the pages at the commencement of the register, svfficient
number of pages being left for the purpose at the beginning of the year.

¢2) After the pending cases of the previous year "have been carried over tO .
the new register the old volumes should be sent to the reeords and the acknowledg-
ment of the record-keeper obtained on the first page of ths new register.

22. New and old cases.—“ New cases” means all papers that are
not cold cases. “ Old cases ” means replies to references previously
issued, and papers which, though not replies to references, have for
any rzason to be filed in * Currents” that are already pending. For
instarice, after correspondence had been begun with one officer on
a certain subject, another officer might happen to address the Collector
on the same subject. In this instance, the latter communication,
though not reply to a reference from the Collector’s office, would be
an old case, nota new case. Ifanold caseis by mistake numbered -
as a- new case all that has to be done, as soon as the fact is noticed,
is to enter the number of the old case against the new case number
in the new case register, and also in the personal register if an entry has
already been made there before the mistake is found out. The
superflous entry in the personal register will thus be closed. - Of:
course the paper must also be entered against the old case to which
it belongs in the appropriate column of the personal register (column 9
“yeply or fresh current received ”).

23.(4) Fair-copy register (Form IV, Appendix B).—This is maintained -
in the current section. It is the business of the Superintendent, Fair
Copying Section, to see that the correct number with the date of approval
of eash draft sent to be fair capied, is at once entered in the register -
and that the dates on which it is given to the 'typist, returned to the
guperintendent, signed and despatched, are promptly and correctly .
entered in the appropriate columns of this register. No ofher despatch
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register is to be maintained for communication to be sent by post. The
old despatch register maintained under the dlsposal number system was
of no use whatever either to prevent the loss of papers, or to fix
responsibility for such loss, while its maintenance involved a great.
deal of writing and merely delayed despatch,

24. (5) Despatch by post and local delivery book (C.F. Glw=
Revised).—This is to be used only for communications to be delivered
by hand., The several columns of the register explain themselves.
Column 3 of the register need not be filled up in office in which the
Fair Copy Register is being maintained.

25. (6) Stamp account (FormV, Appendix B).—In this, is entered
the total value of the stamps on eatch batch of letters sent to
the post, and the total daily expenditure and balance at the end of
the day. The Suprintendent, Fair Copying Section is responsible for
the correctness of the entries and of the balance. No attempt is to
be made to enter the value of the stamps affixed to each letter,
as was done in the old despatch register. This is a mere waste of
time. Such entries are never likely to be accurate, and thre is no
It;;)ssible means of checking them. Hence there is no use in making

em.

(7) Periodical register—~In regard to ‘this, see the section
““Periodicals” below. ‘

(8) Call book.—In regard to this, see the section “Disposals?.
below.

(9) Security register—This will be maintained in Form XV
of Appendix B. Vajuables such as cash, notes, etc., having an actual
monetary value will be entered in this register.

During the periodical check of the personal registers the dis-
posals of valuables if any, received should also be checked. Iu
that regard, the following procedure should be followed. The officer,
who has custody of the valuables b.ought on to the security
register will furnish 1o the section head and the clerk concerned, on
the first working day of each month, an extract of the entries in the
security register in respect of the pending items. The concerned
clerk will indicate in the extract the stage of the relevant file and
state the reasons for the non-disposal of the valuables. The correct-
ness of this reply will be checked by the section head who will
then got the reply approved by the Gazetted Assistant of the
Collector concerned. In the cases of Revenu~ Divisional Officer and
Taluk office, the reply of the concerned clerk shouyld be got ap-
proved, through the head clerk by the Revenue Divisional
Officer or Tahsildar., After approval, these extracts should be kept
in a seprate file and put up for security along with the security
register during the periodical check of the register with the
personal register. _

[B.P. Perm., No, 1528 (T), dated 29th December 1968.)
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(10) Copy application register.—This  register should be
maintained in the form prescribed in Board’s Standing Order
No. 173, paragraph 8. Copy stamp paper received with copy
applications and cash for the purchase c¢f copy stamp papers
should be entered in this register and Dot in the security register.

(11) Record issue register~—This Will be retained in the
old form.

26. (12)—A. Special Register of Suits.—Suit papers should be
initially dealt within the Personal Register. After the suits have
been numbered in the Court (in cases there the Government are
the plaintiff or where the written statements have been field
(where the Government are the dofendant) the case should be
transferred to the Special Suits Register in Form VIII-A in
Appandix B after giving the file a final disposal. After that stege,
no further action will be necessary beyond ascertaining from the
Government Pleader concerned from time fo time #8 10 the stage
f the matter. Such correspondence with the Goverpment Pleader
will be only of a routine nature and consist mostly of reminders
and replies thereto. A separate file bearing the serial rumber in the
special suits register should be maintained for sending remainders
to Government Pleader. The Government Pleader concerned
should be be reminded ordinarily once in six montbs, reckoning’
fiom the date on which the case has becn enicred in the suits-
register. Writ petitions and writ appeals shall also be entered
in the suiis register at the appropriate stages. The suits register
shall be maintained separately for each section in an office. The
responsibility for the proper maintenance of the suits register
will be that of the section head. The ontry in the suits register
shotld be closed when the copy of the judgement is received and
the matter thereafter decit with in a personal register curront
tili it is transferred to the ¢‘Special Register for Exccwion
Proceedings® at the appropriate stafe,

B. Special Register for Execution Poceedings—A special
Register in Form VIII-D in Appendix B should be maintained
to watch execution proceedings in Government suits and the
instructions in paragraph 6 of Board’s Standing Order No. 95,
should be followed. At the stage when a case relating to execu-
tion proceedings is transferred to this register, the concerned file
should be given a final disposal. A separate file bearing the
seriz] number of the special register should be maintained for
sending reminders to subordinate officers. In some cases,
reminders may nct be necessary once a month or once a quarter.
So, the periodicity of the reminder should be with reference ¢
the facts of each cases.
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The register should be maintained separately for each section in
an office. The responsibility for the proper maintenance of the regsiter
will be that of the section head. After the descress or orders are
executed and the cost are paid, recovered or written off, the file should
be given final Disposal.

(B.P. Press 38, dated, 19th January 1966.)

(13) Pauper suits register.—A register in Form VIII-B in Appendix B
should be maintained in the case of pauper suits. When a pauper suit
decree is received from the court it should be first entered in the new
case register and a new case number assigned to it. Necessary entries
should be made at the same time in this special register also.

The current will be finally closed when the amount is recovered
or written off. The columns in the special register should be duly filled
up then and there so as to facilitate the preparation of the quarterly
return referred to in paragraph 107 of the Stamp Manual.

(14) Register of immovable properties purchased by Government
in civil court sales—This should be maintained in the Collector’s office
in Form VIII-C in Appendix B with an annually recurring call-book
entry to watch the steps taken for the disposal of such property according
to the instructions in B.P. No. 1147, Mis., dated 11th April 1934.

(15) Special register of important reference from the Board and
Government.—This should be maintained in the Form XVI to Appendix B,
for watching the submission of prompt replies to the important and
Special D.O’s and references from the Board and Government. It
should be maintained by the Personal Assistant who should personally
see that replies to such references and reminders are sent then and there
promptly. It should be submitted to Collector daily for his perusal
if he is at headquarters.

(16) Special register of important references and D.O’s. from the
Board, Government and others—This should be maintained in the Form
XVI given under Appendix B, for watching the submission of prompt
replies to important references from the Board and the Government
including demi-official letters from the Members of the Board of Revenue
Secretaries and Deputy Secretaries to the Government and prominent
non-officials. It should be maintained by the Personal Assistants who
should personally see that replies to such references, reminders and demi-
official letters are sent then and there promptly. Demi-official letters
entered in this register should be acknowledged immediately, except
in cases where the final reply itself could be sent within about a week.
In cases where demi-official letters are not immediately acknowledged,
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'_ﬁrémpt de&ba’tch of the final replies within that period should also be
watched by him. The register should be submitted to the Collector
daily for his perusal if he is at headquarters,

(B.P. Perm No, 298, dated 2nd March 1967.)

Each volume of the Registered Tappal Register should be sent
to the records as and when the pages of the volume are exhausted and
after acknowledgments have been obtained against all the numbers in
the register. Acknowledgment of the record keeper for the receipt: of
each volume of the register should be obtained on the first page of the
‘succeeding volume. - ‘ :

V1. Opening the Tappal.

27. Tt is desirable that, whenever possible, the tappal should be opened
in the Collector’s presence. When the Collector is on tour or whenever
he does not find it convenient to open the tappal himself he may delegate
- this duty to the Personal Assistant. When the tappal is not opened
irr the Collector’s presence, he should make such arrangements as he
considers necessary for seeing all the more important correspondence,
particularly from. the Board and Government, at the earliest possible
“moment. - Important papers where reports are called for by the Board
or the Government within a specified period, papers to which the personal
.attention of the Collector is invited, reminders (including demi-officials)
from Government or the Board and the papers which are time marked
‘by the Collector while perusing the tappals should be entered in a special
register in Form XVI in Appendix B. For instructions regarding the
‘maintenance of his register, vide paragraph 26 (15).

28. Subject to any orders of the Collector when the tappal is opened
by the Personal Assistant or is brought to the Huzur Sarishtadar after
being seen by the Collector and Personal Assistant, the following proce-
dure shall be followed. A clerk hereinafter referred to as the ““ Tappal
-€lerk  should be in attendance.  He enters “ Valuables ™ in the usual
:security register. He takes the Sarishtadar’s initials to all entries in
“this register. If any petition or other communication is recetved which
‘ought to have been addressed to any other officer, he endorses it to the
“office, fills up the standard printed post card informing the cofrespondent
that the communication has been transferred to such other officer for
disposal and gets the endorsement and the post card passed by the Sarish-
tadar. He endorses petitions or other communication to the appropriate
officer, for report or for information, as the Sarishtadar may direct, and
gets- such endorsement passed by the Collector or such officer as the
‘Collector may designate when a communication is transferred by a
higher authority to a subordinate officer for-disposal, the fact should be
intimated by the former to the party concerned, in the prescribed printed
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-vard, with a request that the party may carry on fuither ‘correspondence
directly with the subordinate officer. Similarly he puts up endorsements
returning unstamped or insufficiently stamped petitions, applications
for appointment that are not in the prescribed form, etc., and gets them
passed by the Sarishtadar. In any cases not specified above in which
~Communication can be disposed of or replied to, or information that
+is required can be called for by endorsement or in printed or duplicated
* form letters ” he puts up an endorsement or fills up the appropriate
form, notes the gist on the communication (unless it is sent back in original)
and gets the endorsement or the form and the note passed by the Collector
or such officer as the Collector may designate.

29. The tappal will then be sorted by the tappal clerk according
to sections and placed before the Sarishtadar who will look through it
-and note on it or give orally such instructions as may be necessary.
Papers that should be filed (see paragraph 84 ef seq. below) he will boldly
mark “ F” and if any of the papers coming under the filing system is one
which, in his opinion, requires indexing, he will mark it also with the
letter “ 1. If there are any reminders from Government or the Board
he will send for the connected files and submit notes ot once to the Collec-
tor, explaining the cause of delay and how the matter stands. If any
communication in the tappal is specially urgent, he will arrange for its
being attended to forthwith. He will then distribute the tappal to the
several heads of sections. The heads of sections will deal with it on
exactly the same lines. The detailed instructions for the numbering
and distribution of papers received in tappal given in paragraph 17 should
be strictly adhered to. The heads of sections will also give any instruc-
‘tions that may be necessary, mark papers “ F” or “ F.I. where neces-
sary, arrange for prompt attention to anything that is urgent, or to any
‘orders of the Collector, Personal Assistant or Sarishtadar noted on the
tappal, and distribute the papers to the clerks who are to deal with them.
The head of the section is responsible for seeing that the letter acknow-
ledge in the distribution register, papers entered in it and also make
proper entries in column 4 in it.

VIL Registering.

30. Registering.—As soon as the clerks who are to deal with the
papers receive them, they will register them ar once in the personal
registers (Form I, Appendix B) unless, under paragraph 31 below, they
_shov)Z not be registered. Any delay or neglect in this matter is a very
_ scrious dereliction of duty and will be punished with corresponding

severity. - If a paper is a new case, the clerk dealing with it will enter
- it in column 4 of the personal register. The entry in this column must
.- be framed and arranged exactly like an index title (see chapter on indexing
“below). The clerk will also fill up columns 1 and 3.
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A current that originates in the office is treated just like any other
“new case”. It will be entered in the personal register in column 4
of which the word “ arising ” (that is to say  arising in this office ™)
will be entered after the title.

After entering the new cases, the clerk will enter any old cases against
their appropriate current numbers in column 9 (Reply or fresh current
received. From whom, number and date) and the distribution number
and the date of receipt in column 10.

As soon as the clerk has completed the entries in the personal register
relating to the papers received ¢n any one occasion, which is to be done
with the least possible delay as soon as he receives them, he will send
the register to the Superintendent of Fair Copying Section. If there
are no new cases of course there is no need to send the register to the

Superintendent.

As soon as the Superintendent of Fair Copying Section receives the
personal register, he will enter against the new cases in it the next un-
assigned current numbers in his new case register (Form III, Appendix B).
He will enter against the corresponding numbers in his new case register
the section letter and the clerks number. He will then return the personal

register to the clerk.

On receiving back the personal register, the clerk will enter the current
aumbers on the new case files.

When the subject clerk submits a file to the head of his section or he
" latter submits a file to the Collector or other superior officer, the clerk
will note the fact (e.g. 1st April 1921) in column 6 (submitted by the
clerk) in the personal register and similarly when he receives the file
back he will note the date on which he receives it in column 7.

31. What papers need not be registered (i.e., not brought to the
personal register).—Papers marked “F” i.e., “File” see below in the
seccion ‘“‘disposals” need not be brought to Personal Register, unless
it is found actually necessary to initiate any correspondence in
regard to them (other than merely communicating them to subordi-
nate officers or calling for spare copies). Other papers not brought

- to Pegsonal Register should be disposed of as ‘‘L.Dis., P.(Distr.)”
or N. Dis. P. ‘(Distr.)’ asthe case may be where ‘P’ is the distribution
register number and “‘(Disir.) would indicate clearly that is a
distribation register number and not a New Case Register: number.
Asaa example of the sort of papers that will be marked ‘N. Dis.
P. (Distr.)” may be mqnuoned applications for applications for
appointments which are in the prescribed form and which are returned
‘with aa endorsement to that effect, petitions which are returned with
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an endorsement to the effect that they are insufficiently stamped and
unimpoitant papers which ought to have been addressed to some other
officer, and are endorsed to such officer. Papers are not to be marked
“L.Dis. P. (Distr.)’ or ‘N. Dis. P. (Distr.)’ by any one except the officer
opening the tappal unless under the specific orders of the Collectos.
Papeis marked “L.Dis. P. (Distr.)” will be kept in a separate “Lodged”
bundle and desiroyed after one year. Inregard to the registration
of peiiodicals see the seciion 0a periodicals below. No paper that is
to be entered in any ocher register (except the security register, special
registers for Government suits and pavper suits and of course the new
case register) must be entered also in the personal register.

32. Gui-licence renewal applicaiions~ In the past it has been the-
practice in some disiricts 0 regisier these annually by thousands
in the ordinary current regiscer, though therenewal of the vast majority
of them is a mere routine matter in regard to which thereisno corres-
pondence wWhatever.

These should not be registered in the personal register at all. The
date of tt e application for renewal should be entered above rhe line in
the renewal column for the year in the Register of Gun Licences. Under
this should be entered in due cotirse “R” (“Renewed”) or < (“Can.
celled”), and the date of the order. Shoul_d any correspondence arise
in connexion with an application (asit willin every case that ultimately
resultsin canceilation) a new current will be opened for it and this will be
assigned a new case number and be entered in a personal register in the
usual way. The new case number will then be noted against the
application in the licence register. Such correspondence should ordi-
narily be given an “R” or D> disposal (according to the importance
ofthe case) and be indexed. Papersrelatingto ordinary cases of renewal
should be filed in numerical order—examined by thelicence number—
in one or more annual bundles or files. (See section on filing.) They
should be destroyed after the renewal or cancellation of the licences
ta the following year.

32-A. Plaque correspondeiice—Plague  correspondence should
be eatered in the personal register of the clerk dealing with the subject
the title of each new case bzing started withthe Word ““Plague” in red
ink. The personal register should be inspected twice a week by the
head of the section and frequently by the head of the office or by 4
gazetted assistani deputed by the Collector when the Collector is the
head of the office.

33. Special arrangements when clerks are on tour—When clerks
arein camd, ths Sarishtadar orif heis also-on four, some other officer
specially designated to perform the duties in his absence, will read

506-1—2 .
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the papers in the daily tappal with which these clerks have to deal,sort
them with the assistaace of the tappal clerk and send them to camp.
The subject clerk will separate the new cases tromthe old, give them
serial numbers in his personal register and send a requisition for a
new case num bers to the SuPerintendent, Fair Copying Section,ona
separate sheet of paper noting the serial numbers of the personal register,
together with the full title heads. After assigning new case numbeis
against the serial aumbers of the personal register, the Superintendent,
Fair Copying Section, will return the list to camp, Onreceipt, the
clerk concerned willenter the new numbers in column 2 of the personal
register against the respective said numbers. This procedure will also
apply to cases “‘arising” and to petitions presented to the Collector
in camp.

If in a1y c152 4 refereice has 10 beisstied urgently before the new
case At i1s Dee assigned, it should bear the serial number of the

pap3t ia Sz pasonal regisier withthe sec:ion letter, the clerk’s number
aad the word (‘camp’) as a temporary number.

Viii. RefereBsing, arrangement of file, Doting, etc.

34. Referencing.—Every clerk into whose hands any paper or
fila crmas Wwa3inar 0 b refareacad, raii-copied or despatched or for
tne preparation of a adte or draft or any other purpose, must write
fis initial with the date on it irt ink, as sooa as he gets, it.

35. As soon asthe clerk who has to deal with a paper has registered
it—it it should beregistered—he will next see that all the stamps have
been properly puainched (see seciion ‘‘Miscellaneous” below). He
will thea siudy it aad see waether any previous papers are required in
order to deal with it aad for this purpose should consult both his index
and his personal register This is of great importance, for one thing
to prevent old cases being treated by mistake as new cases. If this
mistakeis committed, the same subject may be deal¢ with simultaneously
in two separace cirrencs and mich confasion may arise. Time may
also bs wasied in oiher ways, for example, in making a reference to
some other officsr, which would have been seen at once to be unnecessary
if the [ndex had beea consulied and some other file on the same subject
had this been fouad. The clerk will then send a requisition on the
proper printed slip to the record-Keeper for such necessary files as he
may aimself be able ;o trace aad he record-keeper will issue these with
the least possible delay, and also send with them any other papers
whichappear to benccessary. He mastalwaysputup all the ““Backward
a1l Forward Files” marked on the disposal jackets of the papers

put up.
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36. Current file and its arrangement.—As soon as the clerk dealing
with the file receives the previous papers he will arrange the current
file and thz papers pat bp for reference (laid #gr and not folded)
on a fla: file pad marked “Ordinary”’, “Urgent’” or “Very urgeni’
as may be appropriate. The papers forming the current file will
be tagged together and not pinned or tied with cotton. A hole
should be punched in ihe leit haad upper corner of each paper
with a proper punch and the tag will be passed tiirough the holes.
Files must not be tagged untidly or so that the pages cannot be
turned over fteely and read easily, nor must the holes be pocked
in the papers with the poitied end of the tags. A blue fly-leaf
marked “‘Current file” must be placed at the top ofthe current
file to disiinguish it from the notes and papers putup for reference.
The papers 1n the cirrent file mast be arranged in chronological
order beginning from the top, and the pages must be numbered
neatly in red ink in the same order. Both sides of each page must be
aumDered eventhough one of the sides may be blank. Reminders
(including demi-official reminders) and replies thereto which are not
relevant to the sibject-matier of the file and originals of drafts of which
aclean copytyped orother wise aas been put into the current file, should
be tagged cogather and placed at ihe bottom of the file. Theyshould be
kept there until the file is finally disposed of and should then be
dsstroyed. If howsver, any eagliry as to the cause of delay in the
disposal of the fils is peading or is contemplated then, they should not
be destroyed till the enquiry is completed.

37. Demi-official and unofficial communications havinga clear
bearing on thz correspondence must be attached to the current
file while those which are not of this desctiption, that is, those
which are not necessary for understanding the progress of the corres-
pondence, should be aitached to the note-file. . It the demi-official
or unoficigl communication contains anything confidential it should
not go into the file at all, ualess the file itself 1s confidential. When
simple and short demi-officials have to be put up they may be written
in continuation of the main file as far as possible. Maps and statements
in book form must not be tagged wich the current files. They will be
kept separately immediately uaderneath the curreni file. Disposal
files put up forreference willbeart anged under the current filein chrono-
logical order, the earliest file at the bottom, then the next oldest and so
on.

38. Referance to authorities quoted.—*“Flagging”—A reference to
every paper quoted in the current will be noted on the margin of the
current in pencil. Every disposal file put up for reference to which
reference is actually made in the current or notes must be flagged. No
flags must be attahced to the current or note files themselves

506- —2A



20 ' DISTTRIGT OFFIGE MANU AL

References to these will be made by quoting the number of the page.
Maps aad statemenis will be flagged.” Flags will be attached by paper
fasteaars a1d not by pins, and waen attached to a disposal file will be
afixed to the browa paper ‘‘jacked” of the file, and not to any of the
paparsin the file. As far as possible flags should be arranged in
alpaibatical order, and in such a way as readily to catch the eye. Tius
if flag A isafixed to the bottom file (flag B will be affixed to the one next
aboveit and so oa). Tiey will also be arranged so that one flag does
not cover another. There must only be one flag oncach file put
up for reference. Care must be taken not to use more than one flag
bearing the same letter or number on the same occasion.

39. Linking files..—When it is necessary to refer in one file to another
file that has not been dispesed of, the two files will be “ linked ”, ic.,
.the file put up for reference will be put under other file, and the strings
of the lower file, but not its faps, will be tied round the upper file. The
strings of the upper file will be tied underneath it in a bow out of the
way, so that one may not have the trouble of untying and retying two
sets of strings. Each file will thus be intact with its note file, current file
and reference files, properly arranged on its own pad. The two pads
must not be put together at the bottom with the contents of the two files
mixed together above them. Files are not to be linked * unnecessarily,
or merely because they deal with similar cases, but only when it is neces-
sary to refer to a paper in one file in order to dispose of the other, or
when the orders passed on the one will apply to the other.

40. Note file—No notes must be written on the currents except
very simple ones. Other notes must be written on both sides of the
paper prescribed for the purpose. This is of two kinds-one with a margin
half the width of the paper and the other with a margin one-third of its
width. The former should only be used when the subject dealt with is
such as to invite marginal comments or orders, for instance, when orders
have to be passed on a great number of points, as in a note dealing with
the question of revising rules or amending an Act. The note connected
with any subject will run continuously from the inception of the file
until final orders are passed. The mnote file will be separate from
the current file and its pages will be numbered in a separate series in
black ink. At the top of the note file will be placed a yellow fly leaf.
Tts pages will be tagged like those of the current file. At the head of
the first page of the note will be written the title of the file which should
be identical with the entry in column (4) of the personal register and
should in any case be arranged as laid down in the chapter on indexing.
If the subject originated with a communication from outside, the refe-
rence number and date of such communication should follow. Nothing
is ever to be written on the blue and yellow fly leaves. They are never
to be sent out of the office except when an * unofficia * reference is
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made, and they are to be removed from a file as soon as it is closed and
used again. The notes should not be removed from files submitted to -
the Board of Revenue or to the Government, but should be removed -
from files produced in courts.

41. Object and contents of a note—The aim of a note should be .
to present in the most intelligible, condensed and convenient from possible
the facts of the case to be dealt with, including its past history, the points
for decision, useful precedents, and the material provisions of the law
or rules governing it, supported by full references to the current file or
to previous correspondence and, to Acts or other official publications,
enabling every fact stated to be verified, and every authority cited to be
consulted in original. It should not merely reproduce the matter of the
current file, still less should it expand it. It should of course supply
deficiencies or omission and correct and any error or explain any ambig- .
“nity in the current, and draw attention to points on which fuller infor-
mation may be necessary before orders can be passed. If a report is
full, accurate and clear, a short note summarizing the salient poinis
on which orders should be passed will be sufficient.

42. It is not necessary to set forth afresh any summary of facts or
discussion of principles which already exists in an adequate form in any -
previous file. It will be sufficient in such a case to draw attention to the
previous file, and then add such fresh matters as may be required. But
great care should be taken not to overlook any new points. It may
be sufficient simply to refer to the notes in the previous file, but it should
be carefully verified whether there are any fresh points raised in the
later communication and if there are any fresh points raised in the later
communication, and if there are they should be noted on.

43. When a draft may be put up ftogether with the note.—In simnle
cases, and whenever if is obvious what course should be adopted, a
draft may be put up at the same time as the note is submitted for orders.
Even in fairly complicated cases this may some times be done, especially
if the draft is one asking for further information. The Collector may
pass the draft or amplify it, or modify it. If he requires further infor-
mation from the office he will ask for it. Of course even in such a-case,
if necessary, a note must be put up explaining the necessary for any
question asked in the draft, referring, it may be, to the Act, or the rules,
or some order of the Board or of the Coliector himself, orto the previous
history of the case. If the Collector is not sure 10 find the draft selt
explanatory, there should be a mnote to cxplain . The point is thia
the note and the draft should not be identica:, or rearly so. when thts
can be avoided. -
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44. When a draft is put up, the words “Draft submitted”” with date
and initials should be entered at the foot of the note. When the refe-
-ence or order is issued, its date and the name of the officer. to whom it
:s sent should be entered below the words “‘ Draft submitted ”. Below
the entry relating to the reference, the receipt of the reply to that reference
should be noted in the same way. Against each entry in the note file
relating to the receipt or despatch of a communication, the number of
the page or pages of the current file at which the paper is question is
to be found will be entered, to facilitate reference to the correspondence.

45, References to authorities quoted in the note—For every statement
made in the note, except expressions of opinion, which should not be
offered by officers lower in rank than the heads of sections, an
authority must be cited, and such authority must be noted in the margin.
When such authority is to be found in the current file itself, the page
at which it is to be found, and the number of the relevant paragraph on
such page will be noted ; when it is contained in a previous disposal
file, the number and the date of such disposal file, the number of the
page in that file, the number of the paragraph which contains the rele-
vant information and the letter or number borne by the flag attached
to the file, will all be noted in the margin ; “ and when it is contained
in a linked file, the current number of the linked file and the number
of the page and relevant paragraph in the linked file will also be noted
in the margin.” It is not sufficient to note the flag-letter or number
alone, as if this is done, and the paper is put up subsequently (perhaps
years later) for reference in connexion with some other case, it will be
difficult to trace the various references. Passages in the current and note
files should always be referred to in the notes by the number of the
page on which they occur. No flag should be attached to the current
file or note file. Nothing whatever except the reference is to be written
in the margin of the notes, which is reserved for the Collectors orders
ett)tédﬁ]reénarks. Notes passing between members of the staff should not

ed.

46. Replies to Collector’s query.—When the Collector writes a ques-
tion in the margin of the note, the reply to it is to be written in conti-
nuation of the note, and not in the margin. The Collector’s question
will be copied out fresh at the end of the note, and the answer written
delow the copy; or the letters A, B, etc., will be written boldly against
each such question, and the answers marked with the corresponding
letters, written at the end of the note. If the Collector writes any ques-
tions on drafts or currents, they will be similarly dealt with, and the ans-
wers written in continuation of the note; and if a note file has not been
opened already, one will be opened for the purpose.

41. Opening a ﬁesh file for a separate subject arising out of a current
file—When in the course of dealing with a subject any fresh subject
arises, with which it is desirable ta deal separately, extracts will be taken
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of the parts of the current file and note file relating to the fresh subject,
and with these a separate file will be started. This will probably be
necessary whenever the original title of the file no longer correctly describe
the actual subject under correspondence, and not otherwise. The
general principles laid down in regard to indexing apply to such file
as much as to correspondance originating with on outside reference.
It must also be numbered as a new case and registered.

48. Reference to Acts, books, etc.—Whenever a book is referred to
in a note the numbers of the relevant page, paragraph, clause, etc., are
to be given, and also the number of thebook in the List of the books
of reference which the Collector always has on or near his office table.
These books should be numbered boldly on labels affixed to their backs
and a list of them and of their number should be complied and printed.
One copy of this list should be pasted on cardboard and kept on the
Collector’s table, and each clerk should be provided with a copy of it.
The books will be referred to thus, ¢.g., pagragraph 4 (II)
of B.S.0. No. , page , Book No. 317”. When
an Act is referred to,....the number and short title of the Act will be
given, including the legislative authority that passed it Tamil Nadu
or India, e.g., “The Tamil Nadu Court of Wards Actl of 19027
or “The Indian Treasure Trove Act VI of 1878 (India)”. If the Act
quoted is printed in any of the books in the Collector’s list, e.g., the
Tamil Nadu Code or the Unrepealed Acts of the Government of India,
the number of the book and the number of the page to be referred to will
be noted.  In other cases a spare copy of the Act will be put up.
If any book not included in the Collector’s list is quoted, it will be
put up with the file. Such books and Acts will be placed above the
flaps of the file, and not under them.

49, Responsibility o) heads o] sections—Heads of secctionS must
remambear that they are responsibls for the style and accuracy of the
notes and drafts procceding from their sections, and that they cannot
throw that responsibillty on their clerks. Whena cerlk’s note is wrong
or imp:rfect, a fresh note should be preparcd and the other removed.
The h-ad of the secion must not submit the wrong note after merely
adding his own note correcrdng it. Supsreseded notes should generally
e destroyzd. If tho hiad of the secion thinks it necessary, they may
b= Kzp: at the bottom of ths 2ntire bundle nex: 1o the pad. Theyshould
sever be filed in the current or note files and they should be destroyed
when the file is finally closed. The clerk directly in charge of the file,,
and the head of the saction concarned, will botii write their initials with:
the date, at the left hand corner below each inssalment of the note,
Explanation and no:es of a p:rsonal natarz will 92 signed legibly with
the fuli aa ne of thz o Aosr sub nictingth:m, jnclading the tides ** Ayyar
Ayyaagar, Rao, Pillai, Nayadu, Madaliar, ete,,’ and will be kep
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separately from the note file and flagged, and will be merely referred
tointhe not file thus  “ The clerk’s Explanation is submitted, Flag A”
“Th2 szction h=ad is as much responsible for the accuracy of factsina
note or draft put up by a sup:rior officer asif he had prepared it him-self
and should th:refore, chick ths correctness of the facts before the draft
is issued. H:= snould bring to the notice of the superior officers concerned
any arrors or inacciracies and have the draft suitably recast wherever
it is necessary to do So.

49-A. Reference to previous discussions—Any discussion of an
important issue without reference to its previous history would be
incomplste and in some cas:s even highly embarassing, offlcers and other
membars of the staff should therefore, ensure that while going into a
qa:s.ion, all previous discassions are duly taken note of. The following
guide lin2s ar2, thirefore, laid down for the benefit of all the Government
servants including officers,—

(1) a through pzrsonal scrutiny of every paper of files should
b> mads b fore passing orders or drafting a repert to their superiors ;

(2) an imaginative effort to find out whether the maiter before them
is likzly to hav: had previous history or whether a situation similar to
the one dzalt within that file would have arisen in the past should also
"be made ;

(3) it shoald b: ensurzd that propar disposals are given to cases
and that th> numbars of the previous and subsequent disposals are duly
not=d on the back of the disposal jacRets ;

(4 a through study of the file should be made with a view to
finding ouat wh:ch r there is evidence in the file itself suggesting that the
matter had bsen considered on an ecarlier occasion ;

(5) care shoald b: taken to ensure that propst ““titles” are chosen
for ths fi1al dis2ysals, to facilitate subsequent identification and tracing
of the disposal ;

(6) it should also bz ensured that prompt prepafation of indices
of disposals is made ; and
k

(7) indiczs should be consulted before notes are put up

The Collectors of all districts are requested to acknowledge the receipt
of this Board’s proceedings on early.



25

IX. Draiting

50, Title to be written at head of drajt.—At the head of every draft
letter, proc :edings, or memorandum, Jhe title must be written. 1t should
be framed and arranged exactly like an index file. (See the section on
indexing bzlow) Ina letter this will come after the word *“Sir”, “Madam”
or “Gentleman”. On no account are titles or “purports” to be written
on the backs of letters or proceedings, or on separate docket sheets
atgchedro them, This traditional but absurd practice should be stopped
in all offices. This title should come after the word “‘Sir”, even when
old C.F. 31 is uszd which provides a space for the “subject  at the heaa
of the sheet and thereby was.es about a qurter of a sheet of paper. New
C.F. 21 providss for :h= ins:- 1 ion of the title in the proper place. After
the title, and s para.ed by a linc cr a row of asterisks from the body ot
the lstier, should come the numb:r (if is has onc) and date of any com-
munica‘ion to which th: draftsis a reply, and alse the numbersand dates
of any oth:r co nmunications or fil¢és, the quotation of which may ve
helpfuleither to the issuing office or to any one i0 whom the communica
tion is addresssd, or :0 whom copy of it is sent. Thus if the alicnatiow
of a pcie: of land to a municipality is sanctioncd, and the proceedings
are communicated to the Chzirman zad also te the Tahsildar, and to
the Special Settlement Officer, the numbers and dates of the last com-
munication in any coitespondence that has been received from each
of these officers on the subject should be given. Sometime also the
numbsr of older correspondence from their officer on the same subject
in previous years may be useful. Such references are of great help to
the officers to-whom the proceeding are sent because they enable them
at once to trace the connected correspondence in their office. '

" 51. Examples of title .—The following illustrations will 'mak\‘:”tﬁg
last paragraph clear :— :

(1) 4 memorandum——

“ Encroachment—Srikrishnapuram taluk—Nallur village—S.No.
466—Assignment—Chinnneswami Pillai (B)—Petition, dated 21st- June
1921 Tahsildar’s D. Dis. No. 1075/21, dated 1st August 1921’
.. “The petitioner must vacate the emcroachment at once, = The
land will not be assigned to him.” S s

(2) Proceedings— :

“Transfer—Dry to wet Tirunarayanzpuram taluk—Peraiyur
village—S.No. 322—Krishna Ayyangar (D).—Refused”.
“Petition, dated 12th September 1920—Tahsildar’s N. Dis,
No. 398/20, dated 6th December 1920— Executive Engineer’s Ne. 177,
'iri‘igatiqn,dated 6th June 1921.” IR

" “The land will not be transferred to wet. The petitioner s

warned that if he uses tank water forit, prohibitory water rate will 6s
i » . o :
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52. Form of proceedings.—The ol fashioned method of drafting
proceecing with a long preamble “reading & veriety of previcus pepers
including ihat on which orders were pessed, end setiing forth their
purports inlong-winded pharseclogy, wasted much labour and stetionery.
Ofien the result was that preciscly the same matter was sct forthat least
twice 3 once (if not oftener)inthe prezmble, 2nd zgeininthe preceedings
The principle to be cbserevd may be stated brieflly thus ;3 The order
should be completein itself. Thetitle should appear at the hezd followed
by such description (cflice of origin, current of disposal number, date,
etc.) of the communications with reference to which the proceedings.
arc passed, as will be sufficient to enable znd officer to whom it is ccm-
municated to trace any previcus correspondence ¢h the subject in his
office without delay.

53. Enclosure to be minimised—The rule that every communmnication
should as fur as possible be complete in itself is to be strictly observed,
1t follows that the practice of enclosing in officizl communications copies
of communications received from other officers, subordinate or other-
wise. or from privete individual should be avoided. No such copy is
10 be sent as an enclosure to any communication issuing from the office
without the specific orders of the Collector.. .. It hes been the practice
in many offices in the past, sometimes to issue meagre communications,
which could not be understoed without stvdying & mess f volumincus
enclosures, and at other times to issue communications ccmplete in
themselves but accompanied by enclosures containing the same matter
exp-essed—psrhaps more than once— With more or less variety of form.
The former method wastes the time of the officer addressed 3 the latter
wastes both his time and that of the office from which the communication
issues.

A somewhat similar point is that partiuclars should not be “noted
in the margin” when it is as convenient—not to say more so— to enter
them in the body of the letter.

54. Office copies, form-letters and proceedings.—1In a great many
cases there is no need to keep an office copy at all. To give only a few
examples, in acknowledging the return of records, in submitting records
in replying to some samplc grestion or request it is generally quite
immaterial what the precise form of the communication was. In cases
of this sort, all that is necessary is to note briefly on the current file or
the note file of there is one, or, if thete is no note file and the communica-
ttion has been returned in original in the Personal, Register, that a
reply has beensent, and its gist. For instance, * Acknowledged.
I2th PFebruary 1920 “ Replied that we have nct information
14 th Juae 1920. “Records forwarded, Ist July 1920.” “Allowed {ime
till I3th October 1920 (Ist September 1920)." “Extension refused.
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Ist August 1920 This method is pariicularly applicable where a lettel
or memorandum cr proceedings in a printed or duplicated form have
beenissued, as onv ihcn knows exactly what the form of the
communication was. All that need be noted, instead of keeping
anoffice-copy, is the piidculers cnicred in the blanks inthe form-letter,
etc., and the gis' of any.hing added to it in manuscript. The use of
such form-letteis is a most important cevise for seving labour andtime,
and opportuiities for its extention shoild be watched for constantly
and seized whenever they present themselves. The observance of these
rules will save stationery as well as labour, not to mention space on the
recorcracks. In many offices an intelligent use of duplicators is not
made. It scems to be thought that they are only of use when circulars
have to biss.ed, whercas they should be used whenever communications
have frequently to bx issued ideniical in form and only differing in parti-
culars. Whenever possible, standardized ; {forms should be printed and
used for putiing up notes and drafts and the Collector should continvously
investigate the possibility of extending the use of standardized fcims
and should particularly lock into the matter at the time of inspection
of subordinate offices.

55. Office-copi:=s and fair-copies 10 be typed together when possible,—
Much tims and labour is seved if in simple cases the office submit a fair-
copy and an officz-copy simultancously, typed together by the use of
carbon paper. In simple cases the precise wording is more or less im-
material, and, even if the grammar is not above ctiticis this is of little
imporiance provided thet there is no ambiguity. Moreover, if clerks
are encourag: d to take the risk of putting up a fzir copy they are likely
to take m:re care over their drafling. They should also be quite capable
of learning to draft correctly in simple czses. They can ofien find a
president whichthcy can more or less closely follow. They should
also be farnished with <tock paragraphs to be used either separately or
incombinaiion in simple cases. Whenitis a qiiestion of communicating
somes Government Order, or Proccedings of the Board of Reuenue,
which it is not necessary or desirable simply to send on with an endorse-
ment, the simplest course is for the drafiing clerk to make the requisite
modifications and additons on the order or proceedings themselves
in pencil, and the typist can then type office-copy and fair-copy together.
Where they can be typed simultaneously, it saves thetime of all concerned
from the Collector who istroubled with the fle only once instead of
twice, down to the clerk and the typist, one of whom at least is saved
the irouble of making a separate fair-copy. Whether in type or manus.
cript. Moreover about a day‘s delay is saved when office and fair-copies
are typed simulianeocusly

56. Unnecessary reference and piecemeal references.—No reference
should be made to a subrrdincte officer, or to any one else, which is
not absolutely necessary. No information should be calied for from
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a subordinate officer, or from any one else, which can be gathered from
the records in the, Collector’s office. Such unmecessary references may
often be avcided by carefully consulting the index, end trecing and exa- -
mining previous correspondence. incompetent or lezy clerks zre fond
of asking unnecessary questions either to save themselves from troyble
or to get tid of the paper for the time-bging and so reduce the apparent
pendency of papers. Moreover when a reference hes to be mede, greet
care should be takento see that all the points on which a report is required
are specified and that pro formas for sending replies, are prescribed where-
ever possible, A common and very sericus feult, and z fiequent ecuse
of délay, is to call for information piecemeal, i.c., afier one reference
has been answered, a second is made which should have been embodied
“in the first. The feults referred to in this paragrzph are characteristic
of an inferior class of clerks, and also indicate ipedequete supervisic .
It is for the Personal Assistant, the Sarishteder end hoeds of secticns
to prevent them. The Personal Assistant or other cfficer who pesses
“Routine » drafts for the Collcctor must nct perfcrm his Cutics in a
mechanical or perfunctory manner and must pzy particuler aitenticn
to the points referred to in this paragreph emong othess.

57. Communicajion of orders on written represeniations—Qn every
written representation teceived whether frem a Goverrment s€1viat
or a member of the public formzl orders should be passed anda commun-
cation couched in courtecus language should be sent intimating the
decision. When a written representation is rejected the ressons in brief
shonld invariably be indicated in the reply, unless the Collector or the
head of office specifically directs will help to assure the recipient of the
orders that bis request has received due consideraticn and that it hes”
not been curtly rejected. When the orders ave to be communicated to
the persons concerned through any other appropriate zuthority care
should be taken to see that only the purport of the orders or so much
of the text as may bear immediately on the representation (inch dirg
the reasons for the decision) is communicated to the petitioner. The
full text of the orders should not be communicated, if portions therecf
are meant only for others.

58. Nature of disposal and other paiticulars to be entered.on the draft. -
On every draft must be noted clearly whether it is intended to issue gs
a reference or as a disposal, and the latter case whether it is to be an
R,ap,aK,anL,oran Ndisposal. Great care must be takento write
these important letter s and the sectionletters and all numbers very clearly
both on the drafts and the fair copies. This may sound obvious and
superfluous, but cases have occured in which much time was wasted
owing to-“L >, having bzen writien so as to look like “D” so that a
disposal was sought for vainly in the wrong bundle—though one would
have supposed that the letters L and p were sufficiently dissimilar.
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Another piece of carelessness is to wire “B”’ s0 as to be mistaken by
correspondents for ““ 13 > so thzt in their replies they quote an unintelli-
gible reference. Itisthe duty of all clerks and all section heads to initial
the above letters in addition to any initials they affix in any other part
of the file. These initials are to be understood as a certificate that the
clerk or the section head has considered the proper method of disposal
of the file. Where there is a note file, a note should end by referring
to the p-oposed disposal of the file as R. pis., D.Dis., K. Dis., or L.Dis.

59. Endorsements or N. references and disposals.—Whenever possible
and convenient, petitions and communicstions, official or unofficial
asking for information should be returned in original, with the reply
or order, or the call for further information endorsed on them. The
letter “N ™ prefixed to the number of a reference or dispcsal means
that the papeis are sent out in original when an “ N ” reference is made
an “ N © reference slip should be filled up and kept, to take the place
of the file unless there is a4 note file. Reminders received or issued on
a paper that has been sent out with an *“ N » reference should be ncted
on the *“ N’ reference slip or on the note file, as the case may be. The
form of ““ N 7 reference slip will be found in Appendix B.

60. Replies to reminders.—Much time is wasted in sending replies
to reminders that do nct call for a reply. This is quite unnecessary,
unless the reply to the reference has already been sent, and that so long
ago that the : eceipt of a reminder suggests that it must have either gone
astray or been mislaid or overlooked. Inm that case the pcint shculd be
cleared up and if the matter is of any urgency a copy of the reply sent
to the originel reference should at once be sent to the officer issuing the
reminder. If,onthe other hand, a reminder is received from the superior
authority, calling for a reply to such reminder, a reply explaining the
cause of delay should be sent at once. In regard to reminders from
Government and the Board see paragreph 29 above.

61. Place of the draft in the file.—Drafis should be on a separate
sheet of paper, except such disposals &s “ R. Djs. 7, “ D. Dis.””, ““ L. Dis™".
« Communicated to . . . ** and very simple drafis which may be written
on the last sheet of the currentitself,if there is rcom. Drafts on separate
sheets must be placed below the note file an above the curtent file. They
must not be tagged to either. After issue, the draft will be tégged in
its proper place according to chronological order in the current file.

X Style in Notes and Drafts.

62. The following instructions will be observed in drafting- and - alse
in writing notes:—3 & ‘ | ST

(i) “ Government » will be treated as a plural nounand ‘Boaid’,
as a singular v o
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(ii) The words “instant**, * Proximo *’, **idem*’ and * Ultimo *’
are not to be used. They are not necessarily even abbrevistions, snd
the possess no other recommendation. On the cenirary, they lead to
confusion and one hes to take the trouble of locking at the date of the
letter to find out what they mean. The names of th: months must in
varizbly be used insteed. :

(iif) “ The same > must not be use¢ insteed of “it ** or some other
simple word.

(iv) Nor must the expression “‘the undersigncd *° be used. It is
very ugly and usually, or ofien, inzceurste, as the persen who signs is
often as a matter of fact not the person to whom the expression ““the
andersigned ** is intended to refer, e.g., the person whe * view with dis-
pleasure | etc.,is the Collector, but the person who signs is the Parsens]
Assistant.

{v) While avoiding slang, one should aim at an easy natural style
a3 near as possible to spoken English. Clerks usually write in a style
in which they woul' never talk, however modesi their proficiency in
that language. Thus they hebitually use such needlessly formal words
as ““therein” and “‘thereon® insteed of “in it »” or
“ onit”, and they have a strange preference for passive verb over
active verbs (“It is not understood ¥ for “ I do no
understand , ‘‘ It should bereported for >’ “The Tahsildar etc., should
report”) and for nouns over Verbs ‘‘ the date of issue of the order should
be reported by pim” for he should repori when heissued the order”
particulars that make the style at once vague and clusmy. They use such
phrases as*‘ make theirassessment™ instead of the simple verb ““assess”.
They also prefer long words to short ones (‘“‘purchase” to *“buy”,
‘“ commence’’ to ‘‘ begin >’ and ‘‘omitted to” or ‘‘failed to” tothe
simple ‘‘ did not ”’—the two latter are very common) and often insert
words or phrases wiich add nothing to the meaning ““cases of inams”’=
“inams ” ‘‘ building purposes” = ‘* building”, ** make enquiries”=
““enquaire”). Where ‘“omit”by istelf is proper and sufficient clerksdisplay
their love ofthe redundant by suchphrases as‘‘ has been omitted to be
entered intheregister” instead of simply ‘‘has been omitted from the
regisier’’ Another widesPread efror is the use of ““ for being *(instead
of ” “to be” and °* for doing” instead of *“to do ’(““ returned for being
stamped ** instead of ““to be stamped”). If the Collector orders that
a clerk should be punished ‘‘for being impertinent it does not mean”
in order to make him impertinent.

(vi) Foreign or classical words and experessions should be avoided
asfar aspossible,and in particular ““infra’ and ‘‘ supra ” should not
be used instead of below”” and‘‘ above”. Theyare inno way superior
to their English equivalents. Noris ‘“vide” preferable to *“ see * or
please see” ‘‘Please vide”in ridiculous. Instead of bonafide”
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write *‘ genaine™, Hideous hybrid words such as ““filed war ” should
always beavoided. Convenience is not a sufficient excuse for jargon
of this sort. Vernacular wordsshould only beused when their meaning
cannot be expressed equally well in English. There is no objection
interlarding what is supposed to be English with terms like * Bhustithi **
Short sentences areinaccordance withthegeniusof the Englishlanguage.
*“ The Collector’s attentionis invitedtoB.P.......... Heis requested
.......... ?is beiter than “‘The Collector’s attention is invited to B.P.
............ and he is requested”. ““In cases in which” is a clumsy
" phrase for which *‘ when”, ““where” of “If” can usually be substi-

tuied. The word ‘“‘necessary” is usually superflows in sich phrases
as ““the nessary entries”, ‘‘ the necessary corrections”, *“ the necessary
instructions”, etc.

The vague and ugly phrase ““do the needful” should never be used.
Either state difinitely whatisto bedoneor say*‘ do what is necessary”
or something of that sort. The word “* avail” isa very awkward one,
as it is a reflexive and also takes “‘ of” after it. It is better avoided.
Moreaver, if you do use it you must not say*‘ the leave was availed
of ” or “I availed of the leave”, still less ** he is permitted to avail the
holidays”. You must say *‘ I availed myself of the leave” and so on.
But why not simply say took theleave”? ‘ Available » also is a bad
word. Like most of the blemishesin Clerical English, it is apparenily
cherished forits vagueness. TheSecretary wasoncetold inthe Boards®
office that a register was ‘‘ not readily available”. This might have
meant mauyihings, for example, thatthebook was needed forreference
by one of the Mzmbers, or had been sent somewhere out of the cffice,
or was locked up and the key was elsewherc. The fact was that the
register had been lost. [tis very annoyingto have one’s work increased
by havingto seaid a noce back to ask what it means.

(vii) *“ Split infinitives” should be avoided, that isto say, write
“kindly to state” not ““io kindly state”. A very common and equally
objectionable feature official communication is a similar splitting
of other verbal phrases,toriastance ‘“ The Collector will,in the circu.
mstances now stated, berequested ”’ is morelike German than English.
Itis q1ite as easyto say ” In the circamstances now staied the Collector
willberequested to ........ ” Do noi write* marginally noted * which
could only mean ** having marginal notes ”. Write *‘ noted in margin”.
Simiiarly * plan-marked’ could only mean *‘marked with plans”(Com-
pare ¢ pock-marked”’) and *‘plaint-mentioned” neither d oesnor possible
could mean anything.

-(viii) Instead of such a phrase as ““ the figures for 1914, 1915 and
1916 were 256, 257 and 348, respectively’® which is confusing write
*: he figure for 1914 was 256, that for 1915 was 257 and that for 1916
tlas 348 . Thisislittle,ifatall,longer andisperfectlyclear. ““Former”’
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“a1d ““fatter” should also be avoided asconstant sources of confusion.
Stipshod abbreviations such as ‘‘para.” for paragraph should not be
used. Do not ride any phrase to death. Some clerks begin every letter
with the pharse‘* withrefrence to 7. It is beiter to vary the phrase so
as to make it morg definite. Say ** In reply to ” ““Asdirected in ”* and

" 30 ont : or beginin narrativeform*‘intheirorder. ........... Ceeraans

- Government direct........ . Avoid the phrase’” with advertence to

- «“YWho all” and ‘“ what all> are not English but translations of Tamil
phrases for which there are no exact English equivalents. In ordinary
English “‘incase” doesnot meanthesameas if”, ‘‘ {shalitakemy'
umbrella in case it rains> means ** so asto be prepared for rain . Nor
does ** as wellas” mean the same as “‘and”. Iiismuchmoreemphatic.
1t would beabsurd tosay‘‘ a man was 5 feet 8 inches highas wellas 21
years of age’”’. But you might well saythat he** was a good painter as

* well asaremarkable muscian >, The unusual nature of the combination
is hore emphasized. Clerksare very fond however, of writing “as well as”
for “and ” aad ‘‘incase” for *if”, presumably owingto their pre-
ference for alonger expression as such. “ °In caseif  is.a stage further
onthe down-ward path. *‘ Tamunableto ” for““ Icannot™, and “‘hand
“over’? for “ give” are other commion examples of the preference for the
longer phrase. By the time” is sometimes wrongly used for then”
““By that time** means’’ thea. By the time °that ° means
“when”. Always be as definite as possible. Some examples of this rule
have been given above. Use the first person rather than the third as a
generalrale. The most appalling perversion of the third person constru~
ctionisthe formula ‘‘Hasthe honourto enquire,etc.... ... ... " without
any subject. “As such” is ofien misused. It is correct to say “Mr. A

" was ther Sarishtadar and as such was bound to report ........ but

“Mr. A. was not then the Sarishtadar and as such heisnot to be blamed’

is meaningless ‘* Waile such being the case ’ is a familiar embelishment

of ccriminal complaints, etc. © Waile” is here redundant. Vakils and

Sub-Magistrates are fond of writing *“ the witness wonld say*’ meaning

that the did say it but that they don t belive him. Apparently thisis due .

to & dim recollection of ““ would have us belive” or some such phrase.

“ Would” implies cither adesire to do something, which desire was not

fulfilled, ot that something has not occurred but would do so in certain

circumstance. Tenses and moods are misused in almost every note or
draft. The misuse if * had” is one of the commmonest errors. The plu-
perfect * had” is tightly used to emphasz%? the priprity of one event in
the past to another. It is correctio say 1 had gone to bed when the
house canght fire ** but senselessto say* * T had goneto bed at 10 O’ clock
fast night © (*‘T went is correct)~—unless the meaning is that you had
fore 10 O’ clock. Clerks also use the present for the in-
completeperfect e.g.,they write “Iamrecord-keeper from 1906 °.*L have

been record-keeper since 1906 7 is correct. Government press for g

roply™ should be™ Govesnmentarepeessingforareply”. *“ Thefollowing

mep mow act” is worng., It should be °" are now acting”. ““Act”
means © usaally act” or habitually act”. “‘are acting’* emphasizes

gone to bed be
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the fact that they are doing so now. The future is often - misused,
‘owing to the unintelligent c¢opying of Board’s and Government Orders.
In a Board’s Proceadings the phrase * The Collector will be directed is
appropriate because theoretically it is a direction by the Board to its
Secretary. It is senseless in the proceedings of a Ccllector. Similarly
“ am to say >’ is appropriate in a letter from a Secretary writing under
instructions, not in a letter issued by a Collector on his own authcrity
“ Must have >’ is sometimes misused for ““ should have’” or “ought to
have’’. “Must have done it”> means that he certainly hasdone it. Cl cks
use it;o maan that he has not done it but should have.

( x) Clerks commonly misuse “tii” in a way that 1s positively mis-
leading. “No reply wasreceived till January Ist* implies that - a
reply was received on January lst ; but clerks use jt meaning that even’
on January st no 1eply had been received. To convey this latter mean-
ing “ upto ** with the pluper fect is the correct English—* Up to January -
1st, I had received noreply”. Distinguish ““ All the stamps have not
beer punched * which is ambiguous from ** Not all the stamps have been
punched or ‘‘the stamps have not all been punched ”, which mean
that somz have been punched and somenot. These phrases ar e commonly
confused. ““The Tahsjldar has yet o collect rupees 1,000° is not
ordinary m>dern English. Still has is correct. ““Yet” may be
used with a negative, e.g., “ has not yet applied ** and is onlyused with a
positive verb in special phrases such as “I have yet to fearn”. “So
is not equivalentto ““ very”’.  Clerks write ““ the peon is so impertinent *
“1 warned him so many times’’ meaning “very impertinent ., “ very
often ” * Not so bad ** mean “‘rather good”, but this is a colloguial
parase. Sim’larly, “to”” has generally a relative sense, that is, it
implies excess relativcly to a certain standaid or object, not  absoluse
intensity—so to speak—(except in a few colloquial phrases, such  as
* it is too bad™); but clerks commonly write *“it is tco hct ** meanimg
it is very hot”>. The verb “hope” implies pleasurgble anticipation.
Clerks use it scmetimes instead of a neutral werd such as “think *, and
hereby produce comically inappropriate phrases such as “I hope your
honour is ill . Omission of articles (a, an, the) is a common and ugly
fault. Tt is permissible in a telegram for reasons of economy—not
elsewhere. But articles must be used correctly. Clerks write “ appetlant
is the inhabitant of Puthur © which implies that there is cnly one inhabi-
tant. ““ An inhabitant of Puthur > is correct. * This is serious omission
should be “This is a serious cmission ™. *“Asto” is a comm>n re-
dundant form, e.g., * The Tahsildar is directed to report as to “whethier”,
alone is sufficient. So “as against’ or “‘as compared: with?. " sra
commonty used in ccmparing figures, where ““ against * ot fcompared.
with?? are sufficient and worrect: Itis Correct 1o say *‘ as ccmpared with
the-Jast harvest, the yield was poor:“‘but not-** the yield - was." 25 -
paise as ‘compared ‘with “50 paise ;last year . . “As.”? mzansuceting

506~1-—3
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in the latter phrase Pseudoaccuracy account for much unnecessary ver-
biage, say “The Tahsildar is requestéd to report the number of cases’
if any ». -If there are none, the Tahsildar will szy sc.- In the scme way
it is unmecessary to say. The Deputy Collectcr is requested to repcrt
whether it is advisable or not to. . . The use cf the word *" ask ™
instead of “order”” or ‘““direct*® produces a curiously impetent effett
when a lower subordinate is referred to ““ The Reverue Inspector may.
be asked to report’” sounds silly. . : <

On the other hand, the use of such phrases as ‘““atall” “care
to”, “in spite of”” scmetimes scunds needlessly disccurtecus as well as
unidiomatic, ¢ In spite of 3 reminders the Tahsildar has nct at all cared
to reply > is rude as well as un-English. It will be encugh if the
Tahsildar . . . ” is not English. “An Englishman would say the
Tahsildar need only ?.  Avcid preterticns words such as “ penultimate™
“T ast but one ™ is quite gocd encugh “Diglct” is a hidecus word.
% English and Tamil” is more definite.

I have the honour to request that ycu will be so gccd as to furnish
me with inform:tion as to whether is the scrt ¢f stuff that cleiks revet in
(and yet they complain that they have tco much work). “I have the
honour to enquire whether >’ mzans exactly the seme and is not unduly
curt. Never use several words where ore will do.”” Do 1ot weite “make
an application ” but “apply”. A clerk will write < a label of the value
of naye paise fifty only * instead of “a fi'ty naye paise stamp . Such
inversions as “mnaye paise fifty” and addition of the wcrd “only *”
after any sum of msney are cn place in a bill or cheque—nct elsewkere,
«In this comnexion’’ at the begirning cf a sentence is a favourite bit
of hackaeyed padding. It maans nothing at all. “In returning here
with > is a favourite but ugly type of opering phrase It is often
aggravated by making the subject of the main sentence different from
the implies subject of “returning > or by changing to the passive cons-
truction. You can say “In returnirg. . . I have tthe honour to
point cut” You must not say “In returning herewith the statement
received with his letter. . . the Deputy Collectcr is infomed.
But this is quite ccmmont. On the other hand such phrases as
«Turnjng to paragraph 1 it may beobserved ** and so on (*“ Regarding *
« Concerning Considering ”’, etc.)are uncbject cnable though “Turning
to paragraph 1, I may observe is no doubt more strictly correct.

(x) A needless anxiety to avoid repetit'cn gives rise to various faults,’
Sometimes, instead of repeating a man‘s name, a clerk "will say “the
individuad ” which is very ugly and also bad English. The uses of:
“ former and latter >, “ respectively ” and “the same ~ have been meh-
tioned already and also come under this head. Clerks confuse *com-"
prise *, “compose ” and *“consist ” and their recpective constructions.
They write “the land comprises of three plcts” or “ is comprised of
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The correct forms are the land comprises consists of is composed of 3
plots”.  They also write “ the old building was substituted by a new
Qng.” or *the old building was replaced by a new one ™. Dispose
it off ” is a common error for “ dispose of it ”*, also ““tear off “for
“tear up ” and “stick to ” for “ stick in”” (You can stick a thing “up”
on,a wall of course, but not “ up ” in a book). * Stick up to ”’ is used
by glerks for “stick to ” itself a slang phrase. “ He stuck up to  the
agréement ” is wrong. Clerks also write “slips have been pasted” and
the.'papers have bzen stitched ” where “ pasted in ** and “ stitched (or
preferably “sewn > together ” are correct. To “leave off ” means to
stop e.g. “It has left off raining ” Clerks use it to mean “let go ”.
He left him off ” in meaningless. : -

My
“ Applicants
His .
. mine ’
of appellants > ““ To list” in the sense of “ make a list of ”
; his

is not good modern English “To list * means either ““to listen ”
(poetic) or “to desire” (cld English, e.g. “The wind bloweth
where it listeth ”) or “to lean ™ (nautical, eog.,” The ship listed
sharply to port”) “Agree” and “tally” cannot be used actively.
Figures may agree or tally. You cannot “agree ” figures or tally >
thém. Generally use unpretentions words rather than pcmpous ones
“1 went to camp ” not “I proceeded ” (almost universal in clerical
productions), ““buy” not “purchase”, “live” or “dwell” not’
“reside ” Clerksalso forsome curicusreason love the word portion
“Part ” is much more usual in English. “Portion ” has some special
meanings, e.g., ‘“ Marriage portion. * Similarly, * instead of ” is much
more usual in ordinary English than “in lieu of ”, which is a phrase
used mainly in legal documents. “ Moiety” is another legal word
which should not be used for “half”. “ Stamp ” is the ordinary English
woré not “label”; and ““envelope ” or “letter ” not “cover . You
cannc t say “ He told Expressed that he was unmilling ”. It must be
“he told me that he was unwilling ”*, he expressed his unwillingness ,
‘““he expressed himself strengly ”. “I know to speak Englist. ”  is
wrong. You must say “I know how to speak English ” Enough of
money is not English say “enough money . “Of” follows “enough’
when for any reason it is necessary to use “enough ” as a substantive
e.g., “ I have had enough of this , “I don’t know enough. . of the
tanguage to . . » but “I know enough English . . *“Nome”
‘for “no one ™ is obsolute or poetical. Do not write * None made any
offer ” but “no one made any offer ”. Do not say *“there is no any
paper ” Do not say “ thereisno any paper ” but  there isnot any paper’”
Do not say “it is not used by any ™ but “it is not used by any one >,
Do not say “ this is known to all ” but ““ everyone knows this ” “There
isno use of sending” is wrong. It should be “it is no use sending **

506~1—3A
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“itis no use to send ” or *“ there is no use in sending ”. Do not qualify
expressicns accdlessly. To do so produces a ﬂabby emasculated style.
Clerks often write “ this is not quite satisfactory ” when they mean that
it is ** very unsatisfactory  Similarly, they put in words like *° it seems *
and “ it appears > when there is really no doubt. He was absent in Hiis
house ”, meaning that he was elsewhere than in his house, is a contra-
diction in terms; “ Absent from ™ is correct but the ordmary Erglish
weuld be “ he was not at home ”, or simply * he was away ”, or ““ was
out 7. Also is misused with neg'mves. “He did not address the letter
and did net also stamp it ” should be ” nor did he stamp 1t ”,

(xi) “ He put hims:zIf up at. . ” or “he is put up at> are
wrong. The correct English (and it is colloqural) is “ ke is putting up
at”. “ Wooden piece ” for “piece of wood ” is a common error.
Similarly, clerks were * match box ” for “ box of matches ”. A “match
box ” may have no match in it. Tt is simply a box intended to contain
matckes. A “box of matches” isa box containing matches
¢ enquired into the witnese is another frequent mistake. You
“examipe > a witness and enqulre info ” a case. ‘ But one does net
“ investigate into a case” one “ investigate it ”

“ Male member >’ should not be used to mean “male »or ¢ ﬁzaln_.
You can say “ the made members of any family Do not say “my
family members ” but ““ members of my family . o

Clerks use “through ” meaning “ past” a.nd ‘cross”  meaning
“ went past ”, e.g.,“ Iwentthroughthetemple ”,orl crossed the temple”
You “cross ”’ a river or a road when you go from cne side of it to the
other. Do not use such phrases as “ has breathed his lost o1 “is o
more,for “isdead . “Itishightims to do so-and so ”is an idiomatic
Bnglish phrase. As it was high time, the court adjourned the case
till next day  is not English. ; a

In view to do so and so is wrong. You can say ‘with a vie'W'to
Yeducing ” meaning ““in order to reduce 7, and you can also_ say
-view of these circumstances ”’ meaning “havmg_regard to them ”. “In
v;ew to > is impossible. R

. % The Tahsildar should insist on the Revenie Inspector to re ply ST
wrong Tt should be “should ms1st on his replymg S

oy~ -
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(X) Disgosals.

Cddal N : . . B sttt
.i63. Different Kinds of disposals—Disposals are of the following
classes :—R.D., K., L, N.and F.R. (“ Retain ) Disposals are those
that are to be retained permanently, but reviewed atter 30 years and
destroyed if not required D. (“ Destroy ) Dispc sals are thcse that
are to be destroyed after ten years (in alew cases after twenty) (as laid
down' in whe Board’s Standing Orders) K. (“Keep ) Disposals afe
thésé that are to be destroyed after three years. In (*“Lcdge ). - Dis-
posals’ are those that are to be destroyed after a year. N. Disposals
are those that are to be sent out in original for (example, . when the
disposals takes the form of an-endorsement on communication received
frem outside, - which communication is returned, ©r forwarded, bearing
suth endorscment). F. Disposals are those that are filed (see. section
on Filing below). All R., D. and K. Disposals are indexed, and thereot
necessarily registered. Goverrment Orders and Boara‘s Proceeding
marked “ F ¥ are registered but not indexed if marked “F.1.”

. 64. No disposal number under this system.—Under the Disposal
Number System—as its name implies—a fresh’ number was assigned
0 -a- file after disposal, ard it was entered in a register, calica the
Dispasa ‘Register, or Disposal List. All this is done away with undes
the “Tottenhem® system. No new number is given to a paper on
disposal, but the letter “R*, “D, “K* “L*“or “N* 1is pre-
fixed to us. ° Current  number cr it is marked “F . The same
letter is entered in the disposal column of the Personal Register, with
the date of disposal and on the index-slip if the dispc sal is indexed. -

65. Disposal jackets.—R. and D. Disposals are put into brown pai)er
“ Disposal jackets.” On the out side of these are boldly marked the
namg of the department and office, the number of the current, preceded
by the letter R. or D. the date of disposal, the number of pages in the
file, the year of review if the file is a R. : Disposal, and the year of
destruction if the file is a D. Disposal to be kept mcre than ien yeats.
Nothing else is to be written ¢n the outside ¢f the jacket, noris the
despatch seal to be stamped on it. No purport or Title * is to be
written on the jacket. Dates cf fair-copying, etc., are not be roted
on it. On the inside of the jacket the ¢ Back ¢ numbers (that is, the
numbsers of previous files bearing on the same subject cr closely connected
subjects, which are likely to be required fcr reference, should the
disposal itself ever be referred to in the future) should be carcfully marked
and similarly the number of the disposal shculd be marked as a ““ Forward
Number *’ on the inside of the jackets of all the ““ Back Number > file.
“ This Chaining > is mostimportant. Inthecaseof R. and D. Disposals
the subject clerks will attend to it. Jn the case of filed papers, the
entries will be made by the record-keeper on the papers themselves as
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they have no jackets. K. and L. Disposals also have no jackets, but
in their case no chaining is necessary, in the case of “ N * Dispc sals
sither the gift or if the precise wording is important acopy-of the ““N *
Disposal must be entered in the disposal column of the personal register.

66. Premature disposals.—The practice cf closing a current merely
because it has been pending a lorg time and opening a new current is
most pernicious and is strictiy prec hibited. Great care must also be taken
that no ccmmunication to which a reply is expected is given a disposal.
Such irregular disposals either falsiiy the statistics of pendency, or
render it impossible to watch for and enforce the submission of replies
to reference, or both. Such irregularitics are very sericus. On . the
other hand, a disposal should be given to every ccmmunicaiion that
closes a file. The practice of treating such cc mmunicatic ns as references,
and subsequently recording them, is an absurd waste of time.

67. Keep and lodged disposals.—Under the Dispcsel Ni mber System,
it has been usual to waste time in this way as a matter of course i the
case of lodged files. Where a communicaticn issucs and after that
the papers are lcdged or clesed it has beer: usual to issue the cc mmuni-
cation as a reference and then to put up the file again to be Icdged or
closed thus unnecessarily trovblirg the head ¢f the ¢ flice or scme one
on his behalf with the same file twice ocver. Such cc mmunication will
be marked “ K * Dis. or “L ». Dis and the papers retained in- the
office will be marked in the same way, and will be sent to the record
room after the ccmmunicaticn has bcen despatched. Withcut any
further orders.

- 68. Call book.—The orders in the next paragraph may be regarded
as to scme extent a qualificaticn of the crders in paragraph 66 above.

69. The Board and Goverrment scmetimes call for a repert to be
submitted after a year or so, e.g., on the weiking cf scme rules, or
on the adequacy of scme establishment, cr the need fcr rekting if,
Sometimes the Collectcr may call for such reperts frcm his subordinate
officers. Such “ calls “ need nct be kept “cpen » till the time  to
teply to them arrives. They may be closed scon as everything that
can immediately be dcne has been dene, and will then be entered

{(}

-
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. ‘
in & ssparate register in Form VIIE given in Appendix B so that they
maynot be Iost sight of. The same thing may be done when a paper
camaot be dispersed of till a suitis decided, which may take years, and
in" other similar cases: - o o

(ii) No papet should, however, be transferred to the Call Beok
wiless no action (not even the issue of reminders or the receipt and
filing replies on it) is due to the office for to period of six months,
‘whether, that pericd ends with a half-year or goes beyond it. -~

(iii) There should be only ome common Call Book for the
whole office, the eatries in it being made  consecutively with
letter and number of the concerned clerk against each entry. It should
be in the custody of the tapal clerk who will be rsspousible for its proper
maintenance. Cases should be entered in the Calt Bcok only on the
specific orders of the head of the office. In the Collector’s Office besides
the collector and the District Revenue Officer the Gazetted Perscnal
Assistant to the Collector may also authorise entries being made in
the Call Book. The current number relating to the case should at the
same time be rounded off in the new case register with the Call Book
number and date noted in column 3 thereof. As soon as this done,
the file concerned should be put in a blue jacket lcosely filed and sent
to the rzcord keeper who will acknowledge it in the last column of the
New Case Register and place it in a shelf in the record room reserved
for the Call Book files and thereafter the file will be subject to the rules
governing the reeceipt into and issue from the record rcom.

(iv) When the time for action as noted in column 5 cf the Call
Book arrives, the tapal clerk should prepare an extract and send it to
the subject clerk in time for action. At the same time the current should
be entered afresh in the personal register, the old current number
being revived (i.e., re-entered) therein accompanied by a fresh new
case number.  Columa 2 of the personal register should, in these cases,
be filled up as follows :—

4847

3584

where 4847 is the new case number on revival and 3584 is the criginal
curfent number. (In the correspondence taking place after the
current is revived, the current number assigned at the revival should
‘be quoted). As scon as this is done the entry in the Call Book should
be rounded off with the “ fresh new case number and date of revival
in the personal register ” noted in the last column.

(v) Deleted.
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- 10. Periodieals.—No periodicals should be ‘entered in the. Personal.:
Register (except in the circumstances explained below) or be indexed,
as such. Every periodical due to or by the office is assigned a number
in list of periodicals. This number is a permanent cne—that is, it ;
does not vary frcm  year to year. Where an out-going periodical is
complied from, or is identical with, an in-coming periodical, the
same number will be assigned to both the out-going and in-coming
pericdicals. Ordinarily, an in-coming or out-going periodical will
merely be entered in tke Pericdical Register (for fcrm see Appendix B),
the cnly entries required being the number of the pericdical and the
dates of receipt or despatch of both. If any correspondence should
arise in connexion with a periodical, a separate current will be opened
In connexion with the appropriate Personal Register, and the number
of the return will be entered in the * purport ” column in that register,.
while the current number will be entered in the Periodicals Register
in the remarks columm. Reminders relating to pericdical will also
be entered in the latter column :— - -

. The Periodical Registers should, where no case entered in it is perd-
ing, besentto the recordsand the acknowledgment of the record-keeper
obtained on the first page of the new register. ‘

Each subject clerk should maintain a Periodical Register for returns
due to and from time. The clerk, in filling up the heading of this regis-
ter at the beginning of the year, should leave sufficient pace to alicw
of the complete entries for the yerr beirg inserted vrder cnekeading.
This is particularly necessary in the case of returns which are received
from a large number of subordinate and at comparatively short intervals,
€.g., monthly or fortnightly. In such cases a number of pe.ges
may be required. Appendix B, Form XII, shows an econcmical
way of entering a monthly return received frcm a number ¢f subordi-
nate offices. Printed or typed slips might be pasted in the Pericdical
Register for this purpose, if manuscript takes up tco much space.

In order to check delays in the submission of periodicals, there
should be attached to the front page of the periodical register of each
clerk—a calendar showing by month and date, all the pericdicals, the
due from his seat and each secticn head should also keep = caler dar of
all in-coming and out-going periodicals relating to his secticn, clerk
wise and date-wise and scrutinise the abstract every day and sce that
action is taken promptly. An advance list of pericdicals should also
be got prepared for each section at the beginning ¢f each week with.
a view to enable the secticn head to watch the prcmpt receipt and
despatch of periodicals, | ' : : : :

The periodical register should, when no case entered ir it is perdir g,
he sent to the records and acknowledgment of the reccrd-keeper cleimed
on the first page of thet new register.

(Board’s Ref. T3-20, 13/66—1, dated 4—1—1967.)



. DISPOSALS - = 4%

41: Periodical - not given disposals nor indexed —Periodicals will
in. no: case be given a R.D.K. or L. disposal. They will simply be filed
that: is, they will be arranged in an annual bundle in which their order
willbe determined by the periodical number referred to in the last para-
graph.- They need. not obviously be indexed, as this arrangement is
“seM-indexing ”—that is to say, one knows where to find a given pericdi-
cal of any year without referring to any register, unless it be to refresh
one’s memory asto the number of the pericdical required.

XII. Fair Copying and despatch.

* 72. Fair-copying.—As soon as a draft has been appreved, the clerk
dealing with the file will send the approved cflice-copy to theSuperinten-
dent, Fair-copying Section, with all enclosures that are to accompany it,
The clerk will first see that full instructions are noted on the draft, sich
as; wheter it is a reference or a disposal and if a disposal, its natural,
R.D.K.L.orN. ; the person orpersonsto whemitisto be sent, and if
the whole of it is not to be commupicated to all of them, the porticns
to be communicated to each ; the enclosures that are to accemparyit ;
whether any, and if sc, how many spare copies are required fcr any
purpose ; whether the communication shculd be sent by registered
post and if so, whether the addressers acknowledgment is necessary ;
and whetheritisurgent,orveryurgent. Itisa“Retain”or*“ Destroy
disposal, one of the two index slips prepared in zcccrdance with the
instryctions in paragraph 109 below will be attached to the disposal.
When final disposal are sent to the Superintendent Fair-copying Section,
the clerk should obtain his initials in the last cclumn of the Personal
Register.

73 and 74. Cancelled.

75. The Superintendent, Feir-copying Secticn, will see that all the
necessary instructions have been ncoted cn the ¢ffice-ccpy and whether
in the case of a “ R ” or “ D ” Disposal, an index slip has been attached
to it and will enter it in the Fair-copying Register. He will then given
it:to the 1ypist 1o be typed, at the same time giving him any instrictions
that may be necessary or calling his attenticn to any pcint of importance.
Ifanyother papers have to be copied andsent asenclosures to the draft he
willhand theseovertc the ypist, with suchinstructicnsas may beneces-
sary. The typist will type the drafts in order in which he receives them,
except of course that urgent papers will teke precendence ¢ f those that
arenoturgent, andveryurgentpapersofthosethatare merelyurgent.

At the head of every fair-ccpy will be typed the werds *“ In all future
correspondence please quote number (here the secticn letter, clerks”
number if there is one and current number, precided if it is a disposal by
R.D.K"” or L will be typed) and the title.”
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~_76. The Collector and his Gazetted Assistants should make surprise
inspectiens’ -of the Faircopying Section and investigate whether
the fair-copying and despatch are done promptly and- compare the:
stamp account with the actual stock forms, should scrutinise tie
papess in the despatching clerk’s pigeon hole almirah. Suck SUrprise
inspection will keep the staff on their toes and be an effective safeguard’
against delay infair-copyanddespateh. , L

77. Aftersignature the papers willbe returned to the Superintendent
Fair-ccpying Secticn, who will hand them cver to the despatcher for
" despatch. He will enter his initizls and date of despatch in the preper
column of the Fuir-copying Register. Befcre despatch the papers
will be tagged together in the usual way in a single file, arranged with
the fair-copy on top, and beneath it and enclosures, Statements,etc.,—
that are to accompany it. Papers will be folded once lengthwise (except
communications consisting of a single sheet cf fellscap whichfmay: be
folded twice breadthwise), and put into the smallest envelope that wilk
conveyiently hold them when so fclded.. Enclosures such as maps,
sketches and plans which cannot be easily fcled in beck form, ¢r are
liable to be damaged by-folding, must be detached frem the file and sent
separately. ‘ ' .

78. Envelopes, sizes, etc.—Confidential papers must be placed in
double envelopes, the inner one alone marked * confidential » and
subscribed with the addressees’ name and the outer one bearing the
official designation and address of thec fficer for whem it is intended.
All urgent communications to Governmert and the Board must: be
marked “urgent ”inredinkon the envelope as wellason the comnuyii-
cation itself. Letters, efc., to be sent by post must be weighed and
properly stamped. They must also be franked. -

79. Valyables. —~Valuables intended for despatch to other offices
will bz put into envelopes or packets, in the presence of the Superinten-
dent, Faircopying Secticn. A description of such valuables must not
be endorsed on the outside of the envelope ; in fact the content s of
“covers ” (the numbers of the communicaticns enclosed in them) should
never be written on them. There is no advantage in dc ing so.- A
certificate of posting will be obtained foreach letter crpecket containing
valuables. inless it is sent by registered post. Such certificates ‘and
the receipts for registered letters, etc., will be carcfully filed in tl'e Fair-
copyingSecticn. :

80. No despatch register—Despatch by post and local delivery book,—
As stated in paragraph 23 above, no Despatch Register is to be main-
tained other than the Fair-copy Register. Letters, etc., intended for
officesand othersliving in headquarters will, as faras possible, be delivered
by the office peons, and not be sent by post. They will be entered,
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uature of the person to whom they are delivered will be taken in_the

soduma intended for the purpose. The despatohing clerk will exaniined
thedeapatch by post and local delivery book daily, and see that the
Jetters, eto., entered in it have been delivercd ard ackncwledgea.

81, Despatch-stamp.—The despatch-stamp is to be stamped on the
office~copy if there is one. In the case of “ N, References, it will
bestamped on the “ N . Reference slip, in the case of other relerenpes
-of which no office-copy is kept on the note file if thereis one, and if there
is 10 note file on the page ot the current file on which the order to issue,
.or the gist of the referenice is recorded, When an “ N, Dispeosalis
issued the despatch-stamp will be stamped against the number in the
Fair-copying Register if the disposal has been entered init. 1f it has
not been so entered, the despatch-stamp must be stamped in the dispesal
column of the Personal Register against the corresponding entry.. In
the case of an ““ X.N. Disposal > it cannot. obviously be stamped any-
where, unless the disposal has been entered in the Pair-copying Register
which is practically certain never to occur. Instructions in regard 1o
ﬂll:; maintenence of the stamp account will be found in paragraph 25
above,

XIII. Records,

'82. Arrangement of records after disposal.—After 3 disposal other
than an “ N, Disposal has been despatched, the file will be sent ‘to
the record-keeper by the Superintendent, Fair-copying Section. The
record-keeper will acknowledge itin the last column of the New
Case Register. He willsecthatthe files are in order, properly arranged
with their pages numbered (the current file in red ink, and the note
filoin black ink, as already ordered—the pages willnot be renumbered,
after disposal in one continuous series for current and notes), the jackets,
ifthey are “R”,or “D*, Disposals, properly marked onthe cutside
and the back and forward numbers marked inside the jackets as directed
in paragraph 63 above. He will also sorutinize the pages of the files
{or signs of stamps having been removed. He will detach the index
slips from the R.and D.  Disposals and file them in his bundles in the
manner laid down in paragraphs 110 and 111 below. He will then
put the disposals away in their proper ordei

82. Disposal bunales.— There will bee separate series of bundles
for “R>”,“D",“K > and “L 7, Disposals, respectively, and in,
these the files, or papers, will be arranged in order of their current
numbers. These willbe of course not forma ocntinucus series in any
one bundle but that is yuite immaterial, and will not give rise to sny
difficulty in finding any partciular paper or file if its rumber is known, and
it isin proper bundle and in the proper place inthe bundle. *L”,Dis P,
{Distr.)’ disposals will be arranged in orderof the distribution numbers’
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. The arrangement of “ Field ” papers will be explained below inthe

pdfagraphs on filing. - After he has put a disposal away inits place the
repord-keeper will put away intheirplaces any papers that were “putup*’
with it for reference, marking them as received back in the ** Reeord
Issue ” Register. He will also remove the dummy slips put in their
places on the racks. : .
i, 84. Filing— Defimtion.—Papers which are arranged in rccoics, et
inthe R, D. K. or L. bundled according to their current num: cr; but
inspecial bundles according to their subjects, are said to Lo * iled. ™
Thsy should be kept loose, arranged according to their own numbers
or chronologically, as explained below, between record boarcs Just
aslodged paper were kept under the oId system. Of these papers
there are four classes which are dealt with below.

- 85. (1) Governmeni Orders and Boara’s Proceedngs.—A. 1. Goven-
ment Order and Proceeding ot the Board of Revenue on which no
spécific aciion has to be taken, or no action beyond communica:ing
them to officers subordinate to the Collector for * informatjon and
guidance ** (and very larger numbers of such orders and proceedings
are received in most offices) will generally befiled. Government Orders
and Board’s Proceedings which contain reviews on periodicals cr are
conneoted with them mey be filed with the ccnncetec pericdicils, and
those which are of purcly ephemeral in'erest and do not deal With
questions of policy ard prirciple or important matters of fact may be
given the appropriate disposal(generally “ L. Dis. ” cr “ K. Dis.”
but:occasionally ““ F ) which they would get if they did not emapate
from the Board or Government. A separate bundle will be opened
in-the record-room for each series of Government Oiders, or Boarg’s;
Progecdings, e.g., one for Government Orders, Revenue Depertm nt
another for Government Orders, Finance Depariment ; another - for
Proccedings of the Boerd of Revenue, Land Revenve, and so on. In
these bundles.*he Government Orders or Board’s Proceedings be arran-
g.d sccording to their own numbers, that is to say, G. 0. No 100,
Revenue, will conie betore G. O. No. 120, Revenue, and the latter will
come before G.O. No. 136, Revenue and so on.

86. Field papers not registered—When indexed.~As arleacy stated,
these papers will not be registered af 211 in the personal registers thcugh
they will bear Distribution Register Number—vide paragraph 16, There
is obviously no object in doing so. We register papers in order. to
wrteh carrespondence relaiing to them or in order o have a number
to arrangz them by in our records. In these cases, thereis ex hypothesi
no oorrespondence to be watched, and as for the arrangement of the
papers, they already have their own numbers, which are just as con-
venient to arrange them by zas any others. bduch papers will. be
indexsd if they are marked “I” by comp:clent authourily
Papers which .are to be filed in this way will be marked *F".
It they are o' marke ‘F’ by the officer opeling tke foppay,
the “fF”. Disposal much bz approved by he Coliector, or officer
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signing for the Collector, just like any other disposal. After «“F”
the numaer of the “File’” will be written boldly. A staudardised
list of “Record files”” will be found in Appendix D. Eaeh head
of an office must follow this list, These papers will not be put
in brown paper jackets, which is a mere waste of stationery and
space,

57. Saving of work compares with disposol muanber system.—
Under the disposal number system. every one of these papers was
entered first in a Current Register, then probably in a distribu-
tion register, then in a personal register, in the first and last of
which a purport (vsvally lengthy) was entered, then put into &
jacket on which the purport was written again, then given a
disposal number, and entered in a disposal register, in which the
purport was written again and if of importance it was also indéxed,
and the purport was written again. It will readily be seen how much
time and labour is saved by the new system.

88. (ii) Periodicals.—There will be a periodical bundle for each
year, and in the different kinds of periodioal returns will be arranged
in sub-bundles. The sub-bundles will be arranged according to the
periodioal numbers (paragraph 70 above) and the individuzal periodioals
will be arrang:d in th: sub -bundles, chronologically. With an out-
going return will be field any in-coming return, or returns from which
it is complied and correspondence that has arisen in connexion with it.

3 89. (iii) General record files—Some other classes of papers
should be dealt with on the same principles. These are either papers
which it is convenient to keep together for purposes of reference (for
example, papers relating to appointments and leave), or circulars and
communiques in respeot of which the remark in the last-paragrpah
about Government Orders and Proceedings of the Board of Revenue
are applicable, or papers which would ordinarily be loged, but
which it i3 convenient to keep in a separate bundle to facihtate res
ference to them when it may be found necessary. Suitable opport~
unities for extending this system should be watched for as its extem-
sion saves work in these General Record files, the papers will be arran-
ged According to their own numbers when that is feasible—i.e., when
the aontents of a bundle consist of one series of communications
with their own numbers,—and otherwise ohronologically f#
90 to 98. Cancelle”,

99. (v) Passport applications.—Applications for passports and
visas.and corrections thereto should be registered in the personal
registers of the olerk in the District Magistrate’s office who deals
with.them in the ordinary course. . L

+:100,. Roneo number—Alpha. system of filing.—This system mgy
beused for confidential paperes that the Collector keepsin his .cwn
custody and other -papers that he wishes ~to. refer to frequently.
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It.is ugeful for . demi-official correspondence as it enables such
ogrrespongdence to be numbered without: being registered and to
be found when tequired without being indexed.  This syster .of
filing requires special furniture inthe shape -of.a " filing case” with
one or more drawers in which files of foolscape size cah be arran-
ged voertically with a “‘compressor” that is, a  sliding® support to
kezp {s=m upright. A vertical, as opposed to a horizontal System
of filing, is one in which the files, are not laid one ' above ' the
other, horizontally, on shelves but are kept side by side, vertieally
Unger, this system there is no separdte index. The papers’ them.
sleves are kept in numbered <folders”—ocardboard wrappers—
line the cover of a book but with- one flap projeoting further than
the other, and provided with tabs numbered either from1to5-or
from 6to 2and 10.  These folders are placad vertically inthe special
easeor drawer, back downwards. They are separated bya number
of red oards ocalled guides. There isa guide for a’ letter of the
alphabct or for a  sub-division of the alphabet according to the
nesds of differeni offices. The letter or the sub-division of the
alphabet is shown on a ocelluloid tab attached to the top edge of
the guide.. There are cages numbered from 1to 30 ruled on the
ghidz, When the first paper is to be filed the appropriate guide is
taken out and the subject of the paperis writen in the first oage on
it. - Por instance, if the subject were ‘‘Archeaclogy™, the guide
bzaaring the tab insaribed “A” or possibly” Al to At? (aecording
to the sub-divisions of the alphabet in use would be taken, and the
subject would be entered in the case membered 1 onit. A folder
woukl be taken all the tabs execept that hearing the same numbers
as'the oase (viz 1) would be cut oft, the paper would be placed inthe
foMer, and the red guide would be placed in the proper order in
the recsptacle with reference to the other and guides,and  the
folder nakt to, i.e., behind it. Should a paper of which the subject
is :“Arimts Aot be the next paper to be filed falling under  the
sam: |:ter or sub-division of the alphabet. “Arms Aot” is entered
imoase 2 the paperis placedina folder from which allthe tabs exeept
No. 2 1ave been removed, and the folder is placed next to folder
No. 1, i.e., behind it. There is 3 blue miscellaneous folder for
edch g de. . Inthis willbe filed correspondence relating to subjeots
or oo~ sspondents for which or whom it is not worth to open
sen-ra- - folders. These blue folders bear the abbreviation “Mis.”
an? t:. number of the ocorresponding guide card correspondence
ﬁq;d in them will also be numbered “Mis. No.—*, the numbers
being that of the folder. If neeessary, here also the individual
cases-in a single folder may be given numbers. Al the papersima
folder will not relate to the same individual case, though they will
al¥ relate tothe same gemeral subject. Paper redating to thesame
individual case should be tagged togethes. The sabiect ot each such
case should be noted inside the folder (thero is sometimes a printed
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-cage there for that purpose), and these  subjects ‘should be num-
“bered serially. . The reference to be marked on ‘an individual out-
gaihg letter, and also on each letter received, will always consist of
‘three numbers separated by dashes, for example. “12—4--5",
“Where “12” isthe number on the guide (it will be noticed that they
“are ‘numbered as wellas lettered for this very purpose). “4” isthe
niumber onthe folder, and *“5” is the number assigned to the
‘individual case within the folder,as iust described. .

" '101. Confidential records—Confidentiz | records whickh - ‘they
Collector does not’ think it necessary to retzin in his own cusicdy.
wiltbe kept by the Sarisktadar inan slmirah of which he will
Reep the key. They will be registered in the ordinary way but
no title willbe entered in the register. It will be replaced by the
word “Confidential’” Confidential correspondence with which
the Collector details himself willbe filed either in the road to number~
alpha vertical filling case or in the Collectcr’s confidential 2lmirah.
‘The later should be divided inio pigeon-hole. Each pigeon-hole
should have a number (Roman) and he allotted toa certzin general
subject [e.g.] ‘‘Titles”, “Deputy Collectcr’s List™, “Pclitical”, A
list should be kept inthe almirsh, pssted on card-bcaid showing
the subject to which each pigeon-hole is allotted. In each pigeon-
hole, the papers should be made up into one or more files s may
be convenient. lhese files should have sub-numbers (e.g., in
pigeon-hole No. X1V, the sub-numbers willbe XIV, (1) XIVY 2)
and so on}. The pages of each file should be numbered.
An. outgoing letter well bear the number of the pigeon-hole,
foliowed by that of the pageol the file where the cffice
copy will be found (e.g. XIV-(2)-248, where XIV is the
number of the pigeon-hole, (2) is the number of the file in that
pig on-hole, and 248 is the number of the page in the file where the
office copy isto be found). There should be a card-index in this
almirah. Each card should bear the name ofa person, ora fubject
tollowed by reference to the papers in the various files relating to
the subject or person in question, indicated as just explained [e.g.,.
Ramaswami Ayyar A. B]; [1I-(3)-28, V-(1)-109-X1V-(3)-297 ]

102. Demi-official correspondence.—Demi-official correspondence:
whioh is kept by the Collector, and is no filed in any ourrent
fide will be dealt with in the same way as the Collector’s confi--
dencial correspondence. 1t will usually be filed in the romneo file
as:long asitis “‘current” or likely to be required for referemce-
‘irequently, and after that either destroyed or transferred to the'
Gollector’s confidenticl almirah. The reneo file willalso be used to
eep any other popers that the Collector may ot any time reauire-
‘foe referemce, such asithe Special Branch File, the Public Servige-
‘Ngtification, tne Establshment List, Office Orders the Board’s:
income-tax Circulars, ets. C
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103. VPerticat fiing of records —All records will be filed -on the
record-racks vertically, thatis, side by side, cnedge, not piled. on
top of one another (or “horizonally”’). The vcrtical arrangement
makes it much easier to take out records and replace them.
Instead of having to teke down a heavy pile of records, search
for the one required, take it out, and then replace the pile. on
the shelt—one merely has to separate the files lightly to enabl:
one 10 see their numbers. and can take out the required without
further disturbing the other. Thisis the obvious way to ke¢P
records. I1isthe way one keeps booksina library. No one wguld
dream of keeping boaks piled in heaps, one on the top of-the other,
so that one could not get at one book without one could not get at one
book without moving a few dozen others—and there is no reason why
shouid bz arranged in such an inconvenient way either. '

'104. lssue o] records—QClerk are not to enter the record room
.and take out records for themselves. They must obtein records
required for reference by sending the prescribed printed requiéi
tion slips properly filled into the record-keeper. One receipt of
the requisition slips in the record-room, the record-keeper will see
that the records are promptly taken out, that the slips are putin
their plece and that the records issued are entered in the record
issue register which will be in Form XIV of Appendix B. The
record issue register and the records faken out will then be sent
to th: concerned clerk who will at once acknowledge the receipt
of the records in the register and return it to the reocord-keeper.
Whan the reeord-keeper receives the records back, be will see that
their receipt is duly entered in the record-issue register and that
the requisition slips are returned forthwith. ln case the record
wanted is on found, the requisition slips should be refurned-to
the concerned clerk with an entry to that effect. The olerks must
return records that have been taken out for reference directly. they
are done with. The record-keeper is solely responsible. for the
proper maintenance of the record-issue register and he must see
that the records taken out of the record-room and not kept back

hy clerks unnecessarily.

. To ensure the regular and systematic return of records: to - the
record-room, the record-keeper should prepare on the first: of every
amonth an  arrear list for each 'section for all records  which
‘have been absent irom the record-room for more. than  three months
together with the mame 2nd designatien of the clerk to- whom éaelt
record  was issued. and the dote of 'its ‘issue. Heshould -at thé
sante time futnish an extract froni the arrear lists - separately ecach
<letk 6 enable-~him: to Gheck.. whether - the filés referred are st

Rl 41

with him and fo return them when no longer. ... .07 o
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required for reference. While veiurning the extract from the arrear
list sent by the record-kzeper, each clerk should certify against the entry
refating to each record, that the record is physically availableand it is
still required for the file for which it was taken. The record taken for
one file should not th=z rransfeired  to ancther file, without the old
requisition being replaced by a new requisition for the new file.

When the record-keepsr has to get back a document which has been
filed in a Civil Court, he should note onthe req «dsitionslip and in column
10 ofthe Record IssueRegister sent to Civil Court, vide cui-ent No.......
such slips need mot be renewed.

Clerks should raturn their arrear lists promptly to the record-keeper
after taking the nscsssary action. The record-keeper should then
compare the consolidated arrear list with the clerk’s arrear list, carry
out the necessary alterations in the former and submit both the arrear
lists to the Collector on the 10th of every monh orif that is o holiday
or Sunday, on the first working duy after the 10th.

105. Custody of the key of the record-room. —The record-kzeper is on
no account to taks the key of the record-room home with him. He
will each evening put it in a bag, seal it, and hand it over to the police
guard or to the might watchman in places where there is no police guard.
The office seal should be in the safe custedy of the record-keeper after
the closing of the record-room. The next day wh:n the record-keeper
of his assistanit takes over the bag confeining the koy of the record-room,
he should verify whether the seal of the bag is inact. The cffice seal
affixed to the bag should be in the custody of the record-keeper. On
no aceount the seal of the office should be made available to others.
A register in Form XTI of Appendix B should b> maintzined for the

purpose.

106. Destruction of records.—Records must be destroyed punctually
after the periods prescribed for records dealt with under the disposal
mumber system in the Board’s Standing Orders. Records should be
kept for a cleas period of 1,3, 10, etc., years (according es they are LK.D.
atc., disposals).In calculating the pericd of reterntion, the yeer of dispe sal
and the year in which they are actually destioyed should be exlcuded,
Lodged papers will be destroyed after one year. No detailed kst of them
will be prepared, but a list of the classes of records to  be destroyed.
(* Lodged Disposals of 19, D. Disposzls of 19 .cxeept Nos.
and so on) will be put up and approved by the Collector, The entry
“D” before the disposal numb.rs will be zlrered by substituting “R™
on. the jackets of the files ordered to be retzined permanently by the
Collector. If the Collector orders that a “D” Disposal. file should be
retained not permanently, but till 2 certain yeer, the file will be transferred
to the D. Disposal bundle of papers ripe for destruction that year, the
fact Being noted on the jacket. After the papers have been destroyed
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the Sarishtadar will certify at the foot of the list of records to be destfoyed
that the papers in the list have been destroyed, except such as have been
ordered to be retained permanently or for a certain period, which files
will be specified by their numbers. These lists will be carefully filled
and preserved in the records room in a special bundle. ’

“The following instructions should be followed in the matfer of
review and destruction of R.D.s files :— S

Offices of the Revenue Divisional Officer, Tuhsildars and Deputy
Tahsildars.—The Revenue Divisional Officers, Tahsildars and Depuiy
Tahsildars should personally scrutinize the R.Dis.files in their respeciive
officers which are 30 years old 2nd record the results of their reviewin a
list in Form XVIIin Appendix B. The inspecting officers should make
test check during the course of the inspection and record their views in
the list. The orders should be implemented only after the annual in~
spection of the office is completed. ‘

Collectors offices.—The Collectors should personally scrutinize the
R.Dis files in their offices which are 35 years old in respect of records
prior to 1927 and 40 years in respect of records of subsequent dates and
record the result of their review in a list in form XVII in Appendix B.
After filling columns (1) to (5) of the list, it should be sent to the Sécretary,
Board of Revenue (Land Revenue) by the 15th January of every year
(without the records). The list should be scrutinized in the Board’s
office with reference to the “Short titles” of the files and with due regard
also to the fact that some files through not required for administrative
purposes, may still be proposed for retention for historical purposes
sither at the Collector’s office or in the Madras Record office. After the
serutiny in the Board’s office, the list should be put up to the Members,
the districts being allocated to them for this purpose, taking also into
account the distribution of the inspection programme for the year. Each
member may carry out a test scrutiny and then record his comments
if any. If the Member wants to check up any files before giving his
decision, he can take the list with him when he visit that district next,
or if he is not likely to visit the district next, or if be is not likely to vist
the district during the year, the scrutiny of the files may be entrustedto
the Member who is going there soon. The Collectors should await the
Boards® orders on their lists before proceeding with the destruction. In
the case of districts to be inspected in the particular year, the test check
can wait till the inspection by the Inspecting Member. o

107. Destruction of field records.—Income--tax files and Abkari
shop files will be kept for ten years. Inregard to the general destruction
of record files the Collector’s orders should be taken annually. A list
of such files of the previous year should be put up and his orders taken
how long cach should be kept. The year of destrvetion should then be
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noted on each bundle., Filed Government Orders and Board’s Pro~
ceedings will be regarded as <D or “K” Disposals, if they have not been
indexed, and as ““R” Disposals if they have been indexed. Periodicals
will be dealt with accordirg to the ordersin the Board’s Standing Orders.
The registers mentioned in Chapter V will be destroyed after the periods
specified against them in Appendix J.

X1V, Indexing and Titles

108. Introductory—Indexing under the disposal number system.—
Indexing is of the utmost impcrtance. Under the disposal number
system it was not at all satisfactory. There were no instructicns laying
down the general principles to be observed, and there was no compre-
hensive list of standard index headings. The work was left to a low
paid clerk, and as the files were indexed after disposal his work was
subject to little or no supervision. As he was without knowledge,
instruction or guidance he naturally did the work very badly. Long
rambling ““purports® were the rule which tcld you much that you did
not want to know, and probably omitted just what wasimportant. They
wore not framed so that their gist at once caught the eye, 2nd asthe index
was written in a volume instead of on slips or cards, they could not be
arranged in strict alphabetical order. Finally, there were no definite
orders as to what papers should be indexed and consequently rubbish
was indexed in large quantities while important papers were as likely as
not to be omiited.

109. System described—(1) Under the system here described the
clerk has, whon putting up a current fcr final orders, to make up his
mind whether the paper is one which requires—

(a) a “R” Disposal, i.e., to be permanently retained.
(b) a “D” Disposal, i.e., to be retained for ten years.
(e) a “K” Disposal, i.e., to be retained for three years.

(d) a L Disposal, i.e., to be retained for one year and must
indicate by means of these signs the method of cisposal he considers
necessary.

NoTE :—All “R>and “D” disposals must in any case be indexed.

(2) As already explained in paragraph 58 above, it is the duty
of the section head to initial the above entries in token that he
agrees with the method of disposal suggested or in case he does not
agroo to revise the entry.

506-1—4A
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.. (3) On return of the file with final crders the clerk must prepars

indexslips in duplicate and note upen them the current nunber and the
-nature and date of disposal. Thercupon one slip will be attached to the
-di3posal and sant to the record-keeper through the fair-copying superin-
tend-nt as described in paragraphs 72 and 82 above and the other kept
by the clerk. Thus sach clerk has an index of his disposal files which
he should arrange alphab-tically and to which he can refer at any time
in order to find out whether such files have any hearin g upon his cerrent
work,

, (4). The index title will correspond with the heading of the final
draft and it should ordinarily be identical with the entry madé jn, the
personal register on registration as described in paragraph 30 above,
Wken these entries are found when the file is ripe for disposal, to Bg
unsuitable, the original entry in column (4) of the personalregister shouls
be re-written in red ink. The orders of the head of the section ‘shew,

be obtained for such revision. Great care should be takénto -co that
the keading and title as finally drafted comply with all the requirements
ofan index title as explained in paragraphs 114to 125 especially.as
regards major head and arrangement and the slips should be written
legibly., : ‘ '

110. These titles are prepared in accordance with certain definit
rules, which will be fcund in the succeeding paragraphs, and a voly-
mincous and exhaustive list of standard heads has been compled whjch
will be found in Appendix A. Adherence to these rules, and to the list
of standard heeds will ensire that the index titles are prepared on
reascnable and consi tent principles, that they are so framed, that their
gist catches the eye at once and that they are susceptible of strict alpha-
batical the arrangemant. S:ch an arrangement of the titles is rendercd
possible by the system of writing each title on a seperate slip. THesc
slips are purched with two holes by means of which they are filod in strict
alph:betical order with two of Mr. Tottenham’s specicl index tage,
bstwsen two little card-board covers, or “binders” similerly punched,
They are thus filed on the “loose-leaf system °, which permits of a fresh
Izaf bring inserted in ite proper order 2t any point. The two tags are
threaded through from the same side, se thet the two cross tags are at the
bottom. The other two ends are ticd in 2 bow on top.. Theseé index
volumes arc kept in wooden trays. : R

111. Filing of index slips.—In the record room the slips” are filed
in one combined index for the whole office.  When one of these little
volumes of slips beccmes so bulky that the tags cannet easily and quickly
‘be passed through it, it will be broken up into smaller volumes, FEach
such volume will be labelled, e.g., “A.—1, A-L” or in the record-ke eper's
index zimply “A—C”. It will be neted that the slips will be filec ine
continucus series till the index is printed or typed which wi] be done
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\ ’ wm&&yghmn be printed or typed as the casemaybe d‘ijtect,;fi'c{xxpg,the
ot Adfiter has been printed or typed the “R’.apnd “D” Dispesal
~ alips.will be Cestroyed. oy L e e

" ¥4% {13, Titles prefixed to all drafts.—The title is wiitten on every draft
“{after the word “Sir” ov “Gentleman”), as elrezdy, mentioned and

if a current is indexed it is marked ““1”. Thus, instead of the indexing

being lef} to the discretion of a junior clerk, and that without Sw crvision
it is cgmstantly brought automatical'y to the notice of the hezds ofSections
~'tHe Sakishitadar and the Collector, who sce on every draft the index title,
’gnq‘;can,@@dig rit if necessary, They can also see wheeher e file hés been
- Tndéxed on'régeiptor 1ot and there is a herd and fust rule that all *““R”
4l 9> Disposals are to be indexed, so that, there are satisfactory
-“¥afePuards against important papers being left unindexed. -

o

" 113. fmportance of prefixing title to all communications—It wilk be
. obrerved that the rule that the title of every letter, ete., should be-written
al the'dkeed of it, is of great importance from more points of viewthan
- gitem.s It-4s 4n assistance to person to whom the letior is addressed;.it
As. am assistznce to the issuing office if the correspc ndent quotes if; as
: he-is tequested to (see paragraph 75) in any subsequent commiinication
and it enables the indexing to be properly supervised. The rule mmist
not therefore be regarded as a mere bit of meaningless red tape but must
~be strictly and invariably obzyed. Owing to the dbsenco of titles, brief
_intermediate communications, and someiimes even more important
- communications, received from other offices, are often unintelligible
* in, themselves. One has to send for the file to anderstand what they
- dwfer to.: Similarly, if a letter is received from cutside which quotes only
«the eorrespondent’s number, but not that of the recciving officer, there
may bz some little difficulty in training what it refers to especially if
the subject is not apparent onthe face of the letter, whereas if the number
in the receiving cffice is quoted the file can be tizced at once, Itis a
rule of the first importance when addressing anycne always to quote
- his mumber if any communication has previously been received from
him on the subject. ‘ et

PRSP

, 14. Title and head defined —In the following paragraphs detailed
iifﬁtfneg;ns are given for the preparation of titles. . Tt isto.be
Yemembered ‘that even if a communication is not - indexed it is to
have its title and that title is to be prepored exactly as if it were
intended for incorporation in the index. : L

_'The entry'in the index relating to an individual paper is called a
title . The important word that is placed first in the title, by which
s alphabstical position in the index is determined, and on.which pri-
Tarily depends the possibility of finding the title is called the head.
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115. Head must be (a) obvious, (b) distinctive—The first thing to do
when writing an index title is to select your head. The head must be a -
word that will naturally occur to anyone who wants the papers. It must
not be too wide. For instance, to index all the petitions received in a
Collector’s office under the head * petitions ** would be absurd; though
orders of a general nature, relating, let us say, to the way in which peti-
tions should be dealt with, would be appropriately indexed under that
head.

116. Consistancy essential —Standard heads and  sub-heads—Un-
authorised additions forbidden.—Next in selecting your heads you must
be consistent. Even if your heads are badly chosen, so long as you are
consistent in your use of them less mischief will be done than if they
are in themselves better chosen but papers relating to the same subject
are indexed sometimes under one head and sometimes under another.
Consistency can only be secured by prescribing a standard list of index
heads and sub-heads. Such a list is given in Appendix A. A copy of
the list will be in the hands of every clerk. Clerks must constantly refer
to thelist. No head or sub-head may be used in any circumstances whatever
unless it is included in the list. If any addition to the list, or any modifi-
cation in it, is found necessary, it may only be made with the sanction
in writing of the Collector. Additional legal heads may, however, be
selected if required from the lists at the beginning of each volume of
Woodman’s Digest. _

117. Use of heads and sub-heads.— In the list some of the heads have
their sub-heads printed under them. A head may be used alone or in
combination with such a sub-head. Such sub-head may not be used
without a head. This rule is subject, however, to the instructions printed
at the head of the list. Any head may, if appropriate, be used as a sub-
head under another head. For example * Budgets” may be used as
a sub-head under ‘““Land Revenue ™ or “ Abkar 7, etc.

118. Under important and wide heads large numbers of sub-heads
will be required. Every such sub-head must either be a head found or
such sub-head in the list, or one included in it under proper suthority
as laid down above.

119. Use of ** General” as sub-head.—1It has been said that a head
may be used alone. The smaller ones will be chiefly so used. Under
the larger heads there will be some papers of a general nature. For such
a sub-head ‘‘ General™ may be opened under any head with several
sub-heads. But this sub-head must be sparingly used. No paper for
which a more definite and suitable sub-head can be found should be
indexed under “ General”. One legitimste use of the head is when a
case falls under several sub-heads. Another is whenit falls under none 3
for instance, there might be a Government Order dealing with the policy
to be adopted in regard to abkari generally. This would have to be
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indexed under ‘“ Abkari—General”. It is of the utmost importance
that a “ General ” or “ Miscellaneous ” sub-head under a head should
not be used except for legitimate purposes as sketched above. Of course,
“ General ” or “° Miscellaneous > should not be used as a head.

120, Local classification.—Local classification should be adopted
wherever possible. For instance, in indexing papers relating to assign
ments, leases, etc., of land, to land acquisition or to encroachments,
etc., the titles should be arranged thus ; Main Head, Taluk (abbreviated,
see Head-note to Appendix A). village, survey number (if known)
petitioner’s name, followed by his initials, purpose of the acquisition in
an acquisition case, and finally any other particulars of the case or the
nature of the order, e.g., “ Assignment— Darkhast— SVP, Taluk.—
Malli village.- S. No. 489~ Krishna Ayyangar (K).- Refused ”.

It is specially to be noticed that in employing the local system of
classification the larfer area (the taluk) must come before the smaller
area (the village included in it). In Malabar the arrangement will be
taluk, amsam, desam. Cases in which the survey number is known
will bo arranged under the village numerically. That is to say, taking
the slip given as an example above, all the slips relating to Malli village
will come together, under Srivilliprthur (SVP) taluk. Those slips
relating to the village which include a survey number will be arranged
first, in order of thei1 survey numbers. Titles containing the same su1 vey
number will all come together and their order among themselves will
be alphabetical deiermined by what comes after the sutvey number in
each title. Slips including more survey numbers than one will be arran-
ged according to the first of such numbers (whi.ch must themselves be
written in numerical ordet on the slip) pur will come after all the slip
that bear only that number. In very impottant cases that relate to mor,
than one memoer a slip shold be prepared for each number. Afte,
al] the slips 1e ating to a particular village that contain survey number £
will come slips that dc¢ not contain sutvey numbers, and these will o
Yourse be arranged stiicily alphabetically.

- X21, Personal papers.—Personal papars relating to offlicials will be
indsxed under th: name of th: officer concarnad. A proper titlé would
be, e.8., “Subrahmanya Ayyar,D., Sub-Magistrate, Reduced ” * Subrah-
manya Ayyar >’ would bz indexed under * S and ‘* Subramanya Ayyar,
“A.” would come before “ Subremanya Ayyar, D.”. In indexing per-
sonal pap:rs it is a spicial importance to remembar that initials must
come after names.

122, Suits.—Papors relating to ¢ Suits ” will bz indexed under the
head “¢ Suits * thus first will come the place where the court sits, then the
designation of the court, then the number of the suit, preceded by appro-
priate - abbreviatons-* A.S. ” (Appeal Suit). «O.S. * (Original Suit)
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éte. These abbreviation, will be arrangcd in alphabetical order, and
undzr rach thosaiz will b: arrang=d according to their yearsand numbers,
Th: y:arzs must com: bzfore the numb:r = 0.8, 1921—100” not ¢ 0.8,
100—1921.”

123. Bracketed heads.—H:ads prinicd in brackets in the list are not
to be uscd as heads, bu: only if n=cissary as sub-heads under the alter-
na:ive h ads prin:ed against th=m. Th:y may not be used cven so, if
th-y ar: mare synonyms of such alicrnative heads. Thus, for exan ple,
undcr the hcad « Allowancss”, Exchange compensation” may be,
and musc b2, us>d as sub-h-ad. Pap:rs are not to be indexed under
s Exchangs comp:nsaiion™ uscd as a head. Similarly, papers relating
to Land Improvement Loans are to be indexed under ¢ Advances, Land
Improvement ”. But * Cinematograph” is not to be used under
¢ Bioscops > (the correct hcad) because they are synonyms.

124. Arrangement o several sub-heads.—The same title may contain
more than onz sub-h ad. The ord:r in which these should be arranged
is a matter in rogard to which d:finite rules cannot be prescribed.
@:n-rally sp aRing th: wid-r and more absiract should come before
ths narrow:r and more concreic. The necessity for consisiency must
not be forgotten,

125. TZitle proper.—Afier the hcads and sub-hcads comes the title
propzr.  This must be as briet as is compatible with expressing clearly
the main subject o) the file and some particulars of the individual matters
0 which it relates—so cs to enable one easily to find the papers that one
may require—~Brevi:yisa m ri*ina ide. Ifa:ie showsone ata glance
lik>a n>wspap.r h adlin®, che subjcc: of the paper, it is good title. Un-
nec:ssarylengihisa posi ive evilina title. It defeas che objestin view.
On the o:h'r hand a :i:l> which is m-rely general is of little practical
use, and if it do:s ao* dis.inguish a filz from others rclating to closely
similar but not id :n ical subj ¢:s, time may be wasted in taking out and
examining szveral files, before what is wanied is found. Zhe head or
sub-head should never be repeated in the title proper.

126. Wording and articulation.—The title must consist mainly of
subs-antives, adj:ctives (where indisp:nsable) and participles. Minor
partts of spzech should be exclud:d as far as possible. That strict aplha-
batical arrangzms nt may be praciicable, it is essential that the titleshould
bz articulated, or broksn up inro merabers cach consisting of as few
words as possibl:, and each cxprzssing an element in the subject-mattcr.
Each member will b: gin with a capitalleticr, which will help to determine
the alphab:tical ordcr and should be s:parated from the members pre-
ceding and succ:eding it hy a bold dash. 1t is no use to try to put tQo
much into a single tidle. The title must indicate glearly but bricfly one
main subject of the order,
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127. Two or more titles When nzcessary—Cross-references.—lf an
ord:r d:als with more than ons subject, two or more complete titles
uader diff:ron: hhads may b> necessary. But the same title must not
b2r:pa:>d und:r more than ons h:ad, either in i:s entirely or partially,
Ins:zad of this, wh:ro a subj.ct falls under more than ons hcad, and it
s:ems us>ful to index it under each head, but there is no need for distinct
titles uad or zach head a cross raf 'r:ne: or cross-referencs s must be used,
that is, th> complziz title will b2 written on one slip under one ‘head,
while on other slips, on> for each of the other heoads, will bz written
merely on: of the ocher hads tollowed by See so and so (roentioning
the former head). The same cross-reference must never be repeated.

128. Consolidation o) t:tles when printing.—The same words must
ever b2 prined ov:r and over again in successive titles in the index
where this can bs avoided.

129 and 130 cancelled.

XV. Prevention and checbing of arrears and de'ays,

131. Checking of personai registers.—It is the duty of the hecads of
scc:ionsand of the Sarish'adar -0 ch>ck the p:rsonal registers thoroughly,
and as rxasonabl:in:ervals, and o0 saks s:eps to ensure that no avoidable
delays occur and tha: no pap-ris sh:lved. Th> p>rsonal register should
be chack>d by th: s:ction h=ads (including the Huzur Sarish-adar) every
fortnight and by th: P:rsonal Assistan cvery month except during the
month in which thay ars ch:ck:d by Collecicr and by the Collector
every three months. Th: s:ciion h:ads should ch:ck th: pirsonal
ragis:ers in th: presenc: of the clerk ¢oncerned and with ref: rence to all
his p:nding filzs. Ina p-reantags of cases, the date app-aring in column
3 of th> personal regis:sr should bz comparcd with the date stamp on
the correspond=ncs in the current file and with the date entered in the
New Case Register.  Any gravs d:lay or irregularity will bz reported
to thz Collector at oncz. If any fil2, wh-ther current or disposed of,
eannot b2 found when it is wan:ed, th: Coll=c:or should be informed
at once. li is essen'ial that the Collecror should himself examine the
personal registers at frequent intervals, i.2., onc> in three months. ‘

Each p:rsonal register should be accompanied by a running notee
file which will last for the calendar year. The same running note-file
should be used for the periodical regisier maintained by each subject
clerk. Scparate running no‘s-filz should also b> main‘aincd for other
special regisiers which are chzcked periodically. Th> C ollector, Sarish-
tadar and heads of szctions will note th-ir remarks at 2Very inspection
in the note-file and not inthe reg'siers,Quosiionsaskedinthese notesare
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to be replied to within 48 hours. All the running note-file should pe
withdrawn from the clerks soon after the beginning of the next calengay
year and kept in the record room for future reference.

132, Arrear lisis—On the first ¢f every month each clerk should
prepare an abstract of pendency in Form VII on a separate sheet. The
papers to be entered in it, will be all papers received by the previous
day and remaining undisposed of. At the same time he should prepare
the dctailed arrear list in Form X. Al current which are over thres
months old, counting from the date on which each current was first
entered in the prersonal register should be showr in the list. This
list should not be written a fresh each month, but currents which become
three months old during the previous months, and which remain
pending should be added while currents closed during the previous
montn should be ringed of. The list should be sent to the record
room each Janua.y after opening a list for the new year by copying
ali pending items.

The aostract in Form VII should be prepared in duplicate. One
copy should ©e sent 10 the Superintendent Fair Copymg Section,
who will check it with the New Case Register and reconcile and
discrepancies with the subject clerk. He will. then have the abstract
arrear list of the clerx copied into a list for th- whole office and submit

_it direct to the District Revenue Officer and the Collector not later
than the 10 th of every month. The otner copv of the abstract in
Form VII and the detailed arrear list prepared in Form X shcuid be
submitted by the subject cletk or| assistant to tne Gazetted Assistant
in-charge through the section head. The Gazetted Assistant will care-
fully scrutinise the dctailed arrear lists and take suitable action or give
necessarv instructions to the staff.

133. Out-going returns.—It is most important that pericdical reports
and . returns should be submitted punctualiv.if they are delayed
cislocation is periaps caused in several offices, and unnecessary corres-
pondence is created. Clerks and others aie too apt to regard delays
in submitting periodicals as th® normal thing. Generally speaking,
thre. is no reason whatever why periodicals should not be prepared
punctually, and if there is a reason the authority to whon: they are
due is entitled to be told of it without having to ask. Heads of sections
will go through the periodical calender every morning as soon as they
reach office, issue advance remainders to subordinate officers whenever
they consider it necessary to do so aud take other steps to ensure
that every return is despatched punctually on the appointed date. If
any report or return from a subordinate officer, which is required
to enable the district return .0 be prepared is not received in time
the clerk dealing with the subject will bring the fact to the notice
of the head of the section at once. A repert should then be sent



PREVENTION AND CHEOKING OF ARREARS AND 59

to the authority to whom the periodical is due, stating the cause of the
delay and the date by which the periodica: may be expected. On
every draft periodical return or report submitted to the Collector, the
date on which it should be despatched from the office wiil be noted
in red ink in a conspicuous place.

134. In-coming returns.—The punctual receipt of in-coming returns
must also the insisted on. Ifa return is not received by 2 O’clock
on the date on which it is due, a reminder must be issued the same
day. On all such reminders, the date on which the return was due
will be boldly written 1n red ink. Whenever a periodical is submitted
late by a subordinate officer, he is expected to submit with it an explana-
tion of the delay. If he does not do so, he is mvariably to be called
on to explain (1) the delay and (2) the omission to explain it in the first
instance.

135. In-Coming reminders—In regard to these see paragraph 29 above.

_ _136. Out-going reminders—When a draft reference calling for
information from outside offices or submutting a case for the orders
of a superior officer is put up, the head of the section should rote on
the top of the draft the date:fwhen the first’ reminder should issue.
After the draft is approved, the clerk should note the date in pengil
in the last column of the personal register and also in the reminder .
diary, which should be maintained by each clerk, as instructed below
and see that reminder issues on that date. The reminder diary should be
maintained by the clerk, one for every calender year and the current
numbers to respect of which reminders are to be issued should be note
against the particulars dates. All officers while checking the personal
registers should also check this register to see whether it is maintained
up to date and whether action is taken on the dates noted in the
reminder diary. If any reminder issued is not returned with in a
fortnight of its issue or if no reply is received within the time promised,
the clerk should take the matter to the notice of the Collector. When
a reminder is received back the reply should be put up for perusal,
the date of the next reminder being similarly noted in the reminder
diary and in the last column of the personal register. The clerks should
make use of the reminder diary to the fullest extent possible and check
it every day to see whether action is due to be taken on any current
on that day. Cases of inordinate delays in replying should always be
brought to the notice of the Collector. In all reminders the title of
the reference as well as its number and date should be noted. The
dates on which reminders are sent should be entered in red ink in
columns of the personal register and the current numbers in the
reminder dairy ringed off,

. Subordinate officers should be encouraged to remind the Collectors
in cases where the Collectors’ orders are not received with in a2 reasonable
tims om the reports or references sent by them, and the . Saristadarh

,
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when opening or perusing the tapal should be careful to note the
receipt of such reminders and to enquire regarding the pendency which
have rise to them.

136-A. Revenue business returns.—To enable the Board to watch
the progress of business in Collectors’ office Collectors should submit
to its by the 20th of the month following each half-year statements
in the form given in appendix F. The Superintendent, Fair-copying
Section, is responsible for the preparation of this return. Similarly
Divisional Officers and Treasury Deputy Collectors should submit
to Collectors by the 10th of the month following each half-year state-
ments in the form given in Appendix G which should be reviewed
by Collectors. A copy of the review should be submitted to the
Board. From each Taluk office also including the offices of Deputy
Tahsildars business returns should be submitted to the Divisional
Officer who should review all the returns for the division together and
send a copy of the review to the Collector. This return should be
submitted to the Divisional Officer in the form given in Appendix H
by the 10th of the month following each half-year. It is however
open to the Collector or his Divisional Officers, if they think fit, to
require return at any shorter interval from any Tahsildar or Deputy
Tahsildar. '

XV-A. Speedy Disposal of Audit objections.

136. B. Settlement of audit objections.—Prompt action should be
taken on the Audit objections received from the Accountant-General
and the objection statement should be returned punctually with replies
with in a  fortnight. The replies sent to the. Accountant-General
Madras, should be such as will enable him to adjust the items under
objection without further correspondence. To ensure quick and steady
progress in the settlement of audit objections the foliowing instruction
laid down in G.O. No. 773, Finance, dated 30th July 1960, should be
strictly followed: ==

(1) Each statement of audit objection received should be dealt
with in separate file. To each fiic anindex inthe form prescribed in
Appendix K111 should be attached and entries made as and when
there is progress inthe seitlemeni of objection.

(2) The Officer concerned should study a specified number of
objections daily according to & programme and take further action
to get specific information from the subordinates wherever necessary.

(3) In order that there may be regular and steedy progress
inthe work the officer concerned may prescribe a programme for
submission by his office to him of one or more files every day so that
allthe pending files may be seen by him at least onee ina month. -
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, (4) Replics should first be examined by the officer concern
“and forwarded to the audit officer with his remarks cr orcders therecn,

(5) It is the responsibility of the comecerned Personcl Assisfant
to the Collector to ensure before replies are sent to the cudit cffice,
_ that actionas reported therein has actually been taken by the subordi-
nates. The Collector or the pistrict Revenue Officer should review
monthly bya periodical prescribed in Board s Proceedings Rt. No. 7979
dated 25th November 1952 the progressinthe settlement of the audit
objections and send ciopics to the Accountan(-Generel Medres end
the Bodrd. ; .

2

' Note.—TInstruc'ions for the preparation and scrutiny of * Budget
Estimate > < Revised Estimate” and  “Control of Expenditure ”
areavailzble Appendix B-B. :

XVI. MISCELLANEOUS

, 137., Fort St. George Gazette—The Fort St. George Gdzette will be
‘eivccla‘ed as soonasii is received to head of sections, who must

reac, it carefully and #vite the attention of the Colletor to anything of
importance in it. : ;

138. Correction slips—Correc.ion slips must be pasted into the
Books to which they belong with in three days of their receipt in the
office. Intelligence should be exercised in doing this work. of a
slip cancels or mcdifies a part of a Board’s Standing Order or any
other manuzl, etc. the part cancelled or superseded must be scored
-out,and the number of the corretcionslipwill be noted inthe margin
against it. The same rul: applies when ome correciion slip cancels
or modifies a previous one. When en isolated werd or anisclated
semtence is introduced in a paragreph, it may scme times be convenient
to cnter it in manuscript. '

139. Personal file .— (1) Personzl files should be meinteined for ell
members of the Subordinate Scrvices. The personel files of Gozeited
‘Officers, Tahsildars and Deputy Tahcildars zlcne need be in the
custody of the Collecter, those of cfficizls below the grade of Deputy
Tahsildars should be inthe custedy of the Personal Assisiani tc the
Collector and those of the treasutry end sub-treasury cfficiels of similer
ranks should pe inthe custodyof the Treesury Deputy Cellector.  The
Personal Assistent and the Trezsiry Deputy Cellecior shevld put up
the "personal files in their custedy to ihe Collector, pericdiczlly, for
writing his remarks. The authcrities who shcuic prepire and mein‘sin
them and. those Who should scrutinize them zre specified it the star
ment printed in Appendix K-1.
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- (2) The personal files of lower division clerks of the Madras
Ministerial Service should be made up of a few sheets of foolscap
with a brown paper jacket tagged or sewn together. The period
to which the remarks relate and the designation and name of the custodian
office should be clearly entered whenever an entryis made in the book
Whena lower division clerk is accepted by the Collector as . likely
to be fit for promotion to the upper division his personal file wilt be
elosed and sent to the Collector and thereaficr the clerk's personal
file will take the shape of a file of periodical reports.

The personal files of the members of the General Subordﬁlate
Service should be maintained on the same lines as those adopted
for the Madras Ministerial Service. :

At the first page of the personal file, there should be fly leaf
containing the following personal datain appropriate side headings.—

1. Name.
2. HEducational and technical qualifications.

3. Whether he/she belongs to Scheduled caste, Scheduled Tribe
or Backward class (inthe case of those who do not belong to Scheduled
Caste, Scheduled Tribe or Backward class, the answer to this column
will be No.).

4. Date cf birth.
5. Native District.

6. Ifa Government servant supplies a pass-port size photograph
at his/her own cost to be affixed in his/her personal file with a view
to identify him/her, it shall be affixed to the inner side of the front,
cover of his/her personal file. ‘

G.O. Ms. N0.1460, Publi ¢ (Services-A) dated 6th August 1969

Inrespect of all other officers of the Subordinate Service including
lower division clerks considered fit for promotic n to the upper divisicn
the personal files wil be just the files of periodical reports received on
them.

(3) The periodical reports referred to above will be half-yearly
for probationers and annual for approved probationers and full members
of the services . The reports should be written in narrative style and
should contain information onthe several points mentioned inForm 1
or II printed as Appendix K-II,asthe case may be or onas many of
those points as possible or as applyto the particular services inques
tion. Oneof the points to be mentioned inthe report is the indebted-
mess of the officer reported om. It will be necessary to report on this
point only if the officer’s indebtedness will detract from his efficiencyass
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Government servant Adverse remarks regarding personal character
conduct or honesty should be supported by the reasons for taking the
view recorded, and if possible by reference to specific acts. An estimate
that an officer is unfit for a particutar rank should include the reasons
for the estimate, and if possible a statement of facts in support of the
estimate. It should not be founded on general impressions only.

(4) Reporting officers going on transfer or on leave within the
year or half-year, as the case may be, should leave their remarks to be
incorporated in the next 1eport to be submitted by their successors. As
a rule the outgoing officer should certify in the transfer of charge report
that he has so far as is possible left his temarks or incorporation in the
next annual or half-yearly confidential 1eports and the incoming officer
should certify that he has received a copy of the remarks made by the
outgoing officer. The reports should be submitted so as to reach the
custodian officer on the 1st February or the Ist August every year accor=
ding as the reports are annual or half-yearly.

(5) Inthe case of officers whose personal records are maintained
in the shape of files of periodical reports and not in the form of books,
a file of office copies of the reports sent by the immediate reporting officers
and of the entries made by the custodian officers when they are also
the immediate reporting officers should be maintained individually for
each officer reported on. When a Government servant is transferred
from the office of an immediate reporting officer, the latter should enter
his remarks for the period subsequent to the last periodical report in the
file of office copies and sent the file of office copies to the head of the
office to which the Government servant is transferred. It will be the
duty of the head of such office to include a copy of these remarks along
with his own remarks in the next periodical report submitted to the
custodian officer. Before filing the reports, the custodian officer should
enter his own remarks in cases in which he has personal knowledge of
the work or conduct of the officer to whom the personal file relates.

(6) In cases where the custodian officer of a personal file disagrees
with the remarks of the reporting officer, normal proceedings should be
sent to the reporting officer or being field in the reporting file.

(7) (@) Remedeable defectsinthe character and work of an officer
regarding which comments are recorded by his official superior in his
personal file should be communicated to him so that he mayrectity them.

A few obvious examples of remediable defects are ¢ Tendency to
delay papers’, ¢ want of control over subordinates * inadequate know-
ledge of departmental rules and regulations’® taking things easy and
lack of application while examples  remediable defects are * ‘dearness *
‘stammering’ and ‘poor persomality *, o
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(B) Only those dofects meea be pointed out which are within
the power of the officer concerned to rectify.

(¢) The Custodian Officers should communicate the adverse
remarks about remediabled efects as soon as possible and see that the
acknowledgment of the Government servant for having received the
communication is obtained and field with the parsonal files at the time
of their inspection of the subordinate officers under their control so as
10 emsure that the Cusioaian Officers have tzken timely and adequate
steps to communicate the adverse remarks in the personzl files about
remsciable defects to the Governmen: servants concerned and acknow-
ledgments obtained. Officers superior to that officer who may have
occasion to serutinize the personel files may also direct the communica-
tian of adverse remarks recorded in them where it has nct been done

alregdy.

(d) Great attention should be paid to the manner and method
of communication in order to ensure that the advice given and ihe war-
ming administeted shall, having regard to the tempsrament of the officer
concerned, bz most baneficial to him. Where remarks are not communi-
cated formally opportunity may bz found to communicate them infor-
mally. In either case, the fact of the such communication should be
entered in the personal file of the officcr ‘concerned by the Custodian

Officer. .

¢e) The Custodizn Officers should communicate the adverse
remarks.to the persons comcerned as soon as possible, either in whole
or im patt, after obtaining the approval of the superior cfficer. The
Inspecting Officers should, however, scrutinize the personal files at the
time of their inspection of the subordinate offices under their control
so a8 ta ensure that the Custodian Officers have taken timely and ade-
quate steps to commuicate the adverse remarks to the persons concerned,
wherever necessary. Officers superior to that officcr who may have
occasiow to scrutimize the peisonal files may also direct the communi-
cation of adverse remarks recorded in them where it has not been done

already.

(f) Unfavourable remarks in personal files are not punishments
wnder the statutory rules and for this reason no appeal lies ageinst such
remarks. But an officer may make a representation against any remarks
of which the substance has been communicated to him 2nd which he
feels to be unjustifiable. Such representation should be made to the
authority charged with the duty of scrutinizing the officer’s personal
file. Where, however, the unfavourable remarks are made by the scruti-
nizing authority itself, the repfescn‘zation mzy be made to the next higher
authority. The representations made against adverse remarks which
were communicated to the officers concerned shoulu be 2dded to their

onal files. A memorial to the Government will only be considered
inthe same woy and to the same extent as memorial inregard t o specifi

punishment. :



MISCELLANEOUS. . 63

139-A. " Confidentiai records.—Confidential —sheets should be
maintained for all membors of the subordinate scrvices. Two sets
of confidential sheets will be maintained ; (¢) District sheets and
(b) Divisional sheets—

(@) District sheets will be maintained by the Cellectors for all
offizors in tae grade of Tahsildars, Dzputy ‘Tahsildars, Stationary Sub-
Magisirates, Treasurers, Taluk Head Accountants, upper grade clerks
{inciuding upper grade clerks working as Revenue Irspectors), Hu zur
Head Accountant, Minor Irrigatior Supervisors, Miror Irrigation Qver-
seers and for such man in the lower division as have shown marked ability
and waom he considers specially fit for promotion. They will contair
a precis of the Divisioral Officer’s (including the Treasury Deputy
Collector’s) half-yearly reports and the Collector’s own impression of
each offizer. Taey will not leave the Collector’s custody nor will they
follow subordinates to offices to which they may be transferred.

(b) . Divisioral sheets will be maintained—

(1) By the Persoral Assistant to the Collector, and if there is no
Personal Assistant, by the Collector, for the Huzur Saristadar, Huzur
Head Clerk and for all clerks in the Collector’s office. The Personat
Assistant saall record his remzrks periodically in the divisioral sheets
and s:nd extracts of them to the Collecior for beirg filed ir the district
sheets. Waere there is ro Parsoral Assistart, the Collecior may, if so
advis:d, extrust the maintenance of the divisioral sheetscf 1 wer Qivision
clerks 12 the Collectcr’s office to the Treasury Deputy Cellecicr or to
the Huzur Sarishtadar, but should rccord his own remarks or  their

work

(2) By the Treasury Deputy Ccllecter for the Treasurer, H.ozur
Head Accountant ard all Accourtants and clerks in his branch.

(3) By tiaz District Supply Offizer Tor all the subordinates working
directly uader him.

(4) By Divisional Officers for all Tahsildars, Dzputy Tahsildars,
Stationary Sub-Magistrates. Taluk Head Acccuntarts ard upper grade
clerks (i~cludiag those workirg as Revenue Irspectcr) ard Mircr Irri-
gation Oycrseers in his division and for lower division clerks working
in his owa offiz:.

(5) By Tahsildars, S:ationary Sub-Magistrates and D.puty
Tahsildars for all the lower division clerks (includirg these werking
as R:vzauz Inspsctors) who are subsrdinate to them, arnd whent such
clerks are m:n of maked ability, they must serd eXtracts to the Liivisional
Ofizzq; Jor iheir reference in submitting their half-yearly reports o the
Collacior on 15th January and 15th July each year. Divisional corfi-
doatial sheats will follow subordinates whenever they are transferred,

506-1—5
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Method of maintenance.—Thé records should be o loc sc shects
and not in the form of a bound register. The sheets should Bc arranged
in alphabetical order and may be filed in a pad, pilot file, box file or
similar manner. Entries in the confidential sheets should be made hatf-
yearly or as frequently as may be required and whenever there is a change
of the officer maintainingthem and should refer specifically to the meriis
or demerits of the subcrdinate and the period to which the entry relates.
The remarks should be full and clear and based on adequate grcunds
and reton off-hand impressions so as to enable a correct estimzie t¢ be
formad of the character, ability, etc. ¢f the subordinate concerned.
Whenever a substantive punishment is awarded, a brief refererce to
that aiso should be made. The name and designation of the ¢ fficer
making the entry should be appended to each entry. The sheets she uld
bs writien or typed by the cflicers themselves and kept in their perscnal
custody. When writing up the sheets in their custody, the Divisic pal
offic:rs should make use ol the periodical inspection notes of the ¢ fficer
inspected by the end of all inspection reports (e.g., report on the.awerk of
Revenue Inspectors) submitted to them. They should where necessary
obtain special reports from Tahsildars, Deputy Tahsildars and Stationary
Sub-Magistrates about the subordinates working under them, twice
a year on the 15th January and 15th July; the Personal Assistant to the
Collector, the District Supply Officer, the Divisional Officers and the
Treasury Deputy Collector should submit'to the Collector copies of the
entries made by them or their predecessors during ‘the preceding half-
year in the confidential sheets of all subordinates for whom the Collector
maintains district sheets to enable him to write up his pericdical notes.

When a subordinate is transferrred from one division to another or
from cne office to another his confidential sheet should be brought up-
to-date and signed by the officer in whose custody it is and sent by regis-
tered post in a sealed cover addressed by Rame to the officer who js
to bz responsible for its custody in future. If the transfer is out of the
district, the sheet should be sent to the Collector who should then send
it to the proper authority for custody.

The name of the subordinate should be written in bold letters at the
top of the sheet and the remark should be entered as shown below:—

1930 Sub-Collector (X-Y) .. Remarks as to post held churace
ter conduct, ability, etec.
Collector (A-B) Do.
| 1930-2 Sub-Collector (C.D.) Do,

nd so on the name of the author of each remark noted in Block Capitals
h
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Collector and Divisional Officer, should at the time of inspecting
subordinate offices scrutinize the confidential sheets to ensure that they
are maintained correctly and regularly. In cases where the Collector
or a Divisional Officer disagrees with an entry in a confidential sheet
maintained by a subordinate officer, it will not only be open to him but
will also be his duty to record his own views in the sheet as well. Failure
to do so at the proper time will carry the implication that the ‘Collector
or the Divisional Officer as the case may be has agreed with that entry
and he will then be stopped from urging anything he may have to
say against the entry at a later stage. ‘

140. Entries relating to conduct—Entries relating to the conduct of
members of the subordinate services will be made in their personal files
_referred to in paragraph 139 (1) above. No conduct sheets need ‘be
maintained in addition to the perscnal files. On aunthority awarding a
punishment or commending, the work of an official should, if he is
himself the maintaining or reporting cfficer, enter the punishment er
commendation in the sheet to be used for the next reporting period and
should, if he is not the maintaining or reporting cfficer, send copies of
his order to the maintaining or reporting officer. The gist of these
orders should be entered by the latter on the receipt in the sheet to be used
for the next reperting pericd.

140-A. Preparation of confidential reports on Deputy Collectors.—
(1)(G) In respect of temporary Deputy Collectors and probationers, the
confidential reports bave to be prepared every half-year and in respect
of approved probationers and permanent Deputy Collecicrs every year.
The half-yearly reports are to be for the pericd frem the 1st January.to
the 30th June and from the 1st July to the 31st December, The annup
reports are to befor the period from the 1st Januaryto the 31st Decembed

(ii) The half-yearly reports are due with the Board of ReVenu.e
on the 1st of February and the Ist of August every year, and the annual
reports on the 1st of February every year.

(#ii) The confidential reports shculd be sent to the Board of
Revenue in duplicate. '

(iv) The reporting officers should see that the report covers
the entire half-year or the year, as the case may be. If a Deputy Collector
has worked under two or more cfficers during the period-cf report, the
reporting officer should extract the remarks left by the other offigers
‘concerned in the reporting file of the Deputy Collector fer the above
period and send the extracts to the Board of Revenue along with his
own remarks so that the report covers the entire half-year o1 the year, as
.the case may be.

506-1—54A
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77 (v) In the case of Revenue Divisional Officers and other Speciali
‘D:puty Collectors, instruciions have been issued in BP. Ms. No. 2107
(D), dated 13th November 1962, that as scon as the inspecticn of a
-Rzvenue Divisional Officer is over, specific remarks cn the basis ¢f the
/inspection report should be reccrded in the repcrting file of the Deputy
Collecior concerned and these remarks should be extracted ir full when
-the half-yearly/annual confidential report is sent to the Bcard.  The
impression to be recorded in the reporting file of the Deputy Cellector
on the basis of the office inspection should be brief and specific. It
should refer to the personal contribution made by the Revenue Divisional
Officer to the running of the office and the division and shculd not be a
lengthy narration cf routine defects in cffice-procedure. Further, when
more than one Deputy Collector has held charge cf a Revenue Division
duringthe pzriod covered by the inspection, the responsibility of each of
them for the g-od or the bad condition of the office and the Division
should be specifically and separately assessed and recc.rded in the repcrting
files concerned. Of the Deputy Collector who had worked as a Revenue
‘Divisional Officer during the year covered by the inspection has already
been transferred elsewhere the District Revenue Officer/Collecter should
send their remarks based on the office inspection to the concerned cus-
todian officer ¢f the reporting file for being filed in the reporting file;
and his acknowledgment cbtained. The extracts frcm the reperting
file referred to above shculd also be sent in duplicate.

(2) The confidential report should cover the entire half-year ¢r the

year, as the case may be. It is entirely the responsibility of the reperting

- officer from whom the report is due to the Board of Revenue on the

- prescribed dates to ensure that the reports are sent to the Bcard ¢ f Revenue

in--a complete shape. In order to enable them tc send such

complete report, the reporting cfficers should take special note of the
following instructions:—

(a) When Deputy Collector is transferred from cne station
to anothe., the superior officers of the former st tion should record his
remarks on the Deputy Qollector in the reporting file and promptly

- send the reporting file to  the superior officer of the latter siaiion and
obtain his acknowledgment.

. _(b) If the reporting file is not seo received, the supericr  cfficer
- of the latter station should remind the superior cfficer cf the fermer
_station prcmpily and obtain the reporting file. . On receipt ' of the
. reproting file, it should be immediately verificd whether the ,sﬁpericr
officer of the former station has left his remsrks and in case of any
omission, the omission should be got supplied wthout any delay,

(¢) Whenthe officer under whom the Deputy Collector is werking
stands transferred, he should invariably record his remarks on the work
of the Deputy Collector in the reporting file befcre he hancs over char ge-
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. Ad) As soon as the successor cflicer_take oharge he should
scrutinize the réporting files of all the Depuiy Collecicrs working under
his control and verify whether his predecessor has omitted to record his
remarks in any case. If there is any omission the predecesscr should
be addressed by G.O. and his remarks obtained immediately. '

1G.0. Ms. No. 1936, Public (Service), dated 14th September 1966]

141. Necessity 1o record year also, initials, ete—Whatever a note,
drait or cacer is initiallec or signed in full by any Government servant,
the year as wellas the cate and month should be shown. This rule
applies to all grade officials and also to cases in which the date without
initials is 1equired such as dates of receipts despatch circulation return
from circulation, etc. : ' . ‘ L

142. Precautions agamst fire.—The precautions against fire-to be
observed in public offices are given in appendix C. The Collecicr  must
isszc an office order specifying— - .

(1) The officer responsible for conducting the drill prescﬂbed
in-paragraph 4 of Chapter 11 and paragraph 1 of Chapter V of the
appendix ; and :

¢2) The several officers responsible for seeing that the other pre-
cautions are observed in different parts of the cfice buildings.

343, Cancelied.

144. Responsibility of clerks and heads of sections—Every clerks who
submits for orders a document bearing a court-fee adhesive stamp is
responsible for seeing that it lras been duly punched and any elerk sub-
mitting a dooument bearing an unpunchec stamp will be required 1o
pay the value of the stamp. This does not however absolve the heads
of sections from their responsibility for seeing thet sizmps 21e punehed,

145. Cancelled.

146. Submission of files 1o the Collector’s house or camp—Use of boxes—
A sufficient number of tappal boxes—preferably made of steek—with
good. Jocks are an essential part of the equipment of every Collector’s
office. Boxesare preferable to bags in which files are likely to be damaged.
A set of keys is required so that the Collector, his Personai Assistant
if be has one, the Treasury Deputy Collector, the Sarishtadar and such
heads of sections as the Colleotor, may determine (for examples the officers
ecommonly known as Huzur Head Clerk and Huzur Second Clerk and
the Magisterial Clerk) may each have one. No other cflicer or clerk
should be allowed to have keys and any spare keys shculd be in the
custody of the Treasury Deputy Collector. All files shculd be sent to
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CiHlector’s house or eamp in locked boxes. Even in office confidential
files should be sent to him in the same way. Itis usefulto have two
spare boxes marked ““ To be returned to the Collector * to enablé the
coflestor to send files to office from his house or camp whenever necessary
As soon as either of these boxes is received in the office it is to be retufned
at once to the Collestor empty. On no account is anything to be sent
Jromthe office to the Collector in these boxes. All the boxesshould be
atmbered and have the words ** Colleotor. of ** painted plainly
on them, , L

147. submission of papers at headquarters—Camp ** tappdi arrange-
ment.—When the Collector is at headquarters papers for orcers s.gprcval
of signature should be submitted daily in one or more batches i such
hours as he may presoribe. Only really urgent papers should te sub-
mitted at other times. When he 1s on tour, files. will be sent io camp
inagcordanoe with a formal *‘ tappal arrangement” which will be ¢sefted
by the camp clerk and after approved by the Collector will be ciionlated
to the Treasury Deputy Collector. Personal Assistant, Sarishadar,
Heads of seotions in the office, and such heads of offices in the Revenie
or other department, and non-officials as the Colleotor may direct. A list
of such correspondents should be compiled and mainiained. The tappal
arrangement will show clearly where the Collector will be each day,
the nearest post office to his camp and by what route and medns  of
eonveyance the tappal will be despatohed to each camp. An invoice
will accompany each batoh of tappal sent tc or from ¢; mp. ThHe camp
clerk in the Colleotor'sCamp, and theHuzur HeedClerk at Headquarters
will see that the invoioces and their office copies correctly show the nymber
and nature of the parcels sent. Each peon who takes charge c¢i the
tappal a. :ny stage of juurnsy must s:¢ *ha. 1 cosrssp nos with she
invoice, and take over the invoioe after geiting it signed by the peon
from whom he takes it over.The camp clesk in camp and the Huzur head
Clerk at headquarters must check the tappal with the invoices onreceipt
and will return the invoices with any remarks that may be necessary
{e.g., in regard to any loss, damage, or delay), to headquartets or to
ocamp, as the case may be with the next batch of tappal. The invoices
when received back will be filed carefully with their office copies.

148. Arrangement of papers submitted to Collector.—Papers submit-
ted to the Collector must be sytematically arranged.Fair copies, rotitine
papers (that is to say simple files, in which there are not long noteés, and
thaf involve no intricate points, short drafts and billsy and difficult files,
gontaining papers that oall for thought and study, and perhaps reteréfice
to rules and laws or in which there are lengthy notes, should be kept
separate from each other. In each of thesethree classes of papers again,
Qrdinary, Urgent and Very Urgent files must be arranged separately.
‘The peons should be carefully instructed in these matters. and 4t is
the business of the camp clerk, to see that this arrangement is properly
dhered to, whether at headquarters or in camp. <
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149. Posting list—Hearing-Card .—As often as may be necessary and
at least once a week a consolidated list of cases to be posted will be
submitted to the Collector who will fix the places and dates of heaging.
The list will give the number of the cases a brief note of the nature of
each (Criminal Appeal, etc.), and the taluk and village to which each
relates. The list will be circulated from section to sectic n in alphabetical
order (according to secticn letters) and the head of the last section is
responsible for seeing that it is submitted to the Collectcr withcut defay.
After the Collector has passed orders on the list it will be returned to the
Sarishtadar who will circulate it to the heads of section concerned who
will note the dates and places of hearing on the files and issue notices
of the parties at once. The list of a copy of it will be sent with the least
possible delay to the camp clerk who will enter the cases against the
dates to which have been posted in the Hearing card which will be kept
always on the Collector’s office table whether in camp or at headquarters.
After he has done the camp clerk witll return the list to the Sarishtadar
after initialing it. If for any reascn a case that has once been posted
and entered in the H earing card has to be adjouined it is the duty ¢f the
head of the section cencerned to inform the camp clerk at once in order

that he may correct the Heating card.

150. Economy in the use of stationery.—The utmost eccncmy must
always be exercised in the usc of staticnery ard it is the duty of all officers,
the Sarishtadar and heads of sections to enferceit, and to watch ccnstantly
for possibilities of saving and examples ¢f waste. The following are
some important points that should not be lest sight ofi—

(1) Indents.—These must be carefully scrutinized and cut dewn to
the minimum. A possibility that must not be lost sight of is that stocks
may have been understated. This should be carefully locked into at
the periodical stock-taking prescribed by rule 49, Stationery Manual.
Not only should the stock in the stationery racks be thoroughly checked,
but the clerks’ desks and almirahs in the office should be searched for
concealed supplies of stationery (which term is here used to include
forms). It should also be ascertained whether there are supplies of
stationery which though obsolute can be made use of. As an example
of the kind of abuses that the checking officer sheuld be on the leck cut
for the follewing actual instances may be useful. In a certain cfiice in
Madras it was found that large supplies of stationery had been indented
for when the actual stocks were sufficient to last for several yesrs. It
was also found that demi-official paper which had “ 191 * printed ¢ o the
line for the date had been discarded at the close of 1919, when paper with
“ 192 >printed on it was supplied. A large supplyof the former, perfecily
fit for use, was simply left to moulder on the scelves. When certzin
chapter kinds of paper were substituted for more costly kinds, the latter
were treated as “obsolute” as were certain envelopes that had been
deleted from the standard list as unnecessarily long and the stock of
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“thése papers and envelope$ was simply left to. spoil. This kind of thing
is probably much more common than any.cne eXpects and it leads to

(immperise waste.

-:(2) Enclosures.—These must be avoided as far as possible {para-
graph 53 above). When they are necessary they should as far as possible
b: typed in continuation of the main communication. Every sheet of
paper and each side ef it should be fully utilised. : .

" (3) Office copies and covering letters—Office copies may often be
disp:ised with (See paragraph 54 above). Covering letters must not
he sent with the various * prescribed forms ™ of applications, returns,
statemsnts, cartificates, etc., unless for any special reason it is impossible
to say all that hasto bz said in theform, and therefore necessary to explain
or supplemant it by a separate letter.

(4) Blank sheets of demi-official, etc., paper.—Officers habitually
- send out demi-officials with one sheet blaok, or sometimes only a few
wovds—perhaps only a signature that could easily have been got on to
the first  sheet, or on the second sheet. The second sheet should never
be wasted if it can be avoided. Blank sheets should be cut off demi-
official letters—in coming and cutgoing alike—and they should be msed
for writing chits, for office copies of demi-officials and so on. In future,
demi-official paper will only be supplied in half-sheets, with blark
continuation sheets. The blank paper shculd clways be used fer the
second and subsequent sheets of a letter.

(5) Post cards—Small envelopes.—Post cards should be used when-
ever possible.  This saves paper, envelopes and postage. Smallenvelope
should be used for communication on half-sheets and should be indented
for more frecly. the demand for the larger envelopes being correspon-
dingly reduced. Half-sheets of paper, should always be used for
chmmunications that are too long for a post card (or for whick a post
card would not be suitable) but which are not long encugh to cever
one stde of a full sheet.

(6) Re-maicing envelopes.—Envelopes received with ccmmuniczaticns
from other offices should be carefully cut (pot torn), opett and preserved.
When a sufficient quantity has accumulated they should be sent to the
Government Press to be turned and re-made. The office much should
also re-make envelopes in this way in his spare time.

 (7) Econimizing envelopes in despatch.—All letters, etc., which
have to be sent to the same address on the same day should, as far as
sossible, be collected together and sent in 2 single envelope or in the
pmailest number of envelopes that will contain them all,
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Deﬁnit_e instructionsin régard:to thi: should belaid down for the guidance
ot the Superintendent, Fair-copyin g section, who should be pro-
vided with aset of pigeon-holes to facilitate the observence of this rules..

(8) Duplicators and duplicating paper —Special duplicating impression.
paper should not be used unless, more than 50 copies of the matter
duplicated are required. In other cases ordinarily printing paper. should.
be used, Care should be taken to see that copies taken on the dupli--
cator are not spoiled and wasted, owing to defective inking of the pads..
These of bad inks or other errors in working the machine er negleet.
to keep it in proper order.

¢9) Regrsters.—New registers should ordinarily be opened for each’
year. In preparing the registeis care should be taken to see that the
registers do not contain more forms than are likely to be necessary te
contain the year’s entries on the subject. Un used pages in a register
need not be discarded at the end of the year. They should if at all
numerous, be torn out and utilized for preparing tresh volume.

(10) Extravagant spacing.—This should be avoided 2like in writing
in ruling 3nd in typing. If this is ettended to, a half-sheet of paper
will often suffice for what would otherwise have takena full sheet. Where
sueh a saving will result communications should be typed with single
instead of double spaces between the lines. Ail notes, drafts and com-~
munication of whatever sort should be type on both side of the paper.

(11} Docket-sheets.—Separztc dooket-sheets te communiezticns ot afl
sorts and the absurd futile practice of writing dockets end eCdresses on
the back of letters and other communications should be abolished
cntirelv. Of course the blank parts of sueh docket sheets asare in stoek
should be made use of [¢) {I) above]. But no more should be intended
for. For the proper plaee of the docket or title—See paragraphs
50 and 51 above.

€12} Rough noges or drafts—'shese rchould be mede on cheapest
paper, the bracks of old forms, etc.

(13) Drafys—When the numter of short drzfts are put up tegether,
s0 far as possible they m2y be written in the run on form instead of
starting a fresh sheet for each.

¢15) Telegrams— Economy.—Strict economy should zlso be insisted
on in regard to telegraphie eommunications. In the first place, a
telegram must never be sent unlzss it is absolutely necessary. If the
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issue of a tplogram is due to avoidable causgs, such as failure ic issue
reminders or to take action in proper time or ahy other neglect of
dilatoriness the person at fault will be liable'to censure, stoppage of
increm:nt or pay the cost of the telegram after following the przscribed
procedure. .

Secondly urgent telegrams must never be sent when an ordina y
telegram will suffice. : :

Lastcly, in drafting telegrams great care must be taken io exclude
all matier that is not essential, and to make the telegrams as brief as is
consistent with intelligibility. Anexample or what is meant by exoluding
unessentials. it is quite unnecessary when writing te a  subordingte
directing him to submi: some record sby return of post to add ““required
for disposal of appeal posied to 27th instant ™ and that sort of thing.
Clerks are extremely prone to enter into explanaticns of this sort which
are quite unnecessary.

152, Stock files.—Permanent files of important orders shculd be
maintained for case of reterence and musi be carefully kept up to date.
These are quite distinct from the record files referred. to in paregraphs
85 and 89. The filing referred to in these paragraphs is & method of
disposal. The filing now under consideration is a convenient method
of keeping important orders of Government, the Board, or Collector,
Distriot Magistrate which are required for frequent referencs. The
device is tamiliar, has long been in existence and needs no  further
explanation. The Collector will prescribe for what subject thay should
be maintained. Whenever an imporiant order is received or {ssued
confaining general instructions one of the subjeots for which o stock
file is m2intained the head of the section that deals with that subjeot
will see that the original order is put into the appropriate stock file and
that a slip contzining a reference to the page of the file where the order
ig to be found, is at the same time placed in the record file. ¥ an osders
filed in a stock fileis superseded by another or when:an order bacomes
obsolute the head of the section, that deals with the subjeet will see that
the order which has been superseded or the one that has becomz shsolete
as the oase may be removed from the stock file and placed in tha record
file. . ’

Each stock file will have iable of contents profixed to it giving the
number and date of each paper file , ifs title, and 'the page in he file
where it willbe found. The pages of these files must be neatly numbered
in red ink. When stock-files are put up for reference, thay arz not to
be flagged. The passage to which reference is invited will be indicatad

.in the margin of the note in the usual way, by quoting the page of the
_stock-file where it occurs and also the number and pardgreph of
1he. Government Orders, etc. ) R
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. ‘Wiitn a later modifics an carlier one the fact must be ncted on an
earlier order, with a reference to the page of the file where the later order
is to be found. Heads of sections are responsible for examining these
files at frequent intervals and seeling that they are kept carefully and
tidily and brought up to date.

153. Administration reports.—The annual administraticn. reports
of various depattmierits, with the orders of Goverrment cr the Bcard
on them must be submitted to the Colléctor and District Magisirate
as scon as they are recgived, with a brief note inviting his zttention
to any special instructiors, structures or comments of the Beard, High
Court, or Government, ¢r to any matter of general interests in regard
" to which it seems desirable to issue specific crders. The Jamabandhi,
the Excise and the General Presidency administration sepeciis fer a
series of years will be made up into file and bound wher the file reaches
aconvenientsize. They will be kept. permanently like bock s i refi.rence
in the Collector’s officc. All other administration reports may be put
into record files and destroyed after a pericd of ten years.

154, Record of discussions.—The following principles should be
observed while preparing record of discussions of important mectings
held at Official level—

(1) There is no need to have a record of discussionsif the discussions
are casual or informal. In most cases where the discussions take place
among officers of the same department there may be no need to prepare
a record of the discussions.

(2) (i) Whenever ‘ormal discussiorns are held, particularly with
officers ¢f cther departments, a brief reccrd should be prepared. This
reccrd should contzin the views expressed by the leading participants
and the decisions arrived at.

(i) Such record of discussions should be prepared by the officer
who may have convened the meeting or by one of this subordinats under
‘this direction. ‘

(iti) Where the officer who may have convened the meeting is
higher in rank than those who participated in the discussion such record
should be prepared by such officer and then sent to the participants.

(ivy Where the officer convening the meeting is o¢f the same
status as the other participants the record of such discussions shall be
circulated to such participants before finalising it.
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(¥) Whenever a draft record is circulated before it is finalised
all amendments suggested by the perscns who may have participated

in the-Mseussions shall be duly taken note of before ﬁnahsmg the note
of the discussions.

[B.P. Perm. No. 866 (T) dated 3rd June 1970.]

[G.O. Ms. No. 2012 Public (Services-A) Department, dated -
_ Ist September 1970.}

(L Dis. T-605/70, dated 17th September 1970.)
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LisT OF INDEX HEADS.

This is a general list and many of the headings are not required in all officers.

A head may be alone or in combination with any sub-heads.

Any head may, if

appropriate, be used as a sub-head under any other head, e.g., *“‘Budgets” may te

used as a sub-head under * Police”.

where possible.

Local classification should be
For instance, in indexing papers realting to assignments, leases, efc.

introduced

of land or to encroachments, after the main head  Encroachment ”, etc., should come
the name of a taluk such as *° Papanasam "—* Pattukkottai , etc. after the name of
the taluk should come the name of the village, after that the survey number and after

the survey number the petitioner’s name,

e.g., “Subramanya Pillai, A. K. o

and such useful topographical or other details as “ Cart-track ”—* Tank -bed 7, etc.
Land acqusition files will be indexed in exactly the same way under ©* Land acquisition”
“The names of the taluks andunder each taluks the names of the villages will be arranged
in strictly alphabetical order. The survey numbers will be arranged in numerical
_order under each village. Personal papers relating to official should be indexed under
the name of the officers concerned Heads in brackets are not generally to be used as

heads, but only, if necessary, as

sub-heads.

Additional legal, etc., heads may be

selected if required from the lists to the beginining of each volume of Woodmans'
Digest the abbreviations (C.L) etc., in brackets should always be used-

“A”

Abkari—

Beer L

Country Ligquor—(C.L.)
Arrack

Toddy.' .
Fixed fee system.
General.

‘Under these sub-heads further sub-heads,
such as Duty, Lease, Licence, Permit,
Shop, Shop-site Warehouse, will be
opened as required.

Accounts, [See also Raiiway.]

Accouantants—
Chartered. [See also Income-tax}.
General.

Income-tax. [See Income-tax.}

“Taluk Head—
[Village—See Village Officers.}

See also Auditors—

{Account] Code. See Civil Account
Code.

Accounts—, |

(Treasury—See Treasury).
Village—

(Achukattus. See Assessment)
Acquisition. See Land Acqusition.
(Acts. See under the several short titles).
(See also under Books and Publications).
Adangals. See Village Accounts.
Additional District Magistrataes.
(Independent), See Magistrates.

Address—
Forms of—See correspondence.
Valedictory. [See Government
vants ' Conduct Rules.]

Ser-

(Adjustments. See Accounts.)
Excise—
Presidency—

(and so on).

Administratvie Powers.
Administrative Sanction.
Administrator-General.
Advances— -
Agricultural—
Floating—
House—
House—Building—
Intensive Manuring Scheme—
Land Improvement—
Motor— -
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Advances—cont.

Permanent—

State—

}General Provident Fund—Provident
Fund.}

. Survey— [ See Survey.]

Tents.

Advertisements. (See also Publicity.)
Advocite~-General.

Affiliation. (See Education.)
Affiliation. (See Forests.)
Agriculture—

Crop Competitions.

Crop Cutting Experiments.

Cultivable Waste Lands.

. Essential Articles.

Food Production.

Grow More Food.

_ Intensive Cuhivation Scheme.

Lift Irrigation.

Planning and Development.

Railway Priorities.

River Pumping Scheme.

Inproved Seeds.

Tractor Reclamation.

Under Ground Water-Supply.
(Agricutiural Advances—See Advances.)
(Agricoliure Calendar.  See Books and

Publications.)

(Agricuitural Income-tax—See
tax.)

(Agriculturzl Journal. See Books
Publieations.)

Agricukturd] Society.

(Agricalture Statistics.
Castor-Seed.

Cattle-Breeding.
Ccconuts.
Cotton.
Foodgrains.

- Groundnut
Tmplements.
Indigo.

Tnsects and Pests.
Manure.

Oil Seeds.
Rubber.,

Seed Selection.
Sugarcene.
Tobacco.

Income

and

See Statistics.)

(Qther sub-heads to be opened
required.)

Air-craft. _
Air-guns. (See Arms Act)
Alienations—

(Pensions.  See Pensions))

DISTRICT OFFICE MANUAL

{Aliens. See Foreigners.)
(See also Enemy Property—Enemy
Trading).

Allotment—
(Additional—See also Funds).

Allowances—
Bonus.
Capitation.
1arge—
Compassionate—
Conveyance—
(Daily—See Travelling.)
Deputation.
Duty.
Exchnage Compensation—
General—
_Grain—Compensation.
(House. See Conveyance.)
House Rent— ’
Tvudittam.
“Local.
Personal.
Shorthand.
Tasil
Tenage.

Travelling (T.A)).

Officials.

Non-Officials.

Witness.

War, etc. .
(Amelioration—See Prohibition.)
(Ammunition—See Explsotves.)
(Anchors. See Marine.)

(Ancient Monuments. See Archa-
cology.)

(Anicut. See Irrigation.)

(Animals, Cruelty to. See cruelty

anjmals.) o
(Animals, wild. See Wild Animak)
(Animal Husbaiidry. Sée Véterifiary.)
(Anthrax. See Cattle'Disease.)

Anti-malarial measures, (See Malaria)

to

(Antiquites. See Archacology.) ..
Anti--rabic treatment. (See Pasturc
Institute.) .

Appeals against acquittal. (See alsor
Criminal appeals.) .

Appeals— . .

(This head is for general orders ,a.ho"!it

appeals. Appeals against ordegs wilk
be indexed under the subject. of ‘the
orders, e.g., “ Assignmerit. Depart-
mental appeals will be indexed under

the name of the appeltant. Is:
from the decisions of Civil or Criminal

Courts will be indexed undér -* Suits
Appeal™  “Crimimal ~ -Appeals,”,
respectively. ST
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A—cont|
Seccné Appeals. (The -bove note A—cont.
applies here.) (Avaram. -See Tdnning.)
(Avenucs. See Trees.) )
(Ayurvedic = System. . See "Medicine—
. Indigenous Systems.)
Appointments. i
[General orders about appointments.
Indivitual Appointments will
founé under the name of the officer
concerned.] “B”
(Backward Classes. See Depressed
Apprentices. Classes.)
(Appropriations.  See Funds.) _ Bacteriology.
Arbitration. bis. ¢ (Backyards.)
Aboriculture. s i~ (Badges. See Clothings.) )
Archaeclogy. {Badges and Belts. See Clothing.) .
Arms Act— Bail. (See Courts.)
Exempticns. Bank— .
Licences. (Reserve Bank of India.)
Army —See Miiitary ¥ t B (State Bank of India.)
(Arrack. See Country Liquor Arrears) . | (See Co-operative Credit.)
(See Savings Banks.)

(See also Revenue Recovery.)} Ranker’s Books.

Irrecoverable— «Banks. See Canals, Tanks, etc.)

List.’ : § (Barges. See Marine)

(...of Pensions. See Pensions.) Barracks.

Articles of Commerce—Ordinance. Basel Mission.
Articles of War. 7Batta. See Allowances. Grain Com-
(Artisan Inams. See Inams.) pensation Travelling.)
(Asdlaminha Gardens. See Inams.) Beer—
Asavas and Arishtas—See Prohibition. Breweries.
(Asam Labour and Emigration Act. See Shops.
Emigration.) Taverns.
Assault. (See Akbari:)
Asséseed waste. (Belts. See clothing.)
Assessment— (Bench Courts. See Courts.)
Ground-rent. (Bench-mark. See survey.)
-(Income-tzx. See Income -tax— (Beri-beri. See Medical)

Assessent.) Berziz deduction.

Quit-rent. (See also Land Acqusition.)

(Tree Tax. See Country Liquor.) Bicycles.

Assessors.  (See also Income-tax.) (Bills. See also Treasury.)
Assignment— (Binding. See Book-binding.)

Dharkast. (Bioscope.  See also electricity.)

Land.: (Birds, wild. See Wild Birds.)

Lapd Revenue. (Birth, alteration of date.  See _service

Revenue. Books and Rolls.) C

(State. See Funds.)

(Central to State. See Funds.) (Birth and death. See Vital Statistics,)
Assistant Collectors. Bishop. S
Assistant:Commissioners. (See Income-  Black lists.

tax, Salt and Abkari.) (Blankets.  See Clothing.

Assistant Tahsildars. (Block Survey. See Survey.)

Assurance, Life. (Board, District. See Local Boards:)

Assurances. (See Registration.) (Board, Local. - See Local Boards.)

Ashylums. (See also Lunatics.) {Board, Taluk. - See Liocal Boards.)

Audit. (Board of Examiinationers. See Fxami--
nations.

Auditors. (See also Income-tax.) Board of Revenue.

(Auditor’s Certificates. See “Companies (Board, Sanitary, See Sahitatigny
Act. See also Income-tax.) Board’s Standing Orders.
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B—cont.

(See also Books.and Publications.)
Boating and Shipping Rules.

(See also Allowances.
Travelling.)
Boats and Ferries.
(Boilers. See Prime-movers.)

Conveyance,

Bonds.
«(Bonus. See Allowances.)
Book-binding.
Books and Publications.
{See also Registration of Books).
-(Books, Service. See Service Books.)
.(Boring. See Pumping and Boring.)

Borstal Institute.
“Botanist, Government.

i Botany.

. See Survey.)
Boy-scouts.
Boycott.
Breach of trust.

.(Breaches of Contract. See

also Labour.)

Bricks and  Brick-fields. (See  Public

Works.)
- (Bridges. See
and Public Works.)
‘Budget—

Control of expenditure.

Contract

Local Funds Municipal

DISTRICT OFFICE MANU AL

] .Cn
(Cable. See Telegraphs.)
(Caligula. See Irrigation.)

(Camp Equipment . See Civil Services,
Regulations, Allowances, Traveliing)

Camping ground.
Canals.
Cantonments.
(Caoutchocuined
denatured.)
Carnatic Stipendiaries.
(Carriages. See Railways.)
Carriers.
Cartstand  Cart-hire.
Travellers.)

spirits. See spirits,

( See also

Cartstand. : .
(Cash certificates. See War Loan.)
(Cash~chest. See Treasury.)
(Cash-keeper. See also Treasury.)
(Castor-seed. See Agriculture.)
(Casual leave. Seeleave)
Casualities. .

(Cattle-breeding. See Agriculture.)
Cattle Census.

(Cattle diseases. See also Veterinary.)

Cattle mortality.

(Cattle pounds. See pounds.) .

(Cattle shows. See also Agriculture and
Veterinary.)

Cattle trespass.

(Cemeteries and Tombs. See also Burn-
ing and Burial grounds.) s
(Cemetery. See Cemeteries and Tombs.)

Debate.
Estimate, Civil. Censorship. o
Statement of numbers. (Census. See also Cattle Ceasus.)
* Budgets. (Certificates, Medical. See Medical
Certificates.) o
Certificate of age and nationality. .
(General orders regarding—Individual  Certificate of identity. :
budgets to be indexed under the name (Certificate of Seaworthiness.
of the department, local bedy, etc, See Marine.) .-
to which they relate.) (Cases. See Assessment.) :
(Ceylon pensioners. See Pensions
Political.)

" Buildings— Chamber of Commerce. .
Government. (Chanks, . See Fisheries.) e
Rented. : (Channel, See Irrigations.y - -

. (Buildings. See Land Acquisition, Com- (Chapalins. See Ecclesiastical.)

tion.) (Charge allowance. See Allowance.>

«(Bungalows, Travellers,. See  Travellers (Charitable Endowments. See - Endow-
Bungalows.) ments.) o

«(Bunker Coal. See Coal.) Chatram.

Burning and Burial grounds. Chavadi.

1 Papers relating to acquisition for these to Cheating.

be included under Land acqusition.

. (Bugrow pits. See Public Werks.)

Chemical fertilisers—
Intensive Manuring Scheme,
Nitrogenous, e,
Phosphatic. O s s
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C—cont. C—cont.

Chemicals. [College. See also Agricultural Engi-

. e . neering, Forest, Medical, Veterinary,
Chemico—legal examjnation. - -~ etc] .
Chemists. : [Commandant, Nayar Brigade. See

' Military.]

ChtmlSus. . [Commandeering. See Food-stuffs, ete.]
Chiefs Ruling. {Commerce. See Industries.}

[Chit Funds, See Corapanies Act.] [Commerce, Chamber of [See Chamber

Cholera,[See also Eplidemic disceases, of Commerce.]
Commercial Taxes—

ical and Sanitary. '

Medical an itary] - The Madras Betting Tax Act, 1935,
[Choultry, See Chatram.] . The Madras Entertainment Tax Act,
[Christian Marriage Act. See Marriage] {939

- Chronology. ) The M
‘[Church. See Ecclessiastical—Public 1931;adras General Sales Tax ACt’

Works.] The Madras Sales of Motor Spirit
Cl1D. . Taxation Act, 1939. .
[Cinchona. See also Quinine.] The Madras Tobacco (Taxation o

[Cinematograph. See Bioscope.} Sales and Regulation) Adt, 1953.
[Circular. See Correspondence.] [Under these sub-heads furtrer sub-

[Individual circulars will of course be “Tpeoqc cich as De ot
I ¢ , ‘ pots, Distillery,
indexed under the subject heads 10 7.,q Ticence, Permit. Shop, Ware-

which each relates.] ho

{Circumferentor, See Survey Instru- I'e(()]lzlss’ed ]etc., to be opened as
ments.] - Commission;

Givil Account Code. (CAO) Commissioner. (See also Board of
[Civil Assistant Surgeons. Post- Revenue) Corporation of Madras

Graduate Course. See Medical.]l Income-Tax, Labour Commissios r,

[Civil Budget Estimate. See Budget Police Commissioner Re'venuger’
Estimate, Civill Department,  Separate Revenue

[Civil Courts. See llC(_]furts-] Settlement

[Civil Jails. See Jails. . [Committee, Advisor

'[Cl‘_{ll IiISts- See Books and Publica- rg..  Prohibition, M};(]iical, Students,
tions. ) etc. '

Civil Proceduie Code [Civ. P.C] [Site. ]See Site Committee.]

Civil Servants. [Communal Poramboke. See Porimboke.

Civil Service Regulations {C.SR.] [See : [Commutati . ©
also A{Iowances‘and advances, etc.] Ccmpa:lli %l?ét})?;feogisst}%}gi]cm_
[(;IYII Suit. See Suit.] panies Registration Act.}
Civil Supplics. \ fCompanies, Insurance.]
JClassification, See Accounts, Settlement, [Compassionate Pension. See Pensions.]
. s.]

etc.] ‘ [Compensation for dear
‘[Cljlwance label. See Marine.] See Allowances, Grain (;?cf;fpczﬂatif;r’lo]d
Clocks. [Compensation for tenants improx;e-
Clething. ments. ] ’ ‘

[Clubbing. See Village Officers Act and [Com : .
. " | pensation. See L it
Proprietary Estates Village Service [Compensation p. efliiozin,ge:;ggls?g:;?]

Act.] [Completion repor i
t. See Public Wi

?oal. . . [Compost. See Manures.] ¢ WorksJ
{Cocaine. See Abkari, Drugs.] [Cemposition, See Assessment; See also
{?}g(f:f(;xexut, See Agriculture.] Criminal cases. Income-tax :I‘oo]s]
T s el, ) [Compound lands. See Assessments.] .

X -steal ing.} . [Compulsory Labour. See Kudimara
l(f?(‘yltn. See Treasury ; also Currency.] mat.] g
Collections. : [Conduct Official. See Mi
‘Coltector. =~ Conferences. Infone:a. isconduct]

50€-1—6
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C—cont.

Concessions.

“onfinement. See wrongful Confinement.}
[Conservancy. See Rivers ; also Sanita-
tion.]

[Conservator. See Forests.]

[Construction. See Public Works.]

Consul.

Contingencies.

Contract—

Breach of.

Contingencies.

Grant.

Labour. )

[Contracts and agreements. See Rail-
ways.]

{Contribution. ~ See Local
Pensions, Public Works, eic.]

Control of Expendiwre. See Budget.]

JConvicts. See Prisoners.]

Co-operative—

Credit.

Societies.

Unions.

Cecpies.

Copyists.

Copyright. .
[Cordite. See Explosives.]

Coroners. o

{Corporal punishment. See Whipping.]

Corporation of Madras.
[Correspondence. See also Ellis Tom

kin’s System, Tottenham’s System.]

{Corundum. See Mines.]

[Cottcn. See also Agriculture.]

Cotton control.

Council of States.

Boards,

Council Rules.
{Counterfeit coin. See Currency.}
[Countersignature. See contingencies
and Treasury.]
Country liquor—
Arrack.
Toddy. See Abkari.
[Under these sub-heads further sub-

heads such as Depots. Distillery.
Lease, Licence, Permit, Shop, Ware-
house, etc., to be opened as required

{Courts of Wards (C.W.)]

[Papers relating to individual estates to
be indexed under the names of such
estates.]

Courts—

Bench.
Civil.
Criminal.

DISTRIGT OFFICE MANUAL )

C—eont.

District.

High.

Sessions.

Small Causes.
Village. o

{See also Magistrates; regarding addi-

tional legal heads. See instructions
on page 45.]
Court Fees and Suits Valuation Act
ICowle, See Assignment.]
[Cranege Fees. See Marine.]
[Credit. See Co-operative credit\]
{Credit notes. See Railway.]
[Criminal appeal. See also Appeal
against acquital]
Criminal Breach of Trust. See Breach

of Trust.} .
[Criminal Courts. See Courts.}
Criminal Justice.

[Criminal lunatics, See Lunatics.]
Criminal Procedure Code (C.P.C.)
Criminals,

Criminal Settlement.

Criminals Statistics,

Criminal Tribes.

[Crop. See Assessment.]

[Crop competitions, See Agricunlturs.]

[Crop cutting experiments, See Agricul-
ture.] '

Crop experiment.
Crown grants.
Crown Prosecutor.
Cruelty to animals.
Currency.
[Currency chest. See Treasury.}
wurrency notes. See Treasury.
Cultivable Waste Lands. See Azgculturc
[Custodian of Enemy Property. See
Enemy Property.] -
Customs.
%S:OITS. Imperial Service,
cherry, Amsam. See Chavadi.]
[Cycles. See Bicycle.] &
Cyclone.
Cyclostyles.
. € D 3
Dacoity.
Dairy.
[Dam. See Trrigation.}
Darkhasts. See Assignment.]
D&bandﬁm. See Tnams.)
ta, Stamps, Ses Rubher Stamwps.
{Dead House, See Mertuary.] pel
[Deaths. See Vital Statistics.]
[Debentures and Loans. See Railways}
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D—conz.

Decentralisation.
Defalcations.

Defamation. »

{Defence Force. See Military.]

Defence of India Act.

Delegations.

Demand,

(D.C.B.)

{Demarcation. See Survey.]

* Demobilisation. .
[Denatured spirits. See Spirits,
denatured.]

Deposits. .

{Depot. See Alkari, Country liquor;
also Emigration.]

{Depreciation. See Income-iax]

Depressed classes.

[Deputation. See Alln:.vances.]

{Orders regarding iadividual officers to
be indexed undcr the personal names
of the latter’ .

[Deputy Celicclors.
Deputy Collectors.j

Deputy Tahsildars.

Deserters.

[Designs. Scc Type-designs.]

[Despatch. See Coirespondence.]

{Destructicn of rats. See Plague, rats.]

[Distruction of records. Seg Records.]

[Destruction of wild animals. See Wild
Animals.]

Destructive insects and pests. See
insects and pests; also Agriculture.}

[Detemes. See Irisoners, State.]

[Devasthanam.  See also Religious
institutions and temples.]

{Devaswom. See Native States.]

{Diamonds. See Mines, Minerals.]

[Dictionary. See Books and Publica
tions.]

(Differeatial  Water-rate, See Assign-
ment Charges for water.]

{Diglott registers. See Accounts—
Village.]

Director of Public Instruction (D.P.1.).

{Disafforestation. See Forests.]

[Discretionary grants. See Grants.]

Dismissal,

[Individual cases to be indexed under
personal names. (See instructions on
page 44) and net under this general
heads.}

Dispensary.
[Disposal Numbe: System. See Corres
pondence.]

506-1—6A

Collection and Balance

See also Treasury
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D—cont.

[Distellery. See Abkari, country liquor,
arrack, prehibition.]
'Distribution st of work. See Secre-
tariat, Boasd of Revenue.]
[District Boa:d. See Local Boards]
[District Emergency Committee.] -
{District Gazette. See Gazette.]
[District Gazetteers. See Gazetieers.]
[District Medical and Sanitary Officer.
See Medical.}

{District Municipalities. See Munici-
palities.]

Distilleries.

District Prehibition Advisory Councils.
[District  Recruiting  Officer. See
Recruiting.]

[District Scldiers’ Committee. See

Demobilization.]
IDivi Pumping System. See Irrigation,]
[Divisionai Charges. See Jurisdiction.]
Divisional Officer (D.0.).
Dicisions and Taluks, Redistribution of
—Documents.
[[Copies of. See copies.)
Custody of—
Production of—
Return of—
{Dogs. See also Rabies.]
[Domestic Economy., See Books and
Publications.]
[Domestic Science Classes. See Books
and Publications |
Draftsman.
Drainage.
Dramatic performances.
[Dredger. See Marine.]
[Drugs. Bhang, Cocaine, Ganja, Mor-
phia, QOpium, efc. See Prohibition.}
Dry zone.
[Duffasal. See Assessment.]
Duplicators.
Dyes and Dyeing,

E.
Earthquake.
Easements,
Ecclesiastical (Eeel.),
Eclipse.

Economic Condition.
Economic Products.
Editors’ Table—

Papers.
Privileges.
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E—cont.

Education (Edn.)

Elementary—

Female.— )

[See also Indian
Secondary.
Technical, efc. .
Further sub-heads as required.

Elections.
[Electoral Rolls. See Elections.]

Electric—
Fans.

Installation.
Light.

Meters.
Plant.
Wireman.
Scheme.]
Electricity.
{Electric Motors.
lities.]
Elephants.
Fllis Tomkin’s systemi.
Embezzlement. .
{Emergency Reserve. See Police.]
Emigration.
Employers’ Liability.
Encroachments.
{Endowment funds. Sce Funds Endow-
ments.]
Endowments—
Charitable.
Religious.
Enemy Missions.
Epemy Property—
Custodian of
Enemy Trading.
Enforcement—
Foreign liquor.
(Further sub-heads, such as permit
for personal consumpsion, sales
tax, gallonage fees, etc., may be
opened as required.)
Inspections.
Molasses.
Pharmaceutical Laboratories.
Residuary work.
Spiritucus Essences. '

Educational Service.]

[See also Hydro-electric

See Irrigation faci-

Spirituous Homoeopthic Preparations..

Spirituous Medical Preparations.
Spirituous Toilet Preparations.

Sweet Toddy. '

Taluk Prohibition Commitfee.

DISTRIGT OFFICE MANUAL

E—cont.

Enforcement—cont,

Varnish.

Enfranchisement. [See Inams.]
Engineer. (See local funds Public
Works.] :
Engineering—

College.

Students.

{Engines. See Railway.]
[Enlistment. See Recruiting.]
[Enteric. See Medical.l
Entolomology.
{Ephemeris. See Books and Publica-
tions.]
Epidemic diseases.
Epigraphy. ’
Equitation test. :
{Errata lists. See Accounts—Village.]
Escheats.
[Essential articles. See Agriculture.]
Establishments.
Estimate—

Attached.

Impartible.

Land Act.

[Permanently settled. See also Pro-
prietary Estates Village Service.]

Estimate—

{Under this head. general orders re-
lating to estimates will be indexed.
Individual estimates will be indexed
upder the heads to which the indi-
vidual works relate, e.g. Irrigation,
Buildings, efc.]

Ethnography and Ethnology.

-European—

Aided Schools.
Professors.
School Examinations.
Service Leave Rules.
EEuropean deserters. See Deserters.)
d¢European Graves. See Burial Grounds.
European manufacture. Articles of
[See Stores.}
Buropean vagrancy.
Evacuee Property.
Evidence.

Evidence powers.
Examinations—
Promotion.
Septennial, etc.

[Examiners, Board of.
tions.]

Excess Profits Duty (E.P.D.),

See Examina-
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EB—cont,

(Sec also Income-tax)
Exchange.
(Exchange compensation, See Allo-
wances.)
(Excise. See also Foreign liquor, Country
liguor.)
(Excise Manuzl, See Books and Puybli-
cations,)
(Executive Magistrates. See Magistrates.)
(Exemption. See Examinatjons.)
Fxhibition.
Exhibits.
(Expenditure. See Accounts, Funds. etc-)
Experimental station.
(Bxploring Licences. See Mines-)
Explosives—
Magazine.
Manufacture.
Possession.
Sale.
Transport.
(Export. See Trade.)
(Ex. Raja) Index under name of State.
Extradition.

Extraordinary Pensions. See Pen-
sions.)

F
Factories.

Fairs and Festivals.
(False evidence. See Evidence.)
(Family Pensions. See Pensions.)
Famine—

Programme.

Relief.

Tools.

(Farcy. See Cattle Diseases B)

(Fasaljasti- See Assessment.)

(Fasalkammi. See Assessment.)

Fees—

Consulting—
Examination, et¢c.—

Fees to Pleaders.

(General orders alone. Individual cases
will be indexed under the suit to
which they relate.

Ferries. .

Festivals. (Sez also Fairs.)

(Field Measurement Books. S¢e Survey.)

(Fifty-five year rule. Sez Civil Service
Rezulations.) )

(Files. See Correspondence—Stationery.)

(Financa Ccmmitte-.

(Finance Department. See Indiain—)

F—cont.

Financial (Fin.) (See also Treasury.)

(Financial Irregularities, See Accounts
Objection Appropriatin Defalcation.)

Financijal Statement,

Fines.

(General orders about—Individual
orders iaflictin g—to be indexed under
the personal name of the office
fined.)

Finger-prints.
Fire—
Precautions against—etc.
(Fish. See Game and Fish Preservation)
Fish Farms
Fisheries
(Fixed—fee system. See Abkari.)
Flags and Flags staffs.
(Flags staffs. See Flags and Flag-staffs.)
Flaties See Stationcry -
Flocds.
(Flora. Sv¢e Botany)
Fodder.
Food Control.
Food-grains. (See also Agriculture.)
Food-production. (See Agriculture.)
Food-stuffs. '
(Foreign liquor—See Enforcement.)
(Further sub-heads such as permit
for personal consumption, sales tax,
gallonage feoes, etc., may be opened
as required.)
Foreign Service. (See
Regulations.)
(Foreigner, Hostile. See Ali¢ns Enemy.)
Foreigners.
(Fcreigners, entry of—
Ingress in‘o India.)
Foreigners Ordinance.
Foreshore.
Forest College.
Forest—Setilement.
Forestry, Board of.
Fcrests (For).

Civil Service

See Aliens

(Under this. sub-heads should be-opened
as required, e.g, disafforestation
reserves. Seigniorage, timber transit,
unreserves, etc., see also grazing.)

Forefeiture.

Forgery.

(Forms. dee Stationery.)
Fortnightly report.

(Frauds, dee Defalcations,
(Frontier See Native States,)
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Feacony,

(Fuel. See Foresis.)
(Fugitive offenders. See Batradiion.)
Fands—

Appropriation,

Central.

Eadowments,

Fxpendiwure.

Reappropriation.

Re:umption of—

Sinking

State.

Surrencer of—

Transfer of—

(See also fiotmen’.)

See also Grants.)
Furlough. {3ee Teave)

Furniture,

G
(Game. dee Wild Birds.)
(Game Rules, See Fore:s.)

{Gamse and Fish Preservaticn, Niigitis.}
(Ganja. See Drugs.)
(Goal. Sez Izils.)
(Gauge, rain.  See Zain-guage.)
Gazette—
Disirict—
Fort 51, Ger
Of India.
Police—
Regisiration—
Gazetted Officer.
(General orders o
affeciing individuals t
under their T spective
Gazetteers,
Geneology.
Genteral Clinses.
‘Gonoral Hospital, See hedicai~ Puablic
Works.)
{General Provident Fund,  Sez
vident Fuand.)
Geology.
(Girders «nd Sleepers,  See 4w
Gir] Guid
(Glanders. See Farcvl
(G

Sze Stores))

(Gl See Tnd svries, Sias
(Governm.nt ¢on ignmenis)
(Governmant Fatmn, S22 Aaricviiur )
(Government House, See Pablic Works.)
(Governmen: Maiernity Hospitel, co

Medical —Public Works.)
Government Muscum.  See
(Government Opthalmic Ho%piin

Medical—Public Works.)

aly.  Orders
o be index:d
Aames.)

AASTLmML)
See

G—cont,
Government Pleader.
Government Press,
Gov rament Scyvants® Cenduct Rules,
{ See zlso Official Mi cond: ct.)
Goverument Solicitor.
Goverior’: Toyr.
(Grain Compansation, See Aliowaiices.)
(Grzmanatizm,  See Hovsa-sites.)
Grants—Diser tionary.
Contraj—
State—
Teaching,
_LSe< also Funds.)
Graraity. (See Pensions.
Graring—
Foes,
Grounds,
(Green mant. e, See Manure, a2lso
Forests,)
(Green Leaves Sce Manures),
{Groun+ Rent See Agriculture.)
(Gro:nd Rent. See Assescmoant,
(Grow More Food.  See Agriculture.)
(Guardians and Wards.)
{Gunlicences.  See Arms Act)
{Gms, Se. Arms Act.)
H

Hackney Carriages.

(Hall-making, See C.stoms.)

(H_ liing atiowances—See Allowances,
Travelling.)

Handwriing Expert,

(Harpour duss. S.¢ Marine.

(Hariians, Depresied Clesses)

‘Headmean, Sée Village Headnian,)
Headgnarie:s.,

(Hoadquarters  Deputy
Dapury Coliectors,)

{He=adguarters Hespital,  See
g —~Municipal—Medical.)

Sub-Culiscior.

Collecicr
FLocal

Sew

(General)

Med'cal Sani-
8, Sve Village

. Ser Hies and Skine,
50 nd Skins,
(Hign Court, See C'orris, High.)
Hilt Allowance Code, Madras,
Hindu Low,
iHolidave,
Vilsme Rule Movement:
agitation,) .
(Hlonorarium. See Civil Sepvice Reg -
lations.) '

See Polifieal

Lo



APPENDIX 87

H—cent.

Mook swinging.

k worm.  (See also Medical.)
(Horse-advance. See Advances.)
(Horse-breeding. See Veterinary.)
Horses. (See also Veterinary.)

Hospital, See also General, Govern-
ment Maternity, Government
Opthalmic, Headquarters, Local
Fur;d, Medical, Municipal Veterinary,
ctc.

Haostel,

[Hostile, aliens. See Aliens (Hostile)
Enemy trading, Defence of India.]
(Hot weather charges. See Contingencies)

Eouse-breaking.
ouse-sites.

(House-tax. See Municipal—Unions.)

(Hydro-Electric Scheme.)

(Hygiene. (See Sanitation.)

1

(Impartible estates. See Hstates,)
Imperial Indian Relief Fund.
(Imperial Institute.)
(Import. See Trade.)

_ (Improved Seeds. See Agriculture,)

% (Improvements, Tenants, See Compene

sation for tenants’ improvements.)

Inam Commissioner.,

Inams—
Artisan.
Asalminha,
Charitable and Religious,
Dasabandam,
Persons.
Quit-rent.
Title-deed.
Survey excess.

Iacome-tax (I.T.)—
Accountants.
Agricultural.
Appeals,
Assessment.
Auditors.
Collection.
Cemposition.
Exemptions.
Refunds,
Review petitions.
(See alse Excess profits duty,
super-tax.)
(Yncorrigibles, See Criminals,
Indeats. (See also Plant, Stationery,
Store, etc,)

Iadentured Laboeury See Emigration.

I—conz.

(Index, Sve Cotrespondence, Record
Tottanham’s system.)

{Index-slips. See Stationery.)
(Indian  Rubber. Se: Agriculture,
Rubber.)

[Indian Administrative Service (1.A.S.)1

(Indian Army, Reserve, Sce Military.)

(Indian Articles of War—Ses Articles
of war.)

(Indian Christian Marriage Act. See
Marriage, Christian.)

[Indian Civil Service (I1.C.S)) Family
Pensison Fund.}

{(Indian Companies Act. S:¢ Companies
Act.)

Indian Companies Registration, Act.

(Indian Defence Force. See Military.)

(Indian Educational Service,)

(Indian Emigration Act. See Emigration)

(Indian Explosive Rules. Se- Explosive.)

Indian Finance Department.

Indian Industrial Conferepes.

Indian Institute of Science.

Indian Medical Service.

Indian Military Service Family Pension
Fund.

Indian Penal Code. (L.P.C..

(Indian Science Congress.)

({Indian War Loan. See War Lean,)

{(Indigo. See Agriculture, Indigo.)

{Industrial Conference. See Indian.)

Industries.

(Infected areas. See Plague.)

(Infiimary. S.¢  Cruelty to animals
Medical Veterinary.)

(Inforimal Conferences, See Conferences)

(Informal Panchavat. See Parchayat.)

(Ingress into India.)

(Ink. See Stationery.)

(Inoculation. See Plazue, Vaccination,
Veterinary.)

(Inquires. Sec Public Servants.)

(Inscriptions.  See Epigraphy. Archaeo
logy.)

(Insect and Pests. Sve Agriculture,)

Insolvency.

vInspections. See Enforcement.)

{Inspecting agency. See Education.)

(In:pector-General of Police. Se> Police)

(Institute of Science. See Indian—.)

Instruments—
Drawing.
Mathematical, etc,

(Tostruments, Negotiable, Sec Negoti-
able Tostruments.)

(Instruments Sutvey. See Survey.}

Insult,
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I—cont.

Insurance—
(See Companies) Life Postal.
(Intencive Cultivation Scheme. See
Agriculture.)
(Intensive Manuring Scheme. See Che-
mical Fertilizers.)
(Intensivc - Manuring  Scheme. See
Advarices.)
Interna] Security.
(Invalid pension. See Pensions.)
Inventions.
(Investigations. See Criminal Procedure
Code.) .
{Irrecoverabie arrears. See Arrears.)
Trrigation (Trr.)—
Accounts.
Cess Fund.
Dispute.
Parnchayats.
Projects.
Works.

(Under these sub-heads, further sub-
heads such as channels, sluices,
etc., may be use as required.)

Irrigation, General. (Irr. Gen))

(Pavers relating to charge for water
to be indexed under assessment
charges for water.)

Trrigation facilities—Electric Motors.
Irrigation, Major. (Irr. Ma.)
{Irrigation, Minor. (Irr. Mi.)]
(iron—

See Mines. .

See also Industries.)

1

(Jagir., See Estates.)

(Jail Corps. See Military.)

(Jail manufacture. See Stores.)
Tails. .

‘Jam. Sez Industries.)
Jamabandi.

{Jamabhogam. See Assessment.)
(Jetty. See Marine—Pier.)

© (Jodi, See Inam, Q itaent.)

(Joining time. See Civil Service
Regulations.) _

(Joint Patta. Sec Patta.)

(Joint Stock Companics. See Com-

panies.)
(Judges. See Courts.)
judicial (Judl) o
(Jungle-streams. See Trrigation-General
Jurisdiction.)

J—count.

Jurors—
Excmptions. - -
Jutic’ of th: Peac. (J.F.)
(Jutz, See Agr cultlre—Industn’es,)
Juven:le offenders—

See Borstal Institut’ —R formatory,

K

%Eala-azar. See M’ dical.)
andyan pensioners. S i
(KPolit L) ee Pensioners
arnams. See Village Offi
note there.) ge Officers  and
Kazi.

Kerosene oil—
Coutrol—
(Keys. See Treasury.)
(Khandam. See Survty.)
{Khanda m Desabandam.
(I‘((ll]]a;jrg See  Surv y.)
{ a operat’'os. :
Goedda p s. See Flephants:)
King Institutc. (See also Bacterjol
Inoculation, Vgccination.) cricioRY
(Kistbandi.  See Assessment.)
(Kists. See Assessment.)
Kudimaramat.
(Kudivaram. See Asscssment— Estate
Land Act—Inam, Land Acquisition)

See Inam.)

L
Labo.r.
(Labour and Emigration. See Fmiz-
rat'on. .

Labour Commissioner. . )
{Labo:r Compulsory. .See Kud;mara-
~ mat.)
(Labour contracts.
Labour Department.
Labour and Employment, Bureau.-
(Labour, Plarters’,  See  Planters’
Labour.)
{Laccadives,
Lak: s.
L'u.nd—_— Do
(This head is hardly ever to be tsed.
Use such h:ads as Ascgnment—
Encroachment™.)
Lands—Placing at the disposal of
Land Acquisiton. (L.A.), (See pora-

See Contrascts.)

See Islands.)
{See Tanks.)

graph 120.)
Beriz duduction,
Cash.

Compensaton.
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L—cont,

Grant of land,
Notification.
Reduction of peshkash.
(Reference to Courts, See Suits.)

(Land Assignment, See Assignmcent—
Land).

(Land Attachment. See Estates Land
Act Revenue Recovery,)

{Land cess. See Assessment.)

(Land customs, See customs.)

(Land eneroachment—See Encroach-
ments.)

(Land Improvements
Advances.)

{Land Revenue (L.R.)]

(Land transfer. See Tranifer.)

Landed property.

(Landed  property
Periodical Returns,)

(Landing and Shippiag Fees Committes,
See Marine.,)

Lanks.

Lantana,

(Lascars. See Marine.)

(Latrines. See Medical—Public Works

—Sanitation.)

Law and Justice,

(Law Charges, See Fees to Pleaders
and Suits.)

Law College.

(Law Officer. See Government Plea-
der.)

Law Reports.

(Law Suits. See Suits.)

(Lawrence Asylum  Almanack. See
Books and Publications.)

League of Nations,

Leases. (See also Mining Leases.)

Leave— .
(Generel orders only. Individual

cases nnder persopal names of
officers concerned.)

Maternity.

Legal practitioners.

Legislative Assembly.

Legislative Council.

(See also Eleciions.)

Leper Asylum. (Sec Madical—Public
Workes.) . )

- Lepers. See Medical—Sanitery.)
{Leveling instruments. See  Survey.)
Library,

(Licences, See Abkarl, Arms, Country
liquor, Drugs, Explesives, Foreign
liquor, Game, Kerosene. oil, Market
Marrizge, Mines, Motor Vehicles,
Petroleum, Poisons.)

Loans. See

Statement, See

L~cone,

(Lien. See Appointment.) :
(Life Assurance. See Assurance.)
(Lift Irrigation. See Agriculture.)

(Light house See  Marine—Public
Works.)
(Lighting  cconductors, See Public
Works.)
Limitation.

Limited proprietors.

(Line crossing. See Railways.)

(Lines. See Railways.)

(Liquor. See Abkari, Ccuntry liquor,:
Foreign liquor.) -

(Liquor shops. See Abkari, Country
liquor, Foreign liquor.)

Liveries See Clothing.

Loans. (See also Advances.)

(Local aldowances. See Allowances.)

(Local boards, District,
Taluk.

{Local Fund—
Under thiy head a large number of
sub-heads wil be required which
should be selected from the heads
and sub.heads in this list.)

(Local Purchase, See Stores. Also
Delegations.)

(Locks. See (Canals, Also Treasury.

(Loecusts. See Agriculture, Insects and
Pests.)

(Lorry = and Lorry drivers, See
Military,)
Lottery.

(Luggage. See Civil Service Regula-
tioms.)

Lunatics.—

Criminal—

" (See also Asylums.)
(Lymph. See Vaccination.)

M

Machinary.

(Madras Port Fund. See Mayine.)

Madras Porr Tryst.

Madras Solider’s Board-—

(See Demobilizalion.)

Magazines.

Magisterial. (Mag.) (See also Courts.)
(Regarding sub-heads See note on

page 53.)

Magistrates (Mages.\— .
Additjonal District (Independent.)
Assistant. .
District. -
Executive.

First Class.
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Honorary.
Presidency.
Speclal.
Stipendiary.
Sub-divisional.
Subordinate.
. Taluk.
(See also Courts Criminai.)

(Magnestite gee Mines.)

(Mails See Post Office.)

(Maintenance. See Criminal Procedure
Code.) )

(Maintenance. See Revenue Records
and Registration:)

Malaria. (See also Sanitary Quinine.)

(Malikhana. See Pensicn.)
Malversation.

(Mamual waste See Assessment Re-
mission,)

Mamul wet,

(Maganese. See Mines.)

(Manuel See Books and Publications,)

Manual training, See Education.)

(Manure. Se¢e also  ASriculture.
Forests Green manure,)
Compost.
Green leaves.)

Mappilla outrages.

Mappilla rebellion.

(Maps. See Survey and Revenue
Records and Registration.)

Marine (Mar.) (See also Madras Port
Trust.)

(Matkets. See Local Fund—Municipal
Santary Board.}
(Marks. See Merchandise. Marks,)
Marriage, Christian.
Register.
Remarriage of Hindu widows.
Measures.
Medica) (Med.) (General Orders only.g

Medical—
Board.
Certificates,
College.
Compounders.
District Medical and Szanitary Officer.
Institution.
Practitioners.
Register,
Registration.
School.
Surgeon-General,
Surgeon,
(Mumerous other sub-heads will or
‘course be required. .
(See also Indian Medical Service.)
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Medical Stores—
Medicine Chest.
Medicines, etc.
Medicine, Indigenous system.
(Memorials, See Petiitions.)
Merchandise marks..
Merchants marks.
Merchants Shipping. (See also Marine)
Metcorology. (See also observatory.)
(Meters. See Eleciric Meters, Irriga-
tion— Water-Supply.)
(Methylated spirits, See¢ Spirits Dena-
tured.)
(Mica. See Mines.)
(Midwifery. See Local Fund—Medical
— Municipal.
(Milage allowance.
Travelling.)
Military. )
(Mititary. Cantomments. See -Canton-
ments.)
(vilitary. Indian Defence Force.)
(Military pensioners, See Pensioners.)
(Military prisoners. See Military.)
(Military  proprietors. See Revenue
Recovery.)
(Military Service Family Pensian Fund
See Indian.)
(Mills. See Industries.)
(Minerals. Sve Mines.)
Mines—
Manganese.
Mica,
Monasite, etc.
Private.
Shared.
State.

Quarries.
Mining—Certificates of
prospecting licences.

Mining leases.
(Minor Irrigation. See Irrigation.)
(Minor. See Court of Wards, Guar-
diance and Wards, Village Officers.)
Mirasi rights.
Misappropriation.
Misconduct.-—
Official.
Professional.
(Molasses—See Enforcement.)
Monsoon, Damages.
Monuments, ancient. (See also
Archaeology.
(Morphia. (See Abkari, Drugs.)
Mortuary. See Local Fund-—-Medical
—Municipal—Public Waorks.)
(Mosque. See alsoReligionsInstitutions)
Motor vehicles.
Muhammadans,

See Allowanees

approval,
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Mahammadan Law.

(Mule-breeding. See Veterinary.
Maaicipal (Mpl.) .
(Munsif District. See Courts, Civil.)
(Munsifs Village. See Village Officers.)
Mpurder.

Museum.

Myeologist, Government.

N

(Nationality. See Certificates of age
and nationality.)

(Natham  See Village sites.)

Naturalization.

Navigation. (See also Marine.)

Nayar Brigade. (See Military.)

Negotiable Instruments.

(Neutral! Vessels. See Shops.a

WNeutrals.

Newspaper reporters.

Nzwspapers.

(Newspaper, Security from.
Act.)

Newspapers, weekly -erorts.

(Nitrogeous. See Chemical Fertilisers.)

Non-Brahmans.

Non-Co-operation,

(See also political agitation.)

Noies, Currency. See CurrenCy notes,
also (Treasury.)

(Notes, Promissory. See
Notes.

(Nuisance, Town. See Towns
ances.)

See Press

Promissory

nuis-

: (o)

Oaths.

(Objection peiitioner. See Incoime-tax.)
{Objection statements. See  Audit,
Treasury.)

(bservatory.

“(Office accommodation.  See building.)
Office Machinery.
-Office Manual.

Office orders—

{General orders regarding their issue,
etc., Individual orders will be indexed
under their subject heads.)

Office Procedur:. (See Correspondence

Files.) (Tomkin’s system. Thotten-
ham’s system.)

{Officers,  Gazettad. Sez  Gazetied
Officers.

(Officers Subordinate, See -Subordinate
Officers.)

“.Officialetiquette. Ser Correspondence.

Q—cont,

(Official misconduct. See Misconduct.)

Official Publications,  See Books and
Publications.) )

Official Receiver.
Cfficial Reference.
Official Secrets.
Official Trostee.
(Oil-control.  See
control.)
(Oil-seeds. Sce Agriculture,
Qils.

{Opium. See Abkari, Drugs.

Ozdinance. See under several short
titles.

(Original language.
Publications.
tions, Library.

(Out-posts. See Marine.)

(Out post, See Police stations.)

(Out-turn. See Agricultural Statistics.)

(Over payments. See also Assessment,)

Overseas man.

Overtime, fees.

(Oyster Farms.

Kerosene oil

See Books and
Educations, FExamina-

See Fisheries.)
P

(Paddy, See Foodgreins, Agriculture.).

(Paddy-breeding Station. See Agricul-
ture.)

(Padlocks. S<e Treasury.)

(Palm diseases. See Agriculture.)

Panchayat—
Forest.
Informal,
(Union.
Village.

_(Paper. See Stationery.)

% (Paper. F.S. Currency. See Treasury.)

(Paper, Government. See Promissory
note.)

Paper manufacture.

Parks and Gardens.

Parliamentary questions.

Partition.

Passports.

Pasteur Institute.

Patent.

Patta. (Se¢e also AsSessment.)

Pattadar.

Patta transfer. (See transfer.)

(Pay. Sec Salary.)

Pay bill. (See also treasury.)

(Pearl Fishery. Sage Fishtuies,)

{Penal Code.” See Indian Penal Code.)
Penal Water-rate. See  Assessment
Charge for water.) -

Pensions. (Peps.)

See Unions.)



i

; P—cont.

Pensions. (Pens.)

Alienations.

Applications.

Acrears.

Cempassionate.

Compensation.

Extraordinary.

Family.

Funds.

Invalid.

Political.

Proportionate.

Retiring,

Superannuation.

Wound.

Yeomiahs.

Pensioners—Political.

(Cara tic. See Carnatic Stipendiaries)

Ceylon.

Golgonda.

Kandyan.

Masulipatnam.

Military. ]
Percentage Charges. (See Public Works.)
Periodical returns.

Periodicals. See Books and Publica-
tions.)

(Permanent Advance. See Advance.)

(Permanently—settted estates. See

Estates, also Peshkash,)

Permits. See Abkari, Foreigners.)
(Perpetual stipends,  See Pensions—

Pensioners. Political.)

(Personal Assistants, See Collectors. Ins-
psctor-Geaeral, Surgeon-General, etc.)
(Personal effects. See Civil Service

R:gulations. Travelling Allowances,)
Peshkash, (See also Estate.)

(Pests, See Agriculture, insects.)
Petitions. (General order regarding.)
Petrol,

Petroleum,

Petty construction. (See Public Works))
(Pharmaceutical Laboratories—See

Enforcement.)

(Phosphetic.—See¢ Chemical Fertilisers.)
Posphorus.

Piece-goods.

(Pier, See Marine.)

Pilgrims,

(Pilots. See Marine,)

(Pilot files, - Se> stationery.)

(Pipes. See Drainage Irrigation,

Water-supply, Buildings, etc,)

Places of Public resort.
Plague—
Infected area.
Inspection stations.
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Observation,
Sheds.
(Planning and Development— See Agli-
cult,re.)
(Plans, See Co-respondence. Estimates,
Survey, Maps.)
(Plant, See Tools and Plant,)
(Planters, Europezn))
Planters, Labour,
(Pleaders, See Legal Practitioners.)
(Pleaders. Government., Sec Govern-
ment Pleaders.)
odu cultivation,
Poisons Act.
Police.
Assistant Superintendent.
Commissioner. -
Constable.
Deputy Commissioner.
Deputy Inspector-General.
District Superintendent.
Guard.
Inspector.
Inspector-Geaeral.
Investigation. (S¢e Criminal Proce-
dure Ccde.)
Punitive.
Quarters.
Railway— .
Recruit. Schools.
Reserve.
Special—
Station,
Sub-Inspector,
Torture,
Village. (See Village Officers.)
(S_b-heads under this head to be selec-
ted from the heads and syb-heads
in this list,)
Political (pol.)
Political Agent.
Political agitation.
(Political detenus, See Prison:rs, State,)
Political me=etings.

(Political p.:nsions. See Pensions,
Garnatic Stip:ndiaries,)
Political prisoners. (See  Prisoners
State.)
Political sisp:cts,
Politics.
(Pony-breeding. Se¢ Veterinary—

Horse-brecding.)
Poramboke.
(Port. See Marine))
(Port dyes. See Marine.)
(Port funds. See Marine,)
Port Trust Board, :
(post-graduate Course, See Medical,)
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[Port dues, See Marine,]

[Port funds, See Marines]

Port Trust Board.

[Post-graduate course See Medical]

(Post-mortem See Medical)

Post Office.

(Poultry See Agriculture)

Pounds.

Power of-attorney.

Precedence, Warrent of.

Press. (See also Government Press.)

Press Act.

Press Communique.

(Preveniion of cruelty to animals. See
Cruel y to animals)

Prices control of.

Prickly-pear.

Prime-movers.

Printing. (See also Press Stationery-)

Priority.

Prisoners, State.

Prisoner Testimoney.

Prisoner-of-War.

Prisoner (See Jail))

Previlage leave (See leave.)

(Privies, See Latrines.)

Prize Court.

Probate.

Procedure Codes. See Civil Procedure
Code and Criminal Procedure.)

Process. (See also Revenue Recovery,
Rent recovery.)

Proeess-servers.

Processions.

(Progress reports.
1eturns.)

(Progressive scale. See Salary.)

Prohitition.—

See Periodical

Amolicration.

Asavas and Arishtas.

Distiileries.

District Prohibition Advisory
Ccuncils, )

Drugs—Bhang. Cocanie, Ganga,

Morpha, Opium, etc., (Under these
sub-heads, further sub-heads scch
as Duty, Licence, Permit, etc.,
may be opened as required.)
Prohibitory orders.
(Piojects. See Irrigation.)
Promissory notes.
(Property, transfer of. See Transfer
of propcrty.)
Property, Unclaimed.
(Proportionate Pension. See Pension.)
Proposition  Statement. See Esta-
blishment.
(Proprietary Estates. See Estates.)
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P—cont
(Properietary estates viljage _service.
See also Village Officers.)
(Proprietors, Limited, Se¢ Limited
Proprictors.) E
(Pprescription See Press Act. .
(Prospecting licenses. See Mining.)
Provident Fund.
Purublic endowments. See Endowm¢ nts.
Pblic Prosecutor.
Public resort. See places of
(Public Servants
Inquiries,
Legal assistenee 10 )
(Public Service Notification, See-Exa.
minatijons.) o
Public Works.
(Public Works Department P.W.D.)
Public Works Workshop.
(Publications, See Books and Publicas *
tions.) )
(publications. Obscene. See Books
and Publications Press Act.)

{ Publications.  Objectionable. Sce
Books and publication Press A t.)
Pub licity.
Board
Bureau. :

(Pulp, See Forests Paper manufacture)
Pumping and Boring. o
(Punkhas. See Contingencie”.

Q

(Qazi. See Kazi.)
Quarantine.
(Quarter:. See¢ Mines also Quarrying)
Quarrying. See Mines.)
(Quarters. See Buildings.) .
Questions. See Legisiative Asrembly
and Council.)
(Quinine. See also Malaria.)
(Quit-rent See ITnams.)

R

Rabies. :

Rail-borne trade. See Trade.)
(Railway affecting tank. See Railwa

Protection.) .
Railways (8) (Rys)

Accidents.

Board

Carriages.

Contracts and arrangemenis. .

Credit notes. .

Debentures and loans.

Engines.

Girdens and sleepers.
Lands. A Ciess. B Class.
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R—cont.

Raijlways (S ) (Regs.)—cont,

Lite Crossings.

Lines.

Overbridge.

Protection.

Rates and fares. (See also Civil

Service Regulations,)

Rolling stock.

Station.

Tickers.

Time-table.

Wagons.
(Railways, Priorities. Sec Agriculture)
(Rain fali. See seasonrepcrt.)
Raingauge.
(Rajkum~r College. See Education.)
Rape.
Rates.
(Rates anl fares. See Railways.)
(Rafes. See also Plague.)
(Reappropriation. See Funds.)
Record rcoms. (See also Public Works
Record of rights. (Ste also Estates

Land Act.)
Records. (Sec also Correspondence.)
(Recovery of rent of revenue. See

Estates Lan1 Act, Revenue Recover.
Recruiting.

(Referencing. See Correspondence.)

Reform Schemes.

Reformatcry.

Refunds (See also Accounts, Abkari,
Assesmcnt, Dsposits, Income-lax
Treastry.)

(Regist:rs. See Correspon-ence.)
Station:ry, Accounis Deposits
Treasury.)

(Register *, Service.
Books ond Rells.)

Registrat’on (Regn.)
—of %irths and deaths. (See also

vital Statistic:.)
—of boroks.
Deopartment.
Inspector-General—
(of Marriages. See Marriage.)
(See Medical practitioner).

(Regulations. See under respective
sho rt titles.)

(Regulations. See
Works.)

(Release. Sez Prisoners.)

(Relief Works. See Famine.)

Religious Institutions.

Relinguishments.

(—of inams. See Inams.)

(Remarriage. See Marriage.)

(Remission of s ntence See
Priscners.)

(Remissions. S¢¢ Assessment.)

See also Service

irrigation Public
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R—cont,

(Remittance transfer
Treasury.)

(R-mittances. Sce Treasury.)

(Rent. S¢¢ Buildings.)

(Rent Recovery. See Bstates Land Act)

(Repatriatinn, See Aliens, Enemy.)

Repealing and Amending Act.

receipt.  Sez

(Reports.  Se. Cempletion  Corres-
pondence.)

Reports and ret rns. See Pericdicals
returns.

(Reser<e¢ Ban', ¢f In‘ia. See Bank,)
(Reserve Folic. See Police. Reserve)
(Reserve forests. See forests.)
(Rgsettlement, See settlement.)
(Resclution. See Legisiative A Sembly
and Council.)
(Residencss,
designs.) -
(Residuary Work. See Enforcement.)
(Resignation. Se- Retirement.)
(Resumption of funds. See Fonds,
esumptions 0f.)
(Retaining fee. See Government

See  Biuilding  type-

Pleader.)

(Retirement. Genera! Orders. Indi-
vidual)

(Cases to be Indexed under personal
names.)

(Retiring Pension, Se¢ Pcnsions.)

(Returns, Sez Correcpondence FPerio-
dical returns.)

Revenue Department.

(Revenue In-pectors. See aiso Ravenue
Records and Registration.)

Revence Records and  Registration.

Revenve Recovery. ’

Rewards—

Folice.

Revenue.

(See also Escheats. Pensions wild
animais.)

(Rice, See Foodstufls.)

(Rice batts. See Military.)

(Ridine test. See Eguitetion test,)

(Rinderpest. See cattle—discase, veteri-
nary.)

Riots.

Rivers. (See also Assessment, charce
for water Irrigation, Poramiol
Quarrying.)

Rivers, Conservaney.

(River Prmping Schems—See Agricul-
t re.)

Roadtraffic.
Road—
Forest,
Public.
(See also locil Fund.

Poramboke
Public Works.) :



APPENDIX

R—cont.
Robhery.
(Roll of honour. Sce War.)
(Rolling stock. See Railways.)
Route Book.
g&:yalty. See Mines.)
bber

Rubberstamps.
(Ryots. See conferences.

Informa.)
Ryotwari.
S

(Safes. See Treasury.)

Salaries Committee,

(Satary. See also Civil Service Regula-
tion Treasury, Village Officers.)

Salt,—

Circles.

Epsom

Extensions.

Factor.

Lists.

Manufacture,

(Other sub-h-adings are necessary,)

Saltpetre.

(Sanads. See Estates, Munsiffs, Title
deeds, Village Officers.)

¢Sanction, Powers of )

(Index undsr _designation of officer
concerned.)

(Sand, See Foreshore, Rivers.)

Sandalwood. (See also Forests.)

Sapitation (San.)—

Sanitary Board.
Sanjtary Commissipner.

Sanitary Design.

Sanitarv Engineer.
Sanitary Inspector.
(See aiso Dry Zone.)

Saving Banks,

(Sawmills. See Forests.)

(Scavanging, See Sanitation.)

Scholarships. .

(Schools. See Education—Local Funt
—Municipal Public Works Survey.
See Surv:‘y.)

(Scout Master.

(See Customs. See Custem.)

(Sealing Wax, See Stationery,)

(Seamen. Sce Marine.)

(Search fees. See Records.( ]

(Season report.  Sce also statistics.)

Sacretary.

(Secrets, Officials. See Offcial Secrcts.)

(Security Proceedines. See Criminzl
Procedure Code..)

Sedition.

Selection Committee.

Seditions mectings.

See Boy Scouts,)
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S—cont.
(Seed-be.s, Sce Assessments.
(b:es:d-.Selection. See Agricultl)r-‘c.)
(Seigniorag:. Sce Forests.)
(Sepoys, See  Milifary, Revenue
Recovery.)
Sericulture. .

%Sg’qm. Sec Medical, Veterinary.)

Service.

Inferior.

Superior.
War.

Servic: Booksand rolls.

(Service deficiency in See Pensions.)

(Ssrvice extensions of See Civil Scrvice
Reglations.)

(Service rolle.  See Service Books and
rolls.)

(Sessions Court, Judge, Sce
Sessions.)

(Settlement (Sett.).
bandy Lurvey.)
(Permanent See Estates.)

Shell pit.

Shells.

(Ship-building. See Marine).

(Ships, Shipping fees. See Matine.)

(Ships, white and. black lists, See
Marine.)

Shorthand.

Shorthand writers. (See also
nation.)

(Shrotriyam. See inam.)

(Shroffs. See Treasury.)

(Shutters. See Canals tanks.)

(Silk. See Sericulture.)

Silt. (See Canals, Tanks, etc.)

Sinking funds. (See Funds, sinking.)

Site Cormmitiee.

(Sites. See House-sites.)

Court,

See aiso  Jama-

Exami-

(Sluices, See Canals, Tanks.)

(Smallpox. See also Vaccination,
Inoculation.

(Smuggling. See Abkari, Arms Act,
Customs.)

Snakes.

(Soaps. See Industries.)

(Societies, Assurance.
Sccicties, Co-operative
Co-operative Credit.)
(Soldiers. See Military.)
(Soldiers,  discharged, See Demobili-

zation.)
(Sps re copies of Bords Proceedings.)
Spare copies of Government orders.
Special duty.
[Special funds. See also Chavadis, Trriga-
ti n (Minor) Pounds, village officas.)

See Assurance.)
Credit. See
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(Special staff. See Settlement.)
(Special tests.  See Examinations.)
Specific relief.

(Spike discase. See Sandalwood.)
Spinning. (See Weaving.)
Spirits, denatured.

Spirits, rectified.

(Spiritons Essence. See Enforcement.)
(Spirituous. Homeopathic Preparations,
See Enforcement.)
)Spirituous  Medicinal
Sec Enforcement,)

(Stage Carriages.
(Stallions. See Advances Agricultural),

House. breeding, Mule breeding

Stamp Acreding, Veterinary,
Stamp Act.

Stamp Vendors.

(Stamping party. See Measures.)

Stamps. (See also Rubber Stamps.)

(Standardized list. See Form., Furni-
ture, etc.)

State Bank ot Indic —See Bank.

(State loans. See Loans, Grants. Se
also Funds, Grants.)

(Statement of 1umbers See Budget,)

(State pris “ners. See Prisoners.)

Stationery (St:.)

Covers.

Flat files.

Forms.

Ink.

Paper.

(Other sub-heads to be opened:

required.)
Statistics—

Agricultural.

Season report.

(See also Accounts—Village, taluk.)
(Statistics, Vital. See Vital statistics.)
(Stay on the hills.)

(Index under the name of the
concerned.)

(Steam-roller. See Local Funds—Muni-
cipal. Public Works).

(Stenographer—Steno-typists. See Short-
hand Writers.)

(Stipenddary. See Magisirates.)

(Stock files. See Corrsepondence.)

Stores.

(Straw boards.

Strikes. .

(Students’ Advisorv Committee, See
Committee, Advisory. Stuceuts®)

Preparations.

Officer

See Stationery.)

Studyleave. See Leave.)
Collectors.
sub-divisions. See Revenue Rucords

Sub-Registration and Survey.)

S—cont.

Sub-Judges. - . - Lo
(Sub-Magistrates. See Courts; Criminal,
Deputy Tahsildar- and Magistrates.).
(General orders only Orders affecting
individuals to be indexed under the:
names.) :

Subordinate officers.

(Sub-Registrars. See Registration De-
parment.)

(Subsidy. See Funds.)

(Sub-Treasury. See Treasury.)

Sugar Committee.

(Sugarcane. See Agriculture.)

Suicide.

Suits.

Suits—

Appeal—

Acquisition reference.
Original.

Pauper.

(Rent—Estates Land Act).
Smail Cause.

[First will be indexed any general orders
relating to suits, the papers relating to
individual suits, under each sub-head
(appeal, etc.). First will come the
name of theslace where the Court
that is dealing with the suit Site then
the designation of such Court (e,f.,
Periyakulam District Munsif)., The
names of the places will be arranged
in alphagetical order and vnder each
placs the designations of the Courts
will be so arranged. Then the number
of the suit preceded by appropriate
abbreviations “A.S.” (Appeals Suit),
“0.8.” (Original Suit), etc., These
abbreviations will be arranged m
albhabetical Yorder and funder = each
the suits will be arranged = according
to their years and numbers. The year
must come before the number.)

Summons. revenue. See also Processes.)

(Superannuation Pension. See Pen-
sions.)

Super tax (5.T.) (See also Income-tax

(Supplies, Civil. See Supplies.)

Supplies to—
Touring officers.
Travellers.
Troops.

(Surgeon-General. See Medical. |
(Surgeons, Assistant, Civil Assistants,
Sub-Assistant, See Medical)" ~ -
(Surrender of funds. See Funds

surrender of.)

(Survey. (Sur() (See also Revenu.e
Records and Registrations. Settle-
ment.)
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Survey and Boundries Act. Tents.
[Survey Marks. See Survey.] [Text-Book Comunittee. See  Eduéation:}
fSuspacts. See Political suspects.] Theft. )
Suspensicn. [Thum-impression. Sce Finger
[General orders on this subject. Indi- prints.]
vidual cases will be indexed under Tickets. See Railways.]
the personal name of the officer [Time-scale. See Salaries. ]
concerned . ] [Timbe-table. See Railways.]
Suspension of revenune collections. (Tirvaijasti. Tirvaikammi. See
[Sez Assessment.] Assessment .|
Sweet Toddy. [Sez Enforcerent.] Title-deeds [See alsc Inams.]
. [Tobacco. See Agriculture.}
1 ' Teddy. See Abkari. Country Mquor.)

[Tahsildars (Assistant). See Assistant [Toll-gates. See Tolls.)
Tahsildars. (De~uty). See Deputy Tools.

Tahsildar.] [Tombs. See also Burning and burial
[Talayaris. See Village Off‘mers ] arounds. ]
Taluk (TK)— [Tools and Plan. See Local Fuud-—
Accounts. See Accounts Taluk, Municipal Public Works.]}
[Clerks (Head Accountant) ., Sve  Topos.
Accounts. ] [Tepegraphical Survey. See Suney]
[Magistrates. See Magistrates. ] Tottenhams System.
Prohibition Committee. Touring.
[Taluk Prohibition Committee. Sea. I‘own—}"lanning.
Enforcement.) Town nuisance.
[Yank. See Irrigation. Public Works [Tractor Reclamation—See Agrcnul-
Railway Protection.} ture. ]
[Tank-beds. See Poramboke.] Trade. [See also Industry.].
[Tank Restoration Scheme. See Trriga- Interportal Convention,
tion. ] [Trade marks. See Merchandise
"Tanks, dasabandhan. See Inams.) marks.)
Tanks, ruined. : Traflic, control of. :
Tanning - Training.  See Deputation, Revenue
Tapal. See Correspondence.] Inspecior’s Survey, etc.]
Tariff. Tramways.
Tarpaulins. ITeanster of charge. Sce Civil Service
(Tasdik, See Allowances.] Regulations. ]
Tavern. {Sce Recr.] ITransfer of Criminal Cases. )
Tea. [Transfer of funds. Sec Funds transfer

[Technical Education. See Education.]  of ]
{Technical Examinations, See Exami- Transfer—

nations.] Dry 0 wet.
Technical Insittute. Land. ayan to poramboke.
Telearams. [Patta. See Transfer of Registry.}
Telegraphs. Poramboke to ayan.
Telzphones. Unassessed to assessed,
Temph, [See also Devasthanaro. Wet to dry.
Poramhoke, Religious Insmutlon 1 [Sec also Transfer of Registry.]
Termple Committee. Traosier of officers.
Tenants Improvements. [See Estates [General orders cely individual cases
Land Act.] © wiil be indexed under the personal
Tentage. [See Allowances and Civil namecs -5 the ¢fcers concerned.]
Service Regulation.] Transfer of Proporty

506-1—7
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Transfer of Regisiry.

Traasfer of reveaue suits.

[Transfer of services. Se¢ Civil Ser-
vice Regulations.]

| Transliteration. Se¢e Correspondence.)

Travellers. [See also Supplies.)

Travellers’ bungulaws.

|Travelling allowaaces, S. 2
Allowances, ]

Treasurer.

Treasure-trove,

Treasury.

Treasury Deputy Coliector [1.10.C.)

Treaty. -

{Tree patta See Assessment.}

Tree-tax. (See Assessment.,
liquor.)
ec value. See Assignment.)

Trees.

(Trigometrical Survey, See Survey.)

Troops. (See Military.)

Trustecs.

Trusta (See also Breach of trust.)

(Tuberculosis, See Mcdical)

Type-designs. (Sge also Sanitary
designs.)

gn
Typewriters (T.W.)

Country

Typists.
U,
(Unauthorised occupation.S: )
croachment.)

{Unclaimed property. See Property.)

(Underground water-supply. See Agri-
culture.)

(Uniforms. See Clothing.)

(Unions. See Local Funds.)

University. (See also Education.)

(Unani. See Medicine. Indigenous

systems.)
Unreserved {and.
Usury.

V.

VYaccination.
(‘)(ag\‘ams. See Europeans vagrancy.)
akalat

Vakil. (See also Guvernment Pleader,

Legal practitioners, suits)
(Vagnpish. See Enforcement.)
Vernacular language. )
{Vernacular tests. See Examinations.)
Veterinary (Vety.),—

Assistants,

Colloge.

Dispensary.
Hospital.
Inspectors,
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Supcrintendent, C.V.D.
(S-calso Animal Husbandry Caltle
diseases Horses, Horse-breeding,
“Mule breeding, Pony-breeding,)

(Village Accounts, See Accounts.)

(Village Adangals, See Accounts.)

Village Community.

(Village Courts, See Courts.)

{(Village estabiishment, See Villuge
Offcers.)

—Ac-ountant,

(Adhigari. See Headman.)
Artisans,

Hcadman (H.M.).
Hereditary,
(Karnams. See Accountant.)

(In Madras district, Karnams will be
indexed under the head * Karnam ™
not under ** Village Officers.)
(Kclkaran, See Talaiyari.)

(Menon. See Accountant.)
Monigar.

(Munsif. Mff.)

(Patel. See Headman.)
(Shanbogue. See Accountant.)
Talaiyari.

Toti.

Vetti.

Village Police.

Entries will be made thus ; Headman,
taluk- Village, suspended (B. Rama-
swami Naidu), taluks being arranged
in alphabetical order an under them
viliage also so arranged.)

Village Officers. (Hereditary, Act)

(Villaze Panchayats. See Panchayats
Village.)

(Village scrvice cess.
Officer Act.) A

Village Service Inams. (See Inam.)

Village-site  (See also Dry Zone.)

Village—List of.

Vita) Statistics.

(Volunlcers. See Military.)

(Voters. See Election,)

(VO!ing, See Elections.)

w.

Waues, (See also Statistics)

(Wagon.  See Railways.)

Wandering Gangs,

(War. See also Military. Censorships
fostnightly  report, Trading  with,
the cnemy, cic, :

(War Allowances. See allowance, War,)

War loans.)
(Warders, ~ See Jails,)

(Wards. See Court of Wards Guardian
and Wards.)

(Warchouse, See Abkari, Customs.)

See Village
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Warm Clothing. See Clothing .

Warrant. .

(Warrant of procedure. See Prece-
dence, Warrant of.)

Waste lands. See Land.)

(Water See Irrigation.)
Water-finder. See Agriculture.)
Water-rate. See Assessment,

Water supply 8ee Local Fund—Muni-
eipal,—

Public Works—Sanitary Board

Weaving,

Woaving expert.

(Waights. See Measures.)

(Woeirs. S¢e Channcl—Irrigation.)

(Wells. See Advane.s. Land Improve
ment.—)

YLocal Pund—Irrigation—Municiral
Public Works—Sanitary Board—
Water-rate.)

(Warf. Sre Canalas. Marine.)

Whaat. See Foodstufls.)

Whipping.

(Widows. See Marriage.)

Wild animals.

wild birds,
Wills.
Wool.
Workmen’s breasbh of sontract See

Contrect
(Works. See Publie Works.)
Workshops. (See also Public Works

Shops.)
(Wound pension. See Pensions.)

Wrecks.
Write-off See Aecounts Arrears.)

Wrongful confinement.
Wrongtul restraint.

X.
(X-ray Apparatus. See Mcdical)
Y

Yarn.
[Yeomiahs. See Pensions.]

z

[Zamindars—Zamindars—Sce Estales,
Proprieters.]

APPENDIX B.
Forms.
1. Distribution Register,

Serial number Enclosnres, Number and Nature of fina} Record-keeper‘s
of papers. if any. initials of the disposnls with acknowled-
cierk, date, gement
with date,
1) 03] 3) @) )
II. Personal Register.
(1) Tile (main  When the requisi»
Serial Cuirent Date of head underlined, tion for the con-  Submitted
numbhr. nvmber. receipt (2) From whom;  nected records was by clerk.
by clerk. ~ (3) Outside —————
number and Sent. Returned,
date,
) @ (&) @ &) ® A
Reply or fresh  The distribu-  Nature (R,D.
Returned to clerk. Reference current received tion number K.F,L.or N),
isued to whom  From Whom and dale of and date uf
and date. number and receipt by disposal,
date. clerk,
®) (¢ 10 (1) 12
(B.P.'Perm.)

G.0. Ms. No. 560, Public (Services-A) dated 14th March 1966,
506-1—17A
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IMl. Register of new cases,

Current number.  Sectionletter ani  Nature (R.D.K.B.  Record-keeper’s

clerk’s number, 1,, or'N,) and Injtials,
date of disposal,
m 2) A3) (4)

1V. Fair Copy Register-

22 2 Number of pages. = 2z
&3 _ Single linc spacing. Bo .
13 P, — 2 o,
527 Ny ) SE 8
- - 41 —
2 E & = -% g T B
€ =% - < L E
2 %3 S5 = - g8 Oy
- L e c\:": a = < o 2 o=
= ECZE 23 £ 2 ‘20 2%
- R ] 22 - 7} - S -
B z 8 & < A A
m (@] 3 ©)] () (6) Q)]
Date of reszipt of Initials of the Fair
fa r copy from Date of signaturo Date of Copying
typist. of fair copy. despatch. Superintendent,
(8) @] (10) an

Nowm.—In the case o fdrafts approved in camp, prefix the letter * C* to the date
efapprovalin column (2).

V.==Duily Stamp Account.

Value of stamps.
’ A —_ —
Received, Spent. In band.

RS. P. RS. P. RS. P,
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¥, “ N. Refercnce ™ Slif.

_urrent number and date.

To whom rcterred,

Date of despatch,

Subject Clerk.

Superintendent, Falr Copy Sectionfclerk.

Vii, Arrear list,
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»sodsip siaded jo zaquinN

“Jesodsip 10)
srded Jo qunu [#HOL
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‘sRIMOFY

Te10L

1834 200 10

*SYIUOW X8 30

“SYuOTL 3214} IN0D

Pending papers.
—h

| ‘sqiuow 221q) J5pun

*qiuots 34) Jo pud Iy v
Sulpudd sixded jo IqunN

I3}

(:a

1}
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Vil Call-book.

‘I0)81391
J1 [euosIad g3 ulfBAIARX <
Jo 9jep pue poudisse
IdquInu 2SO0 MIu USIIg

o) ‘anpsr
ool DYMNY WYMo 0
I3A0 31 0} I3pIO JO s[releC]

Subject.
(G

“ISIBaI5q  uILnud Jo ANed &

*I3qunu
INMBIT 1091100 YO [BUOSIOG
e

“IoqUINU [BAY o
b D —

Vil A, Regisier of Governmeni Suits (BSO No. 95 paragraph 6).
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patiper suits (Collector’s office.)

Vill-B —Ledger

(Cgownim ‘padoe £
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“yonow
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(rchasea by Government in Civil Cor:rt sales
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Vill~ Register of {naovable progerties p
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DISTRICT OFFICE MANUAL.
VIII-D. Special Register for exectition proceedings,

1.’ Serial number.
2. Name of Court and number of suit or appeai.
3. Result of the suit or appeal and date of decree.
4. Date of receipt or copies of judgment and deacree.
5. Amouat awarded in favour of or against (Government.
6. Date of satisfaction of decree where it is adverse to Government.
7. Date of application for execution of decree where it is favourable to Government.
8. Amount collected with date and head of account to which the credit is made.

ﬁ9. Amount writien off with number and date of the order sanctioning the write
off.
(C.S.No. , B.P. Press 38, dated 19th January 1966.)

VIII-E.—Register of Writ Petitions.
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VIII-E.~Register of Writ Petitions—co .
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XTI, Register showing hour, cic, of hunding over and taking back the scalcd bag

containing key of the record room.
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APPENDIX C.

ORDINARY FIRE RULES FOR GOVERNMENT BUILDINGS
(NON-RESIDENTIAL).

Chapter 1.
Scale of fire appliances.

1. Chemical fire extinguishers and water or sand in buckets are first-aid appll-
ances to be used for attacking a fire at the outset to enable it to be put out immediately
or at least to keep it under control until the arrival of the Fire Brigade.

2. For purposes of the supply of ordinary fire appliances, buildings are divided
into two classes, viz.—

1. Ordinary : and
IL. Buildings where there is special danger of oil, chemical or electrical fires.

(D) Ordinary buildings.—(1) Costing Rs. 10,000 and below.—(a) For a super-
ficial area of 1,000 square feet and below. Four fire buckets, 12 inches high an?e]o
inches deep, half the number always filled with water half with sand.

(®) For a sup.rficlaj area more than 1,000, sguara feet—The numbsr of fire
buckets is to be increased from four at the rate of one for every 500 square feet.

(2) Costing more than Rs. 1,000.—a) For a superficial area of 5,000 square feet
or less.—Six fire buckets and one 2 gallon capacity soda-acid type extinguisher.

(b) For a superficial area of over 5,000 square Sfeet.—The number of fire buckets
is to be increased over that specified at (2) (a) above at the rate of one for every
1,000 square feet in exccss of 5,000 square feet. The number of soda-acid type
extinguishers will be on the same scale as under (2) (a).

@Y) Building where there is special danger of oil, chemical or electrical
fires—(a) For a superficial area 5,000 square feet or less.—Tweive firo buckets of
the specified size, but filled with send instead of water, and one foam-ype chemical
extinguisher of 2 gzllon cap: City.

(b) For asuperficial area of over 5,000 square eet.—The number of fire
buckets specified at IT (a) above is to te increased ut the 1ate of onc for every extra
500 square feet over 5,000 square feet. The chemical extinguishsrs will be on the
same scale ss in (A1) (a).

Notes.—(1) A fire bucket 12 inches high and 10 inches deep means onec that
n.casures 12 inches high on the outside and is 10 inches deep on the inside. The
top diameter is usually 12 inches and the bottom diameter is slightly less but less

than 9 inches.

) 'Superﬁcial area.~This is the surface area of each floor of a building and
not the plinth area. The plinth area will he the superficial area for the ground floor
only. The actual superficial area in the case of the upper floors should be
considered separately in each case for purpose of the supply. The articles meant
for a particular floor must be placed in that floor only.

(3) Assessing the cost of a building for purposes of classification the cas|
of that particular detached building only should be taken into consideration. !
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(8) A list of suitable chemical fire extinguishers with the names of firms where
they can be purchased, could be obtained from the concenred Execcutive Engineer,
who may consent fo the latest Indian Stores Department prise list for fire
extinguishers and refills,

3. Telepione.—Whenever there is a non-automatic exchange telephone room,
a receiver will be fixed in a glass case outside the exchange room, wherever there
is an aufomatic exchagne the watchman should be trained to dial the fire station
number, In case of fire, the watchman detecting the fire will break open the glass
case, take the receiver and call “fire”. The telephone exchange will at once communi-
cate to the nearest fire brigade station and inform them of the locality in
danger. There will also be placed ina convenient place nearby, a crowbar, with
which the watchman can force open the door of any room inside which there is
a fire in order to put out.

Chapter 11,
Precautions against fire.

1. No temporary shed required in the compound of any Government building
should be built of cumbustible materials without the permission of the Executive
Engineer. The erection of thatched or mat buildings within fifteen yards of a
permanent Government office is prohibited.

.2. Galvanized iron buckets with water or sand and chemical fire extinguishers
should be kept in easily accessible places in every building for use during fire.
They should be locaied as far as possible at the top and bottom of staircases or at the
commencement and junctions of important corridors in  each floor. The
number of buckets and fire extinguishers to be provided should be as per scale
separately fixed and the head of each office should ensure that this equipmen:
which will already have been provided in most offices is in good working
condition. Executive Engineer may be consulied when required in connection
with this initial supply. For buildings for which an adequate supply of water is
not available within a convenient distance, water should be provided in covered
tanks sufficiently large to fill the bucket ten times.

3. When portable fire engines are provided, the engine, its hoses, other
appurtenances and accessories should be complete and in working order. The hoses
should be of sufficient length to reach the top of the buildings. Certain important
buildings, such as the Secretariat buildings in Madras are provided with hydrants
and hoses, and these are fixed in glass cases at convenient places. They should be
periodically examined and kept complete and in working order.

4. Allattenders and peons should be given a practices drill at least once a month
in the use of fire appliances and the head of cach office concerned should make
arrangements for the proper conduct of these drills. Where a telephone exists
attenders and peons should be instructed in its use for the purpose of obtaining
assistance.

5. The head of cach office should see that the following precautions are
carried out:—

(a) That before closing the office for the night the manager or head-clerk
or under his wtitten authority a clerk named by him visits each room and sees
that all lights are put out, that in offices in which electric fans and lights are provi-
ded the switches are turned off; and that all waste paper has been removed, and
that in hill stations where fire is kept in firc places to keep the rooms warm, all fire
is effectively extinguished. :
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(b) That none but safety matches are used in office.

(c) That kereosene oil or any easily inflimmable material is always stored
in an out -building or godown.

(d) That the sealing of papers is always done under the direct supervision
of a responsible clerk who should see that due careis taken.

(e) That no naked lights are used ia any office. Al candles or wicks
must be protected by glass.

(f) That fire-places for the preparation of pasters or glue are not allowed in
or near any building.

(g) That wastc paper is not allowed to accumulate in large quantities in any
office. One or more receptacles is provided outside the building for waste paper
and is sufficently distant from the main buiblding. Every evening the waste
paper of the day is collected and put into one of the receptacles.

(h) That fire buckets are kept always full of sand or water or in some
cases it may be found suitable to keep half the number of buckets filled with
water and half with sand.

(i) That old furniture is not left lying about but disposed of at once.
(j) That smoking in record rooms is strictly prohibited.

(k) That dried leaves and other litter is removed from the top of terraces
at intervals. -

(1) That all restrictions and rules regarding fliphting issued by the local
muaicipal or A.R.P. authorities are strictly followed.

(m) That in hill stations where there are fire places for warming officers,
fireguards of metal gause or netting are provided in front of all fire places.

6. One bell gong or more according to the size of the building should be fixed
in each building which should be sounded for giving the fire alarm, When this is
sounded, it is the duty of the men listed for fire-fighting to rush up to the
place of fire fighting.

Chapter HIL

On the outbreak of fire.

1. On the outbreak of fire, electric current should be switched off at the main.

2. Fire caused by ignitcd oil should be smoothered at once by mears of earth
or sand kept in respectacles placed in suitable positions for the purpose, and water
should on no account be used. If chemical extinguishers of the foams-type are
available they can be used.

3. Immediately a fire is detected the alarm mwust be given as explained in para-
graph 6 of Chapter 1l and intimation also given to the nearest fire brigade and to
t(b;', nearest Police station by phone or otherwise as described in paragraph 3 of

pteg=
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4. Tmmediately on “the alarm being raised, every man should proceed, to the.
post to which he is told: off and make such effective efforts as he can to put out the
fire, pending the arrival of the fire brigade. If buildings are equiped with fire
hoses and bydrants connected to the over head tanks, they should be used to the
bst‘_advantage, as will be possible to put major, fires by a timely use of these
appliances. :

5. All movements should be carried out with silence and rapidity and special
care must be taken to see that there is no crowding in passages and staircases.

_ 6. As a draught of air wil' fend to increase the fire, all doors and windows ~
which it is not necessaty to use for ingress or egress should be closed.

7. All inflammable materials near the firc should be collected and carried to a
place of safety.

Chapter 1V.

General Instructions.

.1, The_rules in Chapters 1 to III are applicable for oridnary Government non-
residential buildings. These rules should be printed in English and Vernaculars
and to hung up in conspicuous places in every building.

2. As regards the appliances to be provided for fire protection, the Executive
Engineer who is in charge of the building will advise the head of the office of the
number of fire buckets and chemical extinguishers required according to the scale
fixed taking into consideration the cost of the building and the superficial area of
each floor. The responsibility of secing that the equipment is according to scale
and is kept on working trim in that of the head of the office.

3. In the case of important buildings where there is insufficient means of access
of the roof, the Executive Engineer should consider the possibility of proving ladders

to suitable length for gaining access to any part of the roof.

4. The initial supply of the fire buckets and fire extinguishers together with other
appurtenances, such as stands, buckets, etc., as well as all renewals of and repairs
to, the fire buckets and fire extinguishers shall be made by the heads of the offices
concerned—such works being treated as assigned to the departments concerned.
If, in any case, professional skill or assistance is considered necessary, the Executive
Engineer or the Sub-divisional Officers shall be consulted.

5. When a building is occupied by offices of more than*one departmeni, the
“department” responsible for precautions under these rules, shall be the Revenue
Department if it be one of the occupants and if not, the department of the local
Government occupying the major portion of the building to be decided in each
case, bty the Superintending Engineer concerned. If, in such cases a department
of the Central Government happens to be one of the occupants, the cost of the fire
appliances supplied or of the repairs there to in repect of the portion of the-
building occupied by such department, shall be recovered from that department.

6. A building should be the unit for purposes of fire protecticn. In cases
where a building (whether owned by Government or hired) is uscd partly &s an cffice
and partly as a residence for a Government officer, the department of which the
office belongs shail be responsible for the provision of fire protection appliarcgs
for the entire building. -
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' 7, The supply of buckets and tanks, etc., to buildings rented as offices will be
_,artanged for by the heads of offices occupying the building.

8. Responsibility for fire protection for building not incharge of the public
works Department is that of the head of the officer occupying it.

9, The main principles underlying the rules is that the head of the office should
see that his office building is protected. On that principle it is for him to supply
the buckets and other appliances for him to get the rules translated, printed and
hung up and for him to make good (with the assistance of the Executive Engineer
“where necessary) any other defects,

CHAPTER V.,
Practice Drill.

1. The head of the office should fix an officer who will be responsible for the
training of the men to take part in putling out fires during day and night and con-
ducting periodical drills. The practice must be as realistic possible and should
include relying of sand and staff available.

2. Fourday time the services of the several attendersiand peons on  duty should
be utilised but for night, special watchman should be engaged.

Nore.—Only one watchman should be employed for each such building unless
the size of the building warrants the employment of cecond watchman. In cases
where the existing arrangements (such as deputing peons and atterders to slecp
in the office precincts at night) are adequate there is no necessary for the employ-
ment of night watchaman. The expenditure should be met from the contingent
for rach office.

3. Fire practices in the use of these appliances should be given by the officer
appointed once a week until all the attenders, peons and night watchman have
had sufficient instruction in the use of the various appliances. The chemical fire
extinguisher should not be operated in these practices. The officer should explain
to the men the working of the appliances and the method of using them in case
of actual fires. The descriptive leaflets and instructions which are supplied free
by the suppliers to purchasers of these appliances will be helpful to the officer in
this matter. If there is still any doubt, the officer should consult the Local Public
wWorks Department Officer, who will explain matters.

4. After the intitialinstructions, there should be pericdical refresher instructs
tons for new men as well as for those previously informed on the use of the fire appli-
ances at intervals of one month. As already mentioned in paragraph 3 above the
chemical fire extinguishers shculd not be actually used, since any accidential
.damage to the glass acid tube inside may result in wasteful release of the contents,
The officer should orally examine the men individually to ensure that each of them
understands clearly the working of the appliances anc¢ how to use thém on occasion
when there is a fire. He should also test the weight of the extinguishers and the
alkalinity ofthe solution, as detailed in the instructions sheet issued by the supply
ing company and satisfy himself that the materials bave not deteriorated. Once”
a year however, the complete drilishould be carried out with actual use cf the
contents of one or two of these chemical fire extinguishers, so as to form a real

_practice test.

5. A sufficient stock of refills for chemical fire extinguishers, say 5 per cent spares
s101ld always br kept. New refills should be loaded immediately after use »Ii)nn;
r:al fire accident and after the real practicc tost oncs a year referrod to in pars.

506-1—8
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gaph 4 above. The instructions issued by the supplying companies contain
etailed description of the procedure to be adopted in such cases which shoyld be
closely followed. If there is any doubt, the local Public Works Department
Officer should be consulted. . .

6. A suitable day in the first week of every quarter should be selected for
fire drill but the hour should not be fixed nor intimated. On the day selected, an
alarm should be given by the Officer in-chargeof the arrangements at, different
parts of the building each time and tbe practice drill with appliantes gone
through under the guidances of the Officer in as orderly a manner as possible. &?bis
should be witnessed by the head of the office or his assistant deputed for the purpose.
Similarly drill should be one through during night time during the same week butw
on a different day. ’ )

7. A register should be kept of all such exercises and of the defects noticed with
any of the appliances. The register should be inspected by the head of the cfficef]
cénfthe same day or the day following and he should take action to set right the

efects.

8. A register should be kept showing the issue of the refills for the chemical
fire extinguishers after each practice fire-fight.

0. Where special hydrants are fixed inside the buildings and five-houses are
kept in glass cases all the hydrants should be tested with the hoses, on the dril
day to ensure that they function all right and the men are fully acquinted with
their use. On the morning of the practice, the glass cases should be kept open..
After the practice is over the houses should be cleaned, aired and kept in the proper
places and the glass cases closed, <

>

CHAPTER VL
Night warchmen,

1. The watchman will be on duty from 6 p.m. to 6.a.m, every day. They will
go round as soon as they come on duty to see that all doors have been locked. They.
will take turns (where there are more than cpe watchman on duty) in going
round the offices and record the same at the tell, tale clock (where these are
provided) every half an hour, patrolling only the verandahs and corridors round the
office rooms. They will carry a whistle and a stout bamboo 5 fect long. '

2. Whete there is a head-watchman or a superintendent he will visit the Washer-
men at uncertain hours during the night to see that theyare doing their duty. During
‘such visits Be will carry on his person the set of .duplicate kees of all
the officers sealed in a bag. If there is only one watchman, he will have these
duplicate with him.

3. Actiont to be taken in case of fire—Should a watehman on his rounds obsetve
any outbreak of fire, he willatonee whistle for the other watehman, and sound the
fire alarm bell. He will act in aceordance with paragraph 3 of Chapter 1. The
telephone exohange will at onee eommunioate to the nearest fire station and inform
them the loeality in danger, Where there are no telephone, information should
be sommunieatad to the nearest police station. .
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4, If the fire is inside any one_of.the rooms, whish eannot be roadily
Jpel;ed the_ watehman the head watohman or superintendent if available on the spot
willimmediatelyforee open the door by means of a erow bar (whieh will be kept in the
oustody of the watehman at an approved [oeation) and try to put out the fire with
thz oh>mical fire extinguisher available. In the meantime the other watohman
willget the fire bucksts and pumps into operation. They will also ‘whistlo and
call the watohman of the neighbouring offlees, it any. 2

il L

APPENDIX D.
S1ANDARDISED LisT OF RECORD FILES,

Name of the record file. = | -5 Subejct.
4] g )]

1 Acoidents .. .. .. «» Report of.

2 Aceounts and Treasur .. .« Cash balance—Weekly repor..

3 Do. .. -+ Orders of Agsou tant-General cte.

4 Arms Licenoes .. .. «« Application disposed of,

5 Assessment .. .. . «» Loeal Board,

6 Do. .. - .. Land cases assessment,

7 Board’s Proacedings e +« Iand Revenue

8 Do. .- .. +« Commereial Taxes.

9 Do. .« Court ol Wards,
10 Do. .. EXoise.
11 Do. .. .. Pood Produation,
12 - .Do. .+« <. Secttlement of Estates.
13 Cattle diseases .. .. .. Report of.
14 Copies .. .. .. .. Extract petitions, Publie Doouments,
15 Civil Supplies viz. .. .. .- Pood grains and pulses, sugar and svgar

produats, keroscne, misecllaneous drugs
inoluding quinine produets.
16 Community Projeets - .. Inspection notes of.
. e T e .. Sanation ord

17 ) Do aOﬁieers 3£1derfs’ro?§5x?éﬁ?§e lz;aé%lg:fnent
18 C.P.P.P.and G.P.F. .. .. Applieations disposed of
19 Crimes .. ‘e . .. Report of grave erimes.
20 Epidemio diseases .. .- .. Cholers reports.
21 Do. . . .. Plague reports.
22 Do. .. .. .. Small-pox reports,
23 Establishments .. .. .. Appointments.
24 Establishments .. e .. leave

25 Do. e .. .. Transfer of Gazetted Offigers,
26 Do. . . +« Transfer of subordinates,

. 506-1—8A
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27
23
29
30
31
32
33

34
35

36
37

39

41

42
43
44
45
46

47
48
49

50
51
52
53

55
56
37
58
1]

DISTRICT
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APPENDIX—cont,

Name of the record file.
(1

Excess and Prohibition, .. .

Do. . .. .e
Do. .o e ve
Fairs and Pestjvals .o e
Government Orders ..
Do. .
Do. .
Do.
Do. e .o
Do. .o .
Do. .o .
Do.
Do. .
Do. ..
Do.
: Do.
Iaspection . .e e ..
Labour .
Labour Sehools -
Do. .
Loans . ..
Do. . .
Loe€al Boards

Do. .e ‘e e
1,00al Development Works
Magisterial .. .. .

Do. ‘e ..
Munigipal Councils ..
National Extension Serviec
Passports . . .e .
Proessdings ot . . e

Subjéc t
@

Permits,
Lieenees—Breaoh of.

Prohibition Committee.
Report of.

Agrieutture Dopartment,
Finance Department.

Health, Edueation and Local Adminiss
tration Department,

Home Deopartment,

Industries, ILabour and Cc operation,
Department,

Judigial Depariment,

Law Department.

Public Department,

Pubtio (Eleotion) Department.
Publie (Political) Department.

Publiec (Rural Development Projedts)
Department.

Publio Works Department.

Revenue Department.

Inspection of Subordinate Offfces.
Commissioner of Labour—Proe.edings of

Appointment, transfer, leave, prcmotion
and punishment of teachers,

Inspection reports (arranged schcolware -

.- Applications disposed of.

Receipts of borrowers under the L.I.L. and
Agrieultural Aets,

Distriet Boards, Agenda and Procecdings
District Edueational Council Progeedings.
Panchayat Boards Proozcdings.

Inspection reports.

Judgments of Sessions Courts.
Judgements of High Court.

Prooecedings of.

Inspection reports.

. Applications disposed of.

Chiet Conservator of Forest.
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AFRPENDIX-D—cont,

Name of the recorad file. Subject,
1) €3]

60 Proceedings of .. .- +»  Commissioner of Income-TaXx,

61 Do. . . .. Direotor of Agriculture,

61 Do. .. . .. Direator of Industries.
o, 63 Do. . . .. Direator of Public Health.

64 Do. .. o .. Registrar of Co-operative Sccictics,
3 65 Reocords ... .. . .. List of records handed over by secticn

Clerks and heads, .

66 Reports .. .. Transfer of oharge repoﬁs.

67 Statisties . . .. Agriculture statistics,

68 Do. .. . .. Season report, ‘weekly,

69 Tour e o .. .. Tour programme,

APPENDIX-E.

-

NotEe OF THE SLIP-INDEX.

Tt may be useful to comparethe respective merits of thecard and slip-indexes,
The Card-index has only one advangtage over the slip-Index—that it is easier to
place a card in its position than to file a slipinthe “binder”. On the other hand, the
stip-Tndex is much cheaper and it is much more portable, which is a great advantage
in offices where it is necessary to iake indexes on tour and it requires no special
furniture. Trays are quite sufficient to keep the binders in. Cards may be kept
in trays as long as the index is comparatively small, but when it reaches any size
proper index cabinets are almost indispensable, and these are costly. Two or more
slips can be prepared simultancously by means of carbon-paper. This cannot be
done with cards. Cards take up much more room than the slips. The slips cannot
be easily displaced whereas the whole card-index may be accidently, upset, and
then 1t will take a good deal of time to re-arrange it Finally, the slip-index
being in book form and easily held in the hands is much more convenient to
consult than a card-index. One can run through the slip which one’s thumb and
forefinger asone does through the pages of a book. The slip are also in the proper
position for reading—Horizontal—whereas the cards are verticle, and one has eithe,
tolify each card out to read it, or to push it backwards into a slanting position and lean
over the tray or drawer. It is thus clear that the slip-Index is far superior to
the card-index, and if the volumes are broken up before they become too thick
and Mr. Tottenhan’s special tags are used, filling takes very little time and is nod
troublesome. Of course, if a very large number of entries had to be filed daily this
point about delay in filing wou'd become more important. Even then, however,
the difficulty would be minimised by the fact that the proper course would be tolet
a pumber of slips accumulate and file them at one time. The tags would then
have to be taken out and re-treated only once for the whole batch, and the lost
of time would be very slight,  For the praper working of the slip Index It Is essential

to have the special tags. N

P
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APPENDIX~F.
(Di§trict Office Manual—Paragraph 136-A.)]

STATEMENT SHOWING DESPATCH OF REVENUE BUSINESS OF THE. . COLLECTOR'S
OFFICE, DISTRICT DURING THE HALF-YEAR ENDING 19 *.

NotEs.—1. This return is due in the office of the Board of Revenue b,
20th of the monthfollowing each calendar half-year. qrenue by the

.

2. The unit for the statistics in this return is each single one of the serial
numbers entered in column (1) of the new case and copy application registers. The
period of pendency should count from the-date on which the first paper = registered:
was received or initiated..

3. The return should e accompanied by a brief review of arrears in subor
dinate offices, and by a separate list of Board and Government papers’ more:4han
one year in arrears [Column»»(l 1) in the return], showing.—

(1) the date of each such paper ;
(2) brief abstract of the subject-matter ;
(3) explanation, in brief, of cause of delay; and

(4) date of last reminder sent to officers against whom papers are pending.

4. The number of tases under columns (8) to (1) brought to th¢ call-book shoul
be noted separately under the total figures in the return. o -shoyld

Number of seridl numbers,
disposed 2&' faally.

[+ [ = L -] = ’. o b
£83 g% : g 2 5
S.9  EEg 8 28 88 a
S S 28 ~ A = n
3 = R= i) o = .
. 8,2 F 8 =g =k 2
§ of5  E.F g 52§ -
g os® 85 5 58 “3 3
&-i‘ Bg'm w . 9 o B L 8
=3 Rog -] 0'3“;0 o o= =5 ey
-3 §:f: g2 e © o g o § -3
& ag cEE g 8 °s aat
g 285 ERAC ge o 58 £& .
4 B A = o S =
G 6 @ © ®) ed
1 New case
zegister.
2..Copy appli-
cation regis-

terd
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"Remaining in arrears.
~ anY
268 . 2% P~
B g v i T
588" s g2 5 £
k-] . % E)
nEs 5Es GE g g
EEBE 858 954 g e .
Bg& S8 8 =] ‘ £ s . Z
e85&  B%Ex 8828 g E
& 7 5 o = 58 &
@ ) aa - an (12) an
Total number of papess
pending at the begin-
ningofthe half-year.
Total number of papert
pending at the end of
the half -year,
Increase.
Collector’s Office, To the . Secretary to the
19 . Board of Revenue.

(G.O. Ms. No. 981, Revenue, dated 9th March 1918),
(B: P. 'No. 247, dated 9th November 1904)
(G. O. No. 3890, dated 3rd December 1917.).
(G. 0. No. 1693, dated 6th June 1911.)
(B. P. No. 218, dated 7th December1917.)
(B: P. No. 69, dated 19th March 1918,)
(B. P. No. 41, dated 21st June 1929.)

(G: 0. No. 1303, Revenue, dated 17th June 1931.) -

APPENDIX G.

(District Office Manual—Paragraph 136-A))

Statemeent showing the despatch of the Revenue Busineés of the District
g og.....~..._-:_g..........During’ the Half-Year Ending......

destessrsRcenccssscen

NotE~—(1) The unit for the statistics in this return is each single ome of
the serial numbers entered in column (1) of the personal and copy application
registers. When two or more currentS go under the currrent number they
are pot separate units but all form one unit. Reminders and references bear
he number of the current with reference to which they are issued and are
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therefore not counted as separate numbers. The period of pendenccy should

couni from the date on which the first paper registered was received er
initiated.

(2) The return should be accompanied by a separate list of all papers
more than one year in arrears [Column (11) of  the return} showing:—
1. the date of each such papers.
2. brief abstract of the subject matter,
3. explanation in brief of cause of delay; and

4. date of last reminder sent to officers against whom papers are
pending,

(3) 1ne number of cases under columns (8) to (11) brought to the eall
book should be noted separately under the votal figures in the return.

1. Name of the register.

2. The number of serial numbers pending at the beginning of the half-year.
3. The number of serial numbers reccived or initiated during the half-

4, Total of columns (2) and (3).

Number of sefial numbers disposed of finally.
5. Out of serial numbers shown in column (2).
6. Out of the serial numbers shown in column (3).

7. Total of columns (5) and (6).
Remaining in arrears.

8. Oglec)month orless(counting fromdate of registration of first current in
9. More than one month and not more than six months.
10, More than six months and not more than one year.
11. More than one year.
12. Total of columns (8) to (11).
13. Remarks,
(B.P. No. 247, dated 9th November 1904.)
(B. P. No. 278, dated 19th October 1911.)

(B. P. No. 41, dated 21st June 1989).
(G. O. No. 130, Revenue, dated 17th /3¢d June 1931.)
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APPENDIX H.

(District Office Manual—Paragraph 136-A)

Dcspatch of Revenue Business of the Taluk Officcof. . .oovvevvernnnnn.... -
for the half year...........c...... ending. «ooveiiiiiniennn. 19

NoTtrs.=(1) The unit of these statistics is ¢z2ch singk- one ot the serial numb:
entered in column (1) of the registcrs shown in column (2) ot this statcment w] -
two of more currents go under one curTent number, they are not scparate units, 1 .:
all form one unit,

(2) ‘When there are two or more currents i cne fifo, the current first register .«
will decide what register it is to be bookcd zgainst.

a1 (3) The businessto be shown in thuse statistics is all busingss othor than mag i
erial.

(4) The number of cader under column (9) to (12 bought to the call boot
should be noted reparately under the total figures in the return.
1. Number.
2, Names of the registers.

3. The number of serialnumbersin the registers menticned in cchiwm (2)
pending at the beginning of the half year.

4. Number of serial numbcrs reoeived or initiatcd during the half ycar,
Number of Serial number disposed finally.

. Totalof column (3) and (4).

. Out of the serial numbers shown in column (3).

* Out of the serial numbers shov n in ¢olumn (4).

. Total of columns (6) and (7).

6 =N A W

Remaining in arrears.

9. One Ifrixol)lth or less (counting from the date of registration of first currest
in file).

10. More thaP one month and not more than six months.
11. More than six months and not more than one year.

12. More than one year.
13. Totalof columns (9) to (12).
14. Remarks.

(1) Personal registers.

(#)) House-site register.

(3) B. Memo register.

(4) Taluk register No. 4 (Darkhast), No. 5 (Relinquishments), No. 6 (Trang
fer of registers), No. 7 (Registcr of permanent changes), No* 8A
(Register of mew survey fillds and sub-division) ard No.10-A
(Water rats register) , . ) .
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(5) Copyapplication register.

N.B.—Details of vapers pending for si_i months and ypwards should accompany
t he statement, 3 Yo,

Office of the
Total of columa (3) .

Totalof column (13) '~ ~ :
Increase
Decrease

(Signature)
(Offlee)

(B.P.No. 247, dated 9th November, 1904)
(B.P. No. 273, dated 19th October 1911.)
(B,P. Mis. No. 962, dated 15th July 1918.)
(B.P. No. 4] 3, dated 21st June 1929;
(G. 0. No. 1303, Revenue, dated 17th June 1931.)

APPENDIX I

INSTRUCTIONS FOR THE WORKING OF THE TOTTENHAM SYSTEM IN THE REVENUE
DIVISIONAL, TALUK AND DEPUTY TAHSILDARS’ OFFICES.

A.—Revenue Divisional Offices.

1. An\oﬁice order such as that rfeerred to in the preliminary note in  the Manua
should beissued in each office indicating who should perform the functions assigned
in the Manual to speoified offlcials.

2. Subjeots to the above office order, the pringiples. ot the Tottenham System as
described in sections IF, III, VII, IX, X, XT, XII, XTI and XVI of the District Office
Manual apply in their entirely to all divisional offices and the principles of the other
sections apply subject to the following remarks and modifications.

3. Organisation of the office.—Asa divisional office conists of an establihsment
of from four to six olerks, it is unnecessary to divide it into sections. Each clerk will
be assigned a distinguhsing letter as this wellassist the head clerk in the distributjon
of the tappal. The head clerk should be made responsible for the supervision
and control of the whole office.

4. Register to be maintained.—The following registers should be maintained
in each divisional officé.~—
(@) Distribution register,
(b) Personal register and periodical register.
(¢) Special register of important references from: the Collestor, Board and
Government, R
(d) Fair-copy register and despatch by post and, lpcaldefivery bopki
() Cali-book. -
. (f) Stamp.account.
= 1(g) Seourity registes.
" _ (k) Copyapblication register.
(i) Record issue register.
()) Arrear lists,
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£ {a) Distribution registef.—This register will be maintained in the form annexed

to these instructions and will serve the purposes both of the distribution and the new

oase Tegisters prescribed in the District Office Manual, Each register will contain

220 pages with1 5 linesto a page and thelines will be serially numbered in print, Two

registers—Volume I contzining Nos. 1 to 3301 and Volume I1. Nos. 3301 to 6,000~

willordinarily be required every year exc ptin offloes with heavy correspondence which,
may require a third velume. .

All papers reccived it tappal, without any exception, should be cntered in the
distributionregister. The seriainumbersincolumn(1)of theregister should be printed
The papersshould besorted out clerk wise and numbcred withan automationumbering
maochine in sucha way that cach clerk has a gonsecutive s€ries of numbers, e.g., head
clerk shouid get-numbers 1 t¢.5 second olerk numbers 6 10 12, third clerk numbers
13 to 20 and.so on. -The enclosures should be entercd in cofumn (2). At the paper
relating to a olerk in eclumn (2) should be bracketed together and intialied by 'him
ineolumn (3) in token of acknowledgment. Any stray numbers relating to the’
papers of a olerk shouid also be initialied by him. Below the last number given to
the days’ tappal the head clerk should invariably affix his intials with date,

When subject clerks acknowledge the receipt of papers in the distribution register,
they wili note in column (4) of the distribution register the numbers of old cases to
which any of the papers rectived by them on the previous day or only replies and ring
them off. In respect of periodeals and papers marked L, Dis. P, (Distr.)” or “N.,
Dis. P. (Distt.)” by the Divisicnal Officcr or by the head cleik sibject to approval of
the Divisional Officer, the number of the periodicals or thie mode of disposal, as the
case may be,should be entered’in column (4) of the distribution register and the entries.
in the register should be ringed off. In the ocase of Govérnment Orders and Board
Précecdings on which no spedific action is neoessary and similar papers for which.
“record files* are kept, the number of the “record files * in which they should be
filed should be got approved by the competent authority and noted in cofumn (4)
of the distribution register ; the papers should then be handed over to the record-
kesper gnder his acknowledgment in column (5) of the r8gister and the ¢niries in the
register should be ringed off. Column (4) will be kit blank against all new-cases tijl
they are disposed off, The despatcher sheuld, after fair copies are despatched, hand
over the files fo the olerk who maintains the dlstrlbunon_ register who willnote all the
disposalsin column (4) of the register before transferring the fles fo the record-
keeper. The latter will acknowledge their receipt in oclumn (5) afd will also see
that all the files have been duly entered in column (4).

]

11 papers arefinally disposcd of the subjeot clerk should hand over the file
‘hﬂ%ﬁk "Who maintains tbe distsibuticn register and obtain bis initials jn the’?ats‘;
column of the personal register. _ _‘

§) Personal register and pevi odicals register,—Bach clesk willmaintain a person
regis(tel' and a perioGicalregister, the instructions in the District Offfce Manyal behfé

followed. : .

Special register of imporiant teferences from the Collector, Board-
Goygrggqenlt).~1his should be maintained in Form X}/I in Appendix B. ’ This regig:’c‘z
should be maintained by the Head Clekand submitted to the Divisional Offlger
every day for his.perusal, if be is &t headquarters, :

' e’: cases should be registered under fresh serialnumbers, while old cascs shoyfd!
be gt‘évd against serial numbers of the papers to which they refer in aolumns 9) alg&
(t0)ofthe personal register. In order to facilitate thetracing of old'cases in nd
personal register, the current number given to cachold cacin the distribution regigter”
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should be noted in serial order in column (2) below the last entry of new cascs for the
day together with the current number of the paper against which the old case is enteter
as ordered abovs, This is illustrated below :—

Serial Current  Date of receipt by Title, etc.
num=~ number. Clerk.
ber.
) ) 3) )
335 4847 30th July 1927 Panchayats— Chitteor, etc.
4858-3584 :

336 4880 Is August 1927 Budget—Control expenditure,

@ . Fair copy register.—This should in the form ann¢xed to ther¢ inStructions.
The head clerk is responsible for the prompt fair copying and despatch of papers.

The register sould be cefully maintained and checked from time to time. If this
is done, will afford a safe guard against dealys in the despatch of fair copies.

A despatch by post and localdelivery book should also be maintained in the mannes
prescribed in the District Office Manual.

(e) Call-book.—Ordinary cails will be noted in the personal registers and not
in the call-book but papers that have to be over for months and those which relate
to the return of records which are not entered in the special register prescribed in
paragraph 6 of Boards’ Standing Order 174 and the return of which has to be carefully
watched should be enteted in the call-booh. Please see also the instructions in para-
graphs 68 and 69 of the District Office Manual which should be followed mutatis

mutandis.

(g), (k) and (i).—The stamp account, security register, copy application
mgistg) and record issue register should be maintained in the manner laid down in the

District Office Manual.

(j) Arrear lists.—They should be written up in both forms VII and X prescrited
in the District Office Manual and the instructions in paragraph 132 of the District
Office Manual should be followed.

Note.—In B.P. Ms. No. 2012, dated 14th September 1925, the Board approved
the maintenance for Collectors’ offices of an arrear list of records pending with clerks.
The Board considers it unnecessary to introduce it into Divisionaloffices. A systematic
inspection of the record issue register by the Divisional Officer ard his head cletk
is all that is required t 0 prevent unnecessary retention of records by clerks.

5. «Indexing > should be done after a paper is given “R” or “D” disposal and
not when it is received in the tappal. In preparing the index slip, the instructions
given in the District Office Manual should be carefully foolowed.

6. Filing.- The system of ‘filing’, detailed in paragraphs 84 to 86 of the District
Office Manual should be adopted. The system is complicated and before inroducing
it the Divisional Officer should take care to compile a list of files which will suit his
office (of Appendix D of the District Office Manual) and sh.ould sapsfy himrself that
the head clerk and the other clerks of his office have understood the instructions given

in the District Office Manual.
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ANNEXURES,
1.
Distribution Register

Serial number. Enclowres (Here Number of the  Disposal—Nature Record-keeper’s

enter total clerk and his and date (N.B.  acknowledg-~
number of initials, Ring off replics ment  with
original re- top ending date, (Dos-
cords, plans, currents and patch  seal
title-deeds, etc.) note their in the case of
number). N.Disposals).
M (2) 3) @ 1))
1.
Fair-copy Register.
Serial sumber. Number or description with the Date of receipt Date of
date of approval of the draft, fox issue. despatch.
(¢)] 2) (€)] “@

Nors.—In the case of drafts approved in camp, prefix the letter “C” to the date
of approval in column(2).

B.—Tuluk Offices.

1. An offce order such as that referred to in the preliminary note in the District
Office Manual should be issued in each office indicating who should perform the
functions assigned in the Manual to specified officials.

2. Subject to the above office order, the principles of
described in sections I, 111, VI, IX, X, XI, XiI, XIII and
Manual apply in their entirely to all Taluk offices and the prin
apply subject to the following remarks and modifications

the Tottenham system as
X VI of the District Office
ciples of the other sections

3. Organisation of the office.—The office should be divided into three sections,
the clerks in each section being assigned a distinguishing letter as illustzated below :—

Section A~Under the Taluk Head Accountant
A~1—Jamabandhi and statistics.
. - A~2—Cash, loans.
A~3—Special Funds.
A-4—Demand, collection and balance.



126 DISTRIGT OFFICE MANUAL

Section B—Under the Taluk Head Clerk —

B-1— Darkhasts, land sales, etc.
B-2 —Land records.

B-3—Land acquisition.

B-4 —b Abkari.

B-5—Records.

Section C -(Fair-copy section)— Under the Taluk Head Cletk—

C.1.—Tappal.
C.2.—Fair-copying and despatch,

Subject to the general control of the Tahsildar, the Headquarters Tepu i
should be made responsible for the supervision ard conm?l of the ?vi%ll‘:yo?cis.l .t

Notes.— (1) Most Taluk offices have now a typist. The typist

may be qlacgd in the fair-copy section. The attender can fa ir-o?;y shamdtaatft;n::;
oon}:qummno?l in t!:ie l?tngugugf of thigiatricﬁs sl.:lbject clerks may occasionally have
to fair<copy their drafts most s should go to the fair<o i

t iy g a Py section unless

(2) The distsibution of subjects shown above is only illustrative. Subject to
the approval of the Collector the Revenue Divisional Officers h iscreti
e cibute the subjects as they think best. 8ve discrstion 40

oacg"rﬁg:rgé;: ie maintained.—The following registers should be maintained in
(a) Distribution register.
(b) Personal register and periodical register.
Bo Md(:;) nﬁp&c\;g‘l’m regits of important reference from the Divisional Officer, Collector,
(d) Faircopy register and despatch by post and local delivery book.
(e) Call-book.
() Stamp account.
(g) Security register.
(k) Copy application register.
(i) Record issue register.
(j) House-site register.
(k) B.M emorandum register.
(N Taluk Register No. 4 (Dharkast).
(m) Taluk Register No. 5 (Relinquishment).
(n) Taluk Register No. 6 (Transfer of registry).
(0) Taluk Register No. 7 (Register of permanent changes).
(p) Taluk Register No. 8-A (Register of new survey ficlds and sub-division).
() Taluk Register No. 10-A( Water rate register).
(r) Register of income certificate.
(a) Distribution Register.—This register will be mainfaired in the ferm anrexed

to these proceedings and will serve the purpeee toth of the distributicr exrd 1t :
case register prescribed in the District Cfficc Mzruzl. Fach register will ccxtein r;‘;v(;
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ges with 15 lines to a page and the lines will be serially numbered and in print,
%mm registers, Volume 1 containing Nos.. 1 19 3 3@6‘,\’%%&%11#’63 6,501 Yo 6.00
and Volume 1T, Nos. 6,601 t 9,900 will ordinatily ba refuiresvéty vear, exebst in
offices with heavy corréspondence which may required fouttl vofuims. -

-and which remain unringed off as on the 18t April of the curvent yedr, will b eéntered
on the pages at the commencement of the volunies of the hew year. - For this pugpose,
a few page of distribution register or will be left blank at theé comnnienceméent of the
calendar year. After the pending numbers of the previous year, have thus been
carried over to the new register, the old volumes should be sent to the record and
acknowledgment of the record-keeper obtained on the first page of thé new register,

Nore.— Number in the distribution register relating to the ptevious calg_ndét year

All papers received in tapal, without any exception should be entered in the
distribution register. The serial number’s in column (1) of tlie register should be
priated. The papers should be sorted out cleck-wise and numbered with an gutomatic
numbering machine in such a way that eacli clerk, hasa consecutive series of Nos. e.g.,
head clerk should get Nos. 1 to 5 second clerk Nos. 6 to 12, thiid clerk Nos. 13 to 29
andsoon. Theenclosure should be entered in column (2). Allthe paperstelatingto a
clerk in column (1) should be bracket together and intialled by him in column 3),
in token of acknowledgment. Any stray numbers relating to the papers of clerk, -
should also be initialled by him. Below the last number given to the day’s tappal
the Headquarters Deputy Tahsildar should invariably affix his injtials with date,

When subject clerks acknowledge the receipt of papers in the dsitribution
register they will note in column (4) of the distribution registér the number
of old case to which any of the papers reccived by them on the previous day
are only replies and ving them oft. In respect of periodicals and papers to
be enfered in special registers, such as taluk register numbers 4, 5, 6, 7, 8 and
8-A and the B. Memorandum register, the number of the periodicals of the
serial namber of th ecase in the special register, as the casc may be, should
be entered in column (4) of distribution register and the entries in the register
should be ringed off. In the case of Government Orders and Board Pro-
ceedings on which no specific action is necessary and similar papers for which
*“record files  are kept, the number of, the “ record files” in which they should
be filed should be got approvad by the compctent authority and noted in columa
(4) of the distribution register ; the papers should thea be handed. over to
the record-keeper under his acknowledgment in column (5) of the register and
the entries in the rcgister should be ringed off. Column (4) will be left blank
against all new cases lill they are disposed of. The despaicher should after
fair copies are despatched, hand over the files to the clerk who maintains the
distribution register who will notz all the disposals in columa (4) of the
register before transfering the files to the record-keeper. The Iatter  will
acknowledge the receipt in columm (5) and will also see that 2}l the files have
been duly entered in column (4).

When papcers are finally disposed of the subiect- clerk should hand over the
files to the clerk who mzintains the distribution register and obtain his initials
in the last column of the personal vegister.

(b) Personal :epister aml periodical register~Each clerk will maintain a
personal register and periodical regisier, the instructions; in the- District: Office
Manual being followedy o :
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J.-". New .cases_should Be' registered under fresh serjal numbers, while old "cases
should be noted against ihe serial numbers of the papers to which' they ‘refer
in columns (%) and ({0} of the personal register.” In order fo facilitate”the
tracing of old cases in the personal register, the current number given to zach
old case in the distribution register should be noted in serial order in column
(2) below the last cniry of new cases for the day together with the current
- mumber of the paper against which the old case is entered as ordered above.
This is illustrated below :— .

Seriat Cinrent number. Date of receipt by clerk. Tiles, etc.
number.
1) v) . (€} . th
335 4847 .. 30th July 192% . .. Panchayats-Chitteor,
4858-3554 etc. o
336 4850 .. 1st August 1927 .. Budget-Control of

expenditure, etc.

(¢) Special Revister of  impoitent reference from:  Divisional Officer,
Cellecior, Board and Governmert.—This should be maintained in Form XVI1
in Appendix B. This register should be maintained by the Headquarters
Deputy Tahsildar and submuited to the Tahsildar daily for his perusal if he

is at hoadquarters.

(d) Fair-copy register—This should be in the form annexed to those
sastructions. 'The head clerk is responsible for the prompt fair-copying and
despatch of papers. The registers should be carefully maintained and checked
from time to time. If this is done it will afford safeguard against delays in
the despatch of fair copies.

The fair copyv register need not be maintained in those taluk offices where
the clerks themselves fair copy their draits and where there are no separate
typists for fair-copying -work. The heads of the offices should watci the
delays in the preparation of fair copies and take suitable aclion against the

clerks responsible.

A despaich by post and local delivery book should be  maintained in
C.F. 61 revised. All communications to be delivered by hand should be
eptered in this register. Column (3), (5) and (6), however, need not be
filled up. The typist or attcader when theie is no typist should maintain this

register.

(e¢) Call book.— Ordinary calls will be noted in the personal registers and
not in the call book bat papers that have to lic over for months and those
which relaic to the tcturn of records which are not entered in the special
register prescribed in paragraph ¢ of Board’s Standing Order No. 174 and
the return of which has to Le carciully watched should be entered in-the vall
book. Please see also the instructions in paragraphs 68 and 69 of the District
Offce Manual which should be followed mutatis mutandis, S



APPENDIX 129

() (), (W) and (D.—Th _stamp account, security register, copy application
tegister and record issue register should be maintained in the manner laid down in
the District office Manual.

(j) ans (I) to (p).—The existing register should be maintained as at present.

(¥). B. Memorandum register—This register will be maintained in two different
forms as shown in the Annexure IV, viz., (i) for poramboke lands and assessed or
unassessed waste lands which have either been reserved or classed as valuable under
Boards. Standing Order No. 15.22 and (ii) for assessed and unassessed waste lands
which are not reserved or are not valuable according to Boards’ Standing Order
No. 15-22 . The register is not to be written up by villages. The B. Memorandom
must to entered in the register serially for the whole taluk in the order of their
receipt. An alphabetical_index of the villages on the lines of taluk registers 4, 5
and 6 shou]d be put up injthe first page of the register (the serial numbers of the B.,
memorandulm being noted against the concerned villages in the index,)

Note.—These forms are not for use in Madras district.

(@) Talulk register No. 10.4—Water-rate register.—This register will be maiantined
jn accordance with the instructions in the Manual of Taluk Accounts.

Note.—This register is not for use in the Nilgiris district.

G.0. Ms. No. 2007, Public (Service-T), dated 27¢h June 1887 and B.P. Mis. No.
870, dated 8th July 1957.]

5. Arrear lists.—They should be written up both Forms VII and X prescribed
in the District Manual and the instructions in paragraphs 132 of the District Office
Manual should be followed.

Nore.—In B.P. Mis. No. 2012, dated 14th September 1925, the Board approved the
maintenance for Collector’s offices of an arrears list of records pending with clerks.
The Board considers it unnecessary to introduce it into Taluk Offices. A syetematic
inspection of the records issue register by the Tahsildar and the section heads is all that
is required to prevent unnecessary retention of records by clerks.

(G.O. Ms. No. 915, Public (Services), dated 8th November 1933 and B.P. No, 121,
Press, dated 22nd November 1933.]

6. Indexing.—This should be done after a paper is given a ‘R* or ‘D’ Disposal
and not when it is received in the tappal. In preparing index slip the instruction
given in the District Office Manual should be carefully followed.

The titles even in the case of correspondence in the languaage of the district must be
in English and written in the same form as if the correspondance were in the Engllsh
Tahsildars and Headquarters Deputy Tahsildars, “should be see that the title is

property written. .

7. Filing—The system of ‘filing’ detailed in paragraphs 84 to 86 or the Distriet
Office Manual should be adopted. The system is complicated and before introducing
it the Tahsildars should take care to compile a list of files which will suit lus office
of Appendix D of the District Officc Manual and should satisfy himself that the
Head Accountant and the other clerks’ of his office have understood the instruction
given in the District Office Manual.

506—~1—9
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1
Distribution register.

Serial Enclosures Number of Disposal—Nature Record-keeper’s

number. (here enter clerks and date acknowledge-

toial number and his (N.B.Ringoff ment’ with date

of original initials replies to pen- (Despatch
records, plans, ding currents shall in the « .-

title-deeds, and note their casc of N. "o

etc.) ‘ numbers). disposal.) .
16)) @ 3 1G] o ©)
]
I

Fair-copy register.

Number of Date of receipt C
Serial number. description - for issne. Date of despatch.
with the date of . '
approval of
the draft.
) @ 3 @)

Nore.—In the case of drafts approved in camp, prefix the letter “C” to the date
of approval in column (2).

IIL.—Cancelled.
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B. MEMORANDUM REGISTER.

Register of B. Memorandum relating to poramboke lands and assessed or unassessed
waste lands which have either been reserved or classed as valuable under Board’s. Standing

Order No. 15-22.

When eviction is ordered.
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20th Apr.

5th Apr.
1934 1934

25-2(1)

25th Apr.
1934,

Do.

@

1934,

17th Apr.

Do.

3

21st Apr.
1934,

Do.

@

given by the

dum against each encroachment must be entered

re than ones eucroachment on the same filed and
Memorandum the serial number

ide the specimen entire noted in the form,

Notes.—~—-(1) When there are mo:
in column (2)—vi

all of them are booked in the same B.

village karnam in the memoran

pleteﬁ

of the encroachment is com

1on

(2) Further reference, if any, after evict
and the replies received thereto should be entered in columns (9) and (10), .
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When eviction is ordered.

APPENDIX
B. MEMORANDUM REGISTER.

Register of B. Memorandum relating to poramboke londs and assessed or unassessed
waste lands which have either been reserved or classed as valuable under Board’s. Standing

Order No. 15-22.
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{2) Further reference, if any, after eviction of the encroachment is

Norrs.~—(1) When there are more than ones eucroaschment on the same filed
and the replies received thereto should be entered in columns (9)

all of them are booked in the same B. Memorandum the serial number

o
25-2(1)
@
(&)
@

villag
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18

Register of B. Memorandum for assessed and unasessed waste lands which are not
reserved or are valuable according to Boards. Standing Order No. 15-22

Serial  Date of . Name Survey Date of Date of
number. receipt of number Jissued receipt Remarks.
in village. and orders fo in the
Taluk sub- village. - record
Office. division officrs. room
number. with
record-
keeper’s
initials
in Remarks
token of
* acknow-
ledgement
[4)] 9] £)) @ ®) ©) Y]
ey e O

G.0, No. 819, Public (Services), d ated 22nd May 1935.]
(B.P. No. 65, Press, dated 1st June 1935).

3 A\
Register o Income Certificates.
Name of Father’s Village. Purpose  Authority Income as Date of
applicant. name. for which recommen- mentioned issue of
the income ing the by the the
certificate issues of the authority.  certifi-
is desired. ~ certificate cate.
with
relevant
extracts.
4)) @ ) @ &)} ©) @]

(G.0. Ms. No. 2007, Public (Service-C) dated 27th June 1957.)
(B.P. Mis. No. 870, dated 8th July 1957).

C. Stationary Sub-Magistrate’s Office, Dated.
D.Deputy Tahsilgars. Offices.

1. The Deputy Tahsildars should perform the functions assigned to the Collector
and the Saristadar in the District Office Manual and will be responsible for the super-

vision of all branches or work.
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numbers 1 to 5, second clerk numbers 6 to 12 and soon. The enclosures should be
entered in column (2). All the papers relating to a clerk in column (1) should be
bracketted to gether and intialled by himin column (3), in token of acknowledgement.
Any stray numbers relating to the paper of a clerk should also be intialled by him.
Below the last number given to the day’s tappal, the Deputy Tahsildar should invariably
affix his initials with date. The haed clerk or the accountant as the case may be will
maintain the distribution register. During the absence of the Deputy Tahsildar
on tour, the papers will be distributed by the head-clerk or the accountant as the
case may be and he will affix his initials with date below the last number given to the
days, tappal. .

In respect of periodicals and papers to be entered in special registers such as faluk
register Nos, 4, 5, 6 and 8-A, the number of the periodicals or the serial number of the
case in the special register as the case may be should be entered in column (4) of the
distribution register and the entries in the register should be ringed off. In the case
of Government orders and Boards’ Proceedings on which no specification i.e. necessary,
and similar papers for which record files are kept, the number of this ‘record files’
in which they should be filed should be got approved by comgpetent authority and
noted in column (4) of the distribution register; the papers should then be handed
over to the record-keeper under his acknowledgment in column (5) of the register
and the entries in the register should be ringed off.

Distribution Register.

Enclosures (here ) Disposal—Nature Record-keepers
enter the total Number of and date, acknowledge-
Serial number of the clerk (N.B. Ring off ment with date
number. original records, and his - replies to pending - (despatch seal
plans, title, initials. currents and note - in the case of
deeds, etc.). their numbers). disposal).
4y 12 3) @) )

When subject clerks acknowledge the receipt of papers in the distribution register
they will note in column (4) of the distribution register the number of old cases to
which any of the papers received by them on the previous day or only replics and ring
them off. In respect of periodicals and papers to be entered in special registers such
as taluk register Nos. 4, 5.6 and 8-A the number of the periodical or the serial number
of the case in the special register as the case may be, should be entered in column @
of the distribution register and the entries in the register should be ringed off. In
the case of G. Os. and B.Ps. on which no specific action is necessary and similar, paper
for which ‘record files’ are kept the number of the ‘records files’ in which they should
be filed should be got approved by the competent authority and noted in column @
of the distribution register; the papers should then be handed over to the record-
keeper under his acknowledgement in column (5) of the register and the entries ‘in
the register should be ringed off. Column (4) will be left blank against all new cases
till they are disposed off. The deapatcher should after fair copies are despatched
hand over the files to the clerk or the accountant who maintains the distribution
register and who will note all the disposals in column (4) of the register pefore trans-
ferring the file to the Record-kecper. The latter will acknowledge their Treceipt in
column (5) and will also see that ali the files have been duly entered in column (4).

When papers are finally disposed of the subject clerk should hand ovér. the files
to the Head clerk or the Accountant who maintains the distribution register -and

obtain his initials in the last column of the personal: register. .
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(D) Zersonal register and periodical register. Each clerk will maintain a personal
register a.nd.a periodical register, the instructions in paragraphs 20 (2), 70 and 71
of the District Officc Manual being followed. New cases should be registered under
fresh seial numbers while old cases should be noted against the serial numbers of
the papers to which they refer in columns (9) and (10) of the personal register
In order to facilirate the tracing of old cases in the personal register, the current
numbe_r given to each old case in the distribution register should be noted serial
order in column (2) below the last entry of new cases for the day together with
current number of the paper against which the old case in entered as order above.
This illustrated below :

This is illistrated beliow :—

Serial
number.  Current number. Date of receipt by clerk. Title, etc,
0 @ 6) @
335 4847 ... 30th July 1927 ... Panchayats—Chirroor, etc.
4858—3584 .. ...
336 4880 o 1st August 1927 ... ... Budget---Control of

expenditure, etc.

(c) Special register of important references from the Divisional Off; .
Board and Government—This should be maintained in Form XVIfﬁcbepC;glclg;t%,
This register should be maintained by the haed clerk and submitted o the Deputy
Tahsildar daily for his perusal, if he is at headquarters.

(d) A despatch by post and local delivery book should be maintained in C.F
61 (revised). All communications to be sent by post or to be delivered by hand shouid
be entered in this register. Columns (5)'and (6), however, need not be filled up in
respect of these communications. The attender should maintain it.

Note.—Numbers in the distribution register relating to the previoy, .,

and which remain unringed off as on the 1st April of the pcurrents ;:gn%;yeﬁé
entered on the pages at the commencement of the volumes of the new year, For this
purpose, a few pages of distribution register will be left blank at the commencement
of the calendar year. After the pending numers of the previous year have thys been
carried over to the new register the old volumes should be sent to the Records and
the acknowiedgement of the Record Keeper obtained on the first page of the new
register.

() Call book.—One call book will be maintained for the office by the Head
clerk or the Accountant as the case may be. Ordinary calls will be noted in the per-
sonal registers and‘not in the call book but papers which have to lie over for a conside=
rable period and those which relate to the return of records which or not entered in
the special register prescribed in paragraph 6 of Boards’ Standing Order No. 174 and
the return of which have to be carefully watched should be entered in the call book
Please see also the instructions in pargagraphs 68 and 69 of the District Office Manua]
which should be followed mutatis mutandis.

(f) (2),(h) and (i).—The stamp account security register, copy appl; & .
and record issue register should be maintained in the manner laid dgfvz;c?nl%r;gggrl;teﬁ
25 (6), 25 (9), 25 (10) and 25 (1D of' the District Office Manual. The head clerk %r
the accountant as the case may be will daily total the value of stamp affixed to letters

and will compare it with the entries in the stamp account,.

(f) The existing regitér shduld be maintained as at present,
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(k) B. Memarandum register.—This register will be maintained in two different
forms as shown in Annpexure IV, viz, (i) for poramboke lands and assessed or un-
-assessed waste lands which have either been reserved or classed™ as valuable under
Board’s Standing Order No. 15-22 and (ji) for assessed and un-assessed waste lands
which are not reserved or mot valuable according to Board’s Standing Order No.

The register is Dot to be written up by villages. The B. Memorandum must be
entered in the register serially for the whole taluk in the order of their receipt. An
alphabetical index of the villages on the lines of taluk registers 4, 5 and 6 should be
put up in the first pages of the register the serial numbers of the B. Memos. being
noted against the concerned villages in the index.)

), (m), () and (0).—The existing register should be maintained as at present.

(p) . Taluk Register No. 10-A.—Water-rate register.—This register will be main-
tained in accordance with the instructions in the Manual of Taluk Accounts.

(@) Register of Income Certificates—This register will be maintained as in the
Taluk Offices in the form given in Annexure V.

5. Indexing.—This should be done after a paper is given a “R” or “D” disposed
and not when it is received in the tappal. In preparing in index slip. the instruction
given in paragraphs 108, 109 and 115 to 127 of the District Offiec Manual should
be carefully followed.

The titles even in the case of correspondance in the language of the district must
be in English and written in the same form as if the correspondence were in English.
The Deputy Tahsildarand the head clerk or the accountant as the case may be should
see that the title is properly written. ]

6. Filling.—The system of “filing” detailed in paragraphs 84 to 86 of the District
Office Manual should be adopted. The system is complicated and before introducing
if the Deputy Tahsildar should take care to compile a list of files which will suit his
office. Appendix D of the District Office Manual and should satisfy himself that the
head clerk or the accountant as the case may be and the other clerks of his office
Il\:«/Iave \inderstood the instructions_given in paragraphs 84 to 86 of the District Office

anual. :

7. Fair-coping.——The.cler.ks should tham selves fair copy their drafts. No fair
copy register feed be maintained. The Deputy Tabsildar will watch the delays in the
preparation of fair copies and take suitable action against the clerk responsible.

P

8. Arrear-lists—They should be written up in both Forms VII and X prescribed
in Appendix “B” of the District Office Manual and the instructions in paragraph 132
of the Manual should be followed. ) »

(G.0. Ms. No. 542, Public (Service), dated 26th March 1938).
: (B.P. No. 33, Press, dated 4th 1938),
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APPENDIX J.
DisTRUCTION OF RECORDS.

1. The registers mentioned in Chapter V will- be destroyed after the periods pres-
cribed herein :—

Distribution register .. After 5 years.
Personal registers .. Do.
New case register .. .. .. Do.

[G.0. Ms. No. 2499, Public (Service) dated 4th October 1951
B.P. No. 38, Press, dated 22nd October 1941.]

i

Fair copy register ... After 3 years.

Despatch by post and Local delivery book Do. '

Stamp account ... Do.

Periodical register Do.

Call book - .. . Do.

Security register <+ After 10 years provided all the
| ave been dufy counted tor

Copy application register .. ... After 10 years.

Records issue register ... ... After 3 years.

Government suits register .. «. After 10 years.

Paper suits register » Do.

[G.O. Ms. No. 387, Public (Services), dated 8th May 1933 :
B.P. No. 37, Press, dated 1st June 1933.]
2. The following records will be destroyed after the period noted agajnst each:—

Register showing hour, etc., of handing over’ and
taking back the sealed bag containing the

key of the record room 1 year.
Arrear list maintained in Forms VII and X
given in Appendix 3 years.

Running note-files to the persanal and periodical  Do.
register and eother special registers ...

[G.O. Ms. No. 827, Public (Services), dated 14th May 1938 ;
B.P. No. 177, dated 28th September 1938.]
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APPENDIX - 141

PREPARE, MAINTIAN AND SCRUTINIZE PERSONAL FILES. .

Authority who should submit
confidential reports periodically if
different from custodian officer,

Custodian officer Officers by whom
i.e. officer by  personal files
whom personal should be  Remarks.

Immediate Intermediate files should be scrutinized.
reporting officer. reporting officer.  maintained.
@ ®) ©®) O ®
Board of Revenue
" (Duplicates
kept by the
secretary to
Government,
Revenue
Department)
Collector of the Board of Do.
immediate Revenue.
superior, €.g.
the Inspector of
Municipal
Councils and .
Local Boards.
Board of
Revenue.
Do.

Revenue Diyisional
Officer.

Tahsildars ... Revenue
Divsional
Officer.

Deputy Director Board of L e
of Survey and Revenue.
Land Records.

Do. Do.
Collector -
Do. -
Do.
Do.
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APPENDIX -
STATEMENT SHOWING THE AUTHORITIES WHO SHOULD'

Class of officer wita.se personal
files are to be maintained.

Designaiion.
Class of Office which L
service. working. ’ , .
4))] @ )
6. The Tamil Nadu Survey Central Survey Office ... Manager (Technical).
and Land Records
Sub-service.
Do. Do. Head Draftsman.
Do. Do. ‘Head Computer. -
Do. Do. Senior Computor Drafts-
man,
Do. ) Do. Head Typographer
Do. . Do. Typographer Grade I.
Do. " Do. Typographer, Grade I1.
Do. Do. Junior Computor Drafis-
aan, Grade 1 and Grade
Do. - Do. Mechanic.
Do. Do. : Assistant Mechanic.
Do. , Do, Assistant Manager.
Do. ‘ Do. Technical Assistant.

Do. " De. Reproduction Assistant.

Deo. Deo. _Reproductions Persormel.
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K-I—cont.
PREPARE, MAINTAIN AND SCRUTINIZE PERSONAL FILES—coht.
Authority who should submit

confidentia] reports periodically, if Custodian officer Officers by whom
different from the custodian officer. i.e. officer by personal files
A

P ————  whom personal should be Remark .
Immediate Intermediate files should be scrutinized.
reporting officer. reporting officer.  maintained.
@ ®) ©® 0 (I%)
Assistant Director, Deputy Director
Central Survey of Survey and
Office, Madras-5. _ Land Records.
Do. Do.
Do. Do.
Do. Do.
Do Assistant
Direcror of
Survey and
Land Records
Madras-5.
Do. Do .
Do. Do
Do. Do . -
-
Do. Do s
Do. Do " -
Do Do. .
Photographiic and Do.
Printing Expert. )
Do, Do. e
Do. Do.

Do. .. Do.
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APPENDIX
STATRMENT SHOWING THE AUWHORITIES WHO SHOULD

Class of officers whose personal

files are to be maintained. )
Designation.

Class of Office in which
service. working.
o ) )]

The Tamil Nadu Survey District (Survey and Land Inspector of Survey and
and Land Records Records) Units. Land Records—Incharge
Sub-services, of maintenance,

Do. Do. ... Imspector of Survey amd
Land Records and Head
Surveyor on Mobile
work.

Do. Do. ... Divisional Head Surveyers.,

Deo. Do. Town Surveyors.
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K-1—cont,

PREPARE, MAINTAIN AND SCRUTINIZE PERSONAL FILES—cCont,

Authority who should submit

confidential reports periodically Custodian officér, Officers by whom
if different from custodian officer. Le.,officer by = personal files Remarks,
————— e e whom personal shotld be
hnmeédiate Intermédiate Sfilés should scritinized,
reporting officer, reporting officer. be mainiained.
() o) ©) @ 8)
Assistant Director ~ D,R.0s./Colirs. Deputy Director Reports on .
of Surveyand - of Survey and  maintenance
Land Records. Land Records. and ad boc
survey staff
will be in
duplicate,

Seoond eopies
of the reports

on PRield
Surveyor and
Dijstrict :
Surveyors will
be kept for
reference by
the Taluk
officer con-
cerned and
those on Head
Surveyor by
the Revenue
Divisional
Officers and
those on
Inspector of
Survey and
Land Regords
by the D.R.Os./
Colleotors,
oo C e ee Bo. . Y,
Inspeetor of Survey  Assistant Do. . .

and Land Records/ Director of

Revenue Survey

Divisional Officers, and Land

) Records,

Divisional Head R.D.C. Assistant . .
. 8urveyor, Director ¢f
" Inspeotor of Survey and

Survey and Land Land Re¢ords,

Records and

Municipal

Cominissioner.

§06-1—10
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APPENDIX
STATEMENT SHOWING THE AUTHORITIES WHO SHOULD.

Class of officers whose personal
files are to be m aintained.
—

Designation.
_ Class of Office in which .
" service. working. '
§)) ¢3) 3

S¢ Tamil Nadu Survey District (Survey and Land Panchayat Surveyors
and Land Records  Records) Units. _

sub-servic:s,
130, Do. Taluk Deputy Surveyors
No. Do, Special Deputy Surveyors
Do, Deo. Maintenance Field Surveyor
Do, To. Special Field Surveyors
Deo. Do. Field Surveyors, Deputy
Surveyors, Junior Come
putor and Draftsman
" ‘ working in. Executives
Do. Do, - For all other members .,
Do. Office of the Deputy Senior Computor Drafts.

Difector of Survey  man.
and Land Records. ’
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PREPARE, MAINTAIN AND SCRUTINIZE PERSONAL FiLtg—conf,

Authority who should submit
confidential reports periodically Clstodian officer,  Officers by

147

if di fferent from eustedian i.e.officer by whom persoral Remavks
officer. whom personal files should
— - A = files shouldbe scrutinised,
Immediate Intermediate maintained.
réporting officer.  reporting officer
) (C)] ) (9] 0] ®
Divisionel Head R.D.0s./D.R.Os Assistant . ‘
Surveyors/ in this ease of Director of ‘
Inspectors of Panchayats Survey and
Survey and Land Survey baving Land Resords,
Records, jurisdietion
over more
than one
Revenue
Division.
Divisional Head Revenue Do, . e
Surveyors/ Divisional
Inspectors of Officers.

Survey and Land
Reoords and

Tahsildars.
Divisional Head Special Deputy Do.
Surveyors/ Colleetors.

Inspeotars of
Survey and Land

Records and
Special Tahsildars,
Divisional Hewd Revenue Do,
Surveyors/ Divisional
Inspestors of Officers.
Survey and Lznd
Records and
Tahsildars.
Divisional Head Special Deputy Do, .
Surveyor/ Collegtors,

Inspeators of
Survey and Land

Records and
Srecial Tahsildars.
Inspector of Survey . Do. .
and Land
Records.
Assistant Direotor .. Do. .
of Survey and
Land Records.
Personal Assistant .. Depyty ..
to the Deputy Director of
Director of Survey Survey and
Land Records,

and Land Records.
506-1—10A

.
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APPENDIX

STATEMENT SHOWING THE AUTHORITIES WHO SHOULD

Class df officers whose personal

Jiles are to be maintained .
A

S E‘Ias.s "()}ﬁéé:'f}:iﬁwhich
Sé%{'ce working.
D o

7. The Tamil Nadu Mini-
sterial Service, - -

Treasury Deputy Collec-
tor’s ‘Offite.

Do. .. Collector’s Office ..

Do. . > o.

Do. . Treasury Deputy Collec-
tor’s Office..

Do. .. Otier Revenue Ofﬁces in
the dlstnct.

10, ve Go.

Do. .. Office of - the Deputy
Director of Survey and’
Land Records,

Do. .. - o

Designation,

’(3)

Huzur Treasurer, Huzur
“ Head Accountfant; Uppér
‘Division Clerk-in Trea-
sury Deputy Colleetor S
Branch o

ﬂuzur Second Clerk Upper

Division Clerks, Collec-
tor’s Office.

Lawer Division : Clerks fit
A,fot proimotidi to° ‘the
“Upper Division in ‘the

CollectorsOﬂ‘ioe :

Lower Division C]erks fit
for promotion 10 the
“‘Fpper Division in Treas
&uéijée Deputy Coneetor S

Lower Divisioni Clerks fit
for promotion to “the
Upper Division mcludmg
“Fevenue Inspectors m
-‘other Offices; 7

er Lowcr
Clerks, -

Dmsxon

Superintendents..

Assistants, “Fufifor “‘Assits
fants,. Sterw-'!’:}ms! and
Typists.
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KPPENDIX

K-1—cont.
PREPARE; MAINTAIN AND SCRUTINIZE PERSCNAL FILES—coff,

Authority who should submir

confidenyial reports periodicutty —Casrodinr O ficer” O ieers 5y Whom
If different from Custodian ;

X

REOfficer- by whom  personal B

Officer. pérsondl files should  should be:
A —  be maintained. scrutinised
Immediate Intcrmediate
reportidg. reporting
Officer. Officer.
@ ) © % (3t
Treasury Deputy .. Collector:. .
Collectors.
. . Collector or . o
Treasury
Deputy Collector
for the Collector.
Heads of Officer Revenue Do, .
Divisional
Officer.
. .. Heads of Offices, Collector in* .
In Collector’s respect of
Office, Collector Revenue
wor forhim » .  Divisional -
Persongl. - Offices and
Assistant.or Treasury
Treasury Deputy Collector’s
-Deputy. Collgctor, Offices and. -
“Treasury ~  Revenue ;
Deputy Divisional
Collector for Officer in
the staff under  respect of other
) him. Offices.
Personal’Assistant . Deputy Director .. .
to the Deputy of Survey and
Director of Survey Land Records,

" Do.

Dz

ox
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A PPBNDIX

STATEMENT SHOWING THE AUTHORITIES WHO SHOULD
Class of Officers whose personal files or to be o
maintained.

Central Survey Office, Superintendents

- A
Class of Office in which
Service. working.
() )
Famil Nadu Ministerial
Service. Madras-S.

m- - Do- LN ]

Do. Do,

Do. .. District (Survey and
Land Records) Unit.-

Do. ve Do. .

Do. . Do.

Do. Do. .

Do. Survey and Land Records,
Ranges and Survey Par~
ties,

Do. .. Board of Revenue

Do. . ‘Do.

Vo, .. Revenuc Divisional Office

Designation.

e

Junior Assistant, Typists,

Superintendents ..
Assistants

Junior Assistants ..

Typists .

Assistants, Junior Assis-
tants.

Superintendents, and
Typist Assistants, Junior
Assistants to Upper
Division.

Other Junior Assistants- ...~

Head Clerk andl Assistants
in a Revenue Divisiona
Office,
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. K—‘l—-.colﬂ .
_PREPARE, MAINTAIN AND SCRUTINIZE PERSONAL FILES—cOMY.

Authority who should submit o
confidential reports periodically Custodian Officer  Offtcers by whcm ... -

if different from Custodian ...~ i.e., Officer by personal files
Officer. whom personal should be Remarks.
A  files should be scrutinised.
Immediate: Intermediate maintained.
reporting reporting
Officer. Officer.
@ ® ® (Y] (%)
Assistant Director .. Deputy Director of .. - . - <.
- of Survey, CS.O., ~ Survey andLland o
‘Madras-S. Records,
Do. . Assistant Director . . .
. - - of Survey,
Central Survey
Office, Madras-5.
Do. . Do . .
Assistant Director . Deputy Director . .
of Survey and Land - - - of Survey and
" Records. -+ Land Records.
De. .. AssistantDirectos
of Survey and . C
Land Records.
Do. N " Do. . .-
DO. .. DO- *e *s
. . Do T v
o2l ! .s - - 1 Y ,Board . »
i : of Revenue,
tary.

RemueD_ividoml‘ S ee Collector «
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'APPENDIX

_ STATEMENT SHOWING THE AUTHORITIES WHO.SHOULD

Class of Officers whose pe’;.sgnaj files are to be

. maintai
f A
Class of Oﬁ’u‘e.la which
Semee warklng.
) Q

7. The Tamil Nadu Mlms-

Taluk Office ~ .. ..
terial Service. ) ‘

Do. .. Office of the Superinten-
,-dent of. Stationery and
- Stamps:

Do. . Do. ..

Do. Oﬂice of the paymaster

_Carnatic Stipends,

8. The Tamil Nadu General. Bostd of Revenue ..
‘Subordinate Service. o

. .. Collector’s Office

Do. . Treasury Deputy Collec-

tor’s Office.

Do. Taluk Office or Deputy
-~ Fahsildar’s - " Office  or
Stationerv . Sub-Magis-

trate’s Office.

.. Agency Division (Special
Assistant Ag&nts Office.)

Designation. :

(3)
Taluk Head Accountant-
Assistants mcludmg

Revenue Inspectors in
taluks.

Manager, Sfore-keeperl
and Head Accountant
and Assistants.

Lower Junior Assistant
fit for promotion to
Assistants.

Other Junior Assistants.

Manager i e

Record Clerks, -and Ser
geants.

Clerk Draftsman .

Record Clerks and Shroffs
Collector’s Office,
Treasury Branch.

Record Clerks and Shroffs
and salarised stamp-
vendors in taluk or sub«
Taluk.

Amins* (in Agency Divi-
sions,) :

The personal records in the office
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K-~t—cont.

PREPARE, MAINTAIN AND SCRUTINIZE PERSONAL, FILES—cCONf .

Authority who should submit
confidential reports periodically Custodian Officer, Officers by Remarks,
of different from Custodian i-e., Officer by  whom personal ~~
Officer. whom personal  file should be
— S Al —  file should be scrutinised,
Immediate Intermediate Maintained,
Reporting Reporting
Offtcer. Officery
@ ®) () 0] ®)
- Fahsildars Revenue Superintendent of - o
: Divisional Stationery and
Officer. Shop.
. Superintendent of .. .e
Stationery and
Shops.
.. .e Assistant Superintendents .,
Superintendent
‘e L . for Superintendent.
. .. Assistant Do. .o
Superintendent.
. . Pay master Do. ve
.o First Assistant,  Assistant .
Board of Secretary.
Revenue,
Collector or for .
him Personal
Assistant or
Treasury Deputy
Collector.
.. .. Treasury Deputy . .
Collector,
Head of the Office . Head of the Office  Collector e
.. .e Revenue Do,
Divisional
Officer (Special
Assistant

Agent.)



154

DISTRICT OFFICE MANUAL

’ ¢ B

STATEMENT SHOWING THE AUTHORITIES WHO SHOULD

“Class of Officers whose Personqj file are to be

maintained.
A

Class of Service.

1))
Head of the Officg, ..

Do. .

- - Designation.
Office in which working. ‘
2 (€))
Collector’s Office «+ Record Clerks in - Coliec-
tor’s Office. *

Taluk Office, Madras .. Karnams in the Madras
City. *

Central Survey Office .. Record Clerks. ® .. -

Office of the Deputy Direc- Record Clerks: .. .
tor of Survey and Land
Records.

Central Survey]Office .. Do. .

(G.0. Ms. No. 2722, Public (Services),
(B.P. Perm. No. 1119 (1), dated

PR

* The personal records in the Office
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K-1=—cont,
PREFACE, MAINTAIN AND SCRUTINISE PERSONAL FILE—cont.

Authority who should submit :
confidential reports periodically Custodian Offtcer, Officers by

of different from Custodian - ie., officer by = whom personal
Officer. whom personal  files should be
A N fijes should be scrutinised.
Immediate Intermediate maintained.
Reporting Reporting
Officer. Officer.
@ ® ©) @)

. . Treasuty Deputy .o
Collector of or .
personal
Assistant to the
Collector as the
case may be,

. . Tahsildar .. Collector
Personal Assistant . .. Deputy Director .
to the Deputy Survey and
Director of Survey land Records.

and Land Records.

Assistant Director of .. Assistant Director o
Survey Central, of Survey and
Survey Office, Land Records,
Madras-5. Central Survey
Office, Madras-3,

dated 3rd September 1971.)
16th Octovber 1971.)

marked will be kept in book form

155

Remarks .

(s)

.
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FORMS OF PBRIODICALS REPORTS ON THE WORK, CONDUCT AND CHARACI"ER OF THE
MEMBERS OF THE SUBORDINATE SERVICES.

Form 1

Other than the Tamil Nadu Ministerial Service; Tamil Nadu Secretariate Sérvcce and
Techniical Employees.

Name.

Report for the year ending.
Post held.

Pay.

Total period including the period in the year for which the officer reported or has
worked under the officer reporting.

Where employed and work engaged upon.

Personality and manner.

Health—Physical capacity and means of getting abéut.

General culture and intelligence—Ability to express himself,

Conduct and character.

Tact and temper—Relationsrwith fellow officials and the public.’

Initiative.

Iindustry—Quality of work.

Performance in the collection of loan arrears, land revenue and panchayat taxes .

Judgement.

Powers of control, supervision and organisation.

Professional knowledge or departmental experience.

Indebtedness (if indebted, the extent of personal responsibility for incurring the
debts.)
Punishments, censures or special commendations, in the period under report.
Date of communication to the Officer of any adverse remarks since last report.

Fitness for promotion or confirmation.
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General Remarks.
Remarks of iminediate supetior or reporting officefs.
Signature »
Station: Name in block lettets
Date ; Designation of officet,

" Remarks of the head of the office or departrnent.
If he disagrees with any entry, he should record his own views.

- Station : ‘Signature,
- 7 Name in block letters,
;Dat’c: Designation of officer.

- - Note.—The entry of adverse remarks regarding personal character, conduct
,ot honesty should be supported. by the reasons for taking the view recorded and
4F possible, by reference to specific facts. An estimate that an officer is unfit, for
~particular rank should - include the reasons for the establishments and if pessrble
a statement of facts in support of the estimate, should not be founded on fgeneral
impressions only.

ForMm H,
Tamil Nadu Ministerlal Service and Tamlj Nadu Secretariat Service.

-Report for the year ending.

Postheld =

Pay

Personality and bearmg

Physical capacity.

Tiitelligence and initiative : :

Performance in the eollection -of loan arrears, land revenue and Panchayat taxes.

Ability to draft and note.
Ciapacity fot control.

-Pfompums ) .

Conduct and character.

Indebtedness (how far the individual is respomnble for incurring the debts should
be stated)) - -

anshmmts censures or. speclal commendation in the ' period under ‘report.

Dat&oimmmumcatlon to the office of any adversc remarks- singe last report,

thmss for promotron

General remarks.
Sﬁtm . -Signature, 7
Dite 1 Name in block letters : -

e Desigmation of officer s -+ -
(Tru¢ extract) - - : L
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PART 11

Preliminary Note.

While Part T deals with the office procedure followed in revenue
offices, this Part (Part II) contains instruction on other points relating .
to those office. These instructions were contained in Chapter XV of
Boards’ Standing Orders (except Standing Orders 173, 174 and 175).
From the point of view of convenience, these portions of Board’s
Standing Orders (i.e., Standing Orders 155 to 172 and 176 to 180 and the
appendices) have been deleted from Chapter XV of Board’s Standing
Orders and have been embodied in after suitable revision and

re-edition.

XVII. Introduction,

154-A. Hours of attendance.—(1) The hours of attendance may
be altered by Collectors or by divisional officers subject to Collector
yet during the hot whether the changes being duly notified in the
district gazettes. A list of recognized holidays will be found in Appendix

G‘L”
.

(2) Office Order Book.—All general instructions issued by the
head of every office from time to time for the guidance of numbers
of his office establishment, whether in regard to the office routine or in
regard to personal official conduct, should be embodied in an office
order book. The Chief Ministerial head of the office should be
held responsible for secing that every member of the office establish-
ment, whether temporary, acting or permanent, acquaints himself
at the earliest practicable date with contents of the books.

The office order issued from time to time should be reviewed
once in six months obsolute orders eliminated and orders of current
interest alone retained. The Office Order Book should be maintained
in loose leaf form so as to facilitate the elimination of obsolute office
orders. Amendments to office orders should be carried out in the
Office Order Book then and there. The Office Order issuing the amend-
ment itself need not be placed in the Office Order Book, but the authority
for the amendment should be noted in the concerned Office Order
Book against the amendment carried out. The Office Order Book
should be maintained separately for each section and should be in the
custody of the Section Head Concerned.
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XVII. Revenue Establishment.

155. The Collector’s Office—(1) Establishment.—The establishment
of the Collector consists of the following sections or departments;—

(1) Correspondence department.

(2) Account department.

(3) Treasury and Stamp department.
(4) Land records establishment.

(5) Miscellaneous office servants.

There is a separate Court or wards department in the districts
of Tiruchirappalli and Malabar where there are estates under manage-
-ment. .

(2) Officers-in-charge—The Correspondence  department is
placed under the Huzur Sarishtadar who is chief ministerial officer
in the collectorate. The Account, Treasury and Stamp departments
including the Special Funds, Loans and Birth and Death Registration
establishments are ‘in the charge of the Treasury Deputy Collector.
The District Forest Office is under the control of the District Forest
Officer who is the Collector’s assistant in forest matters. For parti-
culars regarding menial servants, see paragraph 8, infra. '

(3) The Account Department.—The Account Department consists
of two sections:—(a) the Account and (b) the Special Fund Audit.

There are general by from 22 to 31 accountants in the Account
section, including those who attend to loans accounts and birth
and death registration with salaries ranging from Rs. 45to 175. The
highest ministerial officer in this section is the Huzur Head Accountant
on Rs, 150—5—175. He is under the immediate orders of the Treasury
Deputy Collector and is responsible for the correctness and punctual
submission of all periodical statements and  acocunts, except
those which are prepared in the Correspondence department. He is
also responsible for the proper working of the rules laid down in
the Madras Financial Code. Madras Treasury Code, Madras Account
Code, the Civil Account Code and the Government Securities Manual
for the maintenance of the prescribed registers including those relating
to the correspondence of his section and for the prompt disposal
of currents in his section,

The Special Fund Audit Section consists of 2 to 3 special fund
audit clerks on a salary of  Rs, 45—3—60—2—90. The duties
of these clerks will be found described in the Special Funds Code
The annual inspection of the Special Funds accounts will be entrusteci
to ﬂ(i)ne of the senior accountants in the Treasury branch of the Collector’s
Office.
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(4) The Treasury and Stamp Department—This Section consists
of a Huzur Treasurer on a salary of from Rs. 90 to Rs. 150 and 1 to 5
shroffs on salaries varying from Rs. 24 to 70 per mensem.

(5) The Huzur Treasurer and his assistants.—The Huzur Treasurer
should be in charge of the cash and should also be .the custodian of the
stamps and postage labels taken out of the store under double locks.
He should supply the stamps and postage labels on indents passed
by the Treasury Deputy Collector, but must net sell them on his own
account to the public. He should keep the accounts . relating to
stamps and postage lebels and should be responsible for their correct=
ness. He is ordinarily assisted in his work by two or three accountants,
in preparing the ledger showing all cash receipts and disbursements
in writing up the accounts connected with postage lables and stamps
and in furnishing the Account department with the information required
for the preparation of the general returns to be submitted to the
Superintendent of  Stamps. , B .

(6) Shroffs—The shroffs should attend to the receipt and issue
of coins, postage labels and stamps, and one of ‘them should keep
the detailed statement of coins received and issued, and prepare a rough
statement of the entries to be made in the ledger referred to in para-

graph 5.

(7) Establishment for the maintenance of revenue record and
registration. See Chain Survey Manual. o

NoTk :—The stationery supplied to each District should remain in.the custody of the
Hazur Treasurer, who should keep a general store account in the form
provided in the Stationery Rules sanctioned- by Government.

(8) Miscellaneous office servants.—Under the head of “ Miscellaneous
office servants™ are included muchis, daffadars, peons, masalchis or
lamp-lighters and swecpers. The daffadar should attend on the Collector
Thete are gonerally three muchis. - They should prepare covers, attend
to the issue of the district gazette and to the rough binding work of the
office—All other binding sent to the Government Press at Madras, or to
local jails or inthe last resort entrusted to private agencies. Professional

book-binders shall not be employed in the office. No muchi or other

menial in the office shall be employed exclusively on book-binding.

(i) The numbsr of Last Giade Government Servants that may be
employed for offices is on Last Grade Government Servant for offices
with a strength ot 10 non-gazetted officers (excluding attenders) or Jess
and one additional Last Grade Government Servant tor every 10 addi-
tional non-gazetted officers. The appointment o1 additional Last. Grade
Government Servant should be regulated in such a way as to ensure that
no Last Grade Government Servant has at any time to serve more than
15 non-gazetted officers.
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(ii) Duffadars and drivers, Last Grade Government Servants aisp,.
shall be included in the number ot Last Grade Government Servants:
petmissible according to the scale prescribed inrule I. o

(iii) District Cclectors may have five Last Giade Government
Servants on personal attendance and for thei1 residence.

(G.O. Ms. No, 2807, Revenue, dated 23rd November 1948,)
[B.P. Ms. No. 80, dated 25th January 1949,]

(iv) District Revenue Officer may have two Last Grade Govers.
ment Servants on personal attendance and 1or their residence.

(G.O. Ms. Mo. 2784, Revenue, dated 2nd July 1960.,)
(G.O. Ms. Xo. 5059, Revenue, dated 25th November 1961.)
[B.P. Ms. No. 415 (c),dated 30th March 1961.]
[B.P. Ms. No. 1843 (c), dated 5th December 1961.] i

(v) District Collectors offices may have additional Lést Grade
Government Servants chiefly to workin the Record Room.

(vi) One Last Grade Government Servant is allowed for each
sub-jail as Warder. This will pot be counted against the sanctioned
scale. ‘

(vii) One'additional Last Grade Goveinment Servantis allowed is
each. taluk office tor every firka within the Tahsildar’s direct jurisdiction
(excluding firkas under the jurisdiction of Dependent Deputy Tahsildars,
and in each Deputy Tahsildar’s office in-charge of an Independent
Deputy Tahsildar for every fitka in his jurisdiction. .

(G.0O. Ms. No, 814, Revenue, dated 28th March 1949.)

(viii) Assistant Public Piosecutiors are allowed one Last Grade
Government Servant each, I wil not be counted against the sanctioned
scale of Last Grade Government Setvant for Collector’s office

{G.0. Ms. No, 2807, Revenue, dated 23rd November 1948.)
[B.P. Ms, No. 80, dated 25th January 1949.}

(ix) All touring Gazetted Officers in the mofussil, their than
Collectors may have one Last Grade Government Servant each,

(G.0. Ms. No. 3497, Revenne, dated 15th September 1962,) .
[B.P. Ms, No. 2038 (c), dated 3rd November 1962.]

(x) All Gazetted Officers (non-touring) and ali touring non-gazetted
officers now having Last Grade Government Servant can have one Last
Grade Government Servant each, Huzwt Satishtadas, Huzw  Head ”
Clerks, Headquarters Deputy Tahsildar or Assistant Tahsildars will not

506-1—11
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be eligible tor a Last Giade Government Servant and probationery
Deputy Collectors will have Deputy T ahsildars or As.istant Tahsildais
who have outdoor work to do should be treated as non-gazetted touring
officers and allowed one Last Grade Government Servant ¢ach.

(G.O. Ms. No, 814, Revenue, dated 8th March 1949.)

/xi) The prescribed scale shall in mo case be exceeded without the
specific sanction o1 the Government
(G.0. Ms. No. 2807, Revenue, dated 23rd November 1948.)
(B.P. Ms. No. 80, dated 25th January 1949,)
Indjan Administrative Small Production.
(Indian Administrative Service produCtions and

(xii) The concessions granied to Collectors, Revenue Divisional
Officers and other Gazetied Officers of the Revenue Department in respect
of the employment of driver Last Grade Government Servant shall be
subject to the following conditions i—

(1) The engagement of the Last Giade Government Servant for
driving the car of the officer should be recognized as a private engagement
between the Officer and the Last Grade Government Servant with refe-
rence to the Government Servants Condudt Rules.

(2) The driving work should not be part of the regular duties
as a Last Grade Government Servant,

(G.O. Press No. 11, Revenue, dated 2nd January 1956.)

The Last Grade Government Servants in officers will be deputed to
wait on the several officers to convey Jheir messages, to give them the
papers they require and to carry dufters and other papers from one
place to another in the office. They wili also be required to take care of
papers in the office and tie up bundles and dufters and arrange themin
proper orders.

(9) Guarding of Collector’s and District Reveniie Officer’s Offices at
night.—The office building should be guarded every night by at least two
of the office servants sleeping on the premises.

NoTte.—For the rules relating to precautjons to be taken against the occurrence
of fire and the measure to be adopted on its outbreaks—See App.ndix ‘C’.

(10) Custody of valuable in Collector’s office.—Money and valuables
received in the Collector’s office in the course of official business should be
en eled in the security register. The Huzur Satishtadar should have the
securiLy register writién up in his presence and initial is as required in
paragraph 8 of the District Office Manual. Money should at once be
remitted to or deposited in the treasury as the case may be, Valuable
worth Rs. 50 or more shall be placed in a strong box and deposited
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in the treasury by the Huzur Saristadar ot the Huzur Head Clerk who
should have the key n: the box withhim  the Treasury Deputy Collector
accepting responsibilily only for the sale custcdy of the box. Valuables
worthless than Rs.30 may be kept in ihe office sale enher in the
Collector’s own rocm or in‘charge of the Huzur Sarishtadai or the Huzus

Head Cletk, Neither the office chest, not the bex aeposited in the
Huzw Treasury shall be cpened o1 remcved or ihe valuables withdiawn
from them except on the authority of cr by the Huzur Saiishtadar o3
the Huzuw Head Clerk who shell be held peisonally 1esponsible for the
propet disposal of money and the valuabies. The Security Regisier
should be 1n the custody of the Huzur Sarishiadar. The Collector or
the Tieaswy Deputy Cojlecior should scrutinize the register at least once
inevery month and wetch the disposal of the money and the valuables and

nature ot and the authority for which should be noted in the remarks
column.

Note,—For the rules relating to precaution to be tak n agaigst the occurrence
of fire and the measure to be adopted on its outbreak,—See Appendix <C*.

156. Divisional Offices.—(1) Indian Adminisirative Service division.—
The offices of the Indian Adminisiative Service Divisional Officers are
generally aliowed an establishment consisting of six cletks besides a
much, 2 head peon, five peons and a masaichi. The pay of the Head
Clerkis Rs. 115—5—140, that of the second clerk Rs. "80-3-95-5.110
and the rest Rs. 45—3—60—2—90. The officet-in-charge of the division
candistribute the workas he thinks best. The Head Cierk shouid have
general contiol over the office and all revenue papers should ordinary
pass through him. He should attend to the disposal of all imporian:
papers which are specially referred to him and should assist the officer-in
charge of the division in making the annual seitlement, Ii is his duty
to see that the registers are properly kept, that the sysicm or office proce-
dure is rightly understood and werked and that the periodiczi returns
are correetly prepared and punciually despatched,

(2) Deputy Collector’s division.—A Deputy Collector’s office
is allowed an establishment containing of four clerks besides peons an
other mevnials. In heavy charges anadditional clerkon Rs 45-3__g0__.
other menials c¢n heavy charges an additional crierk on Rs 45-—-3_60__
290 is allowed. The pay of the Head Clerk is Rs 1}5—5-140 that of
the second clerk Rs. 80—3—95—5110 and the restRs 45-.3-_60 —2-90
The Head Clerk has general conirol over the office and has duties and
responsibilities similar to those of the Head Clerk referred toin patagraph

1 supra.

(3) Guarding of divisional offices at night and custody of valuables, ...
\i) Guarding of offices.——For the proper guarding cf his office by night
the Divisional Officer should direct the office peons and menials to sleep

506-1—11A
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“on the premises by turns, At least two men should be on duty each night
If this is not feasible the money and the valuables should be deposited in
any public treasury in the same station.

Notre.—~For the rules relating to precaution to be taken against the occurence
fo fire and the measure to be adopted on its outbreak—See Appendix C.

{ii) Custody of valuables.—1t is the duty of a Divisional Officer to
see that all reasonable precautions are taken for the safe custody of money
and valuables received by him in the course of official business
whether in his revenue or magisterial capacity. Valuables should, as a
rule, be kept in the treasury and other property should be secured in a
strong wooden box under lock and seal in any one of the office rooms. If
necessary, however, the Divisional Officer will be a supplied with a safe
or an iron-bound box fitted with Chubb’s lock, for the custody of the keys
of which he will be held personally responsible. When proceeding on
tour, he should, if practicable, transfer the valiables and money in his
custody to a public treasury and where such a course is not feasible
should take particular care that the necessary precautionary measures are
adopted to ensure their safety during his absence from headquarters.
He must exercise his discretion as to the best method of safeguarding
property received during the course of a tour.

(iii) Property received in criminal cases—A register of property
received in criminal cases should be maintained in the form prescribed
in the Criminal Rules of Practice. The entries in the register should be
checked periodically by the Subdivisional Magistrate with reference to
the actual property under custody so as to prevent losses through mis-
appropriation. During their inspection of Sub-divisional Magistrates
Offices, Collectors should, in their capacity as District Magistrates, satisfy
themselves that the register has been properly maintained and that the
properties entered therein have been duly accounted for.

157, Taluk Offices.—(1) Establishment.—Each Tahsildar is allowed
an establishment consisting of a Headquarters Deputy Tahsildar, from
eleven to thirteen clerks, a masalchi, Last Grade Government Servants in

the scale prescribed in paragraph 155 (8) and three to seven clerks deputed
for duty as Revenue Inspectors. ‘

(2) The Tahsildar—The Tahsildar should exercise general super-
vision over the whole taluk establishment and see that all orders received
from the Collector are replied to properly and without unnecessary delay.
It is especially incumbent upon him to make a thoro' gh inspection of
the routine work of his office, as in the absence of effective supervision
on his part or on that to the Headquarters Deputy Tahsildar, there
is longer of the whole office falling into a state of inefficiency.
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(3) The Headguarters Deputy Tahsildar.—Next to the Taasildar, the
Chief Revenue Officer in the taluk is the Headquarters Deputy Tahsildar,
He is responsible for the correct preparation and punctual submission of
all periodical returns which have to be submitted to the Collector including
accounts and returns to be submitted by the sub-treasury to tre Huzur
Treasury and must see that the several abstracts and registers are properly
maintained, the necessary entires being made from time to time with
reference to the village accounts. It is also his duty to see that the village
returns are received in time, to keep the Karnams’ attendance book, to
select papers to be indexed, and to exercise a general supervision under
the Tahsildar over the rest of the taluk establishment. He should parti-
cularly see that each clerk keeps the registers allotted to him neatly and
methodically and should inspect them from time to time. In the absence
of the Tahsildar on circuit, he is incharge of the office and should open the
tappal. He will then be responsible for the efficient discharge of the
current work of the office including the sub-treasury, and will sign fair
copies of drafts passed by the Tahsildar. He may also send simple but
urgent routine replies to higher offices and issue urgent orders to village
officers on his own authority, but the office copy of every such reply o1
order should be forwarded to the Tahsildar’s camp for counter-intials
immediately after the fair copy has been despactched. He may also
approve sub-treasury correspondence, but replies to important communi-
cations received by the sub-treasury should be seen by the Tahsildar
before issue. . :

Note.—A list of case on which the powers referred to in the concluding
portion of this order are delegated to the Headquarter Deputy Tahsildar or
Taluk Head Accountant should be drawn up by the Tahsildar and sumitted by
the previous approval of the Divisional Officer.

(4) Taluk Head Accountant—(i) The Taluk Head Accountant
is in immediate charge of the taluk treasury and conducts - the
treasury transactions. He should not be burdened  with Renveue
work. When the Tahsildar is on tour, the Taluk Head Accounte
ant is the Sub-Treasury Officer, But the appointment of the
Taluk Head Accountant does not relieve the Tahsildar in any way
of the responsibiligy for the proper and cfficient working of the Sub-
Treasury. See also the relevant provisions in the Treasury Code.

(i) Custody of valuables in the tajuk offices—The Tajuk Head
Accountant is the custodian of the valuables received in the Tajuk Office
and the instructions in paragraph 155 (10) apply mutatis mutandis in
respect of their custody.

(5) Head Clerk.—The senior upper division clerk in the tajuk office
is the Head Cl-rk and he superivises the work of some clerks for which’
anallowance of Rs. 5 or Rs. 10 is paid to him according as he supcrvises
the work of 2-5 cl-rks or more than five clerks respectively. He is
also primarily responsible for the examination of the village agcounts



166 DISTRICT QFFICE MANUAL

as well as for the correct preparation of the taluk accounts and his work
in thesc respects should be carefully inspected and reviewed during
jamabandi by the officcr scttling the taluk.

(6) Deputy Tahsildars establishment.—Each Deputy Tahisldar is
ordinarily allowed an =stablishment consisting ot three clerks and Last
Grade Government Servants in the scale prescribed in paragraph 155
(8). The distribution of work among the clirk is left to the discretion
of the D=puty Tahsildar. Dering the absence of the Deputy Tahsildar
from headquariers, official corr:spondence addresscd to him should
not be op:ned by the Head Clerk except in cascs specially sanctioned by
the Collector but sheuld be sent to the Deputy Tahsildar’s camp.

(G.0. Ms. No. 745, Public (Setvice A), - dated 8th April 1975)
(CS. No, 8, daed 31st March 1986.)

(7) Guarding of taluk offices at night and  custody of valuable
properity—(1) Guarding of taluk offices.—In places where the police
guard in charge of the taluk treasury canno - xercise complete survellance
over ‘the taluk office, the p-rsons and mential servants on the establi-
shment should b: direct:d 1o slzep on the premiscs by turns for the
purpose of guarding the buildings at night.

Note.—For the rules relating to precuation to be taken against the occurrence
of fire and the measures to be adopted on its outbreak see Appendix C.

(@) Custody oy cash-chests of sub-magistrates.—The cash-chests of
sub-magistrates other than those at the district or taluk hcadquarters
should ordinzrily bz lodg=d in the ncarest sub-jail. being desporited
within a ward in fall view of “he sen'rv. A regiser should be main-
tained showing the :ime of rectip: and delivery of the properiy sent for
safe custody, cach entry being attesied by th: police offlcet on duty and
the revenue officerin charge of the properiy. 1In place s where there is no
subjail within easy reach of the magisirates office, the safe should be
sunk in the floor and a menial servant should be left in charge at night
and required 16 sleep on the top of the safe. When on tour, sub-magis-
trates must use their discretionasto the best method of safe guarding
valuable property which comes inte their official custedy, and cannct
at once be drposited in the cash-chest or a rreasury.

(#it) Property recerved in crimingl cases by Deputy Tahsildat — Sub-
Magistrates.—The instruciions in paragraphs 3 (i) and (i) of pargarph
156 regarding the cus-ody and verification cf valuablc proper:y reccived
by divisional officers in their revenuve or magisterial capacrty should
also be observed by Deputy Tahsildar-Sub-Magistratcs in so far as their
offices arc concerned. Revenue Divisional Officers should, in their
capacity as sub-divisional magisirates, check the property registers
during their inspections and safify themselves that the registers have
been properly maintained and that the properties have been duly
accounted for,
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(8) Revenue Inspectors—Revenue Inspectors should be placed in
charge of separate ranges, and should not, without necessity be called
into or detained at the taluk headquarters. Care should be taken to
sce that Tahsildars do not delegate to their Revenue Inspectors the
conduct of all kinds of misc:llaneous inquriries which should properly
be made by themsSélves.

XIX. Correspondence,

158. (1) Officigl Communications.—Some general directions ° as
1egards the drafting of cfficial communications will be found in Chapter
IX. The following subsidiary instructions should also be carefully
roted. '

SectioN I- -Form

Size of paper.—All communicaticns of an official nature should
ordinarily be written on paper 6% inches or 13 inches in lengih as the
case may be and 8% inches in width. In special cases paper of a
differept milth may be used but ever then the width should be either
4% inches or some muliiple thereof. 1In case should the above
prescribed length be departed from.

Note—(1) The rules as to size of paper, place of docket, and method of filli
papers for disposals, are superseded by the rules in appendix M in the case or all offices
where the flat-file system is in force and of communications addressed to suchofficers
by others subordinate to them.

(2) Short and unimpottant communications should be written on blank cards
of the prescribed size intsead of on service post cards; if the despatching clerk has
other communications to send to the addressee on the same day. He should enclose
the unstamped card in the cover containing such communications provided no addi-
tional postage is thereby incurred; otherwise he should stamp the card with five
naye paise lable and post it separately. Such cards should invariably be used for
intimating that any periodical return or returns are blank. A list of returns for which
the cards will as a rule, suffice, will be found in Appendix N which also contains a
form to be adopted by Collectors in reporting that particular returns are blank.

i ) (3) Reminders may be drafied on paper semewhat smaller than the prescribed
size,

(4) The use of post cards for any class of communication to Government is
prohibited.

(5) The rules regarding the four, arrangement and contracts of communication
to Government will be found in Appendix O.

(2) Name gnd designation of officer, number and date of communica-
tion.—The name as well as the official designation of an officer should
D2 set out at the head of every letter, memorandum or proceedingsissued
by him or from his office on hisresponsiblity, irfespective of any signature
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. which may be given by preparatics at the end and irrespective of the
authority or person to whom it may be sent.  Every communications
_should be numbered in the order of its despatch and shelud bear the

"date on which the draft was approved. The name of the town, village
or other station, from which the cemmunication is written, should be
given in addition to the date. Dates in official commnuications should
‘gencrally be for the calendar year; but if it necessary to give the date
according to the fasli (Revenue) or other special year, the corfesponding
calendar year should aslo be entered between brackets, together witl the
day and month of the English calendar, if necessary.

Nors,—Special care should be taken to see that proper name occuring in deeds
or othar documents of title are correctly and uniformily spelt.

(3) Prnctuation and paragraphing.—Every letter should be carefujly
punctuated and the paragraphs should be numbered.

(4) pransliteration.—(i) Indian names—In 2} official publicatjons

and Correspondence, Indian (Hindu and Mussalman) names should
. follow the spejling given in Appendix P.;

Nore.~Dates other than in the Christian are occuring in judgements reports

) 6; other documents should invariably be accombined by the corresponding dates of
the qpﬁsnan era. -

(if) Arabic proper names.—The authorised mode} of transliteration
.. of Arabi proper names is given in Appendix Q. This system should
bz followed only in the case of Arabic names. :

“ - Note.~Arabic proper names which appear in the authorised list of Mubammadans,
) should be spolt in the manner indicated in the letter list.

_ (iii) Narses of places.—The Government of India have decided
~“that the Tmperial Gazetter should be accepted as the primary authority
" or the spelling of a places found in it and that in the cases of names
fwhich do not appear in the Gazetted the local authorities should be the
- fina] authority in deciding all questions relating to the spelling. A
revised alphabetica’ list of the villages inthe Tamil Nadu State following
the spelling in the Imperial Gazetter has beenissued under the orders of
~Government by the Works Manager, Government Press. The spelling
adopted therein should be adheted to in all official cortespondence.

(5) Indian names of persons.—The village name, as well as the
- individual name, of every Indian, whether a Government servant of
not, who may be referred to in official correspondence, shouid be
given in full to facilitate identification.

(6 Vernacular reverie terms —Vernacular or oriental reveoue
_.-terms should not be used in reports and other official correspondence

" ¢xeept when they have no exact English anequivalents, or when their
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precise meaning can be conveyed in English only by a lenghtly para-
phrase. But whenever it is possible to use am English word which
expresses, with suffiicent accuracy for the immediate purpose, the
meaning to be conveyed, the English word should be adopted in pre-
ference to the vernacular expression. ‘

Notes.—(1) The following are instances of vernacular terms which are admissible
in official correspondence, %em g sanctioned by well-understood usage :—

Anicut. * Inam. Ryot. '
Patta. . Patta. Sepoy.
Dharkhast. Pandit. Tapal.

(2) When vernacular terms signifying Indian weights and measures are used
in official correspondence, the English equivalents for the equivalents according
to English standards, as the case may be should be given.

(7) Authenticution.—Official documents should be signed in a uniform
and legible manner and public officers should adopt aninteligible signa-
ture. Communications with illegible signatures may be 1eturned to
the sendet for resubmission in proper form.

Notes.—(1) Collectars may authorise an assistant or deputy to sign for them
all ordinary correspondence, but the Collector should himself sign all important
letters or orders whenever practicable and orders or letters relating to be conduct
of a gazetted officer should invariably be so signed. When a subordinate signs for a
superior officer, be should invairably compare the fair copy with the original and
satisfy himself that the original has been duly passed by such superior officer. It
should also be an invariable rule to insert at the head of the letter the name as well
_ designation, of the superior officer even though the latter be on casual leave at the
time. This rule applies not only to letters despatched from one office to another but
also to proceedings communicated to individuals for instance, quasi-judicial pro-
ceedings and orders on the orders and Ietters not seen by the Collector, but passed by a
subordinate *“for” him in accordance with his general or special instructions, and no
device for indicating to recipients where the Collector has personally seen any com=
munication issuing in his name is permissible ; all such communications should be
signed by or “for” the Collector and not as true ‘“copies”. When an officer is acting
.or in charge of an office, he should so describe himself at the commencement of his
letters and proceedings.

(2) When it is necessary to add a date to initials or to signature, the year as
well as the date and month should be shown. - This rule applies -to all grade of official
and also to cases in which the date without initial is required, such as dates of receipt,
despatch, circulation, return from circulation, etc. ’

(3) Beneath every signature in the vernacular, the writer'’s name should be
re-written in English when the correspondence is transmitted to the Board or any
higher authority.

(4) The Head Clerk of Divisiaal Office may sign fair copies of letters and orders
for Divisional Officers. When the Revenue Divisional Officers is in Headquarters,
the Head Clerk may sign fair copies of ordinary letters and orders; but the Revenue
Divisional Officer should himse!f sign all important letters or orders whenever
practicable.

e (3 The Headquarters Deputy Tabsildar may sign fair copies of letters and orders
for the Tahsildar. The Head Clerk of the Deputy Tahsildar’s Office may sign fair
copies of letters and orders for the Deputy Tahsildar when he is on four.
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(8) (i) Numbering.—Enclosutes and statements, whether sent with
letters or merely under wrapper, should be numberea The numbers
given to enclosures should be inserted at the head of the first page which
-should also show the number of the letter or other communication which
the enclosures are jntended tc accompany. The headings of statements
should be written in full to prevent mistakes. Full translaticns should
always accompany vernacular documents submitied to the Board or
Government.

(iiy Covering letter tinnecessary.— Covering letters to cnclosures
ale a waste of time and stationery, when the object is merely to advise
the despatch of the papers. All the necessary infotmation should be
given on the enclsouies themselves.

(9) Mode of desputch,—(i) Chronologicul urrangement of papers.—
The covering fetter and the enclsoures or appended statements, it any,
should all be filed chionelogically and, as a rule, in a single file.
Enclosures which bear a date prior to that of the letter should come first
in the file; then the letter itseli: then any .tatements (such as
appendices) prepared at the time as the letter. The file thus arranged
wi(lilread as a book from left to right, and will be in chronological
otder,

(ii)y When a file is voluminous.-~~When a file is voluminous, it
can be broken up info iwo or more smaller ones. Enclosures such as
maps, sketches and plans, which will not readily lie in book form, or
aie liable to be damaged by folding, should be detached from the file
and sent separately in tin tubes or cases.

Norte.—Wax cloth.—As postage stamps do not adhere properly to wax cloth, it
should be used, when necessary, only as an iner covering of atticles trapsmitted by
post, the outer covering being of paper.

(iii) Folding of papers and use as covers.—Papers shoul i ordinarily
be folded twice breadthwise and should be enclosed in cover measuring
9 3/8 by 41/8 inches. Large covers should only be used when the papers
to be enclosed cannot without damage be folded in the above manner.
The covers should be carefully cut open (not turn) in the receiving office
The covers to which economy labels are attached should not be cut upon
but only the economy slips should be 1emoved. As far as possible, all
covers should be re-used. Ifthe covers tecieved ate of bigger size not
required for immediate use of the office they should be converted into
other covers of smaller size by the muchi of the office. .

Note.—Officers receiving or opening tappal should bring any misuse of large
covers to the natice of the offices from which the coverswire despatched.

(iv) Accounts and returns,—Accounts and other periodical returns
sent to the Board’s Office, as well as explanations connected therewith®
should be despatched in separate covers bearing the word ‘Acconnt’
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printed in large type of written with red ink on the left hand top corrner
Correspondence regarding account matters should not be sent with
- papers relating to other subjecis.

Note.—Bills transfer receipts, orders for money etc., should be stitched with
the letters to which they from enclosures. .

(v) Addressing official covers.—Cov:r containing official corr
pondance, not of a confl :ntial nature, should be addresscd to the office
for whome they are int.ndcd by h.s official & signaton only,and without
the addi.ion of his name. Intruciions as to the mode of dc¢spatch of
confiden-ial pap:rsare givenin sub-paragraph (3) of paagraph 162,

Note.—Collectors should use their discretion in regard to subjects which are
" to be treated as confidential.

(vi) Urgent communications to Government or Board.—All urgent
co nmunications addressed to  Government or th: Board should be
marksd Urgznt’ in red ink on th: cov r,whather the communications
are original repor:s or are replies to urgen: calls, ’

SECTION lI—OFFICIAL ETIQUETTE.

(10) Channel oy comm mication.—(i) Nature of communication
save as provid:d in these ord rs no Government servan: may address
dirzcilyany supirorauthorityin wriing oth:r thanths one to which he is
tmmediately subordinate in any watter rela‘ing (o his official duties or
affecting him personally as a Government s rvanc. Providcd that in
em:rgency anyofficcr whose jurisdiction ex ends over anarea not less
than a sub-division of a distict, may correspond directly with
any such sup-rior authority ina matter relating to his official duty ; but
he shall simul an:ously forward a copy of the communicaiion together
with the reasons for s:nding it dircc: to the auhori'y tc which he is
immediately subordinate.

(ii) What communications to pass through Collector.—The Collector
b:ing r:cognissd head of the district  adminiscration, all correspon-
d=nce between his divisional officers and offic rs in other dis rints should
asa rule, pass through him.

(iii) (@) Conun:mications of Collectors 1o the Board and Governm
ent.—The correspondence of Colleciors with the Board and Govern,
ment will be classifi=d as follows :—

: L. Subjects on which Collectors should address the Board and not
the Government.—(i) All subjects which concern land or .land revenue,
including matters which affec'ed irrigationand irriga-ion works.
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(ii) Buildings required for or under the econtrol of the
Revenue Department.

(iii) All matiers connected with officers and the establishment
employed in the Re ve nue De partment or with any office under the control
of lthe R_venue D¢partment except those falling under classes 11 and ITT
below ,

(iv) Forest Panchayats.
(v) Weights and measures,

(vi) Draft notifications under section4 (1) of the Land Acquisis
tion Act in cases of urgency in which it is proposed to dispense with the
enquiryundersection 5-A of the Act. :

(vii) R=port8 under section 5-A of the Land Acquisition Act
in cases where objection has been raised to the acquisition by whatever
department of the Government the lands are re quired,

II. Subjects on which Collectors should address the Government
through the Board.—(i) Fcrries, Fisheries and Excise.

(i) Correspondence under ‘¢ Agriculture and Veterinary »
and o’her subjects which aflect directly or indirectly the land revenue
administration or and revenue staff, f.g., collectionof local fund taxes
by the village officcrs, vital s'atisics.

(iii) Conduct of and other matters affecting officers and
establishment of the Revenue Department employed exclusively on work
other thanland revenue administration, e.g., magisterial work or work in
the Labour D:partment.

(iv) Military lands,

II1. Subiects on which Collectors should address the Government
_direct.—(a)(i)*Agriculture and Veterinary "subjects except correspondence
mentoned n class IT above, and except correspondence relating to
excise matters which should be addressed to.the Government through the
Commissioner of Excise,

(i) Applications for investing Sub-Magistrates and Taluk
Sarishtadars with second-class powers.

(iii) Plans and estimates for building proposed according
to the approved design,
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(iv) Applications for leave from LA.S. Officers sub-
ordinate to the Collector in cases where the Board I8 not competcnt 1o
sanction the leave,

(v) Draft notifications under section 4 (1) of the Land
Acquisition Act in cases where the acquisition is not for the Revenue
Department and the Board has not to provide funds for the acquisition.
Draft declarations under section 6 (i) in such cas¢s may be submitted
directto Government if no objection has beenraised to the acquisition,
if objzction has beenraised, the draft declaration should pass through the
Board.

Note.—For the procedure in submitting draft notification under section 4 (1)
of the Act See paragraph 7 (1) of standing Order No. 90 (B.S. Os,
Yolume III)

(vi) Correspondence relating to requisitions falling within
the purview of the Madras Railway Protection Act, 1886.

(vii) Proposals for the establishment of village courts under
section 6 and the constitution and discstablishme nt of panchayat court
section 9 of the Madras Village Courts Act, 1988.

(viii) Draft notifications under section 17 (b) of the Madras
Survsyand Boundaries Act VIII of 1923 for publicationinthe Gazettes.

(b) Direct communication Wwith Collectors.—The Collsctor may
bya distinct order permit any class of subordinate to address him
directlty on such official matiers ashe may prescribe, :

1V. Direct communication With Railway Administration Military
authorities and officers oy Central Department,—Ncither Colictcrs nor
any of their subordinate officzrs should enter into dires corespondence
with the military authorities or any of the officers of the Central
Departments or Railway Administration on the subject of land or any
general question except to the extent specified below :—

(1) There is no objection to the continuance of the direct
correspondence in the cases contemplated in Board’s Order Nos. 15.35
(x), 21-1 (88), 21-10 (i) and 26-12,

(2) When the Cantonment Authorities consult Collectors in
accordance with the Cantonment Land Administration Rules, 1937,
Collectors may reply direct to them. ’ '

(3) Collectors may correspond direct with the Military
Authorities in regard to suits relating to military lands.
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(4) Cellectors may enter into direct cotrespondence with the
Military Estates Officer in respect of the following matters , under rules
complementary to the Cantonment Administration Rules, 1937 :—

(@) Information as to the approximate cost and land proposed
to be acquired and as to whether there are likely to be any difficulties
political or otherwise in acquiring the lands ; -

(b) sending of a schedule under the Land Acquisition Act in
the form in use in this State of the land required ;

(¢) carrying out of the acquisition by private negotiation or
under the Land Acqu:sition Act;

(d) convening of a Committee for the verificattion of the
plan and description of the land acquired ; and

() carrying out of the details of the transaction if any .
military land is sold to the public.

(5) Collectors may  enter into direct _correspondence.—
(i) With Railway officials about 1and registered as Railway lands and
buildings thereon or about the acquisition of lands for Railways under
the provisions of section 127 of the Government of India Act, and

(ii) with the officers of the Central Government about—

(@) Military and other lands registered as the property of
Government of India or specifically admitted by the Provincial Govern-
ment be the property of the Government of India ;

(b) buildings standing on such military lands ; and

(¢) any building in Statement A or C (ii) (a) or (b) in the
list of Central Civil lands and buildings in-charge of the Public Works
Department  of the State Government andof State lands and
buildings and buildings used for Central purposes, forwarded to the
Government of India in State Government’s Letter No. 118, Public Works,
dated the 19th January 1937. If, however, Collectors are addressed by
Railway officials of officers of the Central Departments claiming lands
not registered or admitted as indicated aboye, or claiming buildings
standing on lands not so registered or admitted or if a dispute arises
about 1he ownership of such lands_, or buildings, or if questions of
principle and not merely of fact arise, they should report the cases to the

Government through the Board of Revenue for order.

V. Direct Communications Wwith officials, etc., out of India
forbidden—1t is irregular for Government officials to address communi-
cations direct to provide companies, investors or manufacturers officials
in the United Kingdom or elsewhere out of India. All references to such
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officials should be made through the channel of the Board of Revenue
the State Government and the Government of India.

Note.—~This order does not supply to Correspondence with the Agencies of
-he Iodia Stores Department London and India Supply M.chine
Washington, nor to Communications on, matters of minor importangce
between officers in Indian Usion.

VL Indent of stationery.—Indents for stationery should be
addressed to the Controller of Stationery and Printing, Madras, direct
and not to the Board.

(11) Styles of address.—() Vernacular correspondence—This is
in vogue with petty officers of the Excise Department and Village Officers.
The mode of address to be adopted in this case is given in Appendix R.

(i) Correspondence with Board of Government and between
Collectors and officers of other departmenis—Collectors in addressing
Government, the Board, and officers of whatever rank or department in
this State when addressing Collectors should, in place of the existing
letter form, adopt the simplest, briefest and most direct style, shorm of
all conventional compliments, of such needles complications as the use
of the third person and the passive voice, instead of the first person and
the active voice, and of such expression as ‘ the undersigned’. A speci-
men of the letter form is given in Appendix R.

NoteE.—Reports of Casual Leave tiken by Cecllcctors sheuld be sent dem
officially to the Secretary to the Board, Land Revenue.

(iii) Correspondence between revenue officers other than Collectors
and officers of other departments including non-official presidents of local
boards and municipal chairman.—Correspindence between these officers
may be by letter or in the form of endorsement, but the endorsement form
should be used in preference to the letter form whenever possible. Procee-
dings or similar mandatory forms implying a subordination should not be
used when the officer issuing the endorsement is not the official superior
of the person to whom it is addressed. The instructions in clause (ii)
supra should be followed when the letter form is used.

(iv) Correspondence between revenue and forest officers.—For
modes of address to be adopted in correspondence between revenue and
forest officers, see sections 75 to 77 of the Madras Forest Department and
Account Code, Volume 1.

(v) Certain departmental officers to be allowed to sit in Cowurt.—
Head constables, Sub-Inspectors of Salt and Excise Department and
Foresters of the Forest Department should like pleaders, te allowed a seat
Wlhenl conducting cases in court and be addressed in the honourific
plural,
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(vi) Titles.—The designations of ¢ Proprietor’ and ‘Mirasdar’ -
should not be officially applied to owners of land as a distinctive mark of
title.

SECTION III—-—ARI;ANGEMENTS OF MATTERS AND STYLE.

(12) Unity.—Collectors should not apply in the same letter for
orders on two or more distinct subjects, nor should they raise general
questions in periodical reports or make such reports on occasion for
* goliciting orders on individual cases.

(13) Completeness.—Letter to be self-contained, Letters should
as a rule, be complete in themselves and independent of their enclosures,
and should comprise all the information required in order to arrive at a
decision. Any references to subordinate or other officers in the Revenue
Department that may be found to be necessary should be made by
Collectors themselves before submitting papers for the orders of the Board.

(14) Brevity.—Correspondence - should be condensed as much
as possible and repetition and unnecessary details should be avoided.
A clear and plain style should be used without verbiage or unnecessary
ornament. :

(15) Propriety of language—The language used in official
correspondence should be temperate and decorous, and where the non-
official public is concerned special care should be taken to make it dignified
and courteous. There is no objection to the use of the endorsement
form in ordinary cases, but the letter form should be used in cases in
which the address is a person of position and the subject dealt with is
not routine. Honorifics should always be used in the address of all
persons. Collections should enforce these rules in their own offices
as well as in those subordinate to them. Papers in which these rules
are transgressed should be returned to the sender for correction.

(16) References to previous correspondence.—Such  previous
correspondence as has taken place on the same subject should be quoted
by number and date, when Board’s proceedings have been communi=
cated to district officers, such proceedings and not the letters covered
by them, should be referred to. In doing so the department of the Board
from which the proceedings issued should always be mentioned in addi-
tion to the number and date. When a Government Order is embodied
in a proceedings of the Board, both should be quoted, and not merely
the Board’s Proceedings. In quoting Government Orders, the depart-
ment of the Secretariat from which they issued should always be mentio-
ned in full. To secure uniformity, the form below should invariably
be followed in quoting a Government Order or a Board’s Proceedings.

(G.O. No. 33, Public, dated 5th May 1893, and B.P. No. 283, Land
. Revenus, dated 25th June 1896.)
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159. Postal and Telegraph charges—1) Letters, petitions, etc., bearing
insufficient postage.—Letters, petitions, etc., addressed to public officers
and bearing insufficient postage, nced not on that account be refused.
Collectors, Divisional Officers, Tahsildars and Deputy Tahsildars are
authorized to pay the extra postage in such cases and to debit it to Govern-~
ment, provided they are satisfied that there was no intention on the
part of the sender of the letters or petitions to evade payment of the
postage properly due.

(2) Replies to communications from private individuals to be des-
patched service paid—Letters sent by Government officers in their official
capacity in reply to communications of any kind received from private
individuals or associations should be despatched °service paid ’.

Note.—The expression ‘Letters’ in this paragraph includes such articles as
c}.‘)c;pies of records. enclosures to petitions, renewed gun licences and the like when sent
post.

(3) Stamping of parcels.—In the case of all official parcels on
which the postage must be prepaid, service postage stamps should -be
affixed by the senders.

Note.~—In the case of insured official parcels, the stamps in payment of the
insurance fee should, like those in payment of the postage, be affixed by the senders
to the parcels themselves.

(4) Private Communications from Government Officers.—Communi-
cations from Government officers regarding their leave, pay, transfer,
leave allowances, fund subscriptions and analogous matters are private
and not official and should not be sent at the public expense.

(5) Postal registration.—All important communications, which
cannot be sent by the ordinary letter post, should be sent by registered
letter and not by the parcel post.

(6) Service telegrams.—(i) When sent and how.—Telegraphic
messages on the public service should be confined to occasions of real
emergency when a letter will not serve the purpose. They should then
be superscribed ¢ Service ’ for the information of the Telegraph Depart
ment.

Nores.—(1) A separate file of all service telegrams despatched should be
maintained in the Collector’s Office, and the number, as well as the da%eOf the week

and month on which the telegrams were despatched, should invariably be mentioned
in them, .

(2) Telegrams regarding leave or other private business should be paid
for from the private funds of the Officer concerned, and notchasged to the State.p :

506-1—12
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(i) Classification.~~State telegrams must be classed either ds
“Express > or ‘ Ordinary’. As a general rule, State telegrams should be
sent in the ¢ Ordinary ’ class. “ Messages should be classed as * Express,

(a) in cases of great emergency, and

~ (b) in cases when the despatching officer knows that the line
is blocked and considers the message sufficiently important to take
precedence or ordinary traffic.

(iii) Brevity.—All State telegrams should be expressed clearly
and at the same time in as few words as possible ; and mere auxiliary
or connecting words which can obviously be filled in by the receiver,
should be omitted.

160. Tottenham system.—In all Revenue officers in this State the
general system of office work is that which is described in Part I of this
Manual. This has superseded the system which was known as the
disposal number. system. The modification of the Tottenham system
prescribed for Divisional and Taluk offices are contained in Appendix L
Instructions for the conduct of business in Revenue offices supplementary
to those contained in Part I are given in the succeeding paragraphs.

NotE.—The Tottenham system need not be adopted by Revenre Inspectors or
Village Officers in regard to their records.

" 161. Maintenance of Special Registers,—Prohibitive Order Book.—
When any question of public or general interest is finally decided.in
such a manner that a positive prohibitive order becomes necessary to
bind the public or any section of the public in the future as well as in
the present, the order should be entered in the prohibitive order book
under the full signature of the Collector (with complete reference to
the papers, proceedings, or .orders on which it is based) and published
in the district gazette, Divisional Officers should, in all such cases arising
in the taluks under their charge move the Collector to record the necessary
order in this book, and copies of the entries should be inserted in similar
books to be kept in the divisional office, taluk office and the Deputy
Tahsildar’s office. Final decisions on such matters by the Board, Govern-.
ment or an ultimate Court of law should be entered therein, as well-as
such orders by the district officers. :

.. The book should be maintained as a permanent record. It should
be a substantial. volume in folio size and strongly bound. The Huzur
Sarishtadar of the Collector’s office, the head clerk of the divisional
office, the Headquarters Deputy Tahsildar of the taluk office and the
head clerk of the Deputy Tahsildars’ office should be placed in special
charge of it and be held responsible for its due maintenance.
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~ Lands reserved under paragraph 2 of the Board’s Standing Ordei
No. 15, as required for public purposes except those: reserved for com-
munities eligible for help by the Labour Department should invariably
be entered in the Prohibitive Order Book. .

162. Communication of printed proceedings of the Board—(1y Scale
of supply of spare copies—(i) Land Revenue Department.—(a) Printed
proceedings not intended for communication to divisional officers will
be supplied to Collector’s offices- only, at the rate of three copies each,
including the signed copy. : o o

(b) Proceedings of general interest which should be commuiii-
cated to divisional officers will be supplied at the rate of three copies
each for the Collector’s office and one copy for each divisional officer,

~(c) Proceedings correcting Board’s Standing Orders, Village
Officers’ Manual, etc., and those laying down any general rules of cofi-
duct or procedure will be supplied also to Tahsildars and Deputy Takhsil
dars in independent charge at the rate of one copy each,

(d) In the case of proceedings relating to treasury or account.
matters, an extra copy will be supplied for the use of the Treasury Deputy
Collector. Except where the Board’s Proceedings contain only amend-
ments to standing orders and other printer, publications, an additional
copy will be supplied to each of the officers except Revenue Inspectors.
to whom the printed proceedings are communicated for the purpose
of maintaining stock file. '

OTE.— inatio i i ‘will be indi

cated I:s z“éllogsléa(tletslgnfogtnogiﬁge;)i’o%lggtltﬁ?ggiceed]ngs of the Board will be indj-
(a) To Collectors.

{b) To Collectors (Divisional Officers). S ,

(¢) To Collectors (Divisional Officers—Tahsildars). . i

o Collectors (Treasu u — Divisi Mficersa

Tahsil dzsfs)).T Collectors ( ry Deputy Collector— Divisional Cﬁicers:-'-:_

() To Collectors (Divisional Officers—Tahsildars— Deputy  Tahsildars-"~
Revenue Inspectors). ’

(i) Communication of the printed proceedings of the Board—
Prohibition and Stamps.—Proceedings relating to these subjects which
are almost invariably of the nature of rulings on questions of adminijs-
tration with which it is necessary that Tahsildars should be acquainted'
will be furnished not only to Collectors and Divisional Officers but to
Tahsildars and Deputy Tahsildars also, at the rate of one copy each.

(2)_ Regquisition ' for spare copies.—Requisitions. for spare dopi',fq:;
of Board’s Proceedings or Government Orders, should- be submitted . om.
printed forms containing the following particulars:— R

. ‘() Number and date of Board’s Proceednigs or Goverameat”
Order. . T TR

506-1—12A

¥
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(i) Subject,
(it1) Number of copie .equired.:
iv) Why require

Notes.—(1) The original requisitions will be returned with the spare copies,
with the endorsement ¢ Furnished °.

(2) Applications for spare copies of Board’s Proceedings intended for stoc
files may be sent on post cards once a month, but to ensure compliance copies should
be applied for within two months after the receipt of the proceedings in the Collector’s
Office. Copiesrequiced for the use of Subordinate officesin the district will be supplied
by the Board direct to such offices, if the necessary addresses are given.

163. Ccnfidential papers.—11) How und by whem  dealt  with.—
Confidentia] papers should not pass through an cffice inthe usual coutse
Only head of the office and a few trustworthy clerks (whose name should
be noted) should deal with such papeis. Confidential papeis should
pass fiom hand to hand either by personal delivery or under sealed cover

(2) Registration.— The entries in the ordinary office 1egisters and
diaties should be made from slips furnished by the confidential clerk
who deals with the pape1, and should be very gene al, being sufficient
merety to render it possible for the papers to be traced and referring
to a sepatate regster. This separate 1egister should be kept by the
confident a clerk and should be inthe same room and contain the same
particulars as the generaj register kept for ordinary cortespondence.

(3) Printing and despatch—When confidential papers are sent
to other offices by post or otherwise, they should be placed in double
envelopes, the inner envelepe being seajed, marked °“ Confidential
and supersci ibed wi:h the addiessee’s name zlone and the outter envelope
with his officia] des:gnation without his name. Both envelcpes shail
be of strong material, the inner one being as nearly as possible cf the
same size as the outer one. As few copies of confidential papets should
be printed as possible, and a register should be maintained showing
the number of copies printed and the peisons to whom they have been
distribuetd,

(4) Circulation 10 subordinate officers.—() Printed papers.—Only
one spaie copy of printed confidential Government orders or Board’s
Proceedings will be furnished to Collecters, The original should be
retained in the Collector’s custody, and the spare copy circulated to
vhose officers in the district to whom the contents of the documents
should, tnthe opinion of the Collector. be made known. All such officers
should maintainand retain intheir own custody a 1egister of confidential
papers, showing the number and date of each paper, the date of 1¢ceipt
py the officer, the date on which, and the designation of the officer to
whom, it has been passed on, and containing an abstract sufficiently
fullto enab’e an officer who had not seenthe paper to 1eadily comprehend
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its contents intentions. The last recipient should sign the endorserent
finally, returning the paper o the Collecto1. The spare copy should be”
filed with the original.

. Note.—Collectors may make their own arrangements in regard to the distribu
tion of confidential papers other than Government Orders or Board’s Proceedings.

\i1) Munuscripts.—In the case of manuscript confidential pre-
ceedings and orders, the Collecior sheuld hive 4 certified copy mede in
his office, and should adopt the same procedure in1egard to iws circulation
to subordinate cfficers as that prescribed in clause (1).

(iii) Transfer of custody.—Whenever there is a change ot officers
the relieved officer should either personally hand over to the officer who
relieves him the key of i1he 1eceptacle in which the confidential papers
are deposited, or should send the key to him in a sealed cover.

XXI Arrangement Reservation and Destruction of Records

164. (1) Custody of records—General mode (f urrangement.—The
following rules which are supplemen-ally to those ccntained in Chapter
X111 of this Manual should be observea in arranging papers in the record
room:i—

(i) A sepaiate shelf or spare must be set apart for eavhdepart
ment ¢t business.

(ii) On the front of the shell the name of the degzm;mcm to Which
the papers therein lodged appertain should be- legibley and durably
written. A printed label in bold chatacters will answer well.

(iii) The front and sides of the sheif in which papers of petmanent
value are lodged, e.g., old survey records, should be filled with wire
work so as 10 admir of the free circulaiionof ai1. Wire-netiingis however
unnecessarity in new offices fi'ted wiith iron record racks according to
the standard design.

(iv) Great care must be taken to tie the papers secuiely, so that
they cannot sjip out of the bundles, unless the openings are fitted with)
perforated zinc or lone mettels.

Notes.—(1) Correspondence anterior to the introduction of the disposal number
s/stem should be merely sorted by its date according to years -and need not be

ce-arranged by subjects nor indexed. Dufters once sorted in this manner can easily
be sorted again for destruction when they become old enough for that purpose.

Records should be arranged as follows:—

(a) Settlement registers and books, etc., should be arranged in almirahs
and catalogued, : e
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- . (b) Maps should be neatly rolled up and put away in cages, the survey
number and name of each village being legibly written on the cage.

(¢) Dufters should be placed chronologically on record shelves or stands
and neatly arranged.

~ (d) All the record shelves or standss hould be numbered and divided into
compartments. ’

. . The number of the shelf or stand and the number of the compartment skould
be legibly painted thereon. .

& (e) A list in book form should be kept to show the contents of Whe dufters
and other records each stand or compartmeat, thus—

Shelf No. 4, compartment No. 3.
Dufter No. 1, Fort St. George Gazette, 1891,

Dufter No. 2, Fort St. George Gazette, 1891,
Dufter No. 3, Fort St. George Gazette, 1892.

Stand No, 6, compartment No. 8.
Dufter No. 1, Taluk Accounts—Current, 1890-92,

-7 Dufter No. 2, Taluk Deposit Register, 1§90-92,

(2) The papers mentioned below should be neatly arrang:d on record sheives
or stands at the manner indicated in clauses (d) and (e) of Note (1):—
(1) Fort St. George Gazettes.
" (2) District Gazettes.
(3) Registers and accounts prepared under the Loans Acts (others than
periodical returns).
(4) Shroff’s chittas. .
(5) Cash (Nagadi) Chittas—Permanent advance.
(6) Registers and accounts maintained under the Special Fund Code.
(7) Deposit registers.—
Revenue.
Criminal.
Civil.
(8) Accounts current,
(9) Register of stamps and stamped papers,

(10) Public Works Department and Local Fund Engineer’s cheque béoks,
voucher lists, ete.

(11) Dlpr;cate thandals village (daily collection accounts and remittaoce

ist).
. .. (12).Minor irrigation accounts and registers,

13) Village manual accounts. ] :

14) Taluk manual accounts and registers (other than jamabandi and
statistical return). . . -

(15) Magisterial diaries.

(£6) Registers of magisterial fines and other Criminal Code registers:
prescribed by the High Court. ’ i
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. (2) Arrangement of papers dealt with under the Tottenham system.—
Al -numbered dispo.als under the disposal number ‘systein whether
indexed or not shouid continue to be arranged in chronological order
and put in o 1eccrd racks or shejves. The records should be tied up
inbundies not inconveniently buiky, between deal-wood boards, on the.
upper one of which should be Pasted a list of con'ents showing the:
particujars. ‘and the total numbet of files it Contains.

Nomes.- (1) It is essential that the records should be methodically arranged

as papers are received, and that they should not be allowed to get into such disorder
thatit is necessary to apply for a special establishment to put thing straight.

. (2) The record-keeper is responsible for every dispesal as scen as the acknow-
ledge its receipt in the new case register-¢or in't e pcrsonal register as the case may be.

3 Vzllage accounts should be classzﬁed and arranged in the talik
record-room as shown below.—

The accounts should first be divided into the following four .
groups with reference to the period of destruction fixed in Appendix
“ S8 and then each account in each of the four groups should be arranged
in the numerical order of the villages and bundled together. The bundles
of each group should not be tied together, but they should.be kept to- -
gether in a section of the shelves in the record room:—

(i) Those that should be retained permanently.

(i) Those that should be retained for twenty years. .
(iii) Those that should be retained for ten years.
(iv) Those that should be retained for three years.

(4) Access of Karnams to taluk records.—Karnams should not
be-allowed to have access to the taluk records, except under “proper -
supervision and with the express permission of the Tahsildar or Head
quarters Deputy Tahsildar, and should only be allowed to examine
papers in the presence of a person deputed by either of the abovenamed

officers to exercise such supervision.

(5) Alterations in public records.—Interlineations and corrections
in public documents must be initialled by the person signing the papers ;
and if interlineations and corrections are found in papers passing through
the hands of Tahsildars and Headquarters Deputy Tahsildars, they
must be initialled by those officers, should the initials of the person who
signed the papers be not then obtainable. _

Notes.—(1) Clerks in charge of taluk records should carefully examine every
paper delivered to them for the purpose of being put into the record, and they should
bring to the notice of the Tahsildar or Headquarters Deputy Tahsildar any-in terline
eations or corrections in order that they may be initialled.

(2) Revenue Inspectors should during their tours, examine and initial al
interlineations and corgections in the village accounts which arc - in the .charge of
karnams, who should be warned that the practice of inserting interlineations and
corrections in accounts without duly attesting them will be se eraly noticed. :

(3) Di isional officers shoud, during their annualesaminationof cash balag«
cesusee that these rules ar¢ stnctly “conformed to, a and should rcport ke result toce:s
Collector. Do
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(6) Preservation and destruction of records—(i) List of records
o be retained or destroyed—A complete list of records to be retained
as-well as of those to be destroyed is given in Appendix ¢ S. No records
earlier than 1857 shall be locally destroyed without consulting the Curator,
Madras Record Office. If their removal from the local record room
is desired, the local officers shall consult the Curator, giving information
as to the nature and quantity of the records and forwarding specimens
of them. The whole of the records should not be sent to the Madras
Record Office unless called for. If the Curator agrees to their destruc-
tion, they may be destroyed locally.

Notes.—(1) Collectors are not debarred from retaining either permanently

or for longer periods than those prescribed in the appendix, any records included

the class “ to be destroyed ** which, for any special reasons, they may consider

it desirable to preserve, Similarly records which, though included under the class

*“to be retained 7, are of a purely routine character may be destroyed by Collectors
at their discretion.

They should particularly see that records or other papers which may be
required as documentary evidence in favour of the Government in suits where claim
for money or property has been or is likely to be made on behalf of the Government
or where such a claim has been or is likely to be advanced by other parties against
the Government, are not automatically destroyed but that they are retained until the
clalm of Government is fully satisfied or is dropped or for so long as the claim, is not
gme—barrege They should also see.that the same care is exercised in the officers subor-

inate to them.

(2) Police weekly circulars may be destroyed after one year, unless the
Collector specially orders otherwise.

(3) The originals of Board’s Proceedings and Government Orders may be
retained or destroyed according to the rules laid down in Appendix ‘ T * and surplus
copies destroyeds.

(4) Divisional officers have been empowered to order the destructions of
useless records in their offices. Similar powers have been conferred on Tahsildar
in respect of taluk records but it is the duty of the divisjonal officer to see that the
power is properly exercised by Tahsildars.

(5) The rules for the destruction of records under the disposal number
system are given in Appendix T ",

(ii) Destruction of records under the disposal number system,—
The *“ D disposal list (relating to papers disposed of under the disposal
number system) indicates the year of destruction for any paper that is
to be retained for more than ten years. All other papers should be
destroyed after ten years and the record-keeper should certifiy at the
end of the disposal list that all papers which are ripe for destruction have
been destroyed.

Notes.—(1) The selection of papers for destruction from the taluk records
should be made by the Tabsildar or Deputy Tahsildar, and endorsed by the former
with the necessary orders. Divisional officers should, during their tours of inspection,
carefully scrutinise the list of records assigned for destructions in taluk offices.

(2) The rules regarding the destruction of records apply equally to papers
filed as to those bundled.
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(3) Such records marked for destruction and relating to wards® estates as
well received or are the office copies of papers issued, during the court’s management,
may be handed over to the proprietors concerned immediately after the restoration
of their estates, if they ask for them, The whole of the manager’s records. with the
exception of confidential papers, may also be handed over to the proprictors when
making over charge of their estates,

(iii) Mode of destruction.—Judicial records, books and papers
of the Collector’s office which have to be destroyed should be burnt in
the presence of the record-keeper. Other records which are no longer
required may be destroyed by means of jail labour whenever such a
course is practicable. In such cases a note should be taken of the weight
of the papers sent to and received back from the jail, so that there may
be no doubt as to the fact of their destruction. It if is decided to seil
useless records as waste paper, care should be taken to see that every
page is torn into small pieces and soaked in water before it is disposed
of by sale. Gazettes which are no longer required should, however,
be sold intact as waste paper. The same procedure should be followed
in regard to books and periodicals placed on the editors’ table or issned
to the public like Gazettes (See list in Appendix “S°).

(v} Destruction of magisterial records.—The rules for the dest-
ruction of » cords given above apply only to non-magisterial records
in revenue offices. The destruction of magisterial records in these offices
should be made in accordance with the instructions of the High Court
of Judicature printed as Appendix “ U ”.

(V) Records of Revenue Inspectors—The following records of
Revenue Inspectors should be transferred to the taluk office at the time
noted against each.— - )

Time when the record should be transferred to the taluk office.
(1) Registers of applications .. .. At the case of the fasli year for

transfer of registry to which
they relate.

(2) Current and disposal registers .. One year after the close of the
year to which they relate.
(3) Diary note-books .. . .. One year after the close of the

year to which they relate.

(4) Office copies of reports and returns As soon as the file is closed,
submitted to Tahsildars and of
takids to village officers.

(vi) Destruction of records under the Tamil Nadu Estates Land
Act I of 1908.—The destruction of judicial and other records in revenue
courts and offices under the Madras Estates Land Act, I of 1908 should
be made in accordance with the instructions printed as Appendix ¢V °*,
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(vii) Destruction of account records.—The destruction of records
(including correspondence) connected with accounts submitted to audit’
is.governed by the rules contained in Article 326 of the Madras Financial -
Cede, and the rules in paragraph 164 (6) and Appendices S’ and ¢ T"
of this manual. "

(viii) Destruction of records dealt with under the Tottenham
System—The instructions in paragraphs 106 and 107 of this manual -
should be followed in the case of records dezlt with under the Tottenham -
System. .

) Preservation of specially valuable documents.—Special precautions °
should be taken in all offices for the preservation of documents, such as
Grants of Dignity, bearing the King’s Sign Manual. Such documents
as well as, sanads commission, etc., bearing the signature of His Excellency *
the Vlceroy should be in the custody of a responsible officer and should’
be kept in safes or boxes fitted with Chubb’s locks. If sent by post”
they should invariably be registered and insured. e

(8) Inspection of record-room.—Occasional inspections should be
made by the Collector and divisional officers to ensure the records being
taken proper care of. In regard to old survey accounts and other valuable -
records, the collector should examine them oceasionally in person,
and when any records are found to be in a state of decay, authentic copies
of them should be prepared.

(9) Report on the conditions of records—(a) Report to Board—
A report on the state of the records in each Collector’s Office should
be submitted to the Board for each caleridar year before the 1st March
following. Information should be furnished under tke following
heads:—
(1) The names of the offices in the district following the
Tottenham System .

(2) State of the library— -
(i) whether the Acts and Standing Orders are kept corrected
up to date ?
(ii) whether all the books are duly catalogued and ir good
repair ?

Note.—Officers should see that the necessary corrections in their office copnes"
of the Standing Orders and Acts are duly made then and there, as they will
thercyy be saved much trouble frequent reference and many mistakes.,

(3) Whether the record-rrom is in good repair, protected
from white-ants and weter-tight and  whether it is kept clean and'
seeure from entry at all points and sufficiently lighted. o
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No1e.—The conditions of the records should be clearly and concisely stated
and should in all cases be reported whether steps have been taken to remedy
the defects brought to notice., .

; " (4) The date frcm which the Tottenham System has been in
orce, '

(5) Whether the instructions in the District Office Manval
have been strictly followed in regard to —

The bundling and the arranging of R., D., K., L. -and—
L. Dis (Dist.) Disposal paper.

Thc'ﬁling of Government Orders and Board’s proceedings
and the arrangement of periodicals.

The arrangement cof general subject files.

The issue of passports and the maintenance of the num-
bering book and the passpcrt register.

(6) Total number of files indexed and numbered and date of
the last file indexed. ~

(7) Whether thie rules regarding the issue of recrods from,
and return to, the 1ecords are strictly observed.

(8) Whether old records are periodically destroyed and, if sc,
what records were destroyed during the year under report. .

Notes.—(1) It is unnecessary to enter long lists of records actualty
destroyed during the year. It will be sufficiant if information is furnished .
as to number of PaPers, or, if this is imPracticable, the number of bandles
destroyed with a brief descriPtion of the nature of the papers (c.g.)

Treasury, etc.

(2) The intervals at which papers are destroyed, rhe average number
destroyed at a time, and a designation of the officer supervising the
work of destruction should b: mentioned in the annual report. i

(9) (i) Whether the registers anc records of the periods
prior to the introduction of (a) the disposal number system, and
the Tottenham System have been methodically erranged.

(ii) Special menticn chould be made of the progress made .
in the preparation of the inventory of the old verracular records
of the East India Company’s period if not already done and thair
condition.

(iit) Information whether the inam fair registers are pross.".
cribed in good condition should also be furnished. '
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(10) Whether village accounts are arranged as prescribed
in Board’s Proceedings Nc. 255, Settlement, Cated 27th June 1983,

NoTs.—These details should be submitted in tabular form, the Collector’s
covering Jetter containing such remarks as may be necessary.

(b) Divisional Officers’ reports.—Every Divisional Officer
isrequired to submit tc the Collector an annual report on the con-
dition of the records in his ownoffice and in each subordinate office
in his division furnishing information under the heads prescribed
above. These reports shovld be carefully scrutinised and reviewed
by the Collector as briefly as possible. only the salient features of
the work accomplished during the year being noticed. The Collec-
tor will submit 2 copy of the review for the Bcarc’s infcrmetion -
with the annual repcrt for his own office. In reviewing the record
reports the Collector should notice hew far the orders releting to
the taluk records passed on the annual ibspection repirts Dave
been carried out. :

(10) Government of India’s directions rcgarding records.—
Ths directions circulaled by the Government cf India for the
storage, arrangements and preservetion of Govyernment records
are given in Appendix ‘W’. They apply in their entirety only to
the records of the Government of India and should be fojjowed
mutatis mutandis in subordinate offlcers.

165 Official Libraries—General Rules—The books in each
office should kept as much as possible in one place and placed under
the eustody of the record-keeper, the head clerk, or the librarian.
A revised catalogue should be prepared from time to time, and
missing books should be accounted for., The work of revising the -
catalogue may be entrusted to an Assistant Collector, if availabie, -
No book should be removed from the library without the permis-
sion of the head of the office. When a bock is removed, a receipt
must invariably be furnished by the officer removing the book; the
receipt should be returnto him or cancelled when the book is
return to the library. :

Notes.—(1) Every officer on receving charge of an office to which a library
is attac hed should satisfy himself that the library is in good condition and unless
he reports at once that the books aer out of order or that any volumes are missing
will be. assumed that he received the library in good orders, and he will thence
orward be personally responsible for any defects which he could have noticed

by inspecting the library on his arrival.

(2) When a new librarian takes charge, he will be liable to beheld responsible
for the loss of any book shown in the library eatalohue which is not reportedby
him as missing with in a month of his taking charge.



ARR ANGEMENT, RBSHRVATION AND DESTRUCTION OF RECORDS 189

(3) The volumes of the Board’s Standing Orders and of the High Court’s
Ruling supplied for the use of each office should be entered in the library catalogue
and should not be carried away by an officer on his transfer to another district.

Binging.—(i) Al} periodical publications such as the gazetles,
Acis of the Central and S:aie Legislatures, Indian Law Reports,
Circulars of the High Court and the Accountant-General, etc.,
“should be filed carefully, each file being entered in the library
-catalogue, and bound as socn as the index is received. There shouid
be two files of Acis corresponding to the Central and State Legis-
latures respectively; these as ajso reprints of modified Acts issued
by either the Government of India or the Tamil Nadu Govern-
ments shoujd be bound periodically into volumes of a conyenicnt
size, Central Acis into yearly yclumes and State Acis every three
years, the years contained in each volume being shown in a
printed label on the back. The twelve monthly part in each
series of the Indian Law Reports should be reckoned as one yolume
and bound according]y at the end of the year,

(ii) Other periodical publicaticns should, as a rule, be
bound into yearly volumes, subject to the rujes on the subject cf
binding centained in the Printing Manual.

166. Collector’s Standing Orders—(i) Contents.—All orders of
Cojlectors which are of permanent yalue, especially circulars 'apply-
ing to al] taluks, should be c¢ompiled as ¢ Collector’s Standing
Orders ” and printed as volume, It should contain all orders of
the past of a like nature carcfuily collected from the date <f the
commencement of the disirict gazetteers, If however, the
Ccllector considers that any of his order should be printed by
the- district gazetie, it should be printed in the district gazette
under the instructions in the Printing Manual.

(ii). Indexing and revision—The whole should be indexed
“end revised once in 10 years, Copies of this book should be sent
to every divisional and taluk office, so that no subordinate may be
ignorant of "the Cojlector’s Sianding Orders. It shot]d be kept
separate from the repiints of -the Board’s Standing Orders.

(iii) Exchange.—Coljectors shc}]d exchange copies of their
Sianding Order Books, so that ]l distr.cis may have the benefit
of - each collcction,

[G. O. Ms. No. 212, Public (Service-A), dated 2Tth January 1969.]
(B. P. Perm. No. 1194, dated 17th March 1969.).
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. XXIL PETITIONS, THEIR TRANSMISSION AND DISPOSAL.

167. Pelitions—

SECTION I—PRESENTATION OF PETITIONS INCLUDING REVIEW
: PETITIONS AND APPEALS:

(1) Receipt of petitions—(i) Petitions to be recelved by
Governmant officcors.—Petitions may be either presented in person
or scntthrough the post. They should be reccived whenever, by
whomsoever, and in whatever language they may be presented.

(ii) Revenue Officers to hold personal communication with
petitioners—An officer’s accessibility to the people is of the utmost
.importance, both as a matter of justice to persons, grievances to
be redressed of representaticns to msake, and asa check on the
officer’s own establishment. Interviews should normally be granted
by the head of the office, if he is in headquaters and only i office -
and on working days and not ar the officers residence or on holidays
except in very speciaj cases. In the Collecior’s office, if the Cojlec-
tor is in camp, the Personal Assistant, and in the 1alvk office, if
the Tahsijdar is in camp, the Headquariers Deputy Tahsildar
should grant interviews, In the Divisional office, if the Revenue
Divisional Officer is in camp, the Head Clerk should not accord
interviews, but may give informrtion aboul cases on which action
is pending. The officers should deaj with the members of the public
with the utmost sympathy and courtesy and attend immediately
to their requests, if necessary calling for the connected files and
examining them with a view to granting quick redress.

" Nores.—(1) At headquarters, the hours of interview may be the office
hours, i.t., 11 a.m. to 5 P.m.. out of this a stated Period, viz., 11 a.m. -
to 12 noon may b3 set apart exclusively for interviews and during the
remaining Deriod, the officers should be accessible but subject to the exigen-
cies of other work. When Petitions are Dresented after the hours so set
apart, but during office hours and the head of th: office is unable to receive
them in person, the head ministerial officer should receive them and
endorse on them the date of Presentation and his initials. On matters
of -a vary important and, urgent nature, officers should atiend to the public
even outside these hours, cach case being decided on its merits. The
Collectors should, however, continue to have discretion in the matter, but
they should set apart at least one hour a day for interviews while at

headquarters.

’ (2) Notices should bs exhibited in' a consbicuous place in_each office
showing the hours of work, the hours exclusiv:ly szt apart for interviews
the officers who should bz approached and ths location of his room. !

(3) ‘The ' Present rule Prohibiting - parties from - havin ir
toclerks should be rigorously enforced. 8 direot access
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7 (2) To whom complaint should be addressed in the first
m;fagwe,_—-_-Persons haying cause of complaint against any reyenue
official should, in the first instance, seek redress from the Diyi-
sional Officer, and if this orders do not afford the relief sought for
an appeal may be preferred to the Collector. Petitions addressed
to the Board and Government before rejief has been sought from
the 1oca] authorities will not be considered on their merits,

; _ (3) Petitions by public servants 10 bc addressed through
superior officers.—Appeals preferred by Revenue officials should be
submiited in every case through the officer whose orders are
appealed against, Village officers need not, however, follow this
procedure, '

. (4) Size and quality of paper to be used for petitions.—Peti-
tions- should be written, on durable paper 13 inches long by 8%
inches wide, an amp{e wargin being allowed.

~ (5) Completeness of petitions.~—Petitions should be complete,
and al] documents necessary for their disposal should be forwarded
with them. Appeal petitions should be acccmpanied by authentie
‘cated copies of the orders appealed against. Inthe case of appeal
to the Board by Village Officers, the appeal petitions should b-
accompanied by either the originals or avthenticated copies of the
orders of the Collector and the Revenue Diyisional Officer.

(6) Stamping of petitions.—Petitions and enclcsures to them
should be stamped when necessary according to the scale of rates
prescribed in Schedules Iand II to the Tamil Nadu Court Fees and
Suits Valvation Act, 1955.

Notes.—(1) Abblication or petition which involves- the exercise or
non-exercise of Power conferred by law or rule having the force of law
addressed to the Board should be stampzd wi.ha court-fee stamp. or stamps
of the value of two ruPees and suPplemental and miscellaneous Petitions
to the same authority should bear a court-fees stamp or stamps of the value of
one rupee and fifty naye paise. A supplemental petition which does not contain a
new or additional request need not be stampPed. Appeals tothe Revenue Divi-
siomal Officer and to the Collector in darkhast cases should be stamPed with
a court-fee- label to the value of one ruPee while appealsto the Board of
Revenue should be stamPed with a court-fee ]ab:l to the value of two rupees.
Revision - Petitions to the Collector in darkhast cases should be stamped
with a court-fee labc] of the value of annas four and those to the Board of
Revenue with a court-fee label of the value of one rupbee and eight annas.
Cobpies attached- as enclosures to Petitions should also be stamped at  the rate
of seventy-five naye Daise for every documents. In the case. of apbpeals
against departmental Dunishments presented by pubjic servants of .all classes
(other. than village officers preParing an abpeal in virtue of a right conferred
bylaw, e.g.* under Madras Act T of 1889, 11 of 1884 or I of 1895) neither
the Detition nor the enclosures thereto need to need be stamped. Similarly
appeals against orders of abPDPointments preferred by claimants to nen-
hereditary village officers and the connected documents need not be stambPed.

©/* () The ruling contained in the concluding Portion of Note (1) aboye
épplies equa“y to appeals preferred to the C'J‘.leCtOI‘A or Divisional Ofﬁcers,
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© Giv) It is the duty of every officer to whom a documents ijable to stamp duty
nnder the Tamil Nadu Court Fees and Suits Valuation Act, 1955 is submitted fot
orders to see that any adhesive stamps thercon have been properly punched. The
section head or other responsible ministerial officer submitting papers for orders shall,
that all adhesive stamps therein contained have been punched and defaced as directed
in clause (ii) above and any section head or other ministerial officers submitting a
dtc_)cgment bearing andjunpunched adhesive stamp,shall be required to pay the value
of the stamp.

The duty of cancelling stamps under section 77 of the Court Fees and suits
valuation Act, 1955, has been entrusted to be following officers:—

(1) District Revenue Establishment—

(a) Collector’s office—

Huzur Sarishtadar’s section .. .. Huzur Sarishtadar.
Huzur Head Clerk’s Section .. .. Huzur Head Clerk.
Magisterial section .. . .. Magistrate Head Clerk.
" Account, Treasury and Stamp, Govern- Huzur Head Account.
ment and Press Branch.

Court of Wards Branch . .. Sarishtadar or ministerial office
in-charge of the branch. :

(b) Divisional office N .. Head Clerk.
(¢) Taluk office .. . .. Headquarters Deputy Tahsildar.

(d) Deputy Tahsildar and Stationary Officers themselves,
Sub-Magistrate’s office.

(2) Revenue Settlement Parties—

Head offices .. . . .. Section heads (Head Accountants,
Head Clerk and Saristadar.)
Branch office .. . . .. Superintendents,

The responsibility is personal to the officers named and cannot be transferred by
them to any subordinates.

Officers receiving documents liable to be charged under the Tamil Nadu
Court Fees and Suits Valuation Act, 1955, should also look at the date of sale recore
ded omit adhesive stamps and if they find that the date of sale as recorded on the stamps
to suspiciously remote, should enquire into the history of the stamp in question.

(v) The use of rubber stamps for purpose of overprinting court-fee stamps
as a check against fraud is objectionable and should not be permitted as, if allowed,
there is considerable danger of their being made to cover the hole or greater
part of the stamp operated on thereby rendering dedection of foregery mu.re deficulty
and perhaps impossible. There is no objection, however, to the use of a perforation
instrument such as is allowed by the Postal Department to be employed in the case of
postage stamps. The instrument must however to submitted to be Board for appro-
ved before its use is sanctioned. '

(vi) In cases of doubt in which the opinion of no expert may be required on the
question whethor stamps are gonuine or forged, reference should be mad e the
Master, Security Printing, India, Nasik Road, for his or his nominee’s regert,

506=1==13
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(2) (i) The Divisional Officer or the Special Deputy Collector, as the case may
be, should check once in every week the daily register of court-fees with a fair -per-
centage of the documents filed during the week and verify that that al' the stamps
entered in the register are intact and have been properly defaced ard capcelied undec
section 77 of the Court Fees and suits Valuation Act, 1955. A running note file should
be opened for this purpose and it will be looked into by the Collector at the time of the
annua! inspaction office. C

(i) Under Note 3 (iv), only H:zad Clerks of Divisional officers are
entrusted with the duty of cancelling stamDPs under section 77 of the Court Fees
and Suits Valuation Act, 1955. As the responsibility is personal to them and
cannot be delegated to any other clerk subordinate fo them they alone should be
aliow.d to logate pe*itions and Dlaints filed under the Tamil Nadu Estates lands
Act. Th: Rec-ive dealing with the Estatss Land Act work should never in any
subject cl rk be allcwed to receive th m eighter in camp or it headquaters. In
circumstances therefore Revenue Divisional Offic.r should himscif receive and
cancel th m. In there, th: special D.puty Collector’s Office, the head clerk,
or the Chi.f therefor. case of Miristerial officer specially designated for the
purpose, should reccive them if the Coll:ctor is from away headquarters. The
Sp.cial Deputy Ccllector himself should receiv: Special D:Puty al officer them
when he is at h acquarters. A notice shculd be hung up outside “the office 2nd
circutar should be issucd to allthe cstate intimating the names and designations
of Persons who are authorized to receive potitions and plaints, -

(iii) Cour: Certificate for the value of the Court Fee Stamps filed should be
granted only over the signature of the Special Deputy  Collector or the Revenue
Divisionai Officer, as ths case may be. after the existance and value of the stamps in the
concerned files have been verified found correct and a cross check made with
the entries in she daily register of Court fees received. Mukthiyars and other agents
to land holders should be instructed to submlgted a bill of costs in duplicate for the
value of the stamps file along with every petition or pl-int on every accasion so that
when the documents bearing the stamps are submitted for orders the court could
conve :iently v. rify the numbers and the walue of the stamps, check whether they
have been properly defaced or not and thensign tne bill of costs. As the Office
copy of the bill is retained in the fil> there will be no danger to any
subsequent claim in respect of the same  stamps being pressed Consoli-
dated certificates in respect of a large number of stamps filed at different times
in different suits should not be granted. There should be a separate certificate
for each case and the office copy should be filed with the records of that case.
No court certificates should be issued in the case of papers and documents not
actually taken on flle and retained in the records of the c.urts, e.g., plaints returned
fon rectification of defects or for presentation to another court, etc. )

(ivy When a file is disposed of and before it is sent to the record-

room, the subject clerk and the head clerk should not on the docket sheot the “des-

ription ard the value of the stamps inside the file and certify that all of ‘them

have been properly defaced and cancelled. The Record-keeper should then vérify and
affix his initials on the docket.

(v) The Record-keeper should at once cancel the stamps by punc N
a second time with the wad-cutter diamond punch and certify o‘; they C?ocket:“:g
that effect, before finally depositing the file in the Record Room.

(vi) The Record-keeper shall gl§o examine the stamps, report if they
are incorrect motc any €r. sures or suspicious appearances they may present, and
be held responsibte for the safe custody thereafter. If a record or any document

forming part of a record is taken from the record room for any purpase it shall ba
his duty to denote to whom and for what purpose it have been delivered and on its
return, to examine it and ascertain if it is in the same condition in which it was
jssued from his office, and if it is not in the samc condition bring the fact to
notice. ) . e e 1o
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- .~ (vii) The Revenue Divisional Officer or the Subordinate Officer as the
casé may be. should once every month make- a cross check of a certain number of
files -after disposal .and see that all the relevant roles and instructions have been
properly observed. o .

(7) Review, appeal and revision petition.—(i) Petitions for a
review of orders once passed will be rejected unless they contain new
or additional information having a material bearing or the case
When this condition if fulfilled, the orders may be reviewed by the
officer who passed them.

Proviso (1)—Reviews are not admissible in respect of orders passed
under Chapter I of Board’s Standing Orders.

Proviso (2)—Orders passed in the exercise of statutory powers,
should not be reviewed unless there is specific statutory provision for
reviewing them.

(ii) In no case in which the Board’s Standing Orders provide
for appeal or revision, shall the officer who passed an order dispose of
an appeal or revision petition against that order. In such cascs the
officer must refer the matter to the authority next above him, e.g., a
divisional Officer, who has dismissed a peon cannot subsequently as
Collector, dispose of the peon’s appeal against the order of dismissal
He must report the matter to the Board.

(8) Limitation for appeal petitions—-(i) To the Collector or Divisional
Officer.—Appeal, preferred to the Collector or a divisional officer
against orders of punishment imposed on Government servants (other
than village officers) under the Civil Services (Classification, Control
and Appeal) Rules and any revision petitions by them should be filed
within two months after the date on which the Government servant
concerned was informed of the orders against which he appeals or
prefers the revision petition. The time for presenting appeals to the
Collector or divisional officer against orders appointing, dismissing,
removing, suspending or fining a hereditary or non-hereditary vill zg¢
officer is thirty days from the date of communication of the orde ‘1o
the party concerned. The time for presenting appeals from orders
passed in darkhast cases, from orders passed in cases of assignment of
house-sites, from orders under the Revenue Recovery Act and Regulation
IX of 1822 and from decrees in suits under Act III of 1895, is prescribed
in Board’s Standing Orders Nos. 15, 21, 41, 158 and 154 respectively,
Appeals to the Collector or Divisional Officer against any decision or
order passed under the Land Encroachment Act III of 1905 should
be presented within sixty days from the date of the decision or order,
excluding the time taken to obtain a copy of the .decision or orders;
pending the dispesal of -any appeal or. - petition for revision under this
Act, the divisional officer-er-the - Collector may suspend the execution

506-1—I13A



196 DISTRICT OFFICE MANUAL

of the order appealed against or sought to be revised. Appeals to the
District Collector under section 189 of the Tamil Nadu Estate Land
Act I of 1908 should be presented within thirty days of the order or
decree appealed against, excluding the time taken to obtain a copy of the
orderh or decree. In all other cases the appeal time is limited to three
months. '

Note.—The Collector or divisional officer may admit appeals and revision peti-
t;loni1 lpresented out of time on good and sufficient cause being shown for
the delay.

(i) To the Board —Appeals to the Board against orders of punish-
ment imposed on Government servants (other than village officers)
under the Civil Services (Classification, Control and Appeal) Rules
and any revision petitions by them should be filed within two months
after the date on which the Government servant concerned was in-
formed of the order against which he appeals or prefers the revision
petition. The time for appealing against orders passed in darkhast
cases is forty days. Appeals to the Board against any decision or order
passed by the Collector under the Land Encroachment Act III of 1905
should be presented within sixty days from the date of the decision or
order excluding the time taken to obtain a copy of the decision or order;
pending the disposal of any appeal or petition for revision under this
Act, the Board may suspend the execution of the order appealed against
or sought to be revised. Second appeals to the Board under section
190 of the Tamil Nadu Estates Land Act I of 1908 should be presented
within sixty days of the order or decree appeared against, excluding
the time taken to obtain a copy of the order or decree. In all other cases,
the appeal time is limited to three months.

Notes.—(1) Tt will be sufficient if the appeal petition reaches the hands of
officer against whose order the appeal is preferred and through whom it should be
submitted within the time allowed for appeal.

(2) The Board may, if it chooses, admit appeals prasented out of time on
good and sufficient cause being shown for the delay.

(9) Re-admission of appeals.—When an appeal is rejected on account
of a technical defect or omission which admits of a remedy, it should
be stated in the order rejecting the appeal that it will be re-admitted
only if it is re-presented within a specified time after supplying the
omission. One month should ordinarily be long enough to allow of the
correction of initial errors, but the fixation of the time is left entirely to
the discretion of the Collector.

(10) Instructions regarding ‘the submission and receipt of petitions
-addressed to the Board of Revenue.—The instructions for the submission
of petitions to the Board are given in Appendix Y.
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(11) Instructions regarding the submission and receipt of petitions and
other papers of the same class addressed to the Government of Tamil Nadu.—
The instructions for the submission of petitions to Government are
printed as Appendix Z, They should be read and explained to the
people when assembled at Collector’s officers for the annual settlement.
Their substance should also be occasionally published in the district
gazettes.

(12) Instructions for the submission and disposal of petitions addressea
to the Governor by persons who are or were in the service of Governmeny
in respect of matters affecting them as Government servants—The ins-
truction for the submission of petitions to the Governor from persons
who are or were Government servants in respect of matters affecting
them as such are printed as Appendix AA.

SECTION IL-—TRANSMISSION OF AND REPORT ON PETITIONS,

(13) (@) Avoidance of delays in forwarding appeals—All appeals
should be forwarded promptiy. All appellate authorities should, on if
necessary, and delay exceeding one month in forwarding the original
appeal with relevant records by issuing periodical reminders, appeals
to the appellate authorities should be explained in the forwarding
report or endorsement, The forwarding of an appeal to the appeallate
receipt of the advance copy of an appeal, watch for the receipt of the
authorities should not be delayed for more than two months and if
the forwarding officer does not adhere to this time-limit without justi-
fiable reasons it will be open to the appellate authority either to point out
the delay for further guidance or take suitable action against the
forwarding authority.

(b) Withholding of petitions.—Petitions addressed to the higher
authority should always be transmitted by the officer receiving them,
even though they are liable to be summarily rejected by such authority
under the rules in Appendix Y, or Appendix Z or Appendix AA
as the case may be, Unless the petition is barred by limitation, is not
properly stamped, is liable to summary rejection or is inadmissible
under any legal enactment or executive order, he should also submit
all the connected records with translation of the more important papers
in regional languages amongst them. In these excepted cases, be shall
cite specifically the paragraph and clause of the rules containing the
exception under which be considers that the case falls giving reasons for
his view. Itis left to his discretion to discuss the accuracy or validity
of the statement made inference drawn or arguments put forward in the
petition.

[ G. 0. Ms. No. 597, Public (Services-A), dated 24th March 1965. ]
) (C. S. No. 8, dated 31st March 1966.)
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Nores.—(1) Rules 17 (Y Ui) of the Madras Civil Serviges (Classification, Control
and Appeal Rules), lays down that the proceedings in  discip'inary cases shall
contain a sufficient record of the evidence and a statement of tke findicg and the
grounds thereof.

(2) In every case in which an appeal is rejected the appellant should be
informed of the fact and the reasons for itvide. also paragraph 57 of the Manual.

(ii) Review or revision petitions.—Ii such petitions adduce no
grounds other than those dealt withinthe order at issue the fact should
be stated and no further reasons need be given. If new grounds are
adduced, they should be briefly dealt withinthe order.

(iii) Other petitions—When petitions are, rejected on technic
grounds, the rule or rules under which they are rejecied should invariably
be stated.

(2) Orders on petitions.—Copies of orders passed on petitionc
should, as far as possible, be delivered to petitioners in peison, by the
officer passing the orders, the date of delivery being noted in the order,
Where this is not recticzble; the orde}‘ should be sent to the subordinate
sevenue officers, who will deliver it to the parties concerned, after
poting onthe order the zctual date of delivery.  If, however, the peti-
gjoner’s postal address is known, the ordials mzy be sent by post.

" Noies—(1) Orders of the Board and Government on revenue petitions should

on receipt by the Collector, be delivered at once tq the parties if they happen to be
near the Collector's station. The Collector should deliver them in person in open
cutcherry if the parties attend, and if they do not, the orders should be sest to them
either by one of the Collector’s peons or through the Tahsildar of the taluk .where
the petitioneis happen to reside or by post where the petitioner’s postal address is
known. When orders of the Board and Government are not addressed to the peti-
tioner direct the Collector should see that the purport only of the orders, or so much
only of the text, ‘hereof 2s bears immediatcly oa the potitioners’ rePresenta tions,
is communicated to him Copies or abstracts of correspondence with authorities,
consulted by Board or, Government are communicated to the Collector for his own
information, and should not be commun;cated to petitioners without special per-
mission.
Es: B () All orders on petitions, etc, sent to private individuals which fail to be
delivered and are consequently returned through the Dead Letter Office should be
destroyed after making a note to that effect against the entry relating to the paper
in the . current or the petition registers concerned, any enclosures to the.petitions so
returned being filed with the connected records.

(19) Return of encolsures.—All enclosures to petitions or zppeals
except copies of the orders appealed against _sl_nould be returncd to the
perties concerned withthe orders on their petitions or appeals. Copies
of the orders appealed "against should be retained in the office from
which finalordersissue. The petitions them selves should not bereturned,
unless they are of a routine character.

(20) Copies of correspondence regarding petitions.—Save in those
cases where the public interest would suffer by compliance with the
applicztion, petitioners appealing to district authorities or to the Board
are entitled to copies of all correspondence Telating to their case, subject
to the payment of the usual stamps and fees— Vide Board’s Standing

Order No. 173, paragraph 9.
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Nertss.—(1) Copies of orders passed on petitioners should be furnished to the
sarties concerned free of cost.

(2) All officers should when granting copy of any order subject to appeal,
append note to the copy, stating the authority to whom and the time within which, an
appeal may be preferred.

XXIII. Miscellaneous.

168. dccuracy essential—(1) Reports and Returns.—In submitting
periodical reports, Collectors shculd aim at absolute accuracy of
detail, Not only do inaccurate figure s often lead to erroncous inferences
being drawn, butif approximate figures ate acceptedinthe first instance
there is no assurance that they will be cotrected afierwards; and unless
the figures are accurate the report may become useless for future ref-
erence.

(2) Reports by Divisional Officers.—As a rule, Divisionul Officers
should not be called uponto compile and furnish pericdicel 1eperis and
returns complete to the Collector’s Office when the information required
can be ob:zined from the taluks and digested and compilied in the
Collector’s Office. Divisional Officers should only be called on to
submit reports whentheir opinions onspecial points are wanted. Arrange-
ments shculd however, be made to keep Divisional Officers informed
of correspondence between the Collector’s Office.and Tahsildars the
papers either passing through the Divisional Officer, or copies being
sent for the Divisicnal Officer’s information.

(3) List of periodical reports and returns—A list o: the principal
periodical reports and returns due from Collectors to the Board, and
from the Board to Government,is shown in the calender issued by the
Board. A similar list has beenissued by the Board inregard to reports
and returnsdue from Taluk offices to the Collector as well as the pivisi-
onal Officer. ’

Note.—The Collector should send monthly to each Divisional officer and
Tahsildar in his district at this reports and returns overcucs for more than a month
with instructions to return the list within a fortnight with a brief note in the officer’s
own handwriting explaining the cause of the delay in each case,

169. (1) Public holidays.—All public offices must be closed on
Sunday, and charge of an office should not be assumed on that day
unless such a courses absolutely necesszry (see the instricticns under
rule 17 of the Fundamental Rules). All public offices will be closed on
(1) the holidays mentioned in the explanation appended to section 25
of the Negotiable instruments Act XXVI of 1881, (2) the days declared
by Government by notification under that sectionto be public holidays
and (3) the days declared by Government, otherwise than under the
Act, to bz public holidays in Government offices. All Government
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offices under the controlof the Tamil Nadu Government shall be closed
on 4li p:naltimate Saturdays except the Penal imate Saturday in the
month in which Décpavali falls. Complete lists of thesc holidays
notifi-d by App'ndix Th= grant of any other holidays without the
are permission of Govarnment strictly prohibited.

Compensatory holidays —The following are the conditions under
which a Governmerit servant who is called onto atiend office on a public
authorised holiday may be granted another holiday in its place when
opportunity offers :—

(i) No compensatory holiday can be claimed as a matter of
right. 1t shall be within the discretion of the superior officer competent
to grant casual leave, to admit a claim for compensatory holiday. (In
the cases of officers like those belonging to the I.A.S., in respect of whom
formal sanction of casual leave is not necessary the authority to admit
a claim for compensatory holiday shall be the Government in the case of
Collectors, Secretaries to Government and Heads of Department ;
and the Head of the Department in other cases.)

(ii) No compensatory holiday can be availed of unless there
has been prior credit of such a holiday to the Government servant’s
compensatory holiday account. The authority competent to grant

credit for compensatory holiday shall be the authority referred to in
rule (9).

(i'i) To be eligible to claim credit for a compensatory holiday,
an application shall be made within one month of the Sunday or other

public holiday on which a Government servant attended to Government
work.

(iv) Whenever orders are passed admitting credit for a compen-
satory holiday, the fact shall be entered in the casual leave register, on
the page allotted to the Government servant, by opening a new column
to indicate compensatory holidays.

(v) No Government servant shall be entitled to a credit of more
than ten compensatory holidays in all in a calendar year,

(vDJEvery compensatory holiday shall automatically lapse at
the end of three months of the holiday to which it relates, .

(vii) Compensatory holidays may be combined with casual
leave or authorised public holidays subject to the condition that the
total period of absence shall not exceed ten days.

A Government servant touring on public authorised holidays in
connection with the performance of his duties, is not eligible for com.
pensatory holidays in licu of holidays on which he performs jourmey,
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.. 2. The new conditions tegulating the grant of ¢Otapensatory h’olid%ys‘
~will not apply to such holidays earned prior to the 21st Febroary 1967.
In regard to such holidays, the conditions in force prior to the issue
of this amendment will apply.

[G.0. Ms. No. 362, Public (General-M), dated 21st Fcbruary 1967.]
[G.0. Ms. No. 141, Public (Szrvice-A), dated 27th June 1967.]

3. If possible a Government servant of the religious persuasion
which observes a holiday should not be called upon to work on that
day.

NOTE. Provision should be made by heads of offices for the despatch of cm:x"geni

business during holidays and the necessary arrangements made for the sale of stamps
10 the public on all days, excapt those on which by general consent, business is sus-

pended.

- 170. (O anment of salaries—Respansibility for disbursement.—
Collectors should make such arrangements as will secure to every sub-
ordinate the receipt of his full pay. They should hold some person in
cach department responsible for the correct disbursement of the salaries
of the officers and servants composing it. This will not, however, divest
head of offices of the respounsibility mentioned in Tredsury Rule 32 and
subsidiary rules 4 (a),(b) and (d) under Treasury Rule 32 of the Tamil
Nadu Treasury Code.

Nore. - In the Cellector’s office the Huzur Treasurer, in civisional offices’ the
head clerk and in taluk offices, the Headquarters Deputy Tahsildar will be responsible
for the correct disbursement of the salaries of the establishmént.

(2) Alterations in salaries.—Collectors are not at liberty to make
any alteration in the scale of salaries of their establishments without
special sanction, and the salary of an officer on leave is not at the disposal
of the head of the office for disiribution among the other clerks other-
wise than in accordance with the Fundamental Rules. When an officer
goes on leave, another should usually be appointed to dct for him, so
that the full strength of the office may be kept up.

(3) Pay of public servants absent on duty.—Collectors have dis-
cretionary authority to disburse the pay of public servants absent on
duty to persons empowered by them to receive it at headquarters, but
care should be taken that all salaries are drawn in the real names of the

servants concernea.
¥

(4) Paymesnt of saiaries 10 village oﬂ'icers.—The prdéedﬁge o_utljhe'cl’
in Articles 52 to 64 of the Special Funds Code should be followed.

(5) Recovery of overpayments.—Ovetpayments dré recoverable in
thie first instance from the Government servants who have received them,
but ifi cases in which the recovery cannot be so miade from the payees,
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(¢) A register should be opened showing the number of the
machine, the date of supply, its original cost and the date and nature of
all repairs carried out with the cost of such repairs. In the first week
of each month the register should be submitted to the Personal Assistant
to the Collector in the Collector’s office and the head ofthe office in
cither officers, who will satisfy himself that the expenditure on repairs
have not been excessive and initial the register in token of verification.

(B.P. Press No. 827, dated 10th June 1966.)

172. Chronology.—A table is given in Appendix CC showing the
correspondence among the years of the six eras in general use in this
State from A.D. 1723 to A.D. 1940. A daily correspondence between the
first five years in the table from A.D.1751 to A.D. 1850 will be found in
Brown’s Ephenioris copies of which have been furnished to all Collectors.
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APPENDIX M.
[Paragraph 158, sub~-paragraph 1 under section I, Note (i).

Arrangement of papers under the flat-file system.
The following arrangements to papers should be observed in the flat-file system :—

First.—The note for orders or the draft order if on a separate sheet. 1f the draft
order is based on a note for orders the draft will be placed first ard the rote sccord,

Second —The cutrent or currents chronologically, that is, the one of the carliest
or oldest date on the top. Each current shouid be proceeded by the dockeot sheet, its
enclosures if any being placed immcdiately below in chronological order,  When there
are no enclosures, the deeket sheet should be on the top of the current in the event of
a note for orcers. which has been circulated, resulting in a reference, the note and the
draft reference will follow the current to which they relate and precede the current
which is a Teply to the teference. The subsequent note for orcers or draft will take
its place at the head of the file when sentin citculation. When the head of the office
orders a reference to issue on a note for orders before, the file is circulated, the place
of the reference is between the current on which issue and that which is reply.toit.
The place for the note for order will depernd on the circumstances of the case,
when, however, the note for orders or the reference is written on the docket sheet
of a current, it will not affect the rule thai the docket sheet should always precede its
current,

Third —The put up papers. The arrangement of these will be the Foverse of that
of the current. That of the latest or newest date will invariably be placed at the top,
and that of the eatliest or oldest date at the bottom, Allpapers will be face upwards,

2. If the draft order is of aroutine nature i; will be entered on the docket of current
of the carliest date, so that it will be at the top of the file and can be read without the,
file being disturbed,

3. All references of a date subsequent to the introduction of the flat-file system,
must be placed in the file without being folded. Earlier references must not be put
flat, for the dockets are not suited to the flat arrangement: They should be taken
that they are not loose in the file, but typing is not always required to keep them secure
1t will often be convenient to arrange the folded references into bundles, side by side
so that the current and other flat papers may lic evenly on them. In this case the
earlier papers should form the bundle on the left and the later ones that on the right,

4. All papers arranged on the flat-file system should be stitc!.ed at the left hand
top corner, and the dockets similarly stitched should always be at the top of a file,

$. Books, rolled maps, efc., should not be tied with a flat-file, but sheuld be sent
separately with a slip showing to what currents they belong.
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6. After a file is disposed of, it should be arranged as follows, beginning from the
top \—
Docket.

Barlier current.

Enclosures thereto.

Reference thereon.

Later currents and enclosures.
References if any, thereon,
Latest current.

Note for orders.

Final disposal.

APPENDIX N
[Paragraph 158, sub-paragraph 1 under section I, Note (2).]

LIST OF RETURNS WHICH, WHEN BLANK OR CONTAINING FEW ENTRIES, SHOULL: BE
SUBMITTED ON BLANK CARDS OF THE PRESCRIBED SIZE.

(1) List of unanswered references.
(2) Intization of dates of submission of budgets or reports.
(3) Reports of return to duty or arrival at headquarters.
(4) Report of maintenance of inventory of stores by Civil Department.
(5) Return of lands held by officers. .
(6) Statements of expenditure from State funds on grants-in-aid.
(7) Reports on pilgrims proceeding to the Hedjaz.
(8) Statements of casualities among Carnatic Stipendiaries.
(9) Rewards statement.
(10) Fees to Public Prosecutors.. .

(11) Statement of presses worked and periodicals published. Specimen form
(on a post eard) to be adopted in reporting that teturns are blank,

The following returns for the ending are blanks—

(1) List of unanswered references.

(2) Return of lands.

(3) Report on pilgrims proceeding to the Hedjaz.

(4) Fees to Public Prosecutors.

(5) Statement of presses worked and periodicals published.
(6) Return of unclaimed property.

Date :
Station : ~ + Collector.

NoTte.—A cross should be male against the return or returns egarding which an
offlecr is reporting. - .
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APPENDIX 'O
[Paraétaph, 158, sub-paragraph 1 under section I, Note (5).]

RuLES REGARDING THE FORM, ARRANGEMENT AND CONTENTS OF COMMUNICATION
FROM SUBORDINATE OFFICERS TO GOVERNMENT.

Form of Communicaiions.

1. The papers on which communications are made shall be 613 inches or 13 inches
in length as the case may be, and ordinarily 813 inches in width in cases where wider
paper is found necessary the width shall be some muitiple of 81% inches. Enclosures
shall be on paper of similar quality and size, except where there is special cause to the
conirary (e.8., in the case of a stretch, plan or original enclosure). Fxclzsion Exact-
ness of width is necessary to prevent filed papers from being torn.

11. Papers shall be folded and creased as little as possible. L ngthy communica-
tions, or those accompanied by large files or numerous enclosures, shall be sent though
the post (unfolded) between thin card-boards. Envelopes intended for fi: t-files
shall on no account be used for enclosing communications of less than twelve
sheets of foolscap.

TII. Plans, maps, etc., which would be damaged by folding, shall be despatched
in the tin tubes or cases. Each plan or map should be provided with a thick inside
wrapper in addition to the outer wrapper—not necessarily of the length of the plan
or the map—indicating clearly the office from which it is sent and the number and’
date of the letter to which it forms as « nclosure. -

IV. The use of post-cards for any class of communication to Government  is
prohibited. ’

V. The name as well as the official designation of an officer shall be set out at
the head of every letter, memorandum or proceedings issued by him or from his office
on his responsibility, irrespective of any signature which may be given by procuratiop
at the end and irrespective of the authority or person to whom it may be sent. When
a copy is enclosed of a letter, etc., issued by another officer, or from his office on his
responsibility, the name and official designation of such other officer shall not be
omitted from the copy.

Arrangement of papers.

VI. The arrangement of the papers shall be regulated by the following instrueti
The letter or proceedings, as the case may be, shall be placed first. Belovgv thet lll;ftt:rm:r'
proceedings shall be placed the enclosures, if any, arranged in chronological order.
the earlier papers above and the later below. The whole file shall be connected by a
single tag. a hole bring bored for the purpose with a punch in the top left-hand corner.
The ends of the tag should be left open and should on no account be tied. Pms
should never be used.

The above rule does not apply to communications from the Board
Al: pepers read in Proceedings of the Board of Revenue should, if it is :é‘cels(sg‘r’gnt?:f
them to be sent up to Government, be arranged in chronological order before the
text of the resolution, and all enclosures or statement appended to papers read shoyld
be placed immediately after the paper to which they form an enclosure.

VII. In cases where one officer transmits a communication to  Gove
through another officer, e.¢., the Accountant-General, the fact of the tranmgggslicc)tg
shall be noted immediately below the entry of the designation of the officer to wham
it is addressed, e.g., to the Chief Secretary to Government (through the Accountant-
C I). Fo avoid mistakes in despatching, this entry should be written in red .
ink, or of typewritten, underlined in red ink. ; ’
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If there is no enclosure to the original communication, the transmitting offices
shall commence his endorsement immediately below the signature of the forward-
ing officer continuing the cndorsement, if necessary, on sheets addéd to the original
communication.

If there are enclosures to the original communication the transmitting officer shall
being his endorsement on a separate sheet which together with other sheets, if any
containing this communication shall be added after the enclosures of the original
ccéimmunication. In ncither case is a second tag to be added by the transmitting
officer.

VIII. When returning to Government an original communication referred to him
for remarks, the officer replying shall maintain the file of papers in the order sent to
him and shall treat his reply as a fresh communication, tagging it after the original
(referred) communications.

IX. When only enclosures to a Government “ Current number  are returned
by an officer to whom a reference has been made, these enclosures shall be placed
together in the order in which they are received, immediately below his letter and
before such further enclosures as he may find necessary to forward with his reply,
and shall be guarded by foolscap sheet with the following entry on the face of the
first sheet : ° Original enclosures received with No. , dated
peturned ™.

X. When a file is voluminous it may be broken up into two or more portions
enclosures which are of such a nature that they will not readily lie in book form
(e.g. sketches and plans) can be kept separate.

XI. When enclosures cannot be attached to the communication to which they are
enclosures, and are sent to Government a separate packet a sheet shall be attached
at the top of the file of enclosures by the tag, giving the number and date of the com=
munication to which they refer and the office from which it issued. If this cannot be
done, the number, date and office should be entered on an inner wrapper round the
enclosure or file enclosures.

XII. Enclosures shall be clearly numbered at the head of the first page, * En-
closures Nos. 1 and 2, etc., to leiter No. , dated
Statements appended shall be similarly treated.

There do not require dockets.

Contents of Communications.

XIH. Communications addressed to the Government shall, as a rule, be c¢om-
plete in themselves and independent of enclosures. ‘Enclosures of importance can
be forwarded but merely for possible reference on points of details. - An exception
to the rule here given will be where the case is simple and contained in a few words
and where a brief covering letter or endorsement lays the matter before Government
with sufficient clearness. But this method will not be permitted where it indicate want
of attention to the matter in hand by the officer addressing Government.

KIV. In forwarding enclosurs, it should be noted that they can often be for-
warded in original to be returned when no longer required. Also that they should
never be forwarded in extenso when extracts will suffice. '

XV. When an officer in inunediate correspondence with Government ‘hasto submit

views based on thoss of various subordinate officers, a brief precise of the letter shall,

in the majority of cases, accompany the letter writtento Goveroment. Such precise can
conveniontly be in a tabular form, S R R
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XVI. The Government ordinarily reccive communications on different subjects
frem the officer only who i the head of rhe executive department immediately con-
carned  as for pistance on a revenue subject from the Bnard nf Revenye onlv, on an
educational subjects from the Director of Pablic Tastruction only, ete. Such officers
shall before submitting reports, do their best to make them complete and independent
of reference to other departments. Thus, where it is plain that the opinion of the
Surgeon General will be acquired by Government before disposing of a paper from the
Board of Revenue, the latter shall the Surgeon-General prior to addressing Govern-
ment. Later In-Communication beiween the consult Executive departments is to be
freely adopted before the Government issaddressed.

XVH. Correspondence shall be condensed as much as possible, and prepetjtion
and details shall be avoided.

XVIII. Separate letters shall be written on distinct subjects.

XIX. Cares shall be taken not to riase general questions or to apply for specific
orders in periodical reports.

XX. When application is made for financial sanction of any sort, the code or
written authority shall, wherever possible, be quoted.

XX1. Demi-official correspondence shall not be quoted in official communications,

XXI1. Such previous correspondence as has taken place on the same subject
shall be quoted by date and number, adding the department if the paper quoted is a
Government order. In addressing the Government, subordinate officers shall always
quote the numbers and date of Government orders, where such have been communicated
to them, in preference to quoting their own letters included to those orders.

XXIII. The unnecessary use of terms in regional languages in English corres-
pondence shall be avoided. Whenever it may be found necessary to introduce such
terms, the qeuivalent in English shall, if possible, be given. Al enclosures in the
regional languages shall be substituted with an English translation.

XXIV. Dates shall be ordinarily given for calendar years alone, If it is necessary
to give them according to the fasli (revenue) or other special year, the corresponding
calendar year shall also be given, and, if necessary, the date and name of the English

month. /
XXV. Officers shall adopt an intelligible signature.

XXVI. Officers addressing the Government can do so either by letter in the first person
or by endorsement in the third person. The latter of these two courses as permissible
in trifting cases only. Tabular Statements can be Jorwarded under the signature merely
of the sending officer and without a covering communication.

The Board of Revenue is permitted to address Governmnet by proceedings.

XXVIL Every letter should be carefully punctuated, the paragraphs should be
numbered, and the fair copy made as complete as possible and ready for rhe press,
Marginal notes and entires which ential much trouble in printing should be avoided

as for as possible.

Afnote shall be made as follows in red ink at the foot of all important letters that
are likely to be printed or of orders on which it is essential that a larger number of
copies than usual should sbe supplied:— spare

1t is requested that spare copies of the order on this latier may be furnished,®
506-1—~14



210 DISIRIGT OFFICE MANUAL

Covers.

XXVII. Covers containing official correspondence, which is not of a confidential
nature shall be addressed to the officer for whom they are intended, by his official
deisgnation only and without the addition of his name,

XXTIX. Demi-official covers should ordinarily be addressed to the officers for
whom they are intended both by his name and by his official designation. Should
the officer addressed by name has vacated his appointment, his successor or focum tenens
should open such covers and deal with the communications enclosed if he is com-
petent to do so. If not competent, he should rerurn them to the sender with and
intimation to that etfect and should treat any information thus obtained as
confidential. Demi-official communications which are intended to be opened by
the addressee and by no one else should be enclosed in covers addressed to him by
name only, his official designation being omijtted, If he has vacated an appointment
and they ave delivered to his successors or locum tenents they should be forward to
him direct if bis address is known and if not rerurned to the sender.

XXX. Confidential papers shall be placed in double covers, the inner over being
sealed, marked “*Confiednetial” and superscribed with’the name only of the addressee,
the outer cover being addressed in the manner prescribed in rule XXVIII above. Both
covers shall be of strong material the innercnvelope being  as nearly as may be of the
size of. the outer one.

XX, A} letters sent by Government officers in their official capacity in reply to
communications of any kind received from private individuals or associations shall be
despatched  “‘service paid .

XXXII. Private posiage stamps shall be used on official covers addressed to
foregin countries or the prepayment of postal articles to be transmitted by the foreign
post.

XXXIII. Applications for leave shall be submitted by Officers in letters post paid.
Any such applications forwarded officially by superior officers shall be treated like
any orhersofficial communications,

GENERAL RULEs.

XXXIV. In forwarding draft minutes of appointment or suggestions regarding
appointments heads of departments shall be careful to draw special attention to cases
in which such drafts or suggestions contravene any order or rule of the Tamil Nadu
Government, or the Government of Tndia,

XXXV, In all offcial correspondeiee i the incumbent of appointment is other
than menial the words “Sri”, “*Srimathi” or “Kumari” should be prefixed to the names
of Indian Nationals irrespoective of the race or religion to which they belong and in
the case of foreigners the word “Mt,” should be used.

XXXVI. As the name of the person concerned should be published in full in all
notifications relating to individuals which appear in the Fort St. George Gazette,
heads of departments, in submitting io Government , proposals which involve gazette
notifications relating to such events appointments and investiture of powers, etc..
shall enter in the draft notification the full name of the individual concerned.

XXXVII. Heads of departments in submitting papers connected with charges
against ‘public servants and other miscellaneous reports shall forward English tran-
lations of material documents only. Bulky packages of papers in regional languages
having little, if any, rcal connection with the case under consideration shall never be
sent.’ )
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XXXVIHI. All representations to Government regarding ajterations in the scale
of supply of stationery or of rules in the Tampil Nadu Stationery Manual should be
submitted through the Controller of Stationery and Printing, Madrac,

NXNTY An additional carbon copy shalt be furnished of such communications
a4s g sub.chd to Government typewritfen amd which involve proposals on the
undermentioned subjects : —

Allowances.

Appointments and notifications for the gazette, other then those relating 1o
land acqusition.

Appointments of prosecuting inspectors.
Arrear of pay.
Article 30 of the Tamil Nadu Financial and Account Code.
Rule 38 of the Tamil Nadu Travelling Allowance Rules.
Certificates of identity. .
Construction by Railway department of buildings for the Railway Police—
3 copies.
Commutation of pensions.
Defence or cases instituted against public servants— 3 copies.
Establishments—Revision of—and entertainment of additional.
Estates of deceased emigrants.
Fees for services rendered as examiners.
Foreign service—Transfer to,
Funds—Allotment of.
Funds—Reapropriation of,
Funds—Surrender of.
Grant of full pay to officers in temporary appointments—3 copies.
House-rent—3 copies.
Kandyan pensioners.
Licences under the Indian Christian Marriage Act.
Lion on permanent appointments—3 copies.
Liveries.
Permanent advances.
Police Provident Fund—Exemptions from subscription to.
Police Provident Fund—Temporary withdrawals from.
Purchase of tents —3 copies.
Purchase of articles of Indian or foreign manufacture.
Returns of sacred offices, from the Registrar-General or Births, Deaths and
Marriages.
"Rewards for meritorious services.
Rubber stamps.
Seals—Supply of.
Stationery.
" Shipping casualties.
Typewriting machines.
Warks to be carried out by the Public Works Department,

en-a]—14A
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XL. In order to prevent unmecessary correspondenge,  proposition stataments
chall be submitted concurrently with applications for reMlsion of establishment.

o {Sce Argiclcvbfl((:)._qnc.i by of the Tanil Nady Financial Code, Vol. 1,

INDENTS FOR STORES

XLI. The following instructions shall be observed in the preparation of indents~—

Instructions regarding the preparation of indents.
1. On the front page of the indent, the following information should be givne : —

(1) Head of service (number and description) and whether “Central” or “State”
the nume of the State in the latter case being given, e.g., *41. Civil Works— Central
or “41. Civil Works—Tamil Nadu State.”

(i) Whether “centralised “or * decentralised .
(iii) Whether “Voted” or “Non-voted”.
(iv) A certificate of funds in the following form :—

“Punds provided in the High Commissioner’s budget for the financial year
1925-26.”

N.B.—If no provision exists in the High Commissioner’s budget (although it may
exist in the Indian portion of the budget of the Government concerned) the indent
should be accompanied either by a formal order transferring the necessary provision
or by an intimation from or with the concurrence of Government that the indent
may be compelled with, and that funds will be transferred to the High Commissioner
budget for the financial year concerned (the year being always stated).

2. 1t is not desired to restrict indentors to the ‘'use of a particular indent form,
but it is suggested that the specimen form {Porm-I) annexed might be adopted as a
model where revision or reprint of existing forms is considered necessary.

3. Tndents should be sent in sextuplicate. If the indent is accompanied by lengthy
specifications, three copies of the latter will suffice. If the indent is accompanied
by drawings, these should be tracing. If for any reason tracings cannot be sent, not
less than six ferro prints are desirable. ‘

4. Tndents may be either printed or typewritten but should not be in manuscript.
Indents for European stores should in future ordinarily be typewritten. They may
be printed without the special sanction of the Govérnment, if they are expected to
cover more-than ten tvpewritten  pages of the skeleton indent Form C.F. 275, the
maximum number 0 be printed heing restricted to twelve. The special sanction of
Government should be obtained in each case in which indents likely to cover ten type-
written pages or less have to be printed or in which more than twelve printed copies
are required.

« 5. Where the charges for stores are to be passed through the Remittance Account
for final adiustment in India (e.¢., stores for the Government commerical undertakings,
stores debitable to local funds. etc..) the indents should be clearly noted to that effect
and a certificate given that the necessary funds are available. in. India.

e s

R
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6. In the cases of demands made by telegram, all essential data should be included
alsorthe address to which the stores are to be despatched, the estimated Cost, the
ltl,ea:ld of service, and intimation that provision is included in the High Commissioner’s

udget.

§7. Indeats should be transmitted as early as possibie in the financial year in which
the funds are provided, and wherever practicable, should be despatcaed from India
so as to arrive in London by at the latest the 30th November. No useful purpose is
served by certifying against the grant for a given financial year indents which arc sent
forward so late that they obviously cannot be complied with and paid for within the
financial year.

8. Indents sent forward in one financial year which are to be met from funds which
are expected to be provided in the budget for the ensuing financial year should invari-
ably state either (a) that orders are not to de placed until the funds liave bezn voted or
sanctioned, or (h) that the Government concerned concur in the orders being placed in
anticipation of the necessaty provision being made in the budget for the ensuing year
(it being, of course, understood that no payments will actually be made before the
commencement of the financial year in which the necessary provision is made).

9. Each item should be separately priced, in pounds sterling and addicions should be
made at the end of the indent for the estimated cost of freight, and, where apolicable
for departmental expense, etc. Shillings and pence should be omitted where these
can conveniently be done. No items should be left unprised, a rough estimate being
inserted where reliable information of the cost is not available. .

10. Each indent should be confined to one financial year and to one head of service,

11. Whean sending to the India Store Department, London, indents which are subject
to financial limits, a separate limit should be shown for each item. In such cases
it is preferable to state that the limit of the sum allotted for each item should not be
appreciably exceeded rather than to  impose an absolute limit which must not be
exceeded. It is advisable in these cases to leave it to the discretion of the Director-
General whether—

(i) Stores under any one item should be purchased up to the limit of the, amount
allotted againts the item and the balance of the item refeired to India for further
instructions, or . i

(ii) The whole item should be referred to India befoxle any order is placed or

(iii) the item should be ordered in full when' is known that savings more " than
covering the excess have been effected in the purchase of other items in the same
indent. .

cpse

12. The date on which the stores are required to be landed in 18dia should be stated
detinitely. Vague phrases such as ‘‘ urgently required ”, “ as soon as possible ”, ctc.
should not be used . A brief explanation of the urgency stiould be furnished when
necessary, especially in cases where the success of a schende depends upon the carly
arrival of store.

13, The address to which the stores are to be-cohsigned sﬁould be clearly stated
should prefereably consist of — - - . w0 y stated and

L(1) the wame of the xlepa}rtrf)ént'or_ title of officer
L(2) the town ; and -
(3) the Indian port of landing.
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14. The items should be numbered consecutively, only single series of numbers
being used in an indent. THis applies ako to indents sent in the form of a letter.

15. When demands biave been made by lefter or telegram, confirming indents are
unnecessary and shouldsnot be sent.

16. When correspondence has taken place between indenting officers and manu-
facturers or direct quotations obtained, it is essential that copies of suchicorrespondence
should accompany the indent.

17. When it is desired that supply should be restricted to a particular firm a specific
statement to that effect should be made in the indent, and the reason briefly for the
information of ¢he High Commissioner. As the general instructions of the Govern-~
ment of India require that competition in supply must be obtained wherever practicable,
such restrictions should be exceptional catalogue references and references to  previous
supplies are very useful but in the absence of any special marginal not are interpreted
as merely indicating the type or description of article required. The date if any
catalogue quoted should be given.

18. When indenting for plant, machinery or electrical apparatus, the purpose for
which it is required should be stated as fully as possible or reference given to a previous
suitable supply. ln the absence of information to the contrary it is assumed that the
latest model or type of the machine demanded will be acceptable. If for any reason
an exact duplicate of an old type required this should be stated.

19. Indents for spare parts should be complied from makers’ spare parts catalogue
where available, and care should be taken to quote the correct symbol number and
nomenclature or code word applicable to the particular type of engine or plant. The
maker’s number of the machine should also be stated. Failing this, the date and source
of original supply should be given.

20. Supplies of certain bulky articles, such as stoneware pipes, rain-water pipes,
light castings, etc., are usually sent out unpacked a percentage increase being made to
the quantity actually required in order to cover possible breakages in transit. When
such addition has been made by the Indenting Officer, the indent should be noted to
that effect, in the absence of such note, the addition will be made by the Store Depart-
ment.

21. When drawing are asked for in indents, they or usually despatched immed-
ately after the plant has been inspected and approved. When advance drawings areg
¢oquired for foundations or o her reasons, the demand should be noted accordingly.”
Instructional and erection drawings should always be asked for when demanding
unfamiliar or complicated plant and machinery.

22, The stores should be examined immediately on the receipt at destination, and
whenever possible, under the personal supervision of responsible officer.

23. Particular attention should be given to the iastruction on the front of the
Packing Account, which should be in the hands of the Supervising  Officer during the
examination of the stores.

24, Tf the stores are found to bc in accordance with the particulars in the Packing
Account, a receipt should be furnished in the following terms - — ’

«Stores reccived. . . .(Jate) and cxamined, . ... .(date) found to be correct as
1o quantity and in accordance with the particulars in this Packing' Account ”,
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25. All acticles not enclosed in  packages, or loase bulk consignments, are held to
have been counted or weighsd by the matter of ths vessel on shipment consequently
any discrepancy should first be referred to the Port Qffizer, with an enquiry whether the
ship discharged the full - quantity. ' .

26, Should any articles appear to have original defects, samples upon which judg-
ment may be formed should in all cases be sent to (h: Direcior-General, India Store
Department, with the complaint whether it relates to qualtity or to pattern.

27. If any article not described in the Packing Account be received ; full particulars
thereof should be entered in the Packing Account, and reported by letter to the
Direcror-General, India Store Department.

28. The Packing Account should in all cases be signed by the Senior Officer of the
Department at the station to which the stores are consigned.

29. When any discrepancy, except as provided for in paragraph 30, is found on
receipt of the stores , and especially where early replacement is required, it is requested
that the earliest possible intimation may be made by letter addressed to the Director-
General, India Store Department, Lambeth, London and a reference to this letter noted
on the Packing Account. This letter should quote the shipping number of package
and pame of steamer by which the stores were shipped. In the case of damage the
reports should state whether it is considered to be due to defective packing or to rough
handling in transit and in what condition the case containing the stores was received
by the consignee. In the case of deficiency, it should, in addition state whether the case
showed any indication of pilfering in transit and whether the weight on receipt agread
with the weight shown on the Packing Account. )

30. When discrepancies are discovered and are considered not of sufficient impor-
tance to be reported, having regard o the value, nature of the stores and Percenrage of
loss, the receipt on the Packing Account should be qualified as follows *  Except for
sundry trifling discrepancies on which no action is required.” Reports of trial discre-
pancies or breakages should be avoided, since correspondence with suppliers in cases
in which the value involved is trivial is liable to prejudice the ssttlement of more impor-
tant claims.

31. It should invariably be stated in repocts and Packing Accounts whether replace-
ment is required or not. [n  ordinary circumstances, repalcement will not be made
unless specially asked for.

PusLrc DEPARTMENT.

XLIL Heads of Departments, in submitting applications for leave from military
officers in civil employ, shall in variably specify the country 10 which the office intends
to proceed.

XLIH. All reports and notes submitted annually for the State Administration
Report shall be superscribed in red ink, “ FOR THE STATE ADMINISTRATION
REPORT ™. - o

XLIV. District Magistrates should forward to the Chief Sceretary to the Governe
ment copies of all declarations under the Press and Regisiration ot Books Act, 1867
immediately after they are made. They should keep bound registers of all d clarations,
in Form 1 corrected upto-date, and for that, purpose will arrange to get the neces:
information promptly from the sahordinate magistrates before whom declaration
may be made. An anawal statement in this form of all newspapers and periodjeals
published within their respective jurisdiction should be submitted by District Magistrates
to the Chief Secretary to Government not later than the 1st February of each year,
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XLYV. Notifications relating to Indian Treasure Trove Act, 1878 which are intended
f(l)\r puGblication in the G rrerre of India, shall be forwarded direct to the publishers of
that Gazette.

HoME DEPARTMENT.

XLVI. Applications in respect of the following matters shall be submitted in the
form specified againsi each :—

(1) For magisterial powers (G.O. No. 445, Judicial, dated 8th March 1906)—
Form IH1.

(2) For power to take down evidence in English under section 357 of the Code of
Criminal Procedure (G.O. No. 445, Judicial, dated 8th March 1906) --Form 1V.

(3) For the appointicnt of Honorary Magistrates (G.O. No. 2657, Home, dated
20th September 1956)--Form V.

Appilications for the appointment of Special Magistratcs for the trial of offences
punishable under the Towns Nuisances Act shall be accompanied by a draft notifica-
tion in Form VI.

XLVIL (1) A Magistrate or Court on passing an order under section 466 (2) or
471 (1) of the Code of Criminal Procedure, 1898, detaining a person in the Meni-l
Hospital, Madras, for sale custody, shall if the lunatic is confined in a sub- ail
forward to the District Magistrate two copies of the following documents & —

(a) The Judgment of the Court.
(b) Deposition of the medical witnesses.

(¢) Medical history sheet in Form A prescribed in G.7). Ms. No. 978, Home,
dated 10th April 1957.

(2) 1f the lunatic is confiend in a district or Central Jail, one copy of the said
documents shall be forwarded to the Superintendent of the =1, and one copy to the
District or Chief Presidency Magistrate.

(3) The District of Chief Presidency Magistrate or tlic Jail Superintendent, as the
case may be, shall arrange for the teansfer of the lunatic « » the Madras Mental Hospital,
and shall at onec give notice of the transfer to the Superintendent of the-Mental Hospital,
forwarding fo him at the same time one copy of the dozuments specified above.

X1.VHI. Applications  for sanction for the emplo uat of additional police
constables for plague o other special duty shall invaviatiy be made through the
Inspector-General of Police, who will submit his proposals for the orders of Govern-
ment in the Home (Policc) Departmont.

FINANCE DEPA" TMENT.

XLIX. The rules regulating the procedure to be adopted in regard to obtaining
sanction for necessary appropriation for expenditure not provided for the budget are
contained in Chapter VI of the Madras Budget Manual.. Applications to Govern-
ment Tor reappropriation of funds should be prepared by the Chief Controiling Officer
in the form printed in Form ‘ N’ in the Madras Budget Manual, and submitted by hirh
to the Government in the Adminisirative Department.
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L. The rulas -elatinz to ths sunply of tynewriter and duplicators ate embodicd in
Chapetr LX of thz Stationery Maual' The conditions under which the Board of
Revenue cansanctionthe supply of typewritersarelaid downinparagraph 61 (o) of the
Stationery Manual.

LI. Applications for pension in the case of non-gazeited officers will be forward of
directtothe Accountant-Gene albythe authorities competent to sanctiontheir pension
Cases in which any concession which is not within the powers of the authority or
officer sanctioning the pension is prayed for or recommended should be submitted
through the proper channelfor the orders of the Government.

If the authority competent to sanction the pension of an officer considers with
refereoce to Article 460 of the CivilService Regulationsthatis opento question whether
the full pension admissible under the regulations should be gtanted to the office
owing to his unsatisfactory character and conduct, the pcnsion application shall be
s ubmitted to the Government for orders with a conscise statement of the upfavourablo
circumstances appearing against him and a sufficient explanation the eof to enablc
the Government te forman opinion asto the property city of reducingthe pension.

LII. The Madras Port Trust Boardisauthorisedto have printed atthe Governmen
Press, in the Form in which they will appear inthe Proceedings of the Government,
communications and papers which it desires to submitto Government in print.. The
castof printing the copiessupplied to the Board will be paid bythe Board. The Board
will be at liberty to supply to the Director of Staiionery and Printing, Madras the
paper on which the copies for the Board are to be printed.

LOI. Communications to Government from Collectors of martime district or othe
officers in connection with martime or port conservancy affiairs shall be submitted
through the State Port Officer.

PUBLIC WORKS DEPARTMENT.

LIVData statements for the calculation of rents of buildings ) which require, the
sanction of the Government shall be submitted through the Accountant-General.

LV. Applications for the contimued employment of temporary establishments shall
be su_bgémed by the 1st March Proceedings the official years for which sanction is
requi ed.

LVI. Proposition statements for temporary establishments required for the
financial year, shall the show present scale ” and be submitted through the
Accountant-General supplementalstatementsfor additionalestablishment may be
forwarded directtothechiefEngineer without exhibitingthe * present scale,”

LVI. Proposition statement shall be accounpanied by a covering letterexplaining
fully the zecessarily for such demand.

LVIIL. Qplications for sanciion to the local purchase of stores of Eurpeant manu-
fucture shall be submitted in duplicate through the General Superintendent,
Public Works Workshops at Stores.

LIX. Charges preferred to the Chief Engineer against subordinates of the departs
mesit shallbe submitted in Form VI

F~ LX. Notification under the Land Qequisition Act shall be submitted with com plefe
informationasto— . : .

(1) thesanctioned estimate from wheih the cost of the land willbe met,0r -

(2) The Government order or otcer authority sanctioning the estimate,
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LX1. Proposal for the alteration of existing territorial lijits shall always be
illustrated by maps.

LXTI. When drawings have to besent by post, they shali be prepared for despatch
in one of the following ways —

(a) Drawing on section paper stout drawing paper or tracing cloth when there
are notsufficient ofthemto formaroll,should befolded to foolscapsize and put
between cardboards.

(b) Typedesigns, blue print and maps may be treated in the same way.

(¢) Drawings intended for reproduction wherever materialf of they aren, must
never be folded.

(0) Trecing paper should never be folded.
(e) Photograpus must laways be put between catboards

(f) When drawings ae tagged together, the tag should be,Zput §through the left
hand top corner.

(¢) Whendrawings are not folded they should be rolled and patinto a tin
case.

LXIII. Bstimates inconnection with the undermentioned clases of buildings
shall be accompanied by the information presesribed in the publications noted agains
each classT -

Class of buildings. Rules unde) which Infirmation
should b2 supllied,
M 6]

(1) Residence for Government Officials .. Paragraphs 219-B, 270-F, 420,421 of the
TamilNadu Public Works Department
Code and Pragraph 173 of Qppendix I
to that Coee.

2) Militar y Brildings .. .. .. Paragraph 52, Army Regulaiions, India
(2) Militar y Volume XII. : "

LOCAL ADMINISTRATION DEPARTMENT.

LXIV. Whenever lands have to be acquived for local fund or muncipal purposes
t he local bodied shall apply to the flollectors concerned who will take the necessary
aciion under the Act and submit the required 2pplication to Government.

LXYV. When submitting draft notifications fo r the acquisition of Land for loca]

bodies, Collectors of the State.

(i) the purpose for which the land is wanted

(ii) the approximate cost of the scheme.

{iii) whether the scheme, if the cost ecceeds, Rs. .,500 has receivd the epproved
of the completant acthority under the vule prescribedin G. O.Ms. No, 1655,
Public Health dated th kugfist 1125;

(iv) if such sunction has not_been obtained that steps have been taken to
ensuted the site being snitable for the purpose in view.

(v) if the cost of theschemedoes not exceed Rs. 2,500 by what aunhoiity

whether Division Officer, District Health Occer or otherwise the site has been
inspected andits fitne ss for the purpose in liew certified.
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(vi) whether in the case of acquisition for burial and burning grounds the
comuaunity comcerned hasaccepted the site proposed and whether trial pits have

been deg to see that the subsoilof ths land, whan required for purposes of burial
is suitable to a suffi ient depth :

(vii) whether inthe case of acquisition for purpose of a school the site 1S

accessible to members of all commuuities and has been approved bythe Educational
authorities ;

(viii) if the owner occupier objected has to be proposed acquisition. whethe
other iand equally convenent of perhaps a little less Convenient, but sufficiently
suitable, could not be obtained elsewhere, open to no objection or less objection
on the part of the owneT or occupiet ; and

(1x) if thel
by the District

and is required for a sanitary purpose, whether it has been approved
Health Officer or otheT responsible cfiicer and whether they (Collee-
tors) are satisfied cither from personal inspection or on the repert ofsome
competent * office , that the site is suitable.

FoeMm 1.
{Rule XLI-2)
Indent,

(First facing page.)

No. DEPARTBENT.

Telegraphic Indent Code Word

Head of s€rvict."

(Number and description and whether “Central” or “State ” the name 0.
the State beinggiven in the latter case.)

Funds p-ovidedin the High Cdmmissioner’s Budget for the financial year, '
Whether *centralised’ or ‘deent alised’.
" Whether * Voted” o “Non-Voted
When required to belanded inTudia,
Address(es) for the stotcs. '
(conchuding with the pari ol nibinginTadia,

Explonation of contractions1
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(Second page).

Item Description Distribution  Number  estimated  Remarks
number. of stores. if any, or quantity cast,

required. indentins

officer.

(Third page to face scond page).

Nuame of contractor, Date of contract, Actual cost. Remarks.

£. 5 d.

N.B.—This page is intended for the India Store Department only.

FrrRM TV.
(Rule XL1V))

Statement of newspapers and preiodcials published in the Madras State.

Nunber. Naine of Language of  Plac of  Name of
newspaper  puablication.  publication  keeper of
or periodica! and pressat  pressand date  Daily
which printed. of declaration weekly
u tder or
Seciton 4 of otherwise.
Act XXXV of
1867.

(h ) 3 “ ) ©
Anmnual Circu- Nume race, Name,race, Name, race, etc., General
subscrib-  lation. age (andinthe etc., of the and date of réinarks

tion. case of Hindus)  editor. decleration under as Lo toie
Caste and antece- section 5 of Act tuflucncen
dents of preprietor. XXXV of 1867. etc.
A,

! Publisher. Printer. A
¥)) &) (9) (0 (Y (17) 12
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Foxy 1L
(Rule XLVD).
HomE DEPARTMENT.
Received 19 . Registered

Appfication for magisterial powers under sections 12 and 37
of the Code of Criminal Procedure.

under what sections and
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Station : Dated: No.

Signature)
Additionalistrict Magistrate

® Column (5) should invariably give the date or dates of the grant of previous
powers, if any, to the officer on whose behalf the recommendation is made.

Order—R. No. , dated 19

In exetcise of the powers conferred by section 12 of the Code of Criminal Procedure;
1898 (Central Act V of 1898), the Governor of Tamil Nadu hereby appoints
to be a Magistrate of the class in
the district of and under section 37 of the said Code invests him !
them with all the powers specified in the fourth schedule to the said Code as poweis
with which a Magistrate of the class may be invested by the State
Government except the powers to

(True extract,)

Secretary,
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Fory IV.
(Rule XLV1.)
Hoat DepariseNt.,
Received 19 . Registered 19

Application for evidence powers under section 357 of the Code of
Criminal Procedure.

Name in Preseuit General Linguistic Whether  Narure of
full of the  office. educational  attainments evidence powers recom-  Remarks.
noininee. qualifica- (guote have been mendation

tions. examinations  exercised and the

passed before if so, grounds
specifying in what district  thereof.

standard). and when
(quote Gacette;
notification).
) (&) €3] %) Q) (6 (7)
Starion. dated No.
(Signature.)
District Magistrate.
Sessicns Judge.
Order—R. No. , dated. 19 . e
Under section 357 of the Code of Crimipal Procedure, 1898 (Central Act V of
1898), the Governor of Tamil Nadu hereby directs Thiru in the
district of - to take down the evidence of witnesses with
his own hand in the English language.
(True extract.)
o Secretary.
District Magistrate )
To the — af

Sessions Judge.
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ForM V.
(Rule X1.V1.)

Application for the Appointinent of Honorary Magistrate for the
town of in the district of

1 Name and address of applicant :
2 Age:

3 Fducational qualifications :

4 Official appointments held :

5 Occupation :

6 T'otal annual income which will be ascertainable from
following three sub-heads:---

(@) Income-tax.
(b) House Tax.
{c) Land Revenue.

7 Public Servicesi—

(¢) Membership of Public Organisations for
promotion of education, culture and general
well-being ;

*(b) Social Service through recognized public and
private bodies.

(¢) Elective Office previoasly held /

* This will not apply to retired officials.

ForM VI.
(Rule XLVI.)
Notification,

Tn exercise of the powers conferred by section 14 of the Code of Criminal Procedure,
1898 (Central Act V 1898), the Governor of Tamil Nadu hereby.confers upon
Sub-Registrar of taluk, in the district of
for the term of his appointment as Sub-Registrar of
such of the ordinary and additional powers of a Magistrate of the third-
class as are specified hereunder in respect of offences under sections 3 to 5, both
inclusive of the Town Nuisance Act, 1889 (Tamil Nadu Act I1I of 1889), which may
Panchayat
—_—0

town

be committed within the limits of the taluk in

the district of

I. Ordinary powers—Schedule IIT of the Code of Criminal Proced
section I—Items 1 to 9, 14, 15 and 17 to 20, are, 1898,

11. Additional powers—Scheduie TV of the Code of Criminal Procedure, 18

98
Ttems (4) and (5) of the powers conferable by the Governor of Tamil Nadu on
a Magistrate of the third-class.
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ForM -VII.
Rule E1X)

Charges preferred to the Chief Engineer against subordinates of
the Public Works Department.

Final orders by the

Cha ves. Explanaiion of Remarks by lol head of the
the accused. officers. deparvmeiit,”” " *

(&) 2) 3) @



A

Abbayi Nayudu
Abimanya Patnayak
Abhjram Avyyar
Abishekanathan
Acharyulu Pantulu
Achyutalingam
Achyutaramayya
Achvuta Sastri
Adaikkalam
Adaikkalanathan
Adikesavalu

Adimula Chetti
Adimurthi Rao
Adinarayana Ayyar
Adinaravanaswami Navudu
Adinaravanayya
Adiseshavya
Adiseshu Ayyar
Adityam
Adhivaraham
Adivarahamurthi
Adrishtam
Aghorapati

Aghora Sastrulu
Agnihotrudu
Agniswami Pillai
Akilandayya
Alagappa Mudeali
Alagiriswami Navudu
Alagasingara Acharya
Alagiasingam
Alamelu Chetti
Alavandar Chetti
Alwar Chetti
Amalanandam Pillai
Amaranpa

Ambadi Marar
Ambasankara Ayvar
Amirtajagadiswara Avyar
Amirthalingan® Pillai
Amirtanayakam
Amrita Rao
Amirjaswami Pillai
Anandalwar

Ananda Rao
Anandatirtha Rao
Ananta Acharlu
Anantagiri Rao
Anantakalvana Ayvar
Anantakrishna Ayvar
Anamtanarayana Ayyanear

506-1—15

APPENDIX 225
H'NDU PERSONAL NAMES.

A-cont.

Anantan Nayar
Ananta Pattar
Anantarama Avyar
Ananta Rao Pantulu
Anantaryan
Anantasitarama Sastri
Anantasubramanya Ayvar
Anavaratavinayvakam Pillai
Anbudayan
Andaperumal Pillai
Andiappa Pillai
Andisundaram
Andiappa Pillai
Anjanevalu

Anna Achariyar
Annadurai Ayyar
Annaji Avvangar
Annamaiai Chetti
Annaparaju

Annappa Kamath
Annaswami Thevar
Annayva Nayuda
Anugrahiam
Apaduddharana Dikshitar
Apatasahaya Avyar
Appadu Pantulu
Appadurai Ayyar
Appaji Rao

Apvpala Acharva
Appalanarasayyu
Appalanarasimhan
Appalanarasimhulu
Appalasuryanaravana
Appalaswami

Appan Nambiyar
Avppanna Pantulu
Appa Rao
Appalaswami Ayyar
Appavu Chetti
Appayya

Appukutti Mudali
Appu Aenon
Appunni Menon
Appu Sastriyar
Appusundaram
Appuswami
Aramvalartanatha Pillai
Arangadan
Aravamudn Ayyangar
Ardhanari
Ardhanariswara Ayyar
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HINOGU PERSCNAL NAMES—cont.

A-~—cont.

Arogyam
Arogyaswami Muadali
Arpudaswami Udavar
Arulanandam Pillai
Arulappan

Arvla Pillai
Arulaswami Pillai
Arumainathan
Aromeainavakam
Aramugam Pillai
Arunachala Avvar
Arunzoiri Nayndn
Asirvedam Pillai
Aswatham Avyvar
Aswathanaravana Avvar
Atmanathan
Avadayer Pillai
Avadhanulu Pantulu
Avudaiappan

Ayya Avyvar
Avyvadurai Ayyar
Ayyakutti Avvyar
Ayyaizvva Navidu
Ayvult Navudu
Ayvapran Pillad

Ayyaswami
Ayyavenkata Acharya
R
Babanra Kamath

Rabu Ruo

Badaravana Sastri
Balagurt Nayudu
Balacurunathamm Pillaj
Balaii Rac Navudy
Balakotayav
Balakrishan Ayvar
Balakrishnamurthi
Balamukunday Avyyar
Balarama Avyvar
Ralarama Das
Balarama Krishnaulu
Balaramamurthi
Balarameswami Patnavak
Balaramayva
Balasimha Rao
Balsingam
Balsubramanvam
Ralasundaram
Ralswamai Chetti
Balu Mudali

B-—cont.

Bandappa Chetti
Bangarayya
Bangaruswami Pattar
Bappanna

" Bavannayya Nayudu

Bapraju

Bappavya Pantulu

Bappu

Bapu Rao

Basalinganna

Basalingappa

Rasavanna

Basava Chetti
Basavarajuewaram Pantulu
Basi Reddi

" Rava

Bava Rao
Bavaswami Pant

" Bavyvappa Reddi
" Beilayappa

Rhabanta Rao
Phagabanalu Pantuln
Bhagavatisubramanva Avvar
Bhagvam Pillai
Bhagvnathun
Bhagirathi Rao
Bharivamurthi
Bhaktavatssludu Nayudn
Bhanumurihi
Rharatalwar
Bharatan
Rhashika Acharlu
Bhasva Acharivar
Bhasivam Avyanear
Bhaskara Avyvar
Bhackaran
Bhaskararamamurthj
Bhaskaramavya
Bhavana Achasavy
Bhavanandam Pjllaj
Rhavanicamkara Rao
Rhavaniewami Rao
Bhima Acharya
Bhimasamnkara Rao
Rhimasena Rao
Rhimavay
™ "neswara Rno

gavya

ia Roo

ianga Ran

minathan



APPENDIX
HINDU PERSONAL NAMES—cont.

B-—-<ccnt. C—cont.
Bhuoshanam ' Chelvaranga Rajn
Bhutalinga Ayvar Chenchayya Chetti
Bhuvarahamurthi Chenchuramayya
Bhuvaraha Rao Chengajraya Ayyar
Biddayya i Chengalivapati Nayvuedu
Bishtopant Chengalva Rao Navudu
Brahamani Rao ' Chengalvaraya Ayvar
Brahmanandam Nayudu Chengappa
Brahmayya Chenga Reddi
Brihadisan Chengayya Chetti
Buchchayya Chetti Chennakesa Avvanzar
Buchachiraju i Chennakesavayya
Buchchiramayya Chennukkatti Xurup

Cherivan

c ' Chidainbara Avvar
Chakkarai Chetti Chinnakamaraju
Chakkao ) Chinnakrishnan
Chakku e " Chinnakrishnayva
Chakradhara Mahanti Chinnappa Pillai
Chakrapandian Pillai Chinnaswami Pillai
Chakrapani Rao ’ Chinnatambi
Chakarvarti ' Chinnayya Pantuln
Chalamayya Chinnikrichnan
Chatapati Rao Chinnikiishnayya
Chamu Menon ‘ " Chintamani
Chandappa ’ : " Chirukantan
Chandayya Chittayva
Chandi Kosi Chitti Babu
Chandramauli K " Chokkalingam Pillat
Chandran ' Chokkanathan
Chandrasekhara Sastri Chokkanna
Chandu Nambhiyar - Choyikkutti
Channigappa ‘ Chudamani Ayvar
Chantan ’ Chuppukkutti Menon
Chappan Menon ' ’
Chappuni Navar C D
Chattappanni Panikkar Daivanayagam
Chaturbhuja Das o Daivasahayam
Chattakkutti Daivasikhamani
Chattu Menon Dakshinamurti Dikshitar
Chavappa ’ Damodaram
Chavapati Rao Danappa
Chella Avyar Diandapanayya
Chellan Dandapani Ayvar
Chellaperumal Pillai Dandayudhapani
Chellappa o Das Ayyar
Chellappan Dasanna
Chellaswami - . * Dassappa
Cheluva Avyar C Dasaratharaman
Chelva Avyanear ’ ~ Dasaratharamayya
Chelvakesava Mudali | ¥  Dasartha Rao

A0E-1—15A
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HINDU PERSONAL NAMES—cont.

D—cont.

Dasarathi Rao
Dasarathaswami
Dattartreya

Desika Acharya
Devadasan

Devaji Rao
Devakataksham
Deval Raju
Devamani
Devanatha Acharya
Devanathan
Devanayakam.
Devanesan
Devappa Punja
Devaprasadam
Devapriyan
Devaraja Mudali
Devarajan
Devarajulu

Deva Rao
Devasahayam
Devasikamamani
Devarvaram
Devayya
Dhanakoti Pillai
Dhanaraju
Dhanaswami
Dharmakkan
Tyharmalinga Mudali
Dharmaraja Avyvar
Dharmaranga Raju
Dharma Rao
Dhondu Rao
Dinabandhu Mahanti
VDinadayalu-
Diraviyam
Diraviya Nadar
Doraswamayya
Durairaj

Durairaju
Duraiswami Ayyar
Duraisingam
Duraivelu
Duraiyappa Ayyar
Durgachala Mudali
Durgaprasada Rao
Dwaipayana Acharya
Dwarakanathan

‘ E.
Edpen

Eippa Naiman
Fkambarayya

"~ E—cont.
Ekambara Ayyar
Ekambaram
Ekambaranathan
Fkanatha Ayyar
Fkantalingam Pillai
Fkantharanga Nayudu
Ella Reddi
Elumalai Konar
Erakimuthu Chetti

G

Gajaraja Mudali
Gajendra Nayudu
Ganapati Ayyar
Ganapathiraman
Ganapathisubba Ayvyar
Ganarathisubrahmanyam
Ganapathivapjpa Pillai
Ganenavva Shenai
Ganesan

Ganesa Mahapatre
Gangachalam
Gangadhara Avvar
Gangadharan
Gangadharappa
Ganganna

angaraja

Gangaraju Pantnlu
Gangaram

Ganga Rao Nayidu
Gangayva

Gangoji Rao
Garudachala Mudali
Garuda Acharva
Gaurinatha Sastri
Gauripati Rao
Gavaravva Nayuda
Gayatri Avyar
Gavatrinatha Ayvar
Gavatrivallabha Ayvar
Giiri Rao

Girivapna

Gokarnam

Gomaii Rao
Gomatinayakam
Gopala Acharaya
Gopala Dessiak Acharava
Gopalakrishna Avyar
Gopalakrishna Patnavak
Gopalakrishnamma
Gopalan Nayar
Gopala Rag’
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HINDU PERSONAL NAMBS—oont.

G—cont.
{iopalaratnam Ayyar
Gopalanarayanan
Gopalasundaram
Gopalaswami
Gopalayya
Gopinatha Rao
Govinda Acharya
Govindakrishna Ayyar
Govindan
Govindappa Chetti
Govindaraghava Ayyar
Govindaraja Ayyangar
Govindaraju
Govindarajulu
Govindanarayanan
Govinda Das
(Govindasivan
Govindaswami
Govindayya
Gundappa
Gundu Kao
Gurraju
Gurumurtayya
Gurumurti Ayyar
Gurunatba Pillai
Gurapadam
Gururaja Rao
Guruswamayya
Gurusvwami Ayyar
Guruvayya Sastri

H
Hamapayya
Hanumantha Rao
Hanumanthulu
Hanumanulu Pantulu
Hanumayya
Haridas. Nayudu
Harihara Ayyar
Hariharan
Hari Rao
Harisankar Bhatt
Harisarvothama Rao
Hayagriva Rao
Hanumantha Rao
Hiriyanna

Ichara Menon
{dichandi

1kkanda Menon
Mayalwar Ayyangar
1layatambi Pillai
Imbichuchunni Nayar
Inbaswamy Pillai
Innayya

I—cont,

Irulu Pillai
Irulandi Pillai
Iswara Ayyar
Iswaran
Iswaramurtiya Pillai
1tti
[iticheria
Ittimuthu
Ittiyerah
ttup

J
Jagadisan
Jagadiswara Mudali
Jaganatha Chetti
Jaganatham Pantulu
Jaganathaswanui
Jagannayakkulu Naidu
Jagapatiraju
Jaggarajan
Jaggaraya Piliai
Jagga Rao Nayudu
laimuni Pillai
Jaladurgaprasadaryuda
Yalapeswara Ayyar
Jambulinga Mudali
Jambunatha Ayyar
Jambunathan
Jambuswami
Janakirarnayya Pantulu
Janaki Rao
Janardana Rao
Janardanaswami Nayudu
Jangam Reddi
Japurnanam
Jayantiswara Ayyar
Jayarama Ayyar
Javaramachandra Avvar
Jayarao Pantulu
JesudasamPillai
Jesudaivan
Jivaji Rao
Jivan Rao
Jivappa Nayak
Jivaratnam
Jivaratna Naydu
Jnandesikan
Jnanadhikam Pillai
Jnandurai
Jnanayya
Inanakkannu
Snanamani
Tnanamanikkam

Jnanam Pillaj
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HINDU PERSONAL NAMES—cont.

J—couns,
Jnanamuttu
Jnanaprakasan Pillai
Jnanaratinam
Snanasambandham
inanasikhamani
Jnanasiromani Nadar
Inanswami Mudali
tnanvairan Pillai
siiwiiavoliva
Jnanayudham
Jnaniyar Nadar
Joga Rao
Jogayya Pantulu
Jotinayakam

K

Kanchchapeswara Ayyar
Kandingi Nedungadi
Kadirvelu Madaii
Kailasa Ayyar
Kailasam Pillai
Kilasapati Mudali
Kalahasiri Ayyar
twelappa Mudali
Kaleswara Rao
Katlapiran Pillai
Kalvanakrishnayya
Kalyanam
Kalyanarama Ayyar
Kalyanasundaram
Kalyanasundara Mudali
Kalyanaswaini
Kamalanathiin
Kamalanath:. Mudali
Kamalesa Nayudu
Kamaraju

Kamayya

Kamban

Kambliotul
Kamesam
Kameswara Rao
Kamaran Nayar
Kamoji Rao
Kanakachalam
Kanakarajulu
Kanakaratnam Pillai
Kanakasabhai Pillai
Kanaksabhapati
Kanakasabhesa Ayyar
Kanakayya
Kandaswami Mudali
Kannan Chetti

¥ K—cont.
2 Kannayya Nayudu
Kannuswami Pillai
“Kantimatinatha Pillai
-Karpakavinayakam Pillai
Karpurasundara Pandiyan
Karunaka Menon
Karuppanna Pillai
Wasinathan

Kasinatha Mudali

Kasi Rao
Kasiviswalingam Pilai
Kasturi Chetti
Kasturiranga Ayyangar
Kattaperumal Pillai
Kaundinya
Kayarohana Mudali
Kelappan

Kelu Eradi

welukkuatti

Kerala Varma

Kesava Pai

Kesava Pillai
Kesavayya

Kesavulu

Kittunni
Kochuchukrishna Marar
Kochchunni Kurup
Kodandapani Chetti
Kodandarama Nayudu
Kodandaramanujulu Nayué..
Kodandaramayya
Kodandaramaswan:i
Kodanda Rao Pantulu
Kolappan Pillat
Koman

Komban
Kondalanarayanaswamy Nayudu
Kondala Rao
Kondalanayudu
Kondappa Nayudu
Kondayya Nayudu
Koneri Rao

Koneri Ayyar
Koppunni Navar
Kopresa Rao

Kora

Koran

Kosi

Kotayya

Korilingam

Kotteswara Ayyar
Koyil Pillai ‘
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HINDU PERSONAL NAMES cont.

K—cont.
Kripasankar
Krishnabrahman
Krishnaji
Krishnama Acharaya
Krishnamma
Krishnamurthi
Krishnan
Krishnappa
Krishna Rao
Krishnaswamayya

Kiishnaswami Jatavallabhar

Krishnayya Pantulu
Kuiandai Reddi
Kulandaiswami
Kulandaivelu Pillai
Kulasekharan
Kumarachakravarti
Kumaradeva Mudali
Kumaraswami Satri
Kumara Tatacharya
Kumaresan
Kunchitapadam Ayyar
Kundu Panikhar
Kundan Nayar
Kunhi Bappu
wunhi Kannan
Kunhi Raman

Kunnikrishnan Nambiyar

Kunhikuttan
Kunhikutti
*unhunni Menon
Kunjan Menon
Kunja Achehan
Kunjukrishna Menon
Kunju Nayar
uppa Acharaya
Kuppan Ayyangar
Kuppa Rao
Kuppuswami Chetti
Kuriyan

Kuruvilla
Kuttalingam

Kuttan Menou
Kutrirama Menon
Kuttisankara Panikkar
Kutumba Rao

L

Lachchanna
Lakkarajn
Lakshmana Ayyar

L—rcont.

Lakshmanna
Lakshmana Perumal
Lakshmanaswami
Lakshmayya Nayudu
Lakshmikantam
i.akshmikkantaraju
Lakshmikanta Rao
I.akshminagabhushanam
Lakshminarasa Ayyar
I akshminarasappa
ILakshminarasimhan

1 akshminarasimhalu Nayudu
1.akshminarasu Pantulu
Laksiminarayana Ayyar
Lakshmipatti
Lakshmivaradhan
Lingamiurti
Linzappaiyya
i-ingaraju

Lingayya

Lingo Pant

Lokanatha Mudali

M

Madanagopala Rao
Madana Mohana Simha Devi
Madappayya

Madhava Menon
Madhavan Navar
Madhusundararao Pantulu
Madurainayakam Pillai
Mahabala Rao
Mahabandu Dikshitar
Maliadeva Ayyar
Mahalinga Ayvar
Maharaja Pillai
Malayyznpa Ayyar
Mallapporaju

Mallari Rao

Mallayya

Mallikarjuna Asari
Manavala Navudu
Manavedan Raja
Manavikrama Raja
Mangesa Rao

Manikkam Pillai
Manikkuvasags. Nadar
Manikkavelu Mudali
Manikyarao Pantulu
Manjappa

B " i
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HINDY PERSONAL NAMES--cont,

M—cont.. .

Manjunatha Beliga
Mannaruswami Nayudu
Manonmani Pillai
Mariyappa Mudali
Mariyaprakasam Pillai
Mariyasusai
Marisiddappa
Markendeya Sastrulu
Marthandam Pillai
Marudachala Mudali
Marudanayakam Piilai
Masilamani Mudali
Matrubhutam Ayyar
Mayuranatha Ayyar
Melagiri Kao
Minakshisundara Ayyar
Minakshisundaram Pillai
Mohana Rao
Monappa Chetti
Moppurappa
Mrityunajaya Ayyar
Mudaliyandan Chetti
Mukhyaprana Rao
Mukkantiswaradu
Mukti Chidambara Mudali
Mukundaraja Govinda
Mukunda Rao
Munayya
Mundappa Bangera
Muni Chetti
Munpiswami Pillai
Munisubramanyam
Murti Chetti
Murugappa Chetti
Maurugesa Mudali
Muttanna
Muttayya Chetti
Muttu Chetti
Muttukumaraswami Mudali
Muttuswami Ayyar
Mutyaluswami Chetti
N
Nagabhushanam
Nagalingam Pillai
Nagamani Chetti
Nagam Ayya
Naganatha Ayyar
Naganna
Nagappa Mudali
Nagaraja Rao
Nagarathnam

Y

Nagasundaram Ayyar P

N—cont.
Nagaswami Ayyar
Nagendram
Nagesa Rao
Nageswara Ayyar
Nagi Reddi
Nagoji Ruo
Nallamuttu
Nallasivam Pillai
Nallaswami Pillai
Naullatambi Nadar
Namasivayam Pillai
Namberumal Chetta
Nambi Ayyangar
Nammalwar Chetti
Nanaswami Rao
Nandikeswaram Pillai
Nanjappa Ayyar
Nuanjudayya
Nanu Ayyar
Narashri Rao
Narappa Nayudu
Narasa Ayyar
Narasmnna Rao
Narasaraju
Narasimhadas Pantulu
Narahsimhan Nayudu
Narasimha Rao
Narasitnhaswami
Narasimhayya
Narasimheswara Sarma
Narasimhulu Nayudu
Narasinga Rao

‘Narayana Ayyar

Narayanam, Pillai
Narayanamurti Pantulu
Narayanan Nambudripad
Narayanaswaan Ayyar
Narayana Varada Nayudu
Narayanayya

Nargunam, Pillai
Nataraja Ayyar

Natesa Ayyar

Natesam Pillai

Natesan

Nathameni Mudali
Navamani
Nayanakkannu

Nayana Sastri
Nayanavayya
Nayiniappa Chetti
Neliyappa Pillai
Nilachalam Pantulu



APPENDIX 33

HINDU PERSONAIL. NAMES—cont.

N—cent.

Nilakanta Ayyar
Nilakantam Panthlu
Nilamegha Pillai
Nilameham Sastri
Nukkayya

Pachchaiperumal Pillai
Pachchayya Pillai
Padmanabha Sarma
Padmanabhayya
Padmanabhulu Nayudu
Pakkiri

Palani Chetti
Palaniswami Mudali
Palaniyandi Pillai
Palaniavappan
Pampanna Gauda
Pampapati Sastri
Panchanada Ayyar
‘Panchapakesa Ayvar
Panduranga Mudali
Papa Chetli

Papayva Chetti
Parabrahma Sastri
Paramanayakam Pillai
Paramasivan Pillai
Parameswara Ayyar
Parameswaran: Pillai
Parameswaran Mussad
Parameswaranunni
Paramalu Pillai
Paranjothi Mudali
Paranjoiya Pillai
Parankusam Nayudu
Parasunatha Nayanar
Parasurama Ayyar
Yaripurnam .
Parthasarathi Ayyangar
Parvatisam
Pattabhirama Ruo
Pattabi Sitaramayya
Paddiraju

Panchulu Chetti
Parayya Sastri
Perinbamn

Perivaiwar Chetti
Perivanayagam Pillui
Periyanna Chetti
Periyaswami Mudals
Perraju. Pantulu
Perumal Nadar
Perumalayyar
Phaniyappayya

P—cont.

Pichchandi Ayyar
Pichchayya Reddy
Pichchu Ayyat
Pichchumuthu Pillai
Piravipperumal Pilku
Pitambara Ayyar
Ponnambila Mnudah
Ponnambalanatha Mudali
Ponnappa Pilta
Ponnayyva Nadar
Ponanranga Mudaijt
Poanuswami Nadas
Prakasm Pantvlu
Prakasa Rao
branataritbara Ayyar
Pullaswami
Pundarikakshudu
Punnayya
Punithavelu Mudah
Punyakoti Mudali
Purunaprinag Rao
Purnayya
Purushothamuma Rao
Pushpanathanm Pillud
Puttanna

R
Radhakdishna Ayyar
Raghakiishnamurthi
Raahakcishnan
Rengappa
Raghava Achuaiva
Raghavayya
Raghavendra Rao
Raghunnatha Sastri
Raghunatha Tatacharya
Raghunatnayya
Raghupati Nayuedu
Raghuraman
Raghettama Acharya
Raju Nambiyar
Raja Acharaya
Rajabadar Mudali
Rajubhushanam
Raiagopala Acharava
Rajagopalakrishna Pillai
Rajagopalswamy Mudali
Rajaguru
Rajamanickam
Rajum Ayyar
Rajanayakam Pillai
Rajangam Ayyar
Rajuppa Ayyar
Rajaram Rao
Rajoraihna Mudali
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HINDU PERSONAL NAMES--cont.

R—caont.
Rajasekaran Sarma
Raiendiam Pijtay
Raju Mudali
Ruajounayakam
Rama Ayvar
Ramabadra Nayudu
Ramabhadruda
Ramabraliman
Ramachandra Ayyar
Rumachandrayya
Ramachaiviran Nedungadi
Ramdasu Nayuda
Ramajogi
Rap,akishna Ayyar
Ramakrishinamma
Ramakrishnaswami
Rainakrishnayva
Ramulinga Ayyar
Ramalingzyya Chetti
Ramalingaswarappa
Ramamchan Rao
Ramairta Ayyar
Ramamirtham
Ramamurti
Raman
Ramanatha Ayyar
Ramanan
Ramanarsu Pantuin
Ramanayra Pandtuiu
Ramunna Cheiti
Ramanuja Ay’angir
Ramanvjualu Nayudu
Ramanuuni MNayar
Ramaraghava Redd:
Rama Rao
Niamarayniagar
Ramaseshi Ayyar
Ramasuoba Ayyar
Ramasubramanya Sastri
Ramaswami Pillai
Ramayya Paniulu
Rama Varma
Rami Reddi
Raraotti
Ramudu Ayyar
Ramunni Menon
Ranga Acharya
Ranganatha Mudali
Ranganayakulu Nayudu
Raagaraju
Rangaswami Ayyangar
Rengaveivelu Mudali

Rs<cont,

Rengayya Naidu
Renoji Rao
Rarichchun Muppan
Ratha Chetti
Ratnasabahapathi
Ratnaswami
Ratnavelu Pillai
Ravi Varma
Ravunni Nedungadi
Royappa
Rudramurthi Asari

. S
Sabhapathi Mudali
Sachidananda Sastri
Sadagopa Acharya

Sadagupu Ramanuja Acharya

Sadasiva Ayyar
Sahasranama Avyyar
Saketa Ram Naidu
Sama Rac

Samayya

Sambamurti Ayvvar
Sambandham
Sambandha Mudali
Sambasivam
Samnasiva Rao
Sambayva

Sami

Sampatkumara Acharya
Sampatte Ayyangar
Sammu Ayyar
Sanjivappa

Sanjiva Rao

Sanjivi Nayudu
Sankappa Punja
Sankarakumara Pillai
Sankaralingam '
Sundaramurtiya Pillai
Sankaranarayana Piliai
Sankaran Nayar
Sankara Pandaiai
Sankararaman
Sankara Rao
Sankarayya Nayudu
Sankunni Menon
Tannayvya

i 3antanagopalan

- Santhanakrishuan,

: Santanam

| Santararama Avvangar
iSantappa
Santavirappa



HINDU PERSONAL NAMES—ronf.

S—ccnt.

Santosham
Sanvarayra Nayvudu
Sanyasiraju Pantulu
Saptarishi Ayyar
Sarabheswara Ayyar
Saranathan
Sarangapani
Sarangarajan
Saravana Mudali
Saravanamuttu Pillai
Saravanaperumal Pillai
Sargunar
Saravaradyudu
Surveswara Dikshitnlu
Sarvothama Rao
Satfanatha Pillai
Sattayya Nayudu
Satyachidambara Rao
Sutyagirirajan

Satyai Rao
Satyamurti

Satva Nadar
Satyanarayana Sarma
Satyanathan
Safyvavagiswara Ayvar
Satyavasagam
Sundaramanikkam
Sundararajia Avyangar
Savariraya Pillal
Savrimuthu
Savarinaihia P:lai
Sayana Sastri
Sekhara Kurup
Sckarai Varma Raja
Selvadusai Pillad
Selvanayagam
Selvapatti Rao
Senathipathi

Senapati

Sesha Ayvangar
Seshathri Ayvar
Seshagiri Rao Pantulu
Seshachalam Chetti
Seshachalupatii Paniuin
Seshappa

Seshayya

Seshu Ayvar
Sethurama Ayyar
Setu Rao .
Shanmukhakumara Pillai
Shanmukham .
Shanmughappa

S--cont.

Shanmugasundra Madali
Simbadri Raco
Singaperumal Nayudu
Singara Acharya
Singaravelu Chetti
Singari Nayudu
Sitapati Rao
Sitarama Ayyar

Sita Rao Pantulu
Sivabhushanaiu
Sivachidambara Mudali
Sivagurunatha Chetti
Sivajananam Pillai
Sivakolundu Mudali
Sivamrita Sastri
Sivandhlingam
Sivaprakasam
Sivaragan

bivarama Ayvar
Sivaramakrishnan
Siva Rae
Sivasankaran
Sivasankarayya
Sivasubrahmanyam
Sivaswarii Ayyar
Sivayya

Subbanadri Rao
Somanatha Ayyar
Sowanna
Somasundara Sastri
Samayajuln
Someswara Ayyar
Sonachalam

Srihari Rao
Srikalahasii Ayyar
Srikantayya
Srikrishnalu Patrudu
Srinivasagam Pillai
Srinivasaraghava Ayyangar
Srinivasa Rao
Srinivasalu Nayudu
Srirama Chetti
“remplu Nayudu
Sriranga Acharya
Subba Ayyar

Sukba Prilai
Subbanarasa Ayyar
Subramanyam
Subbanna Acharya
‘Subbaraghava Ayyar
Subbaraju
Subbarama Ayvyar
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HINDU PERSONAL NAMES —to#,

§—cont.

Subbaraya Sastri
Subbarayalu Pantulu
Subbarayzlu Reddi
Subbayya Chetti
Subramanya Ayyar
Subramanyvam Pantulu
Sundarasana Acharya
Sukhavanam
Sukumaran
Sundaragopala Ayyar
Sundaram Mudali
Sundara Rao
Sundaralingam Pillai
Sundanana Rao
Sundaraja Ayyar
Sundaraima Ayyar
Sundaravadivelu
Sundaravarada Acharya
Sundaresa Mudali
Sundareswara Ayyar
Surappa

Surayya
Suryanatsyanamurthi Nayudu
Suryanarayana Rao
Suryaprakasa Rao
Susartkulandai Pillai
Swanu Avyyar
Swamikannu Pillai
Swaminatha Ayyar
Syamala Rao

T

Tachchlu Menon
Tadulingam

Thambu Chetti
Thambuswami Pillai
Tammanna Chetti
Tammayya Nayudu
Tandavaraya Pillai
Tangaswami Dikshitar
Tangavelu Mudali
Tanni Pillai
Tatacharya

Tatam Ayvyansar
Tanikachala Mudali
Tharayan
Tillainayakam
Timmakrishna Rao
Timmanna

Tirukainu Chetti
Tirumalaa Ayyangar
Tirumalaiswawi Ayyar

T-cont.

Tirumaiiyan Chetli
Tirumaliyappa Pillai
Thirumal Rao
Thirumuruganatha Pillai
Thirunarayana Acharva
Tirunarayanaswami
Thiruvengadam Ayyangar
Thiruvengadanatha Piliai
Thiruveugadaswami Mudali
Tiruvirayan

Tulasirama Ayvar
Tyagaraja Ayyar
Tyagarama Ayyar
Tyagrama Ayyar
‘Tyagaraya Chetti
Tygasundar Mudali

8)
Udavavarma Raja
Uddandiswami Ayyai
Ulaganatha Mudali
Umamaheswara Ayyar
Umapathi Mudali
Unichchoyi
Unni Eradi
Unnikutti Kidava
Upendra Pillat

\'

Vadivelu Mudali
Vaidyalingam Pillai
Vaidvanatha Ayyar
Vaidyara:man
Vaidyeswara Ayyar
Vakiundham Ayyangar
Vaikuntha Nayakar
Vairavananda Pillai
Vajravelu

Vallabha Rao
Vamana Kamat
Vanchi Ayyar
Varadappa Naidu
Veeraragavayya
Varadaraja Ayvar
Varadarajulu Nayudu
Varadaraju Mudali
Varada Rao
Varadayya Nayudu

. Varaha Ayyaagar

Varahanarasimha Patrudu
Vasantha Rao
Vasava Menon



V--cont.

Vasudeva Ayyangar
Vasudevamurthi
Vayvapuri Muodali
Vedachala Ayvar
Vedagiri Mudali
Vedaji Rao
Vedamanikkam Pillai
Vedamutin
Vedanayakam Pillat
Velayudha Asard
Velayudhan

Velu Mudali

Vemban

Vembu Ayyar

Vengu Avyar
Venkanna Panfulu
Venkappa

Venka Reddi
Venkaswami Rao
Venkata Acharya
Venkatachala Avvar
Yankatzchalam Pantulu
Venkatachalanati Navudu
Venkatadri Ayvar
Venkatagiri Navudu
Venkata Kannayya Chetti
Vznkatakrishnayya
Venkatanarayanayya
Venkatanarasimha Rao

Venkatanaravana Rac Nayudu

Venkatapati Nayudu
Venkatapcrumal Nayudn
Venkatappayya Pantalu
Venkataramana Rao
Venkatarema Avvar
Venkataramadas Nayudu
Venkataramanamurii
Venkataramanapai
Venhataranga Avyyar
Venkata Rao
Venkataratnar: Pantuln
Venkataraya Chetti
Venkataravudu Nayudu
Venkatarayulu
Venkataseshayya
Venkatasiva Rao
Venkatasubba Ayyar
Yenkatasubbaravulu Sastri
Venkataswami Nayuodu
Venkateswetachalanati Raa
Venkatavareda Ayvangar

APPENDIX
HINDU PERSONAL NAMES--cont,

Y —ont.

Venkatesam 1*antulu
Venkatesan
Venkaleswara Avyyar
Venkateswarlu Navudu
Venkavya

Venkoba Rao
Venugopala Chetti
Vijava Mudatli

Vijaya Narasimha Raju
Vijavaraghava Acharva
Vijayaraghavalu Chetti
Vijayarangam Pillai
Vikrarna Devu
Vinayaka Mudali
Virabhadra Rao
Viranna Nayudu
Virappa Chetti
Viraraghavaswami Nayudu
Viraraghavay:a

Vira Ravan Reuja
Viraswamayya
Viresalingam Pantulu
Viru Navuodu
Viruppaksha Nayudu
Vissayya

Viswalingam Pillai
Viswanatha Ayyar
Viswasam

Visweswara Rao
Vitthal Rao

Vyasam Rao

Y

Yadunatha Rao
Yajnarayanayya
Yajnanna
Yajnarama Ayyar
vajnaswami Dikshitar
rajulu

Yamuna Acharya
Yatiraja Mudali
Yatirajan
Yatirajulu Mudali
Yesudaiyan
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LISTS OF MUSSALMAN NAMES TRANSLITERATEC IN
ACCORDANCE WITH THE AUTHOR!ZED SYSTEM .
General names. : :

A A-—cont.
Aba-Bakar Ansar-ud-din
Abul Hasan Anwar Jlusain
Abu-abd-ui-lah Anwar Al
Abu-Baxor Anwar, Munhammad
Abu-Muhamniad Anwar Sahib
Abu-Turab Anwar-ud-din, Muhammad
Abu-Turat Anwar-ud-din
Abu-Tahir Anwar-ul-lah
Abu-Taiyib Anwar Ahmad
Adam-5ait ) Arshad Ahmad
Adam Khan Asad-ul-!ah
Afzal Hussain Asad Husain
Afzal Ahmed Asad Ahmad
Afsar Husain Asaf lah
Afsar Jang Asaf Ali
Aftab Ahmad Ashraf Ali
Agha Khan Asman Yah
Ahmad Kabir Sahib Asghar Husain
Ahmad Wuhi-d-din * Ashraf Husain
Ahmad Ali ’ ~ Ashgar Ahmad
Ahlmad Wussan Asghar Ali
Abmad FHasan Athar Husain
Ahmad Radshah Athar Al
Ahmad Bakhsh Auliva Sahib
Ahsan-uz-Zaman o Azam Sahib
Ahsan-ud-din ’ Aszam Vusain Sahib
Abl-ul-lah ‘ Aazam Ali
Aiyub-Ali Azam Jah
Aivub Kban o ’ Azhar Husain
Aimal Khan ) Aabid Ali
Akbar Jang ‘ Aabid Tlussain
Akbar Husain Aali Jah
Akbar Ali " Aaquil Ahmad
Akhear Hussain " Aagil Al
Akhtar Ahmad Aarif Husain
Akhtar Husain Aarif” Al
Akram Al U Askar® Ali
Allahdad Khan Askari Mirza
Altaf Ahmed * Askar Husain
Altaf Husain Aasim Ali
Altaf Rasul " Aasim’ Hussain

' Asim Khan

Amnat Al
Amanat-ui-1ah
Amin-ud-din

* Aashia Ahmad
* Aashig Husain

Amin Ahmad Aashiy’ Al
Amin-ul-Jah " Abbas, Saiyid
Amir Al " Abbas Ali
Amir Ahmad Abbas Husain

Amir Hasain Abd-ul-lah

Amir Husain Abd-ul-lah Husain
Amir-ud-din * Abd-ul-aziz Badshah
Amir-ul-lah  Abd-ul-ahas .
Amjad AY Abd-ul-ali L

Amijad Husain Abd-ul-alim
Awiar AT Ahd-nl-allam



A--<ont.

Abdul-ui-azim
Abd-ul-bagi
Abd-ul-Tbari
Abd-ul-basit
Abd-ul-}haffar
Abd-ul-ghaful
Abd-ul-ghani
Abd-ul-hafiz
Abd-vl-hamid
Abd-ul-hag,
Abd-ul-hai
Abd-ul-hakim
Abd-ul-halim
Abd-ul-hadi
Abd-ul-hannan
Abd-uljabbar
Abd-ul-alil
Abd-ul-jamil
Abd-ul-karim
Abd-ul-khalip
Abd-vl-laif
Ahbd-ul-majid
Abd-ul-malik
Abd-ul-mumin
Abd-ul-muhymin
Abd-ul-mannan
Abd-ul-munim
Abd-ul-muiz
Ab-ul-gadir
Ahd-ul-yadir, Bangi

Abd-ul-gadir, Muhammed, Qureishi

Abd-ul-tuiyum

Abd-ul-quddus Badshah

Abd-ul-wadud
Abd-ul-wali
Abd-ul-wahhab
Abd-uvl-waiid
Abd-ul-wabid
Abd-ul-wshib
Abd-ul-wasi
Abd-ul-wars
Abd-ur-rab
Abd-ur-rahman
Abd-ur-rahim
Abd-ur-rashid
Abd-ur-ravf
Abd-ur-razzaq
Abd-ur-salam
Abd-us-samad
Abd-us-sattar
Abd-us-suhban
Abd-ush-shukar
Ala-ud-din
Ali-Ahmed

Ali- Akbar

APPENDIX

A-—cont.

Ali-Abbas
Ali-Hidar
Ali-Hasan
Ali-Hussain
Ali-Muhammed
Ali-Mian
Ali-mazhar, Hafiz
Ali-Nagi
Ali-Taqi
Ali-ud-din
Alim-ul -ul-lah
Alim-ud-din
Ata-ul-lah
Ata-Muhammad
Ala-ur-rahman
Ata-ur-rasul

Aziz-ul-lah-Mohammed

Aziz-pd-din-Husain
Aziz-Ali
Aziz Ahbmed
Aziz Miraa
Aziz-ul-nlk
Azim-ud-daulah
Azim-jah
Azim-ud-din
Azmat-Hussain
Azmat-ul-lah

B
Raha Mizn
Babu Sahib
Buday Sahib
Badr-ul-din
Padr-vs.Zaman

* Radr-i’ alam

Bodshah Pir
Radshah Mian
Badsha Husain
Rudi-ul-din

" Badi-ul-lah
Badi-ul-din

" Badi-vz-vaman
t Rashsh-i-Ali
Bakshshn Mian

Rakchshish’ AR
Raha-ud-din Sahik
Bahzad’Khan
Rand? Al
Randah Nawa
Raguir Ali
Baxir Tiussain
Rarakltot-yllah
Barakkat Al
Basharat Hussain
Basharat® Ali

* Rachara-Ahmad
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B—cont, F.—cont.
Basharat-ul-lah Fazl-Hussain
Bashir Ahmad Fal-i-Nabi
Bashir-ud-daulah Fazl-i-Rasul
Bashir-od-din Fazl-ud-din
YBazl-ul-lah Fazl-ul-lah
Beg, Mirza Muhammed Fazl-ur-rahiman

Bismiliah Sahib

Burhan-ud-din-Saiyis G

c Gauthar Ali
Chandamian Ghaffar Ali
Chandu Badshah Ghaffar Mussain
Chand Mian Ghaffar Khan
Chirag” Ali Ghaffar Muhi-ud-din
Chiragh-ud-din Ghaffar Sahid

D Ghaful Ahmed
Dada Mian Ghafur Ali
Daday Khan Ghafur Sahib
Daud Ghaiyas-ud-din
Davud Ali Ghalib' Al
Daud khan Ghaus’ Ali
Data Ganj Bakhsh Ghavs Tiran
Din Ahmad Chazanfar Ali
Diwan Sahib Ghazanfar Hussain
Diwan Ali Ghazi-ud-din

r Ghulam Ahmed
Fahim-ud-din Ghulam’ Ahred
Tahim Ahmad Ghulam' Al
Fahim Ali Ghulam Dastagir
Faivaz Ali ~ Ghulam Ghaus
Faivaz Husain Ghulam Haidar
Faivazud-din Ghnlam Hasan
Faiq Al Ghulam Husain
Faiq Ahnted Ghulam-i-Abbas
Faiz-ud-din  Ghulam filani
Fesz-i-Rasul Ghulam Mahrmud
¥aiz-ul-Jah Ghulam Maula
Fabhir-ud-din Ghulam Muhammad
Fakhr-ul-islam Ghulam Muhammad JYafar
Fekhr-ul-mulk Ghulam Muhi-ud-din
Fakhir Ahmad i Ghulam Muiitaba
Falah-ud-din Ghulam Murtaza
Faquira-Ahmad ' Ghulam Musi Riza
Fegir--ud-din Ghualm Mustafa
Farid Sahib Ghulam Nabf
Farid-ud-din Ghulam Nagi
Fasahat Al ’ Gulamh Qadir
Tasahat Husain Ghulam Rasul
Fasitk Ahmad . Ghulam Samadani
Fasih-ul-din o Ghulam Taqi
Fash-tl-mulk ¢Shulam-us-saqulain
Fath-i-Alimed Ghulam Zain-vi-abidin
Fatn-i-Ali Shah Gul Muhammed
Ftah-ud-din Gulab Khan

Fattah Hussain ~ Guishan® ANl Shah
Fazil Ahmed ~ Gulzar Ali Shah

Fazl-Ahmed



H

Habib Ali Shad
Habib-ud-din
Habijb-ul-lah
Mahib-ur-rahman
Habi Ali
Hadi-ud-din
Haffx-ud-din
Hafix-ul-lah
Haider Ali

Haider Hussain
Haiyat Badhsash
Haji Badshan
Hakim Ali
Hakim-ud-dulah
Hakim-ud-din
Hamid Ahmed
Hamid Hasan
Hamid Husain
Hamid-muhi-ud-din
Hamid Sahib
Hamid-ud-din
Hamid-ul -lah
Hamid Ali
Hamzah Ali
Hamzah Husain
Hagqqani Sahib
Haris’ Ali

Harun Sahib
Harun Sait
Hasan’ Ali

Hasan’ Abd-ul-lah
Hasan’ Ata-ul-lah
Hassan’ Muhi-ud-din
Hasan Raza
Hasan-uz-zaman
HashimAii
Hashim Hussain
Hashim Muhi.ud-din
Hashim Piran
Hashmat® Ali
Hashmat Husain
Hazrat Budshah
Hazrnt Piran
Hidayat Ahmed
Hidayat Ali
Hidayat-ul-lah
Hikmat-ul-lah Khan
Himayat-ul-Jah Khan
Himayat-ud-din
Himayat Husain
Himayat Ali
Himmat Ali
Himmat Hussain
Himmat-ud-din
Hussain Ahmad
Husain Hli
Husuin Khan
Husain Piran
Husain-ud-din

506-1—16
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Ibrahim’ Ali
Ibrahim Husain
Ibrahim Khan
Ibrahim Sahib
Iftikhr’ Ali
Iftikhar Husain
Thtan Ali
Thtisham Ali
Ihtisham Husain
Ihtisham-ud-din
Pitibar-Ali-Shah
Pitibar-ud-dia
I’izar Ahmed
Pizaz Ali
T’izaz Husain
Ilkram Ali
Jkram Husain
Ilahdad Khan
Ilah Din
Ilahi Bakhsha
Tlahi Bakht
Imam’ Ali
Imam Muhi-ud-din
JImam Sahib
Imam-ud-din
Imdad Ahmad
Imdad® Ali
Imdad Husain
Intizam’ Ali
Intizam-ud-din
Tquan’ Ali Shah
Igbal Ahmad
Igbal’ Ali
Igbal Husain
Irtiza® Ali
Iriiza Husain
Is-haq Ahmed
Is-hag Sahib
Is-hag Sait
Ismail® Ali
Tsmail Husain
Ismail Khan
Tsmail Sait
Tsmail Sait
Ibad-ul-lah
Imad” Ali
Tmad-ud-din
Inayat Ahmad
Tnayat-Ali
Inayat Husain
Inayat-ul-lah
Irfan Al
Ishrat’ Ali
Tshrat Husain
1zzat Ahmed
1zzat Husain
Izzat Mabi
Izzat Rasul
1z-zud-din
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Jabbar’ Ali Shah
Jabbar-Husain
Jabir® Ali

Jabir Husain
Jafar Ali

Jafar Husain

Jafar Muhi-ud-din Badshah

Jahandar Shah
Jalal-ud-din
Jahal-ul-lah Shah
Jalil Ahmad
Jalil Hasan
Jamat Ali Shah
Jammaat-ul-lah Shah
Jamal-i-Rasul
Jamal-ud-din
Jamal-ul-lah-Sah
Jamil-Ahmed
Jamal Husain
Jani Badshah
Jani Mian

Jan Muhammad
Jannat Hussain
Jan-ul-lah Shaw
Jasara Husain
Jauhar’ Al Kha
Jawahir Husain
Jawwad’ Ali
Jawwad Husain
Jinayat Husain

Kabir-ud-din
Kafalat Husain
Kafil Ahmad
Kalim Ahmad
Kalim-ul-lah
Kamal-ud-din
Kamal-ul-lah-Shah
Kamil Husain
Karamat’ Ali
Karamat Husain
Karamat-ul-lah
Karim-ud-din
Karim-ul-lah
Karim-ul-lah Shah
Karim Muhi-ud-din
Karim Khan
Karim® Ali

Karim Husain
Khadim® Ali
Khadim Husain
Khairat® Ali
Khairat Husain
Khair-ud-din
Khalid Ahmad
Khalid Ahamad
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K

Khalil-ul-lkkan
Khitabat Khan
Khuda Baksh
Khuda-dad-Khan
Khuda Dost
Khurram® Ali
Khurshid Ahmad
Khwajah Hussain
Khwajah khan
Khwajah Muh-ud-din
Khwajah Piran

L

Laig Ali

Laig Husain
Laip-ud-din

Lalji Walji Sait
Latif Husain

Latif Quadir Ahmed
Liyaqat Ali

Liyagat Husain
Lutf-i-Ali
Lutf-i-rasul
Lutf-ul.-l]ah Muhammad
Lutf-ur-rahman

M

Mabrur Ahmad
Mabrur Al
Maddah Husain
Mafakh-khar-Husain
Mahabat Khan
Mahbub Ali
Mahbub Badshah
Mahabub Husain
Mahbub Khan
Mahbub Pra

Mahdi’ Ali

Mahdi Huasan
Mahdi Husain
Mabhir Alj

Mahamud Alj
Manmud Hasan
Mahamund Husaijn
Mahamud Khan
Mail Sahib

Majia’ Ali

Majid Husain

Majid Khan

Majid ud-din
Makhdum Husain
Makhdum Muhi-ud-din
Makhdum Piran
Malik Badshah
Malik Maulana Sahib
Malik-Muhi-ud-din



M—cont.

Mansur Ahmad
Mansur Ali
Mansur Husain
Manzur Ahmad
Manzur’ Ali
Manzur Husain
Magbul Ahmed
Magqbul Ali
Magbul Hussain
Maruf Ali
Maruf Sahib
Maslah-in-ud-din
Masih-ud-din
Masih-us-zaman
Masud Ahmad
Masud Ali
Maudud Ahmad
Maudud Ali
Maula Bakhsh
Maula Husain
Maulana Sahib
Mazhar Ahmad
Mazhar Ali
Mazhar‘Husain
Mazhar-ud-dim
Mazhar-ul-haq
Mazhar-ul-lah
Miftah-ud-din
Mihr’ Ali
Mihir-ud-din
Mihr.ui-lah
Minhaj-ud-din
Minhaj-ul-lah
Misbah-ud-din
Misbah-ul-Jan
Mubarak Ali
Mubash-shir-Husain
Mubib Ali
Mubib Husain
Muhi-ud-din
Muhi-ud-din Ahmad
Muin-ud-din
Muir
Mujahi-vd-din
Mujtaba Ali
Mrjlaba Husain
Munwwaf Husain
Munir, Muhammad
Mvnir-ud-din
Muqta ir-Hussain
Muvriaza’ Ali
Muttaza Husain
Mushiaq Ahmad
Mustaq Hasan
Murstaq Hussain
Mustafa A

506-1—16A
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M-—cont.

Mustaja Husain
Mutahhar Ali
Muzaffar Ahmad
Musaffar Husain
Muzamm] Husain
Mazammil-ul-lah
N
Nabi-Husain
Nabi-ul-lah
Nadim-ul-la
Nadir’Ali
Naim-ud-din
Naim-ul-lah
Naim-ud-din
Naim-ul-huda
Nana Mian
Nasir Ahmad
Nazir Ali
Nazir Husain ~
Nasir-ud-din ~
Nagsir-ud-din
Nasir-ud-din
Nawazis Ali
Nazm’ Ali
Nazir Ahmad
Nazir Ali
Nazir Ali
Nazir Husain
Nazir Husain
Nazir-ud-din
Nazir-ud-din
Nimat-ul-lah
Nisar Ahmad
Nizar® Ali
Nisa Husain
Niyaz Ahmad
Niyat Husain
Nizam’ Ali
Nizam-ud-din
Nudrat Ahmad
Nudrat Husain
Nudrat” Ali
Nur Ahmad
Nur Ali
Nur Muhamed
Nur-ud-din
Nur-ul-husain
Nur-ul-lah
Nusrat Ali
Nusrat-ul-lah

Pahha Mian
Pahalwan Sahit
Pir Ahmad

Pir Padshah
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P
Piran Sahib
Piru Mizn

Qubii-ud-din
Qadir Ahmad
Qadir’ Ali
Qadir Husain

Qaim’ Ali
Qasim’ Ali
Qwam-ud-din
Qubul Ahmad
Qudrat Ahmad
Qudrat Ali
Qudrat’ Aziz
Qudrat Halim
Qudrat Nabi
Qudrat Rasul _
Qudrat-ul-lah
Quiyum’ Ali
Qumar’ Ali
Qumar-ud-din
Qumbar’ Ali
Qurban’ Ali
Qurban Husain
Qutb-ud-din

Raifi’ Ali
Rafi’i-ud-din
Rafi*i-ul-mulk
Rahat’ Ali
Rahat Husain
Rahim’ Ali
Rahim Khan
Rahim-vd-din
Rahim-ul-lab
Rahman Ali
Rahman Husain
Rahman Khan
Rahamat’ Ali
Rahmat Husain
Rahmat-ul-lah
Raja Mian
Rajjab’ Ali
Ramzan Khan
Rasul Khan
Rauf Ahmad
Raza’ Ali
Raza Husain
Raza Khan
Rifat Ahmad
Rifat Ali
Riyaz Ahmad
Riyaz Ali
Riyaz-ud-din
Rustam’ Ali
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S’aadat Ali
Sabit® Ali
Sadiq Ali

Sadiq Husain
Sadr-ud-din
Sadr-ul-islam
S’ad-ud-din
S’ad-ul-lah
Safdar® Ali
Safdar "Husain
Safi-ud-din
Safi-ul-la

Said’® Ali
Said-ud-din Sahib
Sai-ud-din
Saiyid Muhamma
Sajad® Al
Sajjad Husain
Sakhawat® Ali
Sat-ud-hud
Salamat’ Ali
Salamat-ul-lah
Salih-ud-din
Salim Bakhsh
Salim ud-din
Sami’ iul-lah
Samasam’ Ali
Samasam-ud-din
Sana-ul-lah
Sardar’ Ali
Sardar Khan
Sarfaraz Husain®

Sarwar 3ahib, Muhammad

Sarwat Ahmad
Sarwat Husain
Saulat Husain
Shabbir Husain
Shafi-ud-din
Shafi’-ul-lah
Shams-ud-din
Sharf Ahmad
Sharf Ali
Sharf-ud-din
Shariff Muhamad
Shaukat Ahmad
Shankat® Ali
Snakat Husain
Shujja-ud-din
Siddiq Hasan
Siddiq Husain
Silah-ud-din
Siraj Ahmad
Siraj-ud-din .
Suyamat® Ali
Subban’ Ali
Sufyan’ Ali
Sulaiman® Ali
Sulaiman Kbsg

S



Sultan Ahmad
Sultan’ Ali

Sultan Husain
Sultan Mahmad
Sultan Muhammad
Sultan Muhi-ud-din

Tafazzul Ahmad
Tafazzul Husain
Taha Husain

Taka Sahib

Tahla Al

Tahir Husain

Taib Ali

Tajammul Husan
Taj-ud-din Sahib
Talib Ali

Tablib Muhi-ua-din
Tamin Ahmad
Tamin Muhi-ud-din
Tasadduq Husain
Taufig Husain
Tilawat Ali

Tirab Al

Turab Husain
Turab Khan Sahib

U

Ubaid-ul-lah, Maulavi
Umar Ali

Umar Khan

Umar Sahib

Usman ’Ali

Usman’ Khan

Usman Sahib

W

Wadud Ahmad
Wadud Khan
Wahid ’Ali
Wahid Sharif
Wahid-ud-din
Wajahat Husain
Wajib Ali
Wajid Husain
Wajid-ud-din
Wakil Ahmad
Wali Ahmad
Wali Muhammad
Wali-ud-din
Wali-ul-lah
Wasi Ahamed
Wasi-ud-din

S—cont.

APPENDIX

W—cont,

Wasi Ali
Wasi-ud-din
Wazir Ali
Wazir-ud-din
Wilayat Ahmad
Wilayat Ali
Wilayat Husain
Wilayat-ul-lah

Y

Yad-ul-lah Husain
Yahya Husain
Yahya Muhi-ud-din
Yahya Sahib
Yaqub ’Ali

Yaqub Hasain
Yaqub Husain
Yaqub Sahib
Yasin’ Ali

Yasin Sahib
Yunus’ Ali

Yunus Khan
Yunus Sait

Yusuf Ali Sahib
Yusuf Husain
Yusuf Mirzs §

Zafar’ Ali

Zahib Ahmad
Zahid Husain
Zahir Ahmad
Zahir Hasan
Zahir-ud-din
Zaigham® Ali
Zain-ud-din
Zain-ul-adbidin
Zakir *Ali, Mutam ¢
Zahir Ahmad
Zakir Husain
Zakriya Ahmad
Zakriya Husain
Zakriya Sait
Zamin Ahmad
Zamin Ali
Zamin Husain
Zambeam Ali
Ziya-ud-din

. Ziya-ul-Hasan

Zuhur® Ahmad
Zuhur Ali
Zuhur-ud-din
Zuhur-ul-lah
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MAPPILLAS
A B—cont,
Abu Bappotti
Abu B2kar Kuahi Bayan
Adami Bayankoya
Adima Bayaokui i
Adiyan Kutti Biran
Ahmad Koya C
Ahmad Kunhi Chadayan
Ahmad Kutti Chadaya Kutti
Aidru Chekkon
Aidruman (Abd-ur-rahman) Chekku
Aidruman Kutti Chekkutti
Ajiiuti - Chekkran
Alippj Chokran Kutij
Amanat D
Amanat Kutti Dau
Ammu Daud
Amm1 Kutti Dawood Sahib
Assainar (Hzxsan) Dayinan
Atla Koya F
Attan (Hasan) Farid
Avdalutti H
Avaran Hajdar
Avaran Koya Haidross
Avaran Kutti Hakim
Avaru Hamid
Ahammad (Ahmad) Hamza
Abbas Harua
Abdu Hasan

Abd-ul-lah Koya
Abd-ul-lah Kunhi
Abd-ul-1zh Kuti
Alavi

Ali Ammu

Ali Koya

Ali Kutti

Ali Yar

Baba
Babachchi
Babotti

Babu
Bachchig
Bachchutti
Badutti
Baduvan
Baittan
Baittan Kuiti
Bamban
Bambankunhi
Bpppan
Bappan Koyal
Bappan Kutti

Hasan Bin Salyid Ahmed Jafa::

Hasan Koya
Hasan Kunhij
Hasan Kuttj
Hashimi
Hasau
Hattim

Ibrahim Koya
Ibrahim Kunhj
ibrahim Kutt{
Idris

Imbichchi
Imbichchi Ahmad
Imbichchi Koya
Ishag

Ismail

Ismaili
Ismallurti

Isa

Issu

Hssuty



Jfar
Jafar Kutti
Jama

Kamal

Kamali

Kamal Kutti
Kammu
Kammu Kutti
Koya

Koya Kunhi
Koya Kuiti
Koyama
Koyamu
Koyappari
Koyatti
Kunhalan Kutti
Kunh ‘Ali Kutti
Kunh ’Ali
Kunh ‘Ali Koya
Kunhamadutti
Kunhami
Kunhammotti
Kunhamu
Kunhavaran
Kunhavulla
Kunhayan
Kunhi Ahmed
Kunhi Bachchi.
Kunhi Chekkon
Kunhi Chekkun
Kunhi Kamal
Kunhi Kutti Ali
Kunhi Makki

Kunhi Muhi-ud-din

Kunhi Mussa
Kunhi Pakkar
Kunhi Pakki
Kunhi Palli
Kunhi Pari
Kunhi Qadiri
Kunhi Qalandan
Kunphi Sa

KunhiSudi (Hunhi Sithi)

Kunhi Tuppar
Kutti ‘Ali
Kutti Ammu
Kutti ‘Atta
Kutti Hasan
Kuttu
Kuttussa

Madar
Makkachchi
Makki
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M-—conit.

Makkutti

Mammasan Kutti

Mammassan (Muhammad Hasan)
Mammavu

Mammi

Mammi Kunhi

Mammi Kutti

Mammu

Mammunhi

Mamu

Mamu Kunhi

Marakkar

Mashhur

Mayan

Mayan ‘Ali

Mayan Kutti :
Moidu -
Mubarak g
Muhammad

Muhammadi

Muhammad Koya

Muhammad Kunhi

Muhammad Kutti

Muhi-ud-din

Muhi-ud-din-kutti

Mukari

Mumm ‘Ali (Muhammad® Ali)
Mussa

Mussan

Mussan Kutti

Muttu Koya

Nadir Shah
Nurayan

Pakkar
Pakkar Kutti
Pakkarmar
Pakki
Pakkma
Pakku
Pakran
Pakran Kutti
Pakrotti
Pallia

Palli Kutti Pari Kutti
Parima
Paryyayi
Pouran
Pourkoya

Qalandar
Qalandar Koya
Qalandar Kunhi
Qalandar Kutti
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Q—ceont. T

Qalandu Taruvai
Qadir Taruvai Kutti
Qadiri Thuppar
Qadiri Kutti U
Qadir Koya Ukkas
Qadir Kunhi Uppi
Qambar Qasim Uppi Kutti
Qasimi ‘Umar

‘Umar Koya

‘Umar Kutti

S ‘Usman

‘Usman Koya
Saban ‘Usman Kutti
Saban Kutti
Staid v
Saidi Viran
Saidi Kutti Viran Koya
Sirayan Viran Kunhi
Sow Viran Kutti
Sulaiman Viravu
Sulaiman Kutti
Sultan Y
Suppi Yeaqub
Suppi Kutti Yusuf

MARAKKAYARS.
A B

Abdul Hussain Marakkayar Baba Marakkayar

Abubakkar Labbai Sahib Marakkaya
Abu Fagir Marakkayar (Abubakkar
Marakkayar.)

Ahmad Fazir Marakkayar

Ahmad Sahib Marakkayar
Allapichhai Marakkayar

Allauddin Marakkayar

Ashru Marakkayar

Abbas Marakkayar

Abd-ul-ali Marakkayar

Abd-ul-kudha Marakkayar
Abd-ul-lah Sahib Marakkayar ..
Abd-ul-muhimin Marakkayar R
Abd-ul-muiib Marakkayar
Abd-ul-gasim Marakkayar
Abd-ul-quddus

Abd-ul-shahid Marakkayar
Abd-ul-sharif Marakkayar
Abd-ul-shifa Marakkayar
Abd-ul-siddiq Marakkayar
Abdul-wadud Marakkayar

Alji Pillai Marakkayar

Aliyar Marakkayar .
Azmat Ibruhim Marakkayss

Badshah Muhi-ud-din Marakkay:

Bapanna Marakkayar
Bappan

Babu Marakkayar

Bapu Tambi Marakkayar
Baqur Muhammad

Bava Sahib Marakkayar
Bavaji

Burhan Koya

Burhan Sahib

C

Chanda Sahib Ravuttar
Chinnaghani Marakkayar
Chinna Ghani Marakkayar
Chinna Marakkayar
Chinna Pillai Marakkayar
Chinna Pir Sa Marakkayar

Chinna Thambi Marakkaysr

Chinna Vapu Marakkayar
Chinnappa Ravuttar

ar
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MARAKKAYARS—cont,
D J
Jailan Marakkayar
Daud Muhij-ud-din Marakkayar Jailan Sahib Marakkayar
Dhanan Marakkayar Jamal Naina Ravuttar
Diwan Sahib‘Marakkayar Junaid Marakkayar
) K
E Kamail Kutti Marakkayar

Eksanji Ghani Marakkayar
Esan‘Marakkayar

F

Faqir Bechcha Marakkayar
Fagqir Lebbai Marakkayar
Fagir Mastan Marakkayar
Faqir Muhi-du-din Marakkayar
Faqir Pichchai Marakkayar

G

Ghaus Marakkayar
Ghaus Pichchai Marakkayar
Ghaus Sahib Marakkayar

H

Habib Hussain ' Marakkayar
Habib Sahib Marakkayar
Habib Sultan Maraikayar
Haidar Sahib Ravuttar

Haji Madar Marakkayar
Haji Muhammad Marakkayar
Hamid Sahib‘Marakkayar
Hamza Marakkayar
Hasana Tambi Marakkayar
Hasan Sahib Marakkayar
Husain Sahib Marakkayar

I

Ibrahim Ghani Marakkayar
Ibrahim Kutti Marakkayar
Ibrahim Mastan Marakkayar
Ibrahim Naina Marakkayar
Ilyas Marakkayar

Imam Sahib Maraikayar
Imbichchi Koya Marakkayar
Is-hiaq Marakkayar
IssKandar Marakkayar
Ismail Marakkayar

Ismailji Marakkayar

Ismail Leyvai Marakkayar
Ismail Sahib Marakkayar

Kannu Marakkayar
Karim Sahib Marakkayar
Kattai Pillai Marakkayar
Kattai Vava Marakkayar
Kattiva Marakkayar
Kitaru Pillai Marakkayar
Koi Muhammad Marakkayar
Koya Marakkayar
Kuncholi Marakkayar
Kunhalikoya Marakkayar
Kunja Marakkayar
Kuppai Pillai Marakkayar
Kuppaitambi Marakkayar
L

Lal Bacha Marakkayar
Latif Ghani Marakkayar
Lebbai Bhani Marakkayar
Lebbai Kutti Marakkayar
Levvai Naina Marakkayar
Lichai Kunhi Marakkayar
Levvai Tambi Marakkayar
LichaiSahib Marakkayar

M
Madar Muhi-ud-din Marakk
Madina Sahib Marakkayar ar
Maina Pillai Marakkayar
Makhdum Sahib Marakkayar
Makka Ravuttar Marakkayar
Mastan Ali Marakkayar
Maula Suhib Marakkayar
Mina Muhammad Marakkayar
Mira Pillai Marakkayar
Miran Ghani Marakkayar
Mira Sahib Marakkayar
Miskin Fagir Marakkayar
Muallim Marakkayar
Mubarak Sahib Marakkayar
MuhammadfAbd-ul-Mutalib Mara
Muhammad Kalifa Marakkayar
Muhammad Lebbai Tambi Marakkayar
Muhammad Marayam Marakkayar
Muhammad Miram gudu Murakkayar
Muhammad Naina Maula Marakkayar
Muhammad Naina Tambi Marakkayar
Muhammad Ovvisqarani Marakkayar
Muahammed Sahib Marakkayar
Muhammad Shaikn Qadir Marakkayar
Muhammad Sultan Marakkayar
Muhammad Tambi Marakkayar

kkayar
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MARAKKAYARS—cont.

M-—cont.

Muhj-ud-din Levvai Tambi Marakkayar

Muhi-ud-din Pichchai Marakkayar
Muna Pillai Marakkayar

Musa Abu Bakr Marakkayar
Muttu Ghani Marakkayar

Muttu Pillai Marakkayar

Muttu Tambi Marakkayar
Muzaffar Ravuttar

N

Nagur Marakkayar

Nagur Pichchai Marakkayar
Nahi Koya Marakkayar
Naina Muhammad Marakkayar
Naina Pillai Marakkayar
Nakhuda Marakkayar

Nalla Abu Bakr Marakkayar
Nalla Ghani Marakkayar
Najna Bhoi Marakkayar
Nathad Sahib Marakkayar
Nursahib Marakkayar

(6]

Ochin Said Marakkayar
Ochitambi Marakkayar
Ojin Marakkayar
Oliam Marakkayar
Ovvisqurni Marakkayar

Pathu Kutti Marakkayar
Periya Thambi Marakkayar
“Priia ‘Umar Ravuttar
Pehchai Ghani Marakkayar
Pichchai Tambi Marakkayar
Pir Palhiwan Marakkayar
Pir Pichchai Marakkayar
Puroya Marakkayar
Pulavar Ravutiar

Pulikutti Marakkayat
Puttuvitta Marakkayar

Q

gadir Bhoi Marakkayat
8adir Ghaaus ‘Marakkayar
Qadir Pichchai  Marakkayar
Qadir Shaik. Ali Marakkayar
Qasim Muhammad Marakkayar
Qasim Pichchal Marakkayar
Qasim Sahib Marakkayar

R

Rasul Ghani Marakkayar
Rasul Pichchai Marakkayar

s

Sahib Marakkayar

Sahib Ghani Marakkayar
Sahib Tambi Marakkayar
Saiman Levvai Marakkayar
Saiyid Levvai Marakkayar
Saiyid-ul-Ghafur Marakkayar
Sayid-ul-Marakkayar

Sahib Marakkayar

Salih Pillai Marakkayar}
Samu Marakkayar
Samuanainar Marakkayar
Samu Tambi‘Marakkayar
Sawri Muthu-ud-din Marakkayar
Sevatha Vappa Marakkayar
Shaah-ul-hamid Marakkayar
Shaik Marakkayar

Shaik Adiyar Marakkayar
Shaik Ismail Ali Marakkayar
Shaik Madar Marakkayar
Shaik Sayid-ul-lah Marakkayar
Shukur Marakkayar

Siddiq Kamal Marakkayar
Siddiq Sahib Marakkayar
Sikkanduar Abbas Ravuttar

Sikkandar Muhi-ud-din Marakkayas

Sini Marakkayar
Sithik Muhammad Marakkayar
Sulaiman Levvai Marakkayar

Tambi Sahib

U
Ummichchi Koya Marakka
‘Umar Kutti yar
‘Umar Tambi
Uppi Kutti
‘Uthmanjani Marakkayar
Uthaman Lebebai Marakkayar
‘Uthman Sahib

\'/
Valisa Marakkayar
Vallayappa Marakkayar
Vapuchi Marakkaya
Varisai Marakkayar
Varisai Ibrahim
Varisai Levvai
Varisai Muhammad
Varisai Muttu Ravuthar
Varisai Ravuttar

z E
Zain-ud-din Marakkaynag
Zakiriya Marakkayar,
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{Paragraph 158, sub-paragraph 4, clause (ii).}

AUTHORISED SYSTEM FOR THE TRANSLITERA«’
‘ TION OF ARABIC PROPER NAMES,

L 122 ]

Arabic letter English Remarks,
or symbol. equivalent.
) 2 3
' a oo
] it
- ooru
§ e
“v H
5 . :
- e o
‘ au
o 2 eee
$ a ‘o
bl § .
¢ a -
. b - e
- t
< ) -
(4 3 -
[ b s
4 kh -
> d o e
A db Pronounced like "t in “this®
R :
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Aeabic letter En clish Remarks.
or syimkels equivalenie
(1 (2) - (3)
L
S S caes
$ AP
sh v
s AN

dth  Pronounced a5 “dth” in “widtk”
t

dth Pronounced like ;f
E.g. azls transliterated wowld

™ C-I:,Cs[.o (G T o Cbc% Cga.

be kal'a.
gh
f cems
k Ve
k . ’
{
m
n This letter to be omiited ai w,

end of words, thus QLA
LY

h
G-
b
o

would be Hodaida, excapied
before a following  vowel,
whentt has  the  sound
of ¢, &g, J{;:A,

-
ey

i e A
e 2B Medinatl
-

.
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APPENDIX R.
[Paragraph 158, sub-paragraph 11, clause (i).]
I. ForM OF ADDRESS BETWEEN COLLECTORS OF DISTRICTS,

From A.B.C. Thiru Collector of X,
To the Collector of Y.

(Settlement Manual.)

If you have a copy of the above, please send it to me for reference for a few days,

AB.C,
Collector
And the Collector of Y should reply—
From F.G.H., Thiru Collector of Y.
To the Collector of X.
Your (number, date)—Settlement Manual.
Herewith.
F.GH.,
Coljector.

II. FORMS OF ADDRESS FOR SUB-INSPECTO RS OF THE EXCISE DEPARTMENT TO
VILLAGE MUNSIFS AND VICE VERSA.

Specimen No. I—From Sub-Inspector to village nmunsif,

LT Crehd aTdmene FLi-@erenG UL ML 185 4 :

L Ly eSly i S o ws‘aa‘ﬂwé;&/r;r@é@/ — ©hy Bou
S@riurlyelyd Fgrwb sarepssm. Q5d@L 58 ofs

wri gmsef_ b Gus Cararigulms® ny . %m&w(ﬁ@ﬁﬁﬁﬁ;t?

18a grmser SGUuTiiyadyr SrTwsd oarGernr °
Cuzr Cauan@wrw Gz @4 Q&Tar&Gmer. ® sapg

& L1- Qlair o Q Lrd L7,

Specimen No. II.
ami_@yi Creps erdemewen FU-QSTavQuE LM 100 .57 gy
@i &omi el &STTHSG TuwSsQsmar_ ,u§,76ﬁ)§/_*
F_gri Creps m%snm})a‘v'gﬁ'é@dr @erew@ud i Q175 G
ysie 58 BurwsPpel  Gurs Gerarigul i g
@arenas pu erih STWHITHL QI ®  erehry SN L1 0 i1
Qa6 Q&raren&Cmaeir. :

FLU-@eT e Drrde_.
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Specimen No. I—From village munsif to Sub-In.s;pectdr.
BLuurtyelyd Kgrw wellwdasroir al_gri GCrehe
aEmeven gL-QaranGusi d  gaudsendE  auw®é Gamari
ALGuri L@ (—
STEser eqwHu gerg wrrs 8 18a-4@ SoLiurt
yallyt SgrwgHe srar smslarn® sops GuUaRGmeir.

Koo wessflur &sm .

Specimen No. II.
Sl @i WwawssTrd i@yt Gress  sli-QeareovG@ug i
SaUTE@EG TWHF OFTaTL. WSTNG —
SRS EEe LW WHETavg (9gsryd Farsypu Derih Fmw
ST @Qreav® oaniy e iy&Gmeir.
Grmw eSSy,

III. FORM OF ADDRESS FROM INSPECTORS AND ASSISTANT INSPECTORS OF
EXCISE DEPARTMENT TO VILLAGE MUNSIFS AND VICE VERSA,

Inspectors
to village munsifs.

From —
Assistant Inspectors

Qeren@ gL it

Fnl_ @I TEHa e & &&lar
RO L Gir Qarav@ g it
yfadedmpss  Seouriydyt  welludsTrms @ TS
AOQuimril 1 —

Bmiurayyt ST serend Femi G ad@Lisg
fagwinrdt Gus Qardwy QulusTd wridésxl 20a0-4@
Bwruriydlyd Srrwsse georrs CoapQ@Quarum s o u
PR

@arov@ g

APNDD sl G eran@ird i

Inspector

Reply from village munsif to
Assistant Inspector

@lereav@udL. garis er

w-.r-n‘r-@ Ji._l_.gyﬂi &ﬁé@sfr
. ANV —eir. QerevQudi_gartsdr
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FUPE S8 HG o iyelyd  weflwuSET g e &S LT i)
o wBs Qamrem. ALGuTil (—
5 1% @5em L1 2 dasrey Sremgih. TtEsE 20a-5

Souuraydlyr fTwsSe @ITHCDS. Qs s S
ShsEGS 0sNuLiu@s8s5 QamearC dr.

Srsar ofGsuw er,
Fomw wenfllwssmrir.

TV. FORM OF ARZI TO BE USED FOR VILLAGE MUNSIFS IN ADDRESSING TAHSILDARS,
SUB-MAGISTRATES AND SIMILAR OFFICERS OF OTHER DEPARTMENTS,

sr@aullliurdsib ST ST STAVSTT Ialivser &ups s
S hHh@ Fomw e FuU awpHs Qemari. gyi gl i—-

BTerg WIS 3o STESE TwBu v sTog apg
Qeipss. orQauiliiurds glluTerg s fule)  Gurew
wrgih 12a LpTiDG S CQednulii’ L &. 9% HG Q@& ovaut cur gy
. 50, @55 w58 shs@sE sAutiv@s84 QuranGL e,

1865-b@my g erd” 15a. Sumiw qpey &1

V. FORM OF ADDRESS FROM ASSISTANT COMMISSIONERS OF EXCISE DEPARTMENT
TO VILLAGE MUNSIF AND VICE VERSA.

From Assistant Commissioner to village munsifs.

Qems ULl @ Ly dlayer Té®m ey aflovi_eri’. & Oayewn
SjFeT WFseTewth AT Wl LGITTIHREG JTEE5 o sren
Qaush pTav; — . .

@Qarnpu Harib QPoay 8 worllde Hovyeiwsssg
gidaml. QGurs Gaar@LToswrd 4 aary swri G&Fus)
Fape L WPST NS G @y il Caua TR 6T LI & 2w oyib.

elflenGlL_aTL. & Ly iT.

From village munsif to Assistant Commissioner.

Qedisaul’® &1 yoleoysy admmed IablovG@i ciril & lap
arit Quisedr FupsSH NG IFSFTewd @rmin  enfl SET Tt
TS sQFTeETL. It ofl — ‘

shser 2. 550y Iremyh Qaewen pw Harh Gray 8 wenlsg
4 arawy gurr QEdgy smsear @ITWEG ey liyHGpeir.
@5s5s sisd shsasE O0s5Mullu®@s8eE OsmanGLer.
© o smzer Qs dn,

e R BU .
Al e S I Polo ST et o s
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APPENDIX S.
[Paragraph No. 164, sub-paragraph 6, clause (i).}

Note.—All Government Orders and Board’s Procecdings containing authori-
tative executive orders and rulings, etc., and all material  papers connected with
permanent rights of Government or the public in property of any kind whatever should
be permanently retained as well as laws, rules, notifications and their interpretations
and communications to or from higher authorities relating to results of important
inquiries set on foot unless printed in any books published and supplied by Govern-
ment.

List of books, registers and accounts 1o be retained or destroyed.—Items falling under
the disposal number system or destroyable within or after one year, being purely of
a routine nature, are eliminated from the list. The numbering in the village and taluk
accounts in the list refers to the general village and taluk accounts and the rules will
apply mutatis mutandis to the Nilgiris, Malabar and South Kanara Manua's whes¢
at different numbering is followed in certain cases.

AGRICULTURE.
To be retained.
Nil.

To be destroyed,

Serial number and subjects. After years,
(49 )]
Crop forecasts and outturns . .. - e . . i0

AsSESSED TAXES.
To be retalned,
Register No. 5 (tax paid by each assessee under Act VII of 1918).
To be destroyed.

-

1. Register No. 1 (Assessments under Act VII of 1918) .. ..

2 Register No. 2 (Processes issued under Act VII'of 1918 for collection
of tax in case of default). .

3 Register No. 3 [showing servants, pensioners and annuitants of

local authorities, companies or any other public bodies or associa-

tions, etc., assessed under section 15 (2) of Act VII of 1918}

4 Register No. 4 (petition of objection under Section 21 of Act VII 1c
of 1918

B 'alind

).

5 Register No. 6 [Interest on securities of Government and of loca)
authorities and companies assessed under section 15 (3) of Act
VIT of 1918].

¢ Register No. 7 (Refunds of tax under section 37 of the Income-tax

. Act, 1918).
7"Budget and other accounts .. e . .e . o)
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Serial number and subjects.
®
BOOKS AND PERIODICALS.

To be retained,

1 Regulations, Acts, Codes and Official orders in Collectors’ Offices
and such of the books as are treated like Acts, Codes and Official

orders.
2 Gazetted files in the Collector’s office except those of other districts
(two sets). :
3 Books supplied by Governmest to the office library
4 The Indian Agriculturist . .. .. .. ..
5 Board’s monthly volumes of proceedings .. . e v
6 Manual of the treatment of cattle diseases .. .l

7 Jamabandi (Land Revenue) Report, Excise Administration Report
General Presidency Administration Report.

To be destroyed.

1 Administration Report other than Jamabandi (Land Revenue).
Excise Administration and the General Presidency Administration
Reports.

2 Periodical publications superseded by later issues .. . .

3 Swperseded editions of books which are neither Acts, Codes and
Officials Orders nor are treated as such in Collector’s Offices,
when not likely to be required again.

4 Superseded editions (i.e., all editions other than the current and
the one previous to it) of all books in offices, subordinate to the
Collector when not likely to be required again.

5 Fort St. George Gazette supplied to subordinate revenue officers ..
6 Gazette files of other districts in the Collector’s office .. .

7 District Gazettes supplied to Divisional Tahsildars and Deputy
Tahsildars’ office.

8 District Gazettes supplied to other subordinate revenue officers ..

CENSUS.
To be retained.

Published reports and returns of results of census .. .. ..

To be destroyed.

1 Compilation registers of Imperial Tables VI and VIIT (age, sex and
civil condition and literacy by taluks.)

2 Circle lists .. .. . .. . .- . .
506-1—17
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COMMISSARIAT.

To be retained.
Nil.
To be destroyed.

Serial number and subjects.
63

Monthly and quarterly price lists and any correspondence regarding
them.

ESTABLISHMENTS.
(¢) VILLAGE SERVANTS.
To be retained.

1 List of Village Officers .. . .o e ae .e ..

2 Decisions passed under Regulation IX of 1822 involving the dis-
missal of village officers.

3 Decisions passed under Regulation VI of 1831 and Madras Act
IIT of 1895, copies of the orders appealed against and exhibits
not claimed by the parties, who filed them.

To be destroyed.

1 Pay abstracts e .e .e

2 Records of inquiries under Regulatlon IX of 1822 VI of 1831 and
Madras Act IIT of 1895 excepting the decxslons Covies of the
orders appealed against the exhibits filed by the parties in suits
under the Act.

3 Register and summonses prescribed under Madras Act III of 1895.

4 Register of applications for execution of decrees prescribed under
Madras Act IIT of 1895.

S Register of warrants and other processes prescribed under Act 111

of 1895.
() OTHER PUBLIC SERVANTS.?
Te be retained.
Nil.
To be destroyed.
t Security bonds and connected papers (after lapse) .. .. .e
2 Last pay certificates .. .. .e

3 Travelling allowance bills and acquutance-rolls relatmg *hereto .o

4 (a) Pay bills and acquittance rolis where these are maintained
separately of Government ~ servants  for whom no establish-
ment returns  are submitted or no service books are main-

tained

After years.

(6]
1

11

“woww

3



APPENDIX 259
To be retatned.

Serial number and subject. After years.
€3] 163
“h) Pay bills of other classes of Government servants and acquit- 6

tance rolls for pay and allowances (other than travelling
allowance) when maintained separately,

() Pay bills of copyists and examiners in the Revenue Department 6
who are not eligible for pension or leave allowances.
(&) Pay bills and acquittance rolls where those are maintained 45
separately of inferior Government servants.
5 Leave Register .. e .. . .. .. .e . 20
6 Establishment orders .. o .. .. .. .. .. 23

7 Annual returns of establishments (April lists)

8 Conduct sheets and confidential records of Government servants—
five years from the date of their retirement, resignation, removal
or dismissal.

9 Conduct sheets and confidential records of deceased public servants, 1 year from
the date of
their death,

Collectors have discretion to retain for a longer period, the records relating to any.
officer cither in their own or subordinate offices.

Notes.—(1) Before acquittance rolls and pay bills are destroyed, the head of the
office should satisfy himself that the procedure in record to the maintenance and
verification of service books prescribed in Subsidiary Rules 6 and 12 under Funda-
mental Rules 74 (@) (iv) in Annexure II, Part I of the Fundamental Rules (Madras
Edition., pages 113—115) has been followed.

(2) In the case of inferior servants, office copies of pay bills should be prepared
separately showing details of names, leave and other particulars. The total of the
pay bills for inferior servants should be entered in the pay bills for superior servants
and the grand total worked out in order to agree with the total of ihe fair copy ISee
Article 84-C, Sub-clause (b) of the Financial and Accounts Code for the preservation
of pay bills}.

EXcIsE.
ABKARI.
To be retained.

1 G-26. Register of demand, collection and balance of Excise Revenue ..
under ¢ arrears *.

2 G-26 (a) Register of demand, collection and balance of Excise ..
Revenue under ‘ current ’.

3 G-26 (b) Register of demand, collection and balance of Excise
Revenue both © arreats and current ’.

506-1—17A
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Seria! number and subject. After years

) @

7o ve retaind— cont.

4 G-26 (c) and G-26 (d)  Registers of memoranda explaining the
difference between the collection shown in the treasury account
and those as per demand, collection and balance statement.

5 G-26 (¢) Register showing the particulars of balance of Excise
Revenue.

6 Annual accounts relating to Abkari in Coliector’s office
7 T.T. 12 Register of demand and collection under T.T. leases

To be destroyed.
1 G-11. Register showing collection of Excise fines, process fees and 10
interest.
2 Agreements and counterparts, lists of shops, permits, sale accounts 3 years aftel
and similar routine papers. close  of
lease.
3 G-11 (a) Monthly statement of Excise arrears .. .. .. 3
4 Demand, collection and balance of Excise Revenue and Abkari 10
fines statements.
5 Statements of irrecoverable arrears of Fxcise Revenue recommen- 2
ded to be written off.
6 Annual accounts relating to Abkari in Divisional and Taluk office
(GPIUM.)
To be retaned.
Nil.
To be destroyed.

Agreements, lists of shops and all other rontine papers .. .. .. 3 years after
close of
lease.

FAMINE,
To be destroyed.

Accounts connected with famine relief works .. .. .. .. After adjust-
ment,

FoRresT.
10 be retained.

1 File of printed Board’s Proceedings .. .. . e
2 Records of Forest Settle ment enquiries ‘e a



APPENDIX

Serial number and subject.
O]
FoRrEsT—Ccont.
To be destroyed.
Nil.

iNAMS.
To be retained.

1 Accounts showing lands granted as inams and resumed inams ..
2 Register of Yeomiahdars .. . .. .. .. .-
3 Inam register received from the Commissioner
4 Sanads and other papers connected with inams

§ Accounts showing the extent of inam and Government lands and
their assessment, etc.

6 Inam accounts of village officers .. .. .. .. .e
i 7 Statements and vernacular registers received from the Inam Com-
missioner.

8 “Iwo Cawnies’’ account of inams

9 Originalrecords of inquiry, between 1861 and 1863 relating to the
enfranchisement of personalinams.

10 Original records of inquiry, registers and statements relating to the
enfranchisements of village service inams in proprictary estates,

To be destroyed.

1 Accounts current of inams villages and all other accounts
2 Cultivation account of attached inams

IRRIGATION.
To be retained.

1 Lists of irrigation works
2 Minor irrigation estimates .

3 Estimates for Tank Restoration Scheme works handed over to the
Revenue Department.

To be destroyed.

Minor irrigation measurement books and books of levels

261
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Serial number and subject. After ¥ 28,

KUDIMARAMAT.
To be retained.
Records relating to execution of kudimaramat works or the recovery
of theirfcost E§‘rom the ryots under Tamil Nadu Compulsory Labour
Act{ of 1858.

Loaxs.

To be retained,
Nil.

70 be destroyed.

1 Loan orders, security bonds and records connected with grant

of loans.

0 Registers of applications and routine corresponder.ce registers ..

3 Regisier of advances and recoveries ..

4 Register No, 19
5 Register No, 22 ..
‘6 Register No. 29 ..
7 Register No. 30
8 Register No. 31

1 year after
date of
complete
recovery of
loan.

1 yeor citer
recovery of
all money
advanced
in the year
concsrned

o

year after
recovery of
the total
amount

entered in
the register.

30 years.
30 years,
5 years.
5 yeass.

I yoars,

MISCELLANEOUS.

To be retained.
Nil,

To be destrayed.

1 Service register of dismissed officers after the order of diswissalis
passed and then if no appeal has been filed

2 Statement of unserviceable furaiture .. e e - .



APPENDIX

- Serial number and subjects.
m
To be destioyed— cont,

3 Lists of securities in trust .. .. e .. .-
4 Stock book (G.O. No, 843, Finance, dated 23rd July 1887) .
5 Invoice of supplies to other departments . ve ‘e .e

6 Weather reports received from the Meteorélogical Reports to the
Government of Tamil Nadu.

7 Office copies kept by Revenue Inspectors of the reports and returns
submitted to Tahsildars and of their takids to village officers.

263

After years.
2)

20
20
3
i

1 vesr after
their {ranse
fer 10 the
taink
record
reom.

8 Diaries of Revenue Inspectors .. .e .e .. .. 3 years after
the expiry
of the year
to which
they relate.

9 Dairy note-books maintained by Revenue Inspectors we .. 3years after
transfer to

Taluk office.
10 Registers of applications for transfer of registry maintained by Do.
Revenue Inspectors.
11 Miscellaneous petitions such as application for conies i
appointments, etc, :
12 Indents for office  furniture, stamps, postage lsbels and 1
printed forms,
13 Indents for peons’ belts and badges .. .e .« .. Till next supply
14 Sub-treasury examination reports form Tahsildars .. e 1
15 Attendance—Memoranda .. .. .. . . 1
16 Statement of public copies granted in Taluk orfices .. . Z
17 Monthly statement of accidental deaths .. . .e
MISCELLANEOUS—MAGISTEKIAL.
To be retained.
Nil.
7o be des:rovea.
1 Register of licences .. .. . ..
2 Annual returns of awards .e . 3
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Serial number and subjects. . After years.
14} (2
PRINTING PRESSES.
To be retained.
Stock register . .o .
To be destroyed.
Press accounts .. . . . 3

PuBLIC WORKS,

To be retained.

List of public buildings .. e e . .. .. e
To be destroyed.
1 Register showing monthly progress in expenditure .. . 20
2 Minor irrigation imprest eash book .. .. .. .. 20
RECORDS.

To be retained.
1 Record indexes ..

2 Register of revenue suits
3 Ragister of revenue appeals
To be destroyed,

1 General registers of correspondence received in  Hosur 20
Pivisional Tahsildars and Deputy Tahsildars’ Offices.

2 Board and Government registers . 10
3 Petition register .. .. .. .. .. .. .. 20
4 Tour register .e .e .. 10

5 Cerrent and disposal registers maintained by Revenue 3 years after their

Inspectors. transfer of the
Taluk Office.
6 Register of books in the library .. ‘e .. .. As soon as out
of date.
7 Registers of search fees . o . . . 3

8 Ditposal registers .- - - - - e 20



APPENDIX

Serial number and subjects.
4}
REVENUE—LAND.

To be retained.

1 Register of prohibitive orders .. .. .. .. ..

2 Paimash chittas relating to—
a) unsurveyed villages .. .. .. .. ..
b) village service inams in zamindaris and whole inam
villages,
{c) devastanams and .. .. .. .. ..
(d) villages bordering on areas under other adminis~
trations,

3 Measurement accounts of backyards ..
4 Registers of settled estates

5 Accounts which are of importance in any district, e.g.,
those relating to wargs and kumaki in South Kanara.

6 Original order conveying a Government grant of assignment
incloding all the conditions atrached thereto together
with the sub-division sketch and statement, if any.

7 Order of acceptance or relinquishment with the sub-division
sketch and statement, if any

8 List of topes

9 Register of tands giver; to the Railways and transferred

from them.
10 Register of quarries .. . .. .. ve ..
11 Jamabandi order books N .. .. ..

12 Permancnt settlement accounts including abstracts, reports
and orders.

13 Bilmukta pattas for Government topes and scattered trees?

14 Records connected with the relinquishment or resumption
of inam or changes in their description.

To be destroyed.

1 Survey and settlement accounts .. .. .. .
' 2 Register of refunds of over payments .. .
3 Register of darkhasts for irrigation .. - ..

4 Register of petitions for remission

265

After years..
2)

After next e~
settiement.
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Serial number and subjects. After years.
t)) )}
10 be destoyed—con:.
5 Demarcation registers (stones) A and B .. . .- 3
6 Records conpected with permanent changes and new fields 3

and sub-divisions recorded in Taluk registers Nos. 7 and
§-A except those relating to relinguishment or resump-
tion of inams of changes in their descrintion and the sub~
division recoras ccanected with land acquisition, grant
of assignment of land and relinquishment of tand.

7 Application for grams of assigament of land and other 10
records connected therewith except the orders of grant or
assignment includiag the conditions attached thereto
and the sub-division sketch and statement, if any.

8 Applicaaon for religuishment of land and other records 10
connected therewiiin exvept the orders of acceptance of
relinquishment witih the sub-division sketch and state-
ment, if any.

9 A pplicationsand other records connected therewith relating 3
to changes in holdings (except those relating to relin-
ouishment of inams) recorded in taluk regisers Nos. 6,
6-1, 6-A and 8.

REVENUE RECORDS AND REGISTRATION.

To be retuined.
owing the theodolitz stations 1o be ve
n

1 Register in Form D, st the theod
specting iahsiidars,

atiended to by the 1

2 Inspecting Tahsildar’s vagister of survey errors corrected e
{aprendix XV to S$.0. No* 34-B, paragraph 7).

To be destroyed.
1 Taiok and village stock register of stonzs (Form I) .. Syears after the

new register js
written up.

2 Register of charges incurred for repair and renewal (Form ID) 5%
of survey marks.

3 Abstract of Form II and extract form 1 (Form 1II) .. 3%

4 Extract from Form TI (Form TV, B.5.0., No. 34-A) .. 3

5 Register of survey advances and their adjustments (Form V3

6 Villagewar demand, collection and balance register of
charges incurred for the repair and renewal of sugvev
marks (Form ¥,



APPENDIX 264
Serial number and subiects. After years.
M 2)
To be destroyed—cont. .

7 Demand, collection and balance under—Cost of survey 3
marks—Survey Officers—Cost of survey marks—Col-
lectors (Form VII).

8 Bill for advances for replacing missing boundary marks 3
(Form VIiD.

9 Statement of sums to be recovered under Section 15 of Tamil
Nadu Act VIII of 1923 (Form X).

10 Half-yearly statement showing the transactions uader 17
Revenue Survey Advances—Collectors’ Form (XI).

11 Half-yearly statzment showing the transactions under Survey i.
marks—~Collectors’ and ‘Survey marks’—‘Survey Officers’
(Form XII).

12 Annual Statement showing the inspection of survey marks,
their repair and renewal (Form XIII).

fmat

(8

13 Register A—Village headman’s register of bills  received
from survey officers for collection (Form XIV).

14 Register B—Register showing taluk demand ‘collection and 5+
balance of survey advances (Form XV).

15 Register C —Register Showing pacticuli.rs of bill rzceived s
from the Survey Department and forwarded to the Tah-
sildars for collection {Form XVI).

16 Register of application for copies of field maps (Appendix V). 10

17 Register of survey instruments and books (Appendix XTI} .. 2 years  after
the new registes
is written up,

18 Register of applications for showing ‘F°  boundaries 10
(Appendix XII).
19 Register of acknowledgrent of notices issued to registered :

hoiders of land under sec.ion 15 of the Madras Act VI
of 1923 (Appendix II).

20 Register of untrained and incompetent karnams (Form C). 2 yearsalier all
. - the Karname
mentioned in
it have bgen
trained,

* These mav be destroyed after the years noted against them provided that the
amounts shown to them as due to Government have been either recovered
in full or otherwisz adjusted. .
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21

23

24

25

26
27

28

29

30

3

DISTRICT OFFICE MANUAL

Serial number and subject. After years.
' @) @)
To be dessroyed-—cont.

Stene Register A and B (Appnedix IT) .. .. .. 3 years for wet
villages and
5 years for
dry villages-
after a new
register is
writien up.

Stock book of survey instruments (Appendix XVII4 of the 1
Stationery Manual)

File of village stone depot inspection extracts received from
Deputy Tahsildars or Tahsildars and Revenue Inspector.

Appendices to Revenue Inspectors diaries received by the

Inspecting Tahsildar (Appendix VI to Board’s Standing
Order No. 141).

Revenue Inspector’s reports on the checking of karnams’

year after the
balance  have
been  verifled
and  carried
forward to a
new register.

1

3 years after the

expiry of the

yea r to which

they relate.

1 year after the

survey imstruments, maps and survey qualifications expiry of the
(Appendix XI to Board’s Standing Order No. 34-A). vear to which
they relate.
Inspecting Tahsildar’s programme and diary (Appendix IIT) 3
Applications for copies of ficld maps, showing ‘F’ bounda- 1
Fries, answer papers, sketches, etc., of karnams and revenue
subordinates in survey schools and other routine corres-
pondence.
Register of sub-divisions with the Inspecting Tahsildar 20
(Appendix X).
Notes of inspection of Taluk Offices, Deputy Tahsildar’s 1 year after
Office and Village records (Forms B, B-1, B-2 of Appendix fresh notes of
. inspection re-

File of extracts .from
Inspecting Tahsildars.

8-A Registers

Files relating to errors in measurements beyond the margin 3

of error as defined in Board’s Standing Order No. 34-B,
paragraph 5, not involving alteration of the area of field
by more than 5 per cent.

maintaired by the 1

date

lating to that
taluk or
village are
preparcd.

vear after the
reccipt of all
the subdivie
sion records.

years from the
of dis-
posal.
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REVENUE RECOVERY ACT.

Serial number and Subject.

¢
To be retained.
1 Register of sales under ArtII of 1864 Vide Taluk Accounts.

2 Register of transfers of zamindari estates, shrotrivams and
inams.

3 Registers of certificates under Act II of 1864.
To be destroyed.

Register of persons confined in jail .. .. .. . .

SPECIAL FUNDS.

To be retained.
Nil.

To be destroyed.

t Lapsed engagements and security bonds executed by ferry
renters.

7 Extract from the Bound Register (Code Form No. 36) and
taluk return (Code Form No. 46).

Stamps.
To be retained,

Nil.

To be destroyed.
1 Chittas of deposits, sale and expenditure

2 Bagagements executed by stamp vendors

STATIONERY AND STORES.

To be destroyed.

g pdent and accounts

209

After year: .

@

3

3

3

15
3 years after
expiry of the
licence.

3

(G.0. Ms, No. 2070, Public (Services-A), dated 16th August 1972.)

(B.P, Rt. No. 5264 (1), dated 1st September 1972).
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Serial number and Subject. After years.
1) @)

STATISTICAL.
To be rerainea.
1 Price lists (vide Taluk Accoutts).
2 Registers of rainfall.

3 Lizt of works of public utility constructed by private indivi-
uals.

Monthly return of birihs anc deaths pricr to Ist Januery 1953.
submitted to the Director of Public Health.

To be destroyed. v
Small pox, ]::holara and cattle mortality returns received from the 3
taluk.
Surrs.

To be retained.

1 Cases tried under Regulation V of 1822 by viliage or taluk pan-
chayats.

2 Judgements in suits,

To be destroyed.

Annual return of suits for transf:t or register.
TALUK ACCOUNTS.
To be retained.
1 Registers A, B, Cand D.
2 Ruined tanks—Return No. 12.

3 Price list and returns Register No. 3 and Return No. 1
(Section 1V).

4 TRedemptions of lad revenue (Register No. 26).

Beriz deductions in favour of religious institutions (Register
No. 10).

Register of lands bought in by Government.
Sales for arrears of revenue (Register No. 18).

Area under crops—Statistical Return G.

W 0 N1 A

Register of house-sites granted in villages and towns.

10 Register No. 21—Special for the Nilgsir district.
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Serial number and Subject.
@
To be destroyed.

Cowles—Register No. 13 .. .. .. .- ..
Season report—Return No. 1 (Sections I and 1I-A and B)
frrigation Sources —Register No, 22 and Statvistical Return M
Rentroii—Regsiter No. 23 end Return No. 18

Agricultural stock —Register No. 21 except in the case of the
Nilgiris, Return No. 19 and Statistical Return A4,

6 Incidence of land revenue Stastical Return No. 18 .,

8

Current register of permanent changes No. 7

New Survey fields and subdivisions—Register No. 8-A

9 Demand Accounts [Register Nos, 9, 11, 11(i) and 11 (ii), 12

1¢

11

i2
13

14

16
17
18
19
20

21

and 20 (i) and 20 (ii).]

Demand, Collection and Balance Accounts (Register Nos.
14,(115,)16, 17 and 17-A and Return Nos.2, 2-A, B, C,
and D). )

Balance accounts (Registers No. 14<A, B, C, D and enclosures
A to No. 15).

Cultivation Accounts (Register Nos. 1, 2,24 and 25-A)

Crop forecasts outterns (Regiter Nos, 27 and 28 and Return
No. 20). .

Scason report—Return No, 7—Section HI .. .- ..

Darkhast and relinquishment registers and registers of chan-
ges in holdings No. 4, 6, 6, 6(i), 6-A and 8.

Process registers .. .. .. .. .e .

Sales of unoccupied lands (Register No. 19) .. .. e

Jomabardi Returns Nos. 3 to 10 and 14 to 16

S:utistical return A-1, A-2, F-1 and F-2 and L .. ..

B. Memoranda prescribed in paragraph 21 of Board’s Standing
Order No. 15 and the current register of B Memoranda and
applications for poramboke land prescribed in note (8) to
paragraph 3 of Board’s Standing Order No. 165.

Register of applications for house-sites in village and towns

2

After yeava,
@)

10

After the

village

new
regis:

ters are publi

shed

-

Do.

3

w

W W W w

10
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TREASURY.

(a) Taluk Treasury.

To be destroyed.
Serial number and Subject. After years.
) - 2

1 Shroff’s cash book of receipts .. .. e ve ‘. 20
2 Shrofl’s cash book of charges .. . .. .. .. ‘ 20
3 Register of pension payment orders .. . e . 20

4 Monthly accounts—current .. . . .. . 10
5 Sub-treasury chittas of rceipts and disbursements including i

subsidiary chittas and taluk avarzas of classifled abstracts,

6 Accounts’ Day Book (M.T.C. Fcrm No. 14) .. . 10
7 Register of deposits .. . . .. .. 10
8 Daily sheets from the branch of the Imperial Bank of India 10

and counterfoils of chalans and cheques.

9 Seals register (in the custocy of Sub-Treasury Officer) . 10
10 Seals register in Police custody .. o .. .. - i0
11 Saderward accounts of petty receipts and disbursements” 77 ., 3
12 Accounts of salaries held in deposit . . e -- 3
13 Returns relating to collection and balance of arrears .. .. 3
14 Register ‘of charges and under village service fund .. .. 3
15 Sale register of stamps .. . e .. ‘e 3
16 Stock register of stamps (Single lock and double lock) e 3
17 Register of furniture .. . . . .o 3
18 Local fund memorandum of payments .. oot .. 3
19 (lassified shedule of local fund receipts e .. e 3
20 Register of currency notes .. . .. . .. 3
2] Regsiter of valuables .. .. .. .. .. .. 3
22 Permanent advance register .. e . .. .. 3

23 Account particulars of contingent charges ..
24 Chittas of receipts and charges in Deputy Tan\‘nldtm Ot’ﬁces

25 Register of uncurrent silver coin .. . ..

b w W W W

26 Register of uncurrent copper coin .. ..
27 Head Accountant’s number book e
28 Receipts and disbursements (Journal) .. e e



APPENDIX

(@) Taluk Treasury—couit.
To bz destroyed—cont.

Serial number and subject.
m

29 Register of charges issued by Local Fund Engineers
30 Register of padlocks and duplicate keys
31 Retrenchment register .. .. .. ..
32 Kays: gegister .. .. .. .. .. .
33 Local fund receipts avarza
34 Regumr of Postal Life Insuranc: Fund and Gen~sal Provident

35 Stock register of saleable books
36 Register of taluk cheques cashed
37 Register of sub-treasury Form No. XLIV

38 Regm of charges issued by Public. Works Dapartmem-

39 Register of postal charges .- . . . o
40 Shroff’s cash balance register .. .. . . ..
41 Shroff’s anamath balance register .. o e

42 Shroff’s balance sheet .. .
43 Anamath register, Madras TreaSury Code Form No. 46
" 44 Register of late taluk remittances

45 Anamath disburssment register .
46 Register of unshroffed village remittances . .. ..
47 Register of unshroffed coin .. .. .. ..
48 Regisier of receipt and return of departmantal cash chests

49 Pharigts (covering lists) of accounts aad vouchers submitted
* to Treasury Deputy Collector.

50 Other accounts .. . . .. . e .
51 Chéque counterfoils . o . . . .
52 Contingent bill and vouchers .. . .e .e .

$3 Receipts granted for money received .. - o .
54 Chalans and remittance books .. . .. . .
55 Application for cash orders . . .. . .
56 Objection slips . . . . ‘e . .

506-1—18

213

After years

163

wow W

w oW ow

b
gw

W W W W oW



274 - : DISTRICT OFFICE MANUAL

Serial number and subject; -
a) -
(b) Collector’s Treasury..

) ‘ To be retained,
Register of powers of Attorney, Probates, etc,
To be destroyed,

1 Register of payment pay orders .. . .
2 Register of remittance transfer receipts issued .. ..
3 Counterfoils of remittance transfer receipts

4 Treasury chittas English) -~ .. - .. o0 e e

SChittasofdeposits . .. . .. .. .
6 Chittas of expenditure .. . . .. .

7 Office copies of Public Works Schedules of teoelpts forwarded
‘monthly to the Accountant-General.

8 Check register of remittance transfer receipts. .-
9 Counterfoils of cash orders in taluks ..

10 Abstracts accounts of receipts and outgoings and probable
estimates. .

11 Civil, Military and other fund statements )
12 Daﬂy sheets from the branch of the Impetial Bank f

with counterfoils of chalans and cheques ° Indla.
13 Loans register
14 Ledger postings . .. o ..
15 Register of deposits, revenue, civil, criminal. work and per-

sonal.
16 Saderward accounts of petty receipts and dlsbutsements .
17Statementofﬁnes . .. .. .. e
18 Accounts particular of contmgent charges .. .. 7 . '

19 Other accounts

20 Oontmgent bills and vouchers

21 Regeipts granted for money received 7

22 Transfer of charge certificates .

23 Applications for remittance transfer recelpts

24 Districtwar dlstrlbutlon of sanctioned grants .. e

25 Applicants for add!tlona.l allotment .. .. be

“26 Chatans and remittance books e e

After years.
(¥3)]

10

10

e
10
10

10
10
10
10
10

20
2
10

W W W oW ew Www



" APPENDIX 278

Serial number and sub_iéi‘r. After yeor s
1) t2)

(1 Collector’s L reasary—cont.

To be destroyed—cont.
27 Register of chalans issti:ed by the Treasury on the Imperial 2
* Bank of India." ) ’ o .
28 Treasury pass books .. .. .. o 3
29 Application for cash arders .. 3
30 Objection stips .. .. K . . .
31 Receipts of repayment of deposits 10
32 Cheque counterfqi'l.s. .. . . . e e 16
)33 Rt;,gister of uncurrent silver coin ' 3
34 No. 22-A Huzur posting statement for the half-yearly return 3
showing recoveries on account of advances under th ¢ .
Loans Acts.
35 The Huzur posting registers—Receipts and disbursements .. 10
36 Agcountant’s day book 10
37 Remittance transfer receipt advice lists . . .. 3 account years.

NétE.~The advice list of Remittance Transfer Receipts received at the treasury
should be verified by the Accountant-General before they are destroyed. .

38 Register of Government Promissory Notes enfaced for pay- 20
ment of interést.

39 Payable and cancellation advicers received from the Public One comblete

Debt Office. account year.
40 Register of securities tendered for renewal consotidation 3
‘or sub-divisiofi: o a
41 Register of interest warrants' o . e .. .. . 16
42 Register of bond; :registered fo'l~ payment of coupons .. .. - 20
43 Register of coupons paid .. .. .. .. .. ) 1
44 Interest distribution register .. e ‘e .. .. . e

45 Payment order 6f interest Of promissory pote$ at a sub- 20 ‘vears or until
treasury  (Form No. 15 of the Government Securities interest ceases

Manua{) 10 ‘be’ pai
X thz Phlﬂﬁvu:

506~1—18A
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(c) Cash-keepers Records.
To be destroyed.
Serial number and subject,
)
1 Register shwing receipts and saje of stamps and forms .

2 Daily cash account, the pcrmanent advance account and
registers contingent charges.

3 Miscellancous accounts .. . . .. . e
4 Cash book . . . .. . e .
(d) Accounts,
To be d:stroyed.

—

Pariodical accounts received from the taluks

(4) Daily cash balance report, lists of payments, list of colléc:
tions on account of other diswricts and monthly cash
balance reports.

(b) Accounis current of receipts antl charges (Central, State and
Loca] Funds).

() Monthly land revenue and abkari demand, collection and
palance statements with appendices jncluding posting
statements.

(d) Probable estimates o s - e

(¢) Statement showing subscription to District Gazette

() Statement of sales of service‘teg'isters,‘books abkari per-
mits, fornis of pattaand of applicatin for appoititiment,
survey plans'and settlement registers, ett.

() Statement of cheques cashed (Public Wotks Department,
Forests and Local Funds) or Postal letters of credit and
of uncashed personal deposit cheques.

(hmw“ ats of amourits realized on account of survey

(i) Statement of salesproceeds of faflen treey
(j) Particutars of recetpts of Public Works Department .o
(k) B¥posit accounts v e e

(1) Qulrterly Statermont OF rReASIORAR expenditure of cifreticy
notes.

¢m List of outstanding balance of criminal ‘and revenue
deposits,

(X

) s oo a2 AN A, S 280
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el Malyiodsadf advances and recoveries under th- Loans Acw .,
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After years,
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3
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Serial numib:r and subject. After years.
) : O

1. Periodical accounts received from the taluks—cont.

(») Acknowledgment of permaacnt advance fund .. . 3
(¢) Minimum balance statement e e e 4
(r)-Pudget statoment of land revenue .., . . 4
(s) Process fees statement . . . 6

accounts forwarded to the Accountant-General and the  for the ¢orres-

2. Office capics of periodical accqunts.other than Huzur Treasury The %@g)d fixed
Board of Revenue.

ponding taluk
accounts from
-which-they are
precpared. Office  copies of
sHuzur  Treasury acgounts
should be retained for ten

years,
'3, Regjster showing the disburs:meat and:bakaace.of:the pay.of 5
village establishment. :
4, Register showing the taluk war demaad, coliection and -balance 4
gf ferry rents.

TRIGONOMETRICAL SERVEY,

To be retained,
List of Stations :

To be destroycd.

Nil.
VRLAGE ACCOUNTS,

To be retained,
1. Register A and B.
2. Register of conditional assignments,
3. Village statistical registers.
4. Birttis and Deaths Registers, No. 19 sections I and 1I,

To be destroyed.
1, Description Accounts—
(@) Nos. 2, 8-A, 8:B, 10 .¢1) and 12 . .

) Regpter of ¢changesNo. 3 .. .. .. .. . 3
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Serial number and Subject, After years,
) ()]
To be destroyed—cont.

2 Jamabandi and Miscellaneous Accounts—

Jambandlcheckmemomnda en” " we Fr 5
%\twam aowmt No. 1 and kaman;.s. ms,pec,uon 5
Rainfall and water-supply No. 20 " - - & 3
J‘amahndl statements Nos. 2-A, 2C, 3-A, 4, IO-A 10(11 & il
Jamabmﬂl smements (5 parts) [ to TII, 6and 6-A .. 20
stowmgthepguductmnofmmmls,hlo.% .. 3
Vm‘cw e .. . .e . .. 3
malhstofunpmlecwdchﬂdmNo. 19D - ... :;" :=__ £19
3 Cash accounts, Nos. 13, 14, 16, 17, 14-A, 14-B, 14-Cand 15 ., : w
4 Statistical accounts. | | "
Agriculural stock JNo. 21 .. SR n
Changes in ayacut No. 2-E " st ’ - st 3
Area cultivated and irrigated and outturn, Nos. 2-B and I-A ..

Statement of irrigation of sources No. 2-D . . .. 3
nt showing number of pattas of various \ra,luc:s held in

the village No. 23. 'x
Cattle disease and mortality, No. 19 Sectlon ll[ e - B
5 Statement_showing the mortality among cattle acd hosg,
No. 19 1l-A. - .
2 - WEED BEASTSy -
. To be destroyed..
1 Annualand quarterly returis .o o . s o

" re mdmwof,zewardspaid. o " el Tlam ¥
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APPENDIX T,
{Paragraph No. 164—sub-paragraph 6, clause (i), sote 5)) .-

RULES FOR THE DESTRUCTION OF RECORDS UNDER THE DISPOSAL NUMBER SYSTEM.

The following instructions relating to the destruction of useless records of the
period following the introduction of the disposal number system, should be carefully
observed in all offices i— , ) )

(i) Drafting clerks and assistants should make on the docket of each disposal
file before it is sent to the record - room where the file shou'd be permanently
retained or destroyed, noting in the letter case the year of destruction. The
entries should be made by means of appropriate rubber stamps and should be
c%iecked, and gj necessary altered, by the head of the department or branch of the
office concerned. - . : L

(i) After disposal, papers should be entered in the * retain (R) * or ‘destroy (D)
disposal list, according as they are intended to be permanently retained or destroyed
at some future date. ) .

(iii) Papers entered in the ‘D’ list or ordinarily liable to be destroyed. aftel
ten years, but care should be taken to see that the papers which are specially markeo
for retention for a longer period are not prematutely destroyed. Such papers
should be put in scparate bundles with the year of destruction clearly - marked o8
the top of each bundle. ) .

. {iv) At the time fixed for the destruction of records the record-keeper should
enter in the appropriate D’list the pumbers and dates of the files which have to be
retained for more than ten years, He need not, however, give abstructs-of such papers.
For instance, the bulk of the papers entered in the ‘D disposal list for 1909 will.be
liable to be destroyed in 1920. Of the remaining papers, some may been marked for
destruction in 1925 and some in 1930, The record-keeper should cater the numbers
and dates of the * D >—1925 * papers in the * D * list for 1914 and those of the ‘D ’—
1930 ° papers in the ‘D list for 1919, : : o

(v) The record-keeper should certify at the end of the disposal:list fhat all the
recotds included in the list which are ripe for destruction have been destmyed.' o

LIST OF PAPERS SUBJECT TO THE DISPOSAL 'NU.MBE‘R' SYSTEM -
WHICH HAVE TO BE RETAINED FOR MORE THAN. =~ =

TEN YEARS.
Years.
Census. .
1 Correspondence and orders regarding the taking of the census '. B : R
Escheats.
2 Papers relating to escheats other than final ordersandaay -~ .. - ¢TQv
". " important correspondence. .
Inam:.

3Correspondence concerning disputed inam guitrent ... -, v - 2
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Establizhment {b) Public Servants.

4 Correspondence regarding suspension, diswmissals, ete. .. .. 20
Public Works.

5 Reports on ordinary irrigation woroks . . - 20
APPENDIX U.

[Paragraph No . 164, sub-parageaph 6, clause (iv).]

RULES UNDER THE DESTRUCTION OF RECORDS ACT
(ACT V OF 1917).

1. Index paper 1o bte opereds—An index of the form preseribed -in Part A
of the appendix hereto shall be put with the record of every case cother -than
our uncontested suit or proceeding in the Court of Smail Causes, Madras on
its first imstitution in each court, and each paper, as it-is jiled with ‘the record,
shall -be -entered ‘in such index.

The index paper itself and the B diary need not be entered in the index.
The .date -of -#ssue of process shall be entercd in column (2) of -the form end
the ‘date of :return -after -execution .in column (3). The dates ‘on which -depo-
sitiond, judgements -and deceees -were completed or signed by the judge -shall
be ertéred in column (2), and ‘the date of rteceipt by the 'suits clerk shall “be
shown in column (3).

9. Records 1o -be divided into parts—Every record shall after its zomple-
tion. aund -immediately before it is deposited in :the record room, be divided into
parts -all :shown in the table given in Part ‘B of the Appendix, and to ‘facilitate,
the divisions each paper other than records in uncontested suits or proceedings
i the Court of Snall Causes, Madras, shail as soon as it is filed with the
record, be numbered and marked -off in the index as apperlaining to one or
another of such parts.

Unfiled documents ro be kept apart and destroved.—Other documents which
have been produced by partics but-have either not been tendered in evidence or
having been tendered in evidences, have been rejecied, shall be kept apart
from the record of the suit or cther procecding to which they belong and
shall; if not reclaimed by the party who produced them, be retained in the
Court in ‘which they were produced for a period ‘of one 'year from the date
of the final order of the Court in tbe suit or ‘proceeding 'in which the docu-
ments were produced, and snalf ar the -expiration of that reriod be destroycd
in the manner prescribed by rule 6 infra:

Provided that notice of destruction shall be given in the manner prescribed
by rule 7 infra in the month of January succeeding the date of expiry of the
period of one vear referred to in this rule and also by ofiiving ‘to the -notice
board of the court (at the time or publication in the Gazetle) a copy of the
notice published in the District Gazette. -Rule § infra shall not apply to such
documents.

No application is necessary for-the return of ihe documents produced, ‘which
have cither not been tendered in evidence, or if tendered, have been rejected.
It is sufficient if a rceipt for their return is taken in the list with which they
have been put up.

3. Period of retention of reccrds~—The parts of records described in the
table given in Part C c¢f the appendix shall be 1etained for the periods respec-
tively, specified against them from the date of their completion provided that



APPENDIX 281

in any case the presiding judge or magistrat: may, fer reusuns to be recorded
in writing, .direct ;thut of the papers in any one part.be transterred 1o any ofher
part for which a longer period -of retention is prescribed -in shich case the fact
shall :be motod in the index and the papers dealt with as i€ they hal sbelonged
from the commencement -to the part to which they were 8o transferred.

Process to defendants in ex-parte suits.— The proceedings issued to defendants
or respondents whe are ex-purte in suits for appeals falling under stub-heads
I (D), .2 and 3 of Part C-1 shall be transmitted by the District Covrt to Sub-
ordinate :Courts at the iime of the destruction of Part I sc ,that they may be
included if the cxccution is not complete. If at the time of the desituction -pf
Part T execution is vomplete she record-keeper should .include ke said processes
in part execution record.

4. Period of reicnion of cour: registers. cic.~The court registers, :books
and ‘papers described m the table given in Pat D -of the sppendix shall be
1étainedl for ‘the period respectively, specified sagainst them 1eckoning from -their
1espective dates 0. from the dates at which they close :

Provided ‘that the District Judge or District Magistrate ‘may, in his . discre-
tion «direct ‘the retention for a long period or -permanently of .papers which he
may consider likely to te useful in tuture, as containing tie result of inguizies
or other information, or the opinions of cxperienced ofticers in matters -von~
nected with the general administeation -of justice .and proxided also .that .no
court subordinate to the Distist Judge nor .any criminal court subordinate to
the -Magistrate . of -the distsict :shall - cause .any -papers to -be desiroyed ;under .fhe
next succeeding rule without having first .obtained frem such Bistrict Judge or
Magistrate of the district, as the case may be, permission in writiing to «do
0.

Bocuments rige -for destructicn  re-exhibiicd —Where any .document aof
which the destruction is ordered by ihese rules is, before it .has been destrayed,
made.evidence in any other suit or proceeding, .the :rule regarding .its.destructions
shall be the rule applicable to -evidence :filed .in .such -suit or ;proceedings where
the period prescribed by such last mention=d 1ule is an excess -of the -pesied
prescribed by the rule whick. originally governed its destruction.

5. -Books and papers to Le destroyed after prescribed period—All recorls,
books and papers described in the table givan in Parts C and ‘) of the Appendix
shall be destroved withcut fail ar the expiration of the reriods .respectively
indicated against them unless the High Court sanctions their disposal in any
other ‘manner :

Provided that documents produced in courts by ‘Government -Oficials .or
send -for under Qrder XII, rule 10 of Schedule ‘I, -Code of ‘Civil ‘Procedurc,
1908, ‘shall not be desiroyed, but shall, .if not previously .refurned, be trans-
mitted, to the responsible oticers on the expiry of the period prescrived for
their ‘retention.

5-A. Records which are not bhe destroved -—Fhe -following -should on no
account ‘be destroyed :—

‘Records coanccted with expenditure which is within the statute of ‘limita.
tion.

Records connected with expenditiire on projects, schemes or works not
completed although beyond -the period of limitation.

Records connected with clainis to service and personzl.matters affecting
persons inservice.

Orders and sancnions of a permanent character until revised.
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: "5B. Records of village panchayat courts.—All records of civil suits of village
panchayat courts other than those mentioned in sub-head 8-of “ Appendix B. . Civil
—*Part shall unless the High Court sanctions'thcir disposal in any other manner, be
destroyed by the presidents of the panchayat courts & week after the transmission of
the records to the District ‘Munsifs® Courts under the rule 54 of the .rules framed
by the Government under the Mardas Village Courts Act, 1888, as amended by-
Madras Act II of 1920. Before destruction, proclamation in the village by beat of
fom-tom shall be made, but the provious permission of the District Judge as prescribed
by the proviso to rule 4 above is not necessary. oo E

. 6, Districts arid Fort St. George Gazette—With the exception of District Gazetie
Part I-A, I-B, IT, Il .and IV of th. Fort St. George Gazette-and Parts'l, Il and Ti
and supplements of the Government of India Gazette, which may be sold as waste
paper; all other records, books and papsrs to be destroyed under rule 5 shall be
burnt in the presence of the record-keeper. . :

- . Whenever records, books or papers are destroyed under rule 5, a complete " list
the records, books or papers so destroyed shall be prepared and the date of destruc-
tion shall be prepared and the date of destruction shall be entered at the head thereof,
It shall be the duty of the record-keeper (or his assistant, if there is on¢) to.certify the’
correctness of these lists. Whenever in sessions cases judgmentsin which the sentences’
pissed is one of t transporatation for life are destroyed, the record-keeper. or ' his
assistant, as the case-may be, shall also certify that the judgments is destroyed either
becuase 4 s::é)ort of the convict’s death i as been received or because the convict has
beenreleased.

1. Publication of list of documents to be destroyed in the Gazeite.—To énable

parties who have filed documents in eourt, to withdraw the same before the pericd

appointed for their-destruction, a notice shall be published in the District Gazette
in Jahuary or July of each year stating that all documents filed in the suits {to be
therein enumerated) will, unless previously reclaimed, be destroyed at the experiation
of the period ;indicated in the notice ; and the follwoing note shall also be entered
at the foot of every copy of decree or order granted to any of the parties to the suit
of proceeding in which such decree or order was made or to the pleaders or authorized
agentsof such such parties :— B .

" “The parties should apply as soon as possible for the return of all exhibits
which they may wish to preserve as the record will be liable to be destoryed after
three years from date .” . et :

8. Submission of records to District Court for safe custody.—All courts subodrinate
to'the District Court,except where otherwise  ordered by the High Court, for special
reasons shall send to the District Court during each of the three periods from- 1st
January to the 31st March, the 1st April to the 31st August and the 1st September
to the 31st December at such time as the District Judge may fix, the records of all
suits tried by them during the previous period and the records in: execution or
miscellaneous proceedings in which full satisfaction has been recorded or which have
becorhe time-barred or reached completion. This rule shall apply also to the records
of small cause suits._ On receint of the records of suits the District Court record-
kegper shall satisfy himself that the papersin the records are arranged, and the index
prepared, in the mode prescribed by rules 1 and 2. .

Nore—If at the time when copies of the judgment and decree of the appeHate
court are received in a District Munsif’s Court under Order XLI, rule 37 of the Code
&f:Civil Proceedure, the records of the original proceedings with which such: copies
are to be filed, are in the District Court, the necessary entry should .be made
in the Register of Civil Suits are required by the aforesaid rule, and the copies
of the appellate decree and judgment should then be returned to the District Court
in orde that they may be fited with the original records there. . . '

9. Rules applicable only to judicial records~The above rules do not apply to non-
magisterial records of revenue officers such as  Gazette files, etc,, but . apply
iudicial recods of these officers. » ‘
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10. Registers prescribed.—In order to facilitate the work of destruction of records
there shall be main tained in the record room of every District Court
five registersin the forms prescribed in Part E of the appendix and it shall be the duty
of the record-keeper to see that all records received by him in accordance withrule 8
aro entéred.at once in the appropriate registers, ’

APPENDIX.
A

Forms of ‘Index‘." T
(Rules 1 and 2.)/
(Vidé C.M.F. No. 71, Appendix II-L, Part I, Vol. IL.)

B

Table showlng the divisions of the record and the description of the
papers falling under each division.

(Rule 2.)
. {Part T—Civil)
Divisions of the record and description
Class of cases. of the papers falling nnder each
: tT o division. - 7
- @ )]

1. Suits or appeals falling undet sub- 1 Index.
head 1 of Table C (Civil), o
: - 2 Plaint including schedule and geleologi«
' can tables.

3 Written statements.

4 Judgments and drecees (Original and
Appellate), including the draft
Jjudgment as finally settled, signed and
delivered and when a decree has been
passed upon a razinama, the razi-
nama itself and the judgment and
decree onremand or, finding and
also the judgment or order remitting
and issue for a finding and a finding
thereon,

5 Applicatioqs by a next friend or gurd-
dian ad litem to enter into and agree-
ment Or compromise on behalf of

the minor, and the orders passcd
thereon.

6 Processes issued 1o defendants and
1espondents in exparse proceeding:

7 Appeal Memorandum,

.
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PartI—Civil—cont.
Divisions-of therecord-and description
Class ef cases. of the papers fatlingunder each
divisions.
) )

2. Suits or appeals fiiling under sub- 1. @rder appcinting a guardian of
he¢ad I (d) of Table C (Civil). Item, ’
2, Agreement to state a case for decision.
3. Application for arbitration.
4, Order of reference to arbitration.
5. Award.,
6. Osdet. appoiatingross ivess,

- 7. Judgment and ordcr remanding . or
remitting a suit on issues.

8. Commissioner’s reports, maps and
pians.

3, Fxectticn [rogeetiugs—Sub-head 1, Index.
4 (@) of the Table C (Civil).

2. Final judgment and order (OQriginal
and ADaellate).

3. Application for execution.

4. Counter-application including claims
.and objections.

5. Order directing execution.

6. Order allowing time for satisfaction of
Jjudgment.

7. Order recording payment or
satisfaction in whole or in part of
Jjudgement debt.

8. Report of sale by Courts® Officers.

9. Orders confirming sales,

10. Order for delivery of possession.

11, Report of delivery of possession.

12, Appeal Memorandum,

13." Tudgments and orders in appeal,

14. Processes to defendants and respon
dents exparie proceedings.
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Part I—Civil Court—cont.

Cluss of Cases. Divisions of the record and description of the
papers falling under each division.
w )

4. Insplvency cases—Sub-head 4 (a) of 1. Index.
Tabke € (Civil).

2. Decisions on  questions  of title,
priority, etc., arising in insolvency.

3. Insolvency petition,

4. Order dismissing the insolvency petition.

5. Order of adjudication.

6. Schedule of creditors.

7. Order annulling adjudication under
section 35 of the Provincial Insol-
vency Act (V of 1920),

8. Order on proposal for a composition
or scheme of arrangement.

9. Order on application for discharge.
10, Report of the receiver.

11. Order  annulliing adjucication on
failire to apply for discharge.

{2, On‘_lel': annulling voluntary transfer
(if it relates to immovable property).

13, Order  aanulling preference  (if it
rétats b iiovibleptopirty),
14, Judgrient and order on' appéals.

4-A. Proceedings under the Indian 1. Index.
Companies Act, 1913 field inthe 2. Petitions for winding up the company.
High Court and transfered under 3. Ofders (@) dirccting the: winding-up;

seetions 164 and 165 of the Act by Staying-procoeding’ in: furthe-

to District Court for disposal rimsof the drder” of winding-up;

fitem 4(c) of Table C, Part I (CiviD]. lilg? iligi)f appointing  the ial
i of.

4. Decision oif'questiont of e, Priefity
of shares, asscts of the company,
etc.

5. Smtinent of the affairs ofthe eompany
asd on-an afidavit as per
section 177-A: of #RSAct:

6. Report of _the Official Liquidator
under section 177-B of the Act.
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" Part—I—Ciyil—cont. - © -

Clasy of Cases. Divisional of thevecord and description of the
. ) papers falling under eqch division.

(2) -
7. Proecdings of the Cdﬁﬁ,ﬁiftéé of
Inspection (Section 178-A)." " -

" 8. List of contributories and the applica-
tion of asscrts (Section 184).

"9, Account of receipts and payments

made to and by the Official Liqui-
dator.

" 10. Commissioned Report, if any, on the
Account of the Official Liquidator.

11. Proceedings of the court under sections
184—202 of the Act.

12. Schemes of liquidation under scction
234 of the Act,

13, Order annulling dissolution under
section 243 of the Act.
14. Judgment and order on appeal.

15, Share certificates and other documents
evidencing titlc to property produced
or filled in the proceedings.

16. All other papers considered by the

i court enough to be included in
this part.

5 Pfoce;adi;xgs reiatjiagf 10 Probates and Probates and Letters of Administration.
Letters of Administration Sub- _
head 4(C) of Table 'C (Civil).

5 A. Tsstamentary action sub-head 5 of Wills.
Table C (Civil).

6 Smail canse court suits and village  Entire records.

- . munsifs - court. suits falling under

- ...gubtieads 2 and 3 and miscellane-

"sous proceedings falling }n.lder sub-
head 4(c) of Table C (Civil).’

7 (q) Guardian Procceedings “-;.. (a) Entire records except batta memo-
e R randum, notices and publications in
o newspapers.

(b)Y Proceedings under section 83 of .- 1 Application. . ’
: Sb%b) 'the'Tra%xsferr of Property Act 2 Verified tition  of the morigagee
(IV of 1882) reldting to mino: stating *his willingness to accept
] the deposit.
" 3 Order thereon,

. MOT1gAgeS. . . .
o 4 Order of payment of money.
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Part I-Czwl——cont

Clags of Cases.

¢}
8 Village Panchayat Court suits faﬂiﬁg

Dl vision of the record and description of the

papers falling under each division.
@
1 Plaint.

under sub-head 3 of Table C (Civil).. 2 Written statement.

3 Decree.
4 Suit documcnls

5 Processes issued to defendem
parte proceedings, -

6 Execution petition.

CX~

Part-II—Civil. «+

1- Suits or appeals fallihg under. sub-

" heads 1 (a), (b) and (c) Of Table 3iC
(Civil).

2 Proceedings relating to Probates and
Letters . of Administration -sub-
+head 4(c) of Table C (Civil).

2-A Testmentary action “sub-head 5 of -

the Taﬁle C (Civil)

3 Insolvency cases fallmg all papers not
already specified under sub-head

4(b) of Table C (Civil),

4 Proceedings under the Indian Com-
panies Act, 1913, filed in the ngh
Court and transferted under -sec
tions 164 and 165 of the Act to a
District Court for disposal [item.
4(c)- of Table (C)}.

1 Order appo'mtmg a guardian litem.

2 Agreement to state a case for degjsion.
3 Application for arbitration.

.4 Order of reference to arbitration.
5 Award.

6 Order appointing Receivers.

7 Judgment and order remanding or
remitting a suit on issues,

8 Commissioner’s reports,

maps
plans, P

and

1 Application.
2 Accounts filed,

Other records.

All papers not- alread classified’
L pape y - under’

Part-ITE— Civil.

1 All suits and mlsoellaheoﬁs pro-

gs other than those faﬂxﬁ %

oeedin,
ndersub-heads A(b), (i) and (c)
Table C (Civil,)

1 Documentary evidence.
“B” Diary.

Issue.

4 Oral evidence.

5 Al paper not already specified,
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Part II[—Civil Court—contd.

Class of Cases. Division of the records and discription of
the papers following under cach divisions,
Q) )
2 (a) Guardian proceedings .. (a) Batta Memorandum . nofices and

pubfications in newspaper ; and

(b) Proceedings under section 83 of (b) all papers already not specified in
the Transfer of Property Act-(¥v of  Part-L,
1882) relating to misor mortgages
falling- usder sub-head 4 (d) of
Table C(Civil).
Part I—Crimiuai.

1 Trials (other than summary) .. 1 Index,

2 Judgement and sentance, if any,
(Original and’  Appellate), conclodiug
spare copies of printed Sessions
Judgemenss,

3 Petitions of appeal or applications for
revision or letter of referring court
and judgment and order thercon.

4 Charges.

5 Documentary evidence.
2 Summoary trial All papers includiug registers.
3 Miscellaneous cases 1 Index.

2 Oider and grounds, if any (Original
and Appellate).

3 Petition of appeal or application for
revision or letter of refériing court
and judgment and order thereon.

4- Documentary,
Part HHI—Criminal,

1 Trails (other than summary) .-1 W':\,rrant of commitment to Jail, if
. any.

2 Complaints to Magistrates, when acted
upon by the' Magistrates.

3 Reports by the Police uuder sactions
174 and 175 of the Criminal Pro-
cedure Code, Act V of 1898, when
followed by action on the part of
the courts.

4 Oral evidence.

.5 All papers not already spicified.

2 Miscellencnce . . .. 1 Oral evidence
2 All papers not atready specified,
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C

Table showing the geriods prescribed for the retention of the various parts of the records
in the various classes of proceedings.

(Rule).
Part-F-Civil.
Numbei vj years jor which
i records are to be retained.
Nature of proceedings.
Part-1. Part-11. Part-IH
1¢)) @ 3 4
1 In suit or appeals-—
(a) For affecting immovable property other than
for foreclosure of mortgagee—
(A) Fiar judgements and decrees (original) Permanent. 5 3
and appellate).
(B) Other records .. .. .. 20 .. ve
(5) In respect of succession to an office ; orto 20 5 3
establish or set article adoption, or otherwise
to determine the status of an individual (or in
suits under the Indian Succession Act X of
1965), and the Hindu Wills Act (XX1 of 1870)
or in cases under the Indian Divorce Act (IV
of 1869), the Indian Succession Act (OXXXIX
of 1925) and the Land Acquisition Act (I of
1894), Decisions regarding public right or
custom or any matter affecting the public or
portion of it.
‘ (¢) For foreclosure of mortgagee - . 15 5 3
(d) Not already named .. .. .. .. 6 - 3
2 In Small Causes suits .. . . . 4 e .
3 In village Court suits 3 . e
4 Tn miscellaneous proceedings
(&) In exccution eascs 20 .. 2
() In Insolevency cases .. .. .. 20 .. ..

506-1—19
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Number of years for which
records are to be retained.

Nature of proceedings.

Part:t.
()] )
4 in Miscellaneous proceedings—cont. 20

%) In procecdings relating to Probates and
Letters of Administration, procecdings under
the Land Acquisition Act involving temples,
minors and widows, the Indian Divorce Act
and the Lunacy Act.

(d) In guardian proceedings and proceedings Until three
under section 83 of the Transfer of Property  years
Act (IV of 1882) relating to minor mortgagees.  after the

minority
ceases.

() In procee&lli;lf under the Indian Companies 20

i .

Act, 1913, n the High Courtand trans-
forred under sections 164 and 165 of the Actto

a District Court for disposal.
(f) In other miscellancous proceedings e 3
§ In the stamentary actions .. .. .. Permanent,

Part-]1—Criminal.

Nature af proceedings.
Q)

1 In trialeand appeals—

(a) Sessions cases . .. .- .- ..

N.B.—~In eases in which the sentence passed in one of

~ Pare-Il. PartIll,

€)) 1€))

5 3

. 3

6 3

5 .

5 .e
Number of years for
which _,recbfrgjfarefto

be rerained.

“Part-l. Part-

transportation for life, judgment must be preserved unitl

a report is reccived of the convict’s death or release.

(b) Warrant oases T T .

(c').Summonscases .. .. e .. .. ..

@ e
20 3
20 B
5 3
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© (2) Inallother cases, the records must be taken to have reached their completiofi
on the date of the final order or decree of the court of first instance or in the event of
an appeal, from the date of the final order of decree of the appellate court.

(3) Suits described in serial numbers 1, 2, 3, 4 (so far as appealable to the District
Court), 5, 6, 12, 17, 19 and 20 of Part-A of the Schedule to the Tamil Nadu- Estates
Land Act, 1908, which affect immovable property shall be brought under 1 (4) and
other classes of suits— except the plainfs.and d‘g@g‘g%%x 's‘mt_s,;}iqui%;;e s of rent under
section 77 of the Tamil Nadu Estate & Act, 1908,  which will ‘be tots fora
period of twelve year—under (d),” ) S TR e :

s

(4) All security bonds taken in proceedings under the Guardians fnd Wards
Act VIII of 1890, the Indian Succession Act XXXIX of 1925 and rule 6, Order XXX1I
Civil Procedure Code, shall be retained for 30 years where however letteys of Adminise
tration are granted with will annexed or the court requires secutity fr& ‘a’-éxecutor
the bonds shall be retained permanently.

(5) Decerces for maintenance in which theress a recutring liability for an indefi-
nite period whether ol not a charge is created on immovable property and judgements
on which those decrees are based snould be brought nnder item (2) of Table QL—
Civil and retained permanently.

(P. Dis: No. 798 of 1949).

(6) The records of (a) cases under the City Police Act (III of 1888) oher than
those falling under sections 37, 45 46, 53, 64 and 65 therefore and (b) cases urndes the
Hackney Carriages Act (V of 1911) in the Courts of the Presidency Magistrates in the
City of Madras, may be destroyed after one year, )

(G.O. Ms. No. 20, Home, dated 3rd January 1938, P. Dis. No. 98 of 1938 and
Dis No. 153 of 1940).

(7) The records in money and mortgage suits should be retained for a period of
six years in cases where the suits were disposed of before the Madras Agricultural
Relief, Act, 1938, came into force an the records have not already been. destroyed
under the rules in force for the time bei . :

(G.O. Ms, No. 5868, Home, dated 8th November 1939, P. Dis. Noi 153 /of 194

and P. Dis No. 266 of 1941).

" (8) Therecords in proceedings under the Indian Companies Act:’ ‘1983, fled inthe-
High (Cz)urt and transferred under sections 164 and 165 of the Aetto aDi%?"‘?t. Co?gg
for disposal shall be taken to hye reached their completion off thé'date on-which the”
court orders the dissolution of the Company under secton 194 of the A¢t” or in that-
event of an appeal or revision on the final order of the Superior Court in the appesl”
orrevigion.
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v Tabk shawme the perlods prescribed for the retention of the varions court

registers, books and papers.
- : (Rule 4.) - :
Number of .
- vears for which
Number and descriptlon of courts registers, books and papers. reglsters, r;,tc.
B as to be
retained,
. W 4 @
I Register of suitsCivity othen thagthat: of a Village Couit = .. Permanent.
(a) Reg;ster of original petitions reoelved . e Do.
, ZReglsterofappeals(Clvﬂ) e e e Do.
() Register of iiscellaneous appeals received (Civil) = "~ .. Do.
{b) Register of insolvency petitions received .. . .. - Do.
 €c) Register of insolvency petitions disposed of ‘e .. Do.
(d) Register of proceedings in msolvency subsequent to orders of '
i adjudlcatlon ) L , oe iee .. Po.
3 Repea]ed Acts of permanent value . S R T Do.
4 Cash books and ledger .. . . . .. . S
5 Register of small causes * .. * .. .. .. .. .. T2
- (@) Dividend register in insolvency 20
(b) Register of assets in insolvency .. .. .. .. 20
3, (c) Register.af:leases in msolveney T 20
‘A’ Dlarles from the dates on whlch they close o a . .. 5
(@) Village Court’s.regxsters of suits (ClVll) . .. .. 25
7 Reglster (other than of summary trails) in the use of Crlrnmal 0
< +Courts including Courts of Village. Magxstratcs and Panchcyat
Courts.
. (@) Register of long pending cases and record distruction 25
...~ = register of criminals cases. E "
g;) Begister of long pending cases. ce ies .. .30
8 Register of court-fees and registers in the Nazarpet Dept. .. 3
9 Regster of execution petitions.and registers of execution proceed- 12
] ings in suits. of other courts. : :
10 Qgpylsts registers and process serviceregisters .. .. > -
. (@) Registers of deposits relating to receipts and repaympn s 10 years or so
: long as “any
outstanding

remaig,
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Number of years
for whi
Number ad description of court registers, books and papers. registers, ete.,
are to be
retained.
, ) ®
11 Other registers—
(a) Account books other than cash books and leader, register, s

of application for return of documents, receipt books for docu-
menis returned to partics, stationery accounts, postage
accounts contingent bills and register, register of comm issions

issued.
(b) Registers of movable and immovable property attached .. 2
(¢) Rocord destruction registers relating to o:iginal suits, small 15
cause suits, civil misccllaneous petitions an: execution petl-
tions,

12 Chalan and Cheque bcoks—

(«) () Magisterialand judicial registers or correspondence 20
received and despatchod ard administrative registers of .
despatch in the Revenue Division Offices.

(ii) Magisterial and judicial registers of correspondence 20
received and despatched and administrative registers of des-
patch in the RevenueDivision Offices.

() Receipt registers of administrative correspondence .. 1€

13 Other court or office books and registers other than Civil Regis- 3
ter No. 50 (Register of pleaders and their gumastas).-—

(«) Quarterly Civil Lists, Lawrence Asylum Press Almanacs, 3
Lists of Judicial Establishments, Postal and Telegraph guides
and other similar books.

{h) Civil Register No. 50 (register of pleaders and their gumas- 12
tas).

14 District Gazette 3

15 Fort Si. George Gazette except Parts I-A,I-B, 11, Hand IV .. Permanent,
Do. 10

5

(a) Parts 1A, I-B, Il and III and IV of the Fort St. George
Guazctte in the Courts of the Presidency Magistrates, Madras.

16 Government of India Gazette, Parts I, If and IIT .. .. 10
. Government of India Gazette Supplements . .. .. 3

Rest .. o . . o ' o .. Permanent,
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Number and descrip#ion of court registers, books and papers.

H
17 Correspondence with the High Court on important matters and
the orders of the High Court thereon including administration
report received from the High Court and Govenment.
17 (a) Administrstion Reporfs(Criminal)—Salient features ..

18 Other Official correspondence ot included in item 31 .. ..

19 Yearly statements other than that showing the names of pleaders

to whomrenewed certificates were issved during the proceed-

ing year and half-yeatly statements

. {a) Annualstatement showing the names of pleaders to whom
’ renewed certificates wereissued during the precedingyear . .

(b) Annua) statement-- Judicial Statement Nc. 1, Part 11
19 (1) Lost of Jurors and Assessors ., .. .. .. v

20 Monthly and quarterly statements inclu Cing accounts of stamp
duties and penalties.

(a) Civil statistics returns (periodical) . .. .

(b) Criminal statistical returns(quarterly) .. N e

21 Applications for leave and orders thereon, applications from

candidates for employment and reports on application not
relating to suit or proceedings in court.

22 Magisterial diaries, Police arrest refurns, Police occurance reports
. and Police reports on up natural and a sudden deaths—

295
Number of years
for whi
registers, etc.,

are to
1etained.

)
20 years fron
termination,
20

3 yeers from
termination.

S

A

-

- () -Reveiew of pending criminal cases in the courts of the Statio- 1

nery Sub-Magistrate by the Subdivisiomal Magistrates.
23 Register of sﬁﬁsdisposed of T . ..
24 Register of petitions
25 Pay Bills and acquitance rolls where these are maintained sepa-

rately, of Government servants for whom no establishment
returns are submitted or no service books or service roils are

T ‘maintained. _
. N.B.—In the case of copyists of the Judicial Department whod »

12
35

not belong to pensiponable service, pay bills, need be preserved only for

six years.

25 (b) Pay bills and acquittance rolls where these are maintajned
separgtely of inferior QGovernment servanis,
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Number of years
for which
Number and description of court registers books and papers. registers, eic.,
are to be
retained.

6 @

N.B. Waere, however, the service of inferior Government servants
is verifled annually (under the orders issued in G.0. No. 45, Finance,
dated the 8th February 1937) the period of preservation of pay bills
and accquittance rolls will be only six years (G.0. Ms. No. 4612,
Home, dated 15th Novembszr 1937).

25 (b) Pay Bills of other classes ofGovernment servants and acqui- 6
tance rolls for pay and allowances (other than travelling allow- o
ance) when maintained separately. '

26 Cancelled pleedership certificates .. e . . 6
27 Annual establishment return .. . N . » 35
28 Detailed Budget Estimates of an office .. .. .. .. 5
(@) Budget—27. Administration of Justice—Estimates of s
receipts and charges.
(b) Budget—27. Administration of Justice—Building—Civil B
Works—Part II Scheme—List of Major and minor works.
{c) Budget—27. Administration of Justice—Additional allot- 3
ments,

29 Travelling - llowance bills and acquittance rolls relating the )
reto 3.

30 Cases (including service books and leave accounts attached thereto) 25
in which invalid or compensation pensions have been sanctioned.

(a) Other pension cases (including service books and leave 5 yeats after
acccunts attached thereto) retirements

31 Statements of monthly progressive expenditure and correspon- 2
dene relating to discrepancies in figures. ‘

32 Bound volumes of printed sessions judgments . .. 35

33 The complete list of the records, books, or papers dextroyed (vide ' Permanent,
rule 6 of the above rules—).

Notes. —(1) History of Gazetted Officers, comes under the head “other similap
books” in item No. 13 (a) of appendix D to the rules for the destruction of r
and may be rctained for three years and then destroyed. Any books of this class
which can be sold for waste paper may be so disposed of, :

_ (H.C. Dis. 2461 of 1919.)
(2) Administration reports submitted by District Judges to the High Court

every year fall under item 17 of Appendix D to the rules for the destruction of reeord
and must be retained for 20 years.
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Checkslips and the correspondence relating thereto should go with the state~
. magnts or returns that give rise to them and be destroyed after the lapse of five or theee
years according as they fall under jtem 79 or 20 of Appendix D.

(H.C. Dis. 912.25).

N.B—(1) In the case of gratuaties, service books need be preserved only till the
~ elaim for agratuity has been finally disposed of but in no case may the service books
and gratuity papers be destroyed till the graduant has attained 55 years of age.

12) As regards service registers of Govrnment servants dismissed, discharged
resgined or deceasad while in service,see pragaraph14—16 of the subsidiary rules under
F.R. TA(a) (iv).

© - {3) Where a minimum period after which any record may be destroyed has been
prescribed, heads of departments and other officers duly authorised in this behalf
may order in writting the destruction of such record in their own and subordinate
- offices on the expiry of that period counting from the last day of the latest official year
covered by the record.

"{4) Heads of Departments are competent to snction the distruction of such other
gecords in their own and subordinate offices as may be considered useless, but, a
tist of such records as properly appertain to the accounts audited by the Indian Audit
Department should be forwarded to the Accountant-General for his concurrence
in their destruction before the destruction is ordered by the Head of Department.

.. (5) Full details should be maintained, permanently in each office of all records
_“destroyed from time to time.

{G.0. No. 504, Finance, dated 12th July 1927 and G.O. No. 706,
Finance, dated 6th October 1927).

_ (Civil Register Nos. 63 to 66—vide Appendix II, Part Il of Volume II—Criminal
Regi_ster No. 24—Vide Criminal Rules of Practice).

(R i,
s Circular orders.

1. Preservatlon of Judgements.—In supersession of High Courts Circuiar No. 2303,
.dated 27th August 1894, as amended by Circulzr No. 3638, dated 13th December 1894,
the . High Court has made and passed the following rules for the greater security and
betser preservation of judgements and decrees and directs that thgy may be observed
by allt Civil Courts—

(1) All draft judgements in reguirar suits and in appeals as finally settled, signed
and delivered whether they may be mn the Judges hand writting or be copies signed tv
him shall be kept for the same periods as the formal judgements ar = kept i.e., for the
periods specified in under the headings (a), I(5),1 or T(¢)( d) in Part T of Appendix C accor-
ding as such judgement belongs to one of these classes, They shall be ¢. lleted, arranged
in chronological order {the pages for sheets being numbered, in consective series)
and bound in separate books one for each class, each year, so, as to faciliate des-
truction in cases falling under (b),(c) and () of the first head of Schedule C at the appro

‘priate periods. At the end of each year or such other convenient period as the District

“Judee may prescribe for any court, the bound volumes shall be forthwith forwarded
~ to the District Court for safe custody and shall there be preserved in a locked receptacle

in the sole charge of the Saristadar of the District Court who shall be responsible that
the judgements in cases falling under itmes I (5), (¢) and (d)in Part { of Appendix

Care destroyed upon the approriate dates tixed for  their destruction by the rules,
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(2) When all the papers falling under Parts II and IIf of Appendices B and C
in a regular suit or in an appeal shall have been destroyed in accordance with the rules
the judgements and decree in the suit of appeal shall be separated from the
other papers appertaining to Part I. The judements and decrees in all suitsand appeals,
after being so separated shall be arranged in accordance with the classifition adopted
in itmes L(a), (b} (¢) and (d)of Appendix C of the judgements and decrees pertaining
to each of thesc classes being kept separate and filed in chronological orderof disposal.
They shall then be placed and shall remain in the sole charge of the principal record
keeper and shall be secured by him in a suitable locked receptacle of which the key shall
remain in his sole custody, It shall be the duty of the prinipal record keeper to see that
the judgements and decrees of cases falling under item 1 (5), (¢) and (d) are destroyed
upon the appropriate dates fixed for their destruction by the rules. .

(G.O. No. 672, J dated 3rd May 1901, H.C. 505/1901).

L. Miscellaneous.—(1) Copper plate documents—Destructlon of —The following
rule is issued by the High Court in accordance with G.O. No. 717, Public dated the

2nd June 1898 :—

Whenever copper plage deeds of grant or other documents of archacological
interest are found among records which should under exiting rules be destroyed the
District Judge should communicate with the Government Epigraphist,who will decide
whether the plates or documents should be destroyed or be forwarded to the Govern-

ment Museum.
(H.C. Cir. 1311 of 1898).

(2) Wills, outside the scope of the Act.—It has came to the notice of the High
Court that an original will filed in a testamontary suits was destroyed by the Court
it in which it was file acting underthe rulesframed under the Destruction of Records
Act 1II of 1879,1t is therfore necessary to point out for the guidence of all District
Courts that these rules do not provide for the destruction of original wills,and that
such documents are altogether putside the scope of the Destruction of Records Actr
(vide section 5) as they have to filed and preserved among the records of the Court
under section 294 of the Indian Succession Act XXXXIX of 1925 (Vide Notification
regarding preservation and inspection of will, printed in Chapter V of this Part supra).

(H.C. Dis. 877 of 1905).

It has been brought to the notice of theHighCourt that some courts have destroyed
the original will produced on summons by the Registration Department, This
is a serious mixtzake and should be put an end to.The High Court her by direct the
proved wills, ie., wills in respect of which probates or Jetters of administration have been
granted, should not be destroyed or returned to the Registration Departments or the
or the party produced them. They must be preserved permanetly in the District Courts
or the High Courts according to the rules. In the case of unproved wills, they must be
returned to the Registration Department, which produced the same, under Section
46(2) of the Registration Act after the need for thier rete  on in court is over ln no
case should they be destroyed by the courts.

(H.C.P. Dis. 373 of 1932).

(3) Mortgage suits—

(a) Classification.—Tt has been brought to the notice of the High Court that
no uniform principle is being followed in regard to the classification of morigage tond
suits—including hyphothecation suits and suits on usufructuary mortgages—for
the purposes of destruction or records in such suils. In some districts spch suits are
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held to fall under item 1(a) of Appendix C (Civil) of the rules for the destruction o.
useless records in others under item I(#). The High Cour is of opinion that suits
of the kind above specified fall under item 1 (d) of Appendix C (Civil) and in super-
session of all orders previously issued on this point directs that in future the records
in such suits be dealt with accordingly under that item.

(H.C. Dis. 311 of 1906.)

(b) Records not to be destroyed with references 1o the dite of the preliminary
decree.—The High Court Proceedings Dis. No. 781, dated the 16th July 1909, directing
the mortgage suits in which preliminary decrecs have been passed should, for stati-
stical purposes, be treated as disposed of should not be understood as relating fo
anyth“;ng excopt teturns, or as confrolling the rules relating to the destruction of
recerds.

The rules as they stand, do not authorise the present practice of destroying records
with reference to the date of the preliminary decree. Time for the retention of Part
III Records, including the mortgage deed shiould run from the date of the final decree.

Records in mortgage suits should be kept in the trial court until finel decree is
passud, or until three vears from until final decree is passed, or until three years from
the date fixed for payment have elapsed. They should then ke sert to the District
Court and retained there in accordance with the rules, Pari JIT Records for three years.

(H.C. Dis. 588 of 1922.)

(4) Arrangement of records in cases disposed of —Records in cascs disposed of
should be arranged according to the serial order of the numbers of the cases erd not in
the order of their disposal.

(H.C. Dis. 2319 of 1915))

(5) Clerks prohibited from taking papers home~—1{ has ccme 1o the notice of the
High Court that in some subordinate civil courts clerks are in the habit of taking
to their houses original records and other court papers for the purpose of their work.
In a receni instance, this practice led to the destruction of certain original records by
fire. The High Court considers that clerks and other Officers holding similar posts
should be forbidden to take original records, or other court-papers to their own
houses and directs that the practice, wherever it exists, be at once stopped.

(6) District Judges to exercise supervision over their record rooms.—The High
Court desires to impress on District Judges the necessity of exercising some personal
supervision over their record rooms. It has reason to believe that though much
progress has certainly been made in bringing the destruction of old records upt to date
there is still in some courts as accumulation of old registers and useless papers which
occupies much space and interferes with the orderly and systematic arrangement of
records which have to be preserved.

(7) Execution records to be submitted to the District Court only after conipletion.—
It is beleived that in some districts Note (i) to Appendix C in the rules for the destruc-
tion of records has been over looked. Execution of records are only required to be
sent to the District Court after completion and this stage is not reached when each
successive application is finally disposed of but as stated in that note. only on the
date on which final satisfaction is recorded or when no proceedings have been taken
for six years. If this rule is not attended to the record-keeper has to give out and
take back the record for each successive application for execution,
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(8) Duties of the record-keeper.—¥He should (a) verify the record by running ovet
the serial numbers at the top of the each paper.

(5) then deal it into Parts 1 to 111 and tie up each sepatrately ;

() verify the date on which Part TIT has tc be destroyed and enter below it
many remarks as to the destruction of other papers which he thinks necessary. The
date being shown in a prominent place there will generally be no occasion to open the
bundle again until the time for destroying Part TII has arrived ;

(d) when Part III or any other part has been destroyed the face should benoted
on the index and the date on which the next part of document has to be destroy d
should be submitted ; .

(€) when any exhibit is returned the face and the date should be entered in
the remarks column ; ! . i

(f) when material papers are sent to the High Court, new serial numbers should
not be given but they should be entered in the list according to their old numbers
and the total number of papers shown at foot of the list.

(H.C.Cir.2514 0f 1885.)

~ N.B.—For instruction to be follwed by clerks attending ibe trial of suit%f’ide
Circalar Order No. T under rule 84 of Chapter III, Part I at page 97 supra.

APPENDIX V,
{Faragraph No. 164, Sub-Paragraph 6, clause (vD).

The following rules to regulate the destruction of judical reccrds filed in Kevenue
Courts under the Tamil Nadu FEstates Land Act I of 1908 have becn framed under
Sef?tmél 4 of the Act T of 1879 now Act V of 1917 and sanctioned by the Government
of India :— .

RULES TO REGULATE THE DESTRUCTION OF JUDICIAL AND OTHER RECORDS  IN-
ReveNUE COURTs AND OFFICES UNDER THE TaMiL NADU Estates Lanp.Act 1, OF-1908.

1. An index in the form prescribed in Appendix hereto anncxed shall be put-up
with the rqcord of every case on ifs first institution in each court and each paper-as it
is filed with the record shall be entered in such index.

2. A record shall be taken to have reached completion on the date of the formal
decree or order of the Court, or in the event of an appeal, on the date of the final order
of the appellate authority. Every record shall, after its completion and immediately
before it is deposited on the record room, be divided in to parts in accordance with
Appendix C.  To facilitate such division, each paper, other than records uncontested
suits or proceedings ahall, as soon as it is filed with the record, be numbered ‘and
marked off in the index as appearing is one or another such parts.

3. All records should be retained in the record room for the periods prescribed in
Appendix B counting from the date of completion. On the expiry. of such periods
they shall be destroyed without fail subject to the provisions of rules 4 and 7 below.

4. Where any document of which the destruction is ordered by these sules is, before
+ has been destroyed, made evidence in any other suit or proceeding, the rule regulating.
pts destruction will be the rule applicable to evidence filed in such suit or proceeding
where the period prescribed by such last-mentioned rule is in excess of the period.
irescribed by the rule which originally governed its destruction.
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5. In January of each year, a notice shall be published in the District Gazette
and-shall be affixed to the notice board of the court, stzting that the documents filed
by parties in the cases enumerated in the notice will be destroyed during the ensuing
year, specifying the dates on which the documents will be destroyed and giving
warning that unless previously reclaimed by parties, if any, duly entitled there to before
the said dates destruction will, without fail, ensure. All documents reclaimed by partics
duly entitled thereto shall be returned to such parties under orders of the court.

6. When the dates fixed for destruction have arrived, the court shall direct that
the records liable to be destroyed be torn up in the presence of the record-keeper or
other supervising official and sold as waste paper.

7. Revenue courts are not debarred from retaining either permanently or for longer
periods than those prescribed in Appendix B any records included under the class
“ to be destroyed ” which for any special reasons they may consider it desirable be
preserve.

8. A list of pepers selected for destruction should be submitted to the courts for
sanction and a stamp ‘ Destroyed * impressed on each entry in the list after destruc-
tion.

9. Nothing in these rules contained shall be deemed to authorize the destruction
of any document filed by an officer of Government or produced by such officer upon
summons. Such documents, if not previously reclaimed, shall invariably be returned
to the court or office from which they were produced.

10. In order to facilitate the destruction of records, there shall be maintained
in the record-room where they are kept, a register in the Form in Appendix D. It
shall be maintained in two sections, one for suits and the other for applications.

APPENDIX-A.
Form of Index.
(Rules 1 and 2)
Suit
ﬁpplic,ation No. of on the file of/in
ppeat
the district of
: o Number of  Alphabetical
Serial number Description Date when  the part of  or numerical
of the paper. of the the paper  the record to marks of the Remarks,

paper.and  was filed  which the paper exhibits filed.
its date.  in the case. appertains,

o @ L&) @ ® (]
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APPENDIX-B.

Statement showlng the perlod for which records under the Tamil Nadu Estates Land Aet
(Tamlj Nadu Act I of 1938) Should be retained.

Perlod for which the record are to be

retained.
Descrlption of records. —— A —
Part-I. Part-I1. Part-1IL
149 @ 1€)] C))
Records in suits—
1(a)(i) Under section 55, 56, 112 and 151 (1) Permanent. 5 years. 3 years.
(ii) For arrears of rent under section 77.. 12 years. 6 years. 3 years.
(iif) Not already named .. .. .. 6 years. v 3years.

(b) Records in proceeding under sections Permanent. 5 years.
20, 20A, 25.30 last sentenece of section 32
(2) and section 32 (3) 38, 40 and 160.
Perlod for which the record are
to be re_ia_i ned.

Descriptlon of records. — —
Part-1. Part-11. Part-1T,
.M (2) 3) @
II Records in miscellaneous proceedings—
() In execution cases .. .. .. 6 years. e 3 years.
(b) (i) In proceedings under sections
102 and 123. 3 years. e

(ii) In other miscellaneous proceedings
not other wise provided for.

Note—In execution proceedings, the records must be taken to have reached
completion on the date on which the decree is recorded as satisfied in full and when
further execution prodceeings are not taken on the expiry of six years from the date
of the final order on the last application for execution.

Perlod  for
‘ which the
Descriptlon of records. . records are
to be retalned.
M ? 2

[IL. Records in proceedings under sections 16 and 17 and the second Permanent.
sentence of section 33 (2).
IV. Register showing the name of the person recognised as landholder Do.
under section 3(5) (From No. 37 standardized in Board’s Pr :
Press No. 221, dated 1st September 1911 on G.O. No. 2414, Revenue,
dated 7th August 1911).
V. Register of applications for the registration of landholder’s improve-
ments (Form No. 34). Permanent.
VI. Copies of certificates of sale under section 124 (2) and register of Do
land attachments and sales (Form No. 36). .
VII. Registers of suits and appeals {Form Nos. 21, 22, 23 and 24) .. Do.
VIIL Register No.l—Register of records of right and settlement of Do.
rents (vide rule 15 in Appendix B to B.P. Press, No. 4, dated 3rd
February 1925).
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Descrivtlon of records.

. o
IX. Annexure I to the register of record of rights and settlement or rents
~Hodingwar abstract (vide rule 15).

X. Register of records of irrigation rights in Form No. 9 (Vide rule
14-A as inserted by B.P. Press No. 12, dated 18th February 1930).

XI. Field measurement book (or black sheets and “G” books as the
may be) (vide rule 15).

X11 Village plan (vide rule 15)

XIII Form No. 2—Individual register of rncord of nghts and
scttlement of rents (vide rule 18).

X1V Form No. 4—Register of Inams (vide rule 18)

XV Form No. 5—Register of objection petition (vide rule 13)

XVI Annexure II to the registcr of record of rights and settlement
of rents—Descriptive memoir (vide rule 15).

XVII Collectors final report (vide rule 23) .

X\IIIIBI Preliminary rent procecdings of the collector under sectlon

6

X1X Finance and proceedings of the Ccllector und.r section i69.

‘XX Records under Chapter XI1I

XXI1 Cash book and ledger

XXII Records in application and appeals to cnhancement,
and commutation of rent other than those specified in Isupra
records in other appeal revision petition for which no period
of retention is provided elsewhere in this appendix.

XX1I1 Records under section 44 .. .. .. .. -
XXIV Register of execution petitions .. .. .. .
XXV Register of execution petition disposal of .. .. ..
XXVI Decrees of Civil Court notified under section 173 (4)
XXVII Chalan books .. . .e

XXVIII Records relating to apphcanons for the replit of irti-
gation works.

XXIX Proceedings of Collecior under section 175 correcting clerical
and arithmetical mistakes in the record of rights and errors
arising thersin from any accidental siip or ommission.

XXX Governmeni O:zders and Board’s Procesdings and other
correspondencc in respect of the operation under Chapier XI.

XXXI Preliminary register of record of rights published under
section 166 (1) years.

XXII Changes register in Form No. 6 (vide rule 9 in the

xAppendlx tg B.P. Press No. 4, dated 31d February 1925).

XXXI1I Draft regxster rcord of irrigation rights

XXXIV Fina] record ofeights (rule 14 in the Appendix to B. P
Press No. #, dated 3r drFebruary 1925).

303
Perlod for
which the
records are to
be retained.

@
Do.

25 years
12 years

10 years
Do.

Do.

. Do.
Do.

Do.
Do.
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Description of records.

SV

XXXYV. Records referred I to in rule 11 containing the information

cathered by the Collector and the record of filed verification and”

enquiry and the remindari ren t accounts referred to in rule 12.

XXXVI. Notices in Form No. 1 to 7 referred to in rule 6 to 14 of the
rules frmaed under Chapter XI of the Act (Appendix to G.O. No.
1061, Revenue, dated 1st April 1910). .

XXXVIL. Applications under rule 6(2) for changes to be made in ]

the existing registration. 7
XXXVIIL. Rough note book referred to in rule 7 in the Appendix to
B.P. Pross No. 4, dated 3rd February 1925, and other rough registers
prepared reference to rule 9.
XXXIX. Register of rent settled by agreement section 168 .. e

XL. Preliminary settlement record prepared by the Collector and the
correspondence relating to the issued of notices under section 169.

Period for
which the
record are to
be retained.

L@
5 yéars,
" Do.

Do -

Do.

XL1. Objection petition and the draft individual registers of 1ental

prepared by the Collector under section 169.

XLIL. Records of appeals preferred by ryots or Jandholders under
sections 171 and 172.

XLIIL Periodical returns connected wijh the Act, reports etc.,,
relating to attachment and sale of property and records in applica-
tions not specifically provided for herein.

KLIV. Notification referred to in rule 2 of the Appendix to B.P. Press
No. 4, dated 3rd February 1925 and correspondence relating to the
control of village officers {other than those relating to punishments)

referred to in rules 3 and 4.

XLV. Applications for transfer of registry, statements taken from
the parties and other records connected with the subject referred to
in rule 9. R

¢LVI. Collector’s Progtess Reports in Form Nos. 7 and 8 (Appendix -

10 B.P. Press No. 4, dated 3rd February 1925).

XLVII. Correspondence regarding the issue of notices to ryots and
landholders before the Collector makes an alteration in the draft

settlement record under section 169.

XLVIII. Registers of court-fees, copyists’ registers, process-service
registers, registers applications for return of documents, receipt

books for documents returned to parties and routine correspondence.

XLIX. Weekly statement of deposits made to the credit of end refunds'
or disbursements ordered by Revenue courts due from the treasury
and sub-treasury officers to the Revenue courts on (vide B.P. Press

No. 98, dated 25th July 1934).
\.. Haaring book .. .e .e e e

Do.

Do,

3 years.
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Description of records.

@

305

Period for
which the
rec rds are to
he refained.

2

with in the

LI Orders or punishment of village officers (rule 4 of the A pendix To be dealt
to B.P, Press No. 4, dated 3rd February 1925). o

LII. Rough sketches referred to in rule 7

- .- - ..

Arrenpix C.

T same mane
ner as
similar
records of
a Revenue
Divisional
Officer.

To be dest-
ro_ed after
the prepa-
ration of
the fait
records,

Table showi g the divisions of the re ord and the dzscription of the papers
falling under each division. )

Class of coses.

Q)]

1 Suits falling under item I (a) (i),
Appendix B.

ParT I,

Divisions of the record and description
1 ; PRSI
of the pap rs falling under each division

2)
( 1) Index.

(2) Plaint including schedule and

genealogical tables.
( 3) Written statements,

(4) Judgment and decree
appeliate.)

(original and

{5) Applications by a next friend o1

guardian,

(6) Processes issued to defendants and

respondents in ex~-rarte nro eed.

ings.
(7) Appeal memorandum.

2 Suits falling under item I (a) (i) of (1) Plaint inclading schedule.

Appendix B,

(2) Decree (original and appellate),

3 Suits falling under item I (a) (iii) of (1) Index.
(2) Plaint inrluding  schedule and

Appendix No, 3,

506120

genealogical tables,
{3) Writtan statement,
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C’faﬂ of eases,
)

% Proceedi
‘Appendix B~-cont,

307
Divisions of the Fecord and description
of the papers falling under each division.

2

falling under item I (b) of (6) Applications by a next friend o1

guardian to enter into any agrec~
ment Or compromise o: bebalf
of a minor.

(7) Processes issued to respondents in
exparte proceedings.

(8) Memorandum of appeal or revision
petition,

¥ Pmeeedh? ¥ filling ander item IT (d) of Entire Records.
A dix B.

pPEn

ParT 1II.

1 Bsits falling -under
Appendix B.

2 Suits falling under item I (a) (ii) of
“Appendix B.

-§08-1~20A

item I (@) of (1) Order "appointing a guardian ad

litem,

(2) Agreement to state a case for

decision.
(3) Application for arbitration.
(4) Order of reference 1o arbitration.
(5) Award.
(6) Order appointing receivers.

D Judgment and order remanding or
remitting a suit on issues.

(8) Commissioner’s reports, maps and
plans, -
(1) Index.

(2) Written statement.
(3) Judgment (original and appellate).

(4) Application by a next friend or
guardian,

(5) Processes issued to defendants and
respondents - in  ex-parte pro-
ceedings.

(6) Order appointing a guardian od litem.

(7) Agreement to state a case for deci-
sion,

(8) Application for arbitration,
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Class of cases.
M

2 Suits falling under item I (2) (ii) of
Appendix B—cont.

3 Proceedings falling under item I (6) of
Appendix B.

4 Allsuits and miscellaneous proceedings
under item II (a). e

DISTRIGT OFFICE MANUAL

Divisions of the record and descriptio:.
of the papers falling under each divisial

@

(9) Order of reference to arbitratién,

(10) Award.
(11) Order appointing receivers.
(12) Appeal memorandum.

(13) Judgment and order remanding or
remitting a suit on issues.

(14) Commissioner’s reports maps and
plans.

(1) Order appointing guardian ad litem.

(2) Application for arbitration or com=
promise.

(3) Order passed on the above (2).

(4) Award of arbitraters of compromise
petition.

(5) Order appointing receivers.

(6) Commissioner’s report.,.
plans.,

maps and

(7) Documentary cvidence.
(8) Diary B.

(9) Issues.

(10) Oral e¢vidence,

(11) All other papers.

(1) Documentary evidence.

(2) Diary B.

(3) Issues.

(4) Oral evidence.

(5) Ali papers not already spesif'ey',
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Record Distribution Register,

Court :
Year:
Nature Date Number Date of = Number Date of
Year. Number. of of of disposal of second disposal
pr.oceed- disposal. _appeal of appeal, of second
ings. if any. appeal. if any. appeal.
w @ O @ ©) (6) @ ®
Date up to which to be retained. Date on which destroyed,
i A A ey Remarks.
Part 1. PartII. PartIIl. Partlll. PartIl. Partl.
® (10) an (12) 13) (14) (15)
APPENDIX W,

(Paragraph 164, sub-paragraph 10.)

. Directions for the storage, arrangement and preservation of Government records,

The buildings in which records are stored should be of brick if possible with concrele
floors. The floors should be coal-tarred, or washed with some chemical preparation,
so as to guard against the ravages of white-ants and insects.

2. Tt should be well lighted and ,as far as possible impervious to dust and damp.
As ventilation by means of windows involves the admission of dust in dry weather
and damp in the rains, it should be secured, if possible, by electric fans. - Tt e use of
the fans for an hour or two daily would suffice.

3. The best precautions which local conditions admit should be taken against
fire. In the case of the larger record offices there should be telephone communications
with the nearest Fire Brigade and police officers ; an ample supply of water and of
emergency extinguishing appliances ; and a resident of care-taker, who should pre-
mises, with a small of assistants drawn from the servants of the sleep on the office
and trained-to their duties by the care-taker. The State and District record rooms
sh?,ln have at least a resident chowkidar incharge, who should sleep on the premises
and small supply of hand extinguishers and buckets, ST >
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4. The walls of the buildings should be fitted with open racks, preferabiy of i
where wooden racks used, they sh.ould be wiped ‘every tvgo months gvii{f??z ga‘igg
in kerosene oil, and the documents should be frequently shiffed and dusted. Papers
which have suffered from insects, or-are liable to-their attacks, should be brushed
over with a solution of corrosive sub-limate and powder of naptha, .

Norte.—Instead of the solution of the corrosive sublimate and powder of napth
prescribed above, the Government have ordered that so far as this State is ooncerxr’xt:cla
papers which have suffered from insects, or are Jiable to their attacks, should be treates |
with a solution made in the following proportion.— )

1/2 Qunce corrosive sub-limate,
1/2 Ounce carbolic acid.
1 point methylated sprit.

As this solution is highly poisonous, great care is required in its i

not be used by anyone who has abrasions or cuts on lgis hands. 1;1 2?1,0?111!51 étexi‘:;f
in abottle marked “poison” and bearing a lable on which the receipt isclearly written
In treating books with this solution it should be applied with a soft brush over the
binding inside and out and over the edges of the leaves all round when shut, Incase
of records it should be applied over the edges of the files when closed. It evaporates.
immediately. . S : st

5. Bvery old documents shoulci,‘be» folded flat, carefully mended w'tH B .
tracing paper, placed between paper covers and docketed. g retneils

6. Bundles of these covers should then be made up, enclosed between w ood
boards of slightly larger dimensions than those of the covers and fasten;& witho%l:
cords above and below.

7. The bundles, with their contents clearly indicated on the enclosing boards,
shouid then be arranged upright on the racks, sufficient space left between them to

allow of efficient dusting.

8. Volumes of annual proceedings and registers should be regularly bound,

9. All original documents should be arranged in two groups, premutiny and post-
mutiny, that is up to 1859 and from 1859 on wards. Within the’se wo magln divigm}s

the records should be divided.according to departments, viz., Home, Foreigm, P
Works, Military, Finance and Legislative. A complete list of all documents should

then be made.

10. Astheultimateaim ofarrangementis to make the records.accessible to students;
the best method of achieving this object is to-prepare calendars; and: the prelimi .
steps of arrangement should, therefore, lead up to their preparation. nary

11. The preliminary steps should be.
(D) Arrangementin chronological order of the original documents 3

(ii) flattening, ‘mending and covering ;
(iii) docketing 3 and.
(iv) making press-lists by comparison.with the originals; and wtili copied irrany
exist. o ‘ copres :
12, Calendars should- than be- made, giving-in: chronological order; « p oF
evergdosumsnt wirichi is-of publicintérast, thetermboinginterpraved:itvits DRS¢ ‘.
sense. o oY 1Tbdpat:
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tn many cases the last process cannot be completely carried out without previous
feference to the records at the India Office. In such cases gaps in the records should
be supplied from England and any discrepancies between press lists and India Office
documiets should be noted and considered. o

APPENDIX X,
(Paragraph 167; sub-paragraph 6; note; 3 (1) (ii).
ForM A.
Certificate.
" hereby cartify that court-fee stamp/stamps, of the value of Rs. {
to petition document, in petition/case No. of . 19 ,
is { are in excass of the legal requirements and has/have becn unnecessarily affixed and
that of hamlet . village !
Lo taluk is therefore entitle to receive back the
sum of Rs. ( ) within ninety days fros
the dateof this certificate from the treasury at office. -
{Name)
Dated 5 {Designation)
4 -
ForMm B’
gt |
Adbvice,
To .
The Treasury Officer,

]
A certificate has this day been jssued to the following individual for the refund
of the value of excess court-fee stamps affixed to his petition [ document :—

Date of The value

Taluk. Hamlet.  Village. Name of the presentation of excess Amount
L party. of petitlon  court-fee to be
’ or document.  stamps  refunded.
affixed.
m ¥3)] 3 ) &) © 4]
Office, (Name)

-Dat'ed; I E Desiguation.
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APPENDIX Y.

(Paragraph 167, sub-paragraph 10.)-

INSTRUCTIONS REGARDING THE SUBMISSION AND RECEIPT OF PETITIONS
ADDRESSED TO THE BOARD OF REVENUE.

General Explanation—These instructions do not apply to the case covered by the

Xxles regulating appeals issued by the Government of India under the Constituti«i‘
ct.

Rule I.—Any person having cause of complaint against any servant of Govern-
ment subordinate to the Board shall seek redress in the first instance from the local
~ authority who, if unable to grant the redress sought, shall pass an order in writing to
that ‘effect. If dissatisfied with this decision the petitioner may address the mnext
higher local authority or if there is no such authority, the Board.

Rule II.—The Board will not receive a petition on “any matter unless it shall
appear that the petitioner has first applied: for redress to the local authorities includ-
ing the Collector.—The petitions addressed to such authorities and any replies given
or orders passed by those authorities or copies of them must be annexed to the petition
addressed to the Board.

Rule IIL—All heads of offices will understand that a person affected by an ord
is entitled, if he applies for it, to be furnished free with a copy or extrag; or; (;u:}r‘
order on plain paper, which treasury in cases in which no appeal lies, should contain
statement of the grounds for the decision.

Rule IV.—Petitions addressed to the Board should be written on durable paper
of the size of a foolscap sheet or half sheet, an ample margin being allowed.

Rule V.—(1) Petitions addressed to the Board may be submitted either by the
principals themselves or by their vakils or duly authorized agents.

(2) Petitions signed by vakils or agents on behalf of their principals must be
accompanied by a duly stamped vakalatnama or by a general or special power of
attorney.

Note—In case a general power-of-attorney is filed with a petition, it will - be
duly returned by the Board, after the disposal of the petition, to the party produ-
cing it. )

(3) Anonymous petitions will be totally disregarded.

Rule ¥I—Resolutions submitted by associations and other similar bodies will

teceive no attention ; any such body wishing action to be taken on its representations

should submit them in the form of petition stating the grounds and circumstances
of each case.

Rule VIL—(1) Every officer wishing to petition the Board should do so separately.

(2) No officer may submit a petition in respect of any matter in which he has
no personal interest ;

_ Provided that nothing in this instruction shall apply to representations sub-
anitted by recognised associations of Government servants in accordance with
rujes as may from time to time be prescribed by the Government.
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Rule VHI—(1) Evety petition by ‘an officer must be submitted through the
head of the office or department to which the petitioner belongs or last belonged, if
he is nio longer in service.

"+ (2) Appeals preferred to the Board by village officers may be submitted direct
to the Board.

{3) In cases governed by clause (1) supra, there is no objections to the petitioner's
submitting a duplicate copy of his petition direct to the Board, provided he marks
it as a duplicate. ’

(4) Petitions seat direct to the Board in contravention of clause (1) will be
returned to the petitioners who should resubmit them through the Collector, or local
authority concern=d, within one month from the date of such return. If further
delay is permitted to take place in the re-submission of a petition so returned, it will
be liable to summary rejections as time barred unless received within the period of
limitation allowed by rule X infra. .

Rule 1X.—The head of the office through which officer’s petition is submitted
shall forward it to ths Board at once through the ordinary official channel. Unless
it is barred by limitation, is not duly stamped, is liable t0 summary reicction, or
is inadmissible under any legal enactment or executive order, the head of the office
shall submit with the petition ali econnected records. In these expected cases, he
shall cite specifically the paragraph and claase of the rules containing the exce;)tiol
under which considers the case falls, giving reasons for his view. It is left to his
discretion to discuss the accuracy or validity of the statements made, references drawn
or arguments put forward in the petition.

Rule X.——(1) (a) Appeals to the Board against the order of punishment imposed
on Government servants (other than village Qfficers) under the Civil Services Classi-
fication Control and Appeal Rules and revision petitions should be filled within two
months ; (b) darkhast appeals should be filed within 40 days, the time to be reckonect
in the first case from the date on which the officer preferring the appeal was informed
of the orders against which he appeals and in the latter cases from the date of communi-
cation of the order appealed against exclusive of the time taken in obtaining copics
thereof as well as the time necessary for the transmission of the copies by post when
they are so transmitted ; (¢) appeals to the Board against any decision or order passed
by the Cofiector under the Land Encroachment Aci 11 of 1905 should be presented
within sixty days from the date of the decision or order ; (d) second appeals to the
Board under section 190 of Act I of 1908(Tamil Nadu Estates Land Act) should be
presented within sixty days of the date of the order or decree appealed against excludin
the time taken to obtain a copy of the order or decree. &

(2) In all other cases, including appeals from village office i
limitation will be three months. ™, the period of

Rule XI.—The Board canndt entertain a petition addressed to it unless it i
in accordance with the provisions of the Tamil Nadu Court Fees and Suittslifztl:';?gg
Act, 1955, or unless the levy of Stamp duty has been dispensed with by any law or
rule having the force of law. The following is 2 summary of the chief provisions
governing the levy of stamp duty on petitions submitted to the Board :—.

(1) Petitions to the Board which are appeals should be stamped wi X
stamp of the value of Rs. 2. mped with a court-fee

@ Misceilaneous petitions including supplemental and review petitions
be stamiped with' a ‘court-fé< stdmp of the valus of Rs. 1.50. A supplgmer:tal pseltlx%‘:g '
which does hot contain & new or additional request need not be stamped. - .
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. (3) Applications for copies should bear a stamp of the value of 25 paisée&tic,le
10 (¢) of Schedule 11 of the Madras Court Fees and Suits Valgation Act 1935. ;

(4) Scale of search fees.—When the document applied for belongs to a year
previous to the current calendar year a search fee, in court-fee stamps according to the

sub-joined scale, must be affixed to the application :—
(i) When the document belongs to an year prior to the calendar year but is not

more than ten years old—
RS. P.

(@) Fee payable for the first document or entry applied for or if 1 00
only one document or eniry is applied for, then for that docus
ment or entry.

(b) Fee payable for every document or entry other than the first 0 50
included ia the same application and connected with  the
same subjact.

(¢) When the applicant does not know 1o which of two more year 0 50

a document ot entry belongs, the fee for searching the records
of every year other than the first.

(i) When the document is more than ten years old but does not
relate to any other year prior to 1858,

(a) Fee payable for the first document or entry applied for or if 2 00
only one document or entry is applied for then for
that document or entry.

(b) Fee payable for every doucment or entry other than the 1 00
first included in the same application and connected with

the same subject.

(¢) When the applicant does not know 1o which of two or more 1 00
years a document or entry belongs the fee for searching
ihe records of every year other than the first.

(iii) When the document belongs to a year prior to 1858—

(a) Fee payable for the first document or entry applied for or if 5 00
only one document or entry is applied for, then for that

document Of entry.

(b) Fee payable for every document or entry other than the 2 50
first included in the same application and connected with
the same subject. ‘

(c) When the applicant does not know to which of two or more 2 50
y.ars a document or entry belongs,the fee for searching
the records of every year other than the first.

- ‘Notts.—(1) Only one search fee at the rate ap licable to the document need be-
paid for all papers filled together and forming a single record. For instance, a person
applies for all the depositions relating to a magisterial case, he need only pay one fee
applicable to the whole record in which they are filed, But in the case of ‘Qake’s
Registers or - Strattons’ Report or Circuit Committee Aceounts, | search fets
shall be levied for each item contained in the same volume.
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~ {2) The search fee ruies are applicable to judicial as well as to revénue records.
"The fees should be levied in respect of all documents of which copies are-applied for
in civil and criminal cases, provided that the application of the rules to judicial records
is not inconsistent with any special provisions of law or notifications having the force
of law by which courts may be required to grant copies or to allow the inspection of
documents free of charge.

(3) Applications for copies should be accompanied by the required number of
copy-stamp papers. Where the documents are such as can be copied on copy-stamp
papers, both sides of the copy-stamp paper should be used for writing whether in
English or in an Indian language. A maximum of 175 words should be written on the
first (embossed) Page of the copy stamp-paper. The copying fee for this page will be
35 Paise. By suitable ruling a maximum of thirty lines containing -a maximum of
240 words at the rate of eight words for each line should be written on the reverse
sidg of the copy-stamp paper. The copying fe¢ to be charged for the reverse side will be
as follows :—

RS. P.
When the number of words written does not exceed 175 .. .. 0 35
When the number of words written exceeds 175 .. .. .. 0 45

(6) Documents _submitted as enclosures to petitions addressed to the Board
‘they are certified copies or copy stamp papers should be stamped with court-fee lable
under article 9, Schedule II of the Court-fees and Suits Valuation Act, 1955—75 Pajse
for every document. k '

(7) The stamp duty payable on a vakalatnama or special power-of-attorney;
for conducting any one case before the Board of Revenue is Rs. 2Z.—-Aricle 16,
Schedule 11, Madras Court-fees and Suits Valuation Act, 1955,

(8) Document not stamped in accordance with the foregoing clauses will be.
returned to the parties who should resubmit them to the Board within one month .
from the date of return of the documents; further delay in re-submission may entail
the rejection of the petition as time-barred—e.f. clause (5) of Rule VIII supra.

(9) No money or currency notes will be received by the Board in lieu ‘0'f any
court-fee stamps oOr copy-stamp papers required under the foregiong: rules.

Rule XII—(1) Petitions for the return of records and reminder petitions need .
not be stamped. o

(2) No stamp duty is leviable on appepls preferred by the public servants of
all classes except village Officers govened by Madras Acts, I of 1889, 1II of 1894
and III of 1895 in regard to their dismissal, suspension, reduction, fine or any other.
departmental punishment or grivance,

Nore.—The benefit of this ruling extents to documents filed. as exhibit by such
public servant and also to applications supmitted by them for copies of documents.

(3) Appeals and miscellancous petitions to darkhast cases need not be stamped.

. Rule XIII.—Petitions addressed to the Board will be liable to summary rejection
i following cases I—

(1) When a petition is illegible or unintelfigible ; . e

© (2) When a petition contains language which in the opinion of the Board
is disrespectful, improper or otherwise objectionable ; SRR
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(3) When a previous petition has been disposed of by the Board, the Govern-
ment of Madras or other superior authority and the petition discloses no new facts
or circumstances which afford ground for a reconsideration of the case ;

(4) When a petition is an application for pecuniary assistance by a person
manifestly possessing no claim thereio ;

(5) When an pppeal is prefered against the discrenary exercise by local
afficers to the right of distributing subordinate appointments which are in their

gift ;

(6) when a petition is an appeal in a case for which the law provides a different
or specific cemedy or in regard to which the time limited by law for appeal has
been exceeded ;

(7) whea the relief sought in the petition is of the nature of,a favour and not
of a right ;

(8) when a petition is addressed by afi officer still in the public service and
has reference to his prospective claim for pension except as provided in  Article 95
of the Civil Service Regulations ;

(9) when a petition if for a review of orders passed on the exercise ofstatutory
power and there is no specific statutory provision for reviewing them ; and

(10) when a petition is a representation against an order against which
under the appeal rules published by the Government of India under the Constitution
Act no appeal lies.

Rule X1V.—The Board must decline to entertain petitions of the following des-
cription for the reason that the law has declared the decision of subordinate officers
in such cases to be final and the Board has therefore no power to interfere with
them ;—

(1) When a petition is an appeal against an order making an appointment to
a village office under section 10 of Tamil Nadu Act I1II of 1895,

(2) When a petition is a second appeal against the order making an appoint-
ment to a village office at a revision at which (a) two or more village or pottions
thereof are grouped or amalgamated together so as to form a new village or (b) any
one village is civided into two or more new villages or (c) the number of village
officers previously existing in any one village is a reduced as the result of the revision;

(3) when a petition is a second appeal against an order inflicting fine or
suspension on a village officers governed by Tamil Nadu Act I1I of 1895 ;

(4) when a petition is a second appeal {(#) against an order dismissing or
removing a village officer, other than the headman of a village or village accountant,
or (b) against a decree or order passed in a suit preferred by or against a village officer
other than the headman if a village or village accountant under section 13 of
Tamil Nadu Act I of 1895 or (¢) against an order short of dismissal passed
against the village headman or Karnam:

(5) when a petition is an appeal against a selection o fill a newly created
Office under section 15 (1) or o appointment to an additional office under section
9 or a selection under section 15 (2) of Tamil Nadu Act 11 of 1894,

: (6) when a petition is second appeal against an order . making an apppoint-
ment to a village offico under section I, of Tamil Nadu Act I of 1894 ; R
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: (7) when apetition is a second appeal against an order inflicting any punish-
ment short of dismissal on a village officer under section 16 (1) and (2) of Tamil
Nadu Act IL of 1894.

(8) when a petition is a second appeal against the order of any revenue officer
calculating rent value or amending the proprictor’s list of occupied lands under
sections 22 and 23 of Tamil Nadu Act II of 1894,

. (9) when a petition is a second appeal against the order of a Survey Officer
under section 11 (1) of the Tamil Nadu Survey and Boundaries Act 1923,

(10) when a petition is an appeal against a Collector’s order conforming or
caneelling a sale of land for arrears of revenue ; and

(11) when a petition is a second appeal under the Tamil Nadu Land Encroach-
ment Act III of 1905,

Rule XV.—Appeals praying for the interference of the Board in, the following
cases will be summarily rejected, for the reason that the Board is  precluded by
Government Order from mterfering with the orders passed by Ccilectors in st <h,
cases— '

(1) When a petition is an appeal against an order inﬂictinga fine not exceed-
-ing 50 Paise on an officer below the rank of Deputy Tahsildar:

Note.—All village officers, except those governed by Tamil Nadu Acts II of
1894, Section 16 (3) and III of 1895, section 23, come within the range of this rule.

(2) when a petition is a second appeal against an order assigning land on--
darkhas :

Nore.—This rule does not preclude the Board from using

its revisional
powers.

(3) When a petition is an appeal against an order affecting transfer of regist
under Board’s Standing Order No. 31-8. gistry

Rule XVI—Petitions presented to the Board by persons not possessing a sonal
interest in the subject-matter of the complaint will generally remain uIr)xgrotice.
but even in those cases in which the Board may consider it expedient to  forward

such petitions to local offices the petitioners will receive no reply from the Board
1o their communications.

Rule XVII.—(a) The Board will hear parties in person or through counsel jn—

(1) cases under section 18 (2) of Tamil Nadu Act II of 1895 i
190 and 205 of Tamil Nadu Act I of 1908; © andsections

(2) Cases in which an appeal or a petition for revision lies to the Board
under any other provision of law and (1)) it is incumbent on the Board to hear
both parties under a specific provision of law or (i) it is propcsed to set aside the

orders passed by the authority against whose decisicn the appeal or revision petition
has been filed; and

(3) any other case in which the Bo

: : S ard  considers it pece + i
oppertunity to the patties to be heard, . ARy 1o #ve an
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(b) Where the interest of any party concerned in a pr i

Board of Revenue are likely to be affected adversely b§) ::;e Od;?sl' o?:lfgrﬁoag:ie
and such party has not has a resonable opportunity of presenting his case The’
Board will issue a notice 1n a writing specifying the action proposed to be "taken
regiring the party to show causes against such action within a specified time;
notics shall bz communicated to the party or his pleader by registered post e

Rule XVII—Collectors are visited with disciplinary power t

. . . Pl t -
ti»a on rctification patitions addressed to the Baardy a?nd forw(;rtleegr?hfgf}ghc%ﬁggl
when they are illegible or unintelligible. They are also vested with discretion
power to withhold petitions addressed to the Brard and forwarded through them

in the following cases —

(1) When a petition is an application for pecuniary assista petson
manifestly possessing no claim on it § ry istance by a

(2) When a patition refates tc a subject on which they are pass
ordsrs and no previous application for redress has been mage to (éggl'lnp;etent o

(3) when a petition is an appeal against a_Collector’s ord .

cancalling a sale of land for arrears of revenue ;an order conforming or
(4) when a petition is a second appeal against an ord .

darkhast. order assigning land on

APPENDIX Z.3
(Paragraph 167, sub-paragraph 11.)

[NSTRUCTIONS REGARDING THE SUBMISSION AND RECEIPT OF PETITIONS AND OTHER-
PASERS OF THE SAME CLASS ADDRESSED TO THE GOVERNMENT OF TAMiL NADU

1. Definitions.—In these instructions—

(1) ‘Governmant’ means the Government of Tamil Nadu.

“ (2) ‘Petition’ includes memorials, letters and applications of the nature of
petitions.

1L. Scope of instructions—(1) ~Save as hereinafter provided these i i
shall apply, so far as may bs, to all petitions addressed to the Govc:rnment.msmmm:)m5

(2) They shall not apply to—
(@) patitions which are appeals preferred by persons holdin t
ths admiaistrative control of Government under the rules governing thge Pg‘s)ndlilgggg
of their service of under the Constitutions of India ;

(p) petitions relating to Bills pending before the State Legislature;
patitians are goveraed by the Standing Orders of the Legislature ; gislature; such

(o) petitions submitted by, or on behalf of, convicts under sentence .of
death; and
(d) petitions ad.dressed to the Governor by persons who are or were i
an post under the administrative control of Government in respect of mgi

affecting them as Government servants; such petitions are governed .
special instructions issued by the Governor in that behalf. & by the
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. (3) They shall nét affect any rules or orders in respect of representations
initted by recognised associations of Government servants.

IIL. (1) A pétition may be either in manuscript or typescript or in print.

(2) Every petition shall be authenticated by the signature of the petitioner,
or, when the petitioners are numerous, by the signatures of one or mere of them.

IV. Every petition shall—

(@) contain all material statements and arguments relied upon by the pet'-
tioner ;

(5) be complets in itself ;

(¢) if any recorded order of a public authority is complained against the.
accompanied by a ¢opy of the orders and by a copy of any order in the case passed
By g subérdinate authority together with a copy of the petition to such authority;
an

(d) end with a specific prayer ;

V. Any person having cause of complaint against the Government, shall in the
first instance, seek redress from the local authority who, if enabie to grant the
redress sought, shall pass an order in writing fo that effect. If dissatisfied
with this decision, the petitioner shall be liberty to address effect Board of Revenue
Court, or other superior onehorty by which the local authority is controlled or
the may address the Government in cases wherein there is no such cent-
rolling authority.

Communications intended for the Government shall be addressed to ‘the
Government of Tamil Nadu' or toa ‘Secretary to the Gevirnment of Tamil
Nadv’, A communication addressed to the Governcr or to a Minister is not
addressed to the Goverrment and does not come within the cognizance of the
Government unless the Governor, the Mcmber or  the Minister seems to fit to
send it to a Secretary to Governm:ni,

VI. The Government will not receive a petiticn on any matter, unless it
shall appear that the patitioner has first applied to the lccal authority and also
to the Board of Revenue or other controlling authority, where such exists.

VII. In order to enable the Government to enforce to the foregeing rules
without injustice or hardship to complaining parties, all heacs of cfficers shall
understand that a party affected by an order is entitled to have, on application
a copy of such order which, in all cases except thos2 where no appeal lies
shall contain a statement of the grounds of the decision. This shall be
furnished to him on plain paper and without Payment.

VII1. The Government will receive pstitions enly frcm principals; ccm-
munications runping in the nam: of apleadzr or agent will receive no atten-
tion. Anonymous petitions will be totally disr garded and destroyed on
receipt.

IX. Resolutions submitted by associations and other similar bodies will
receive no attention any such body wishing action to b2 taken on itsrepresen
tations should submijt them in the form of a petition stating the grounds and
‘ejrcunistances of each case, ‘
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X. As the Governm:nt never intsrfere wi‘h the distribution of subordinate
appointmenis, applications for sitratioas in the gift of apPointing authorities
will remain unnoticed.

XI. Every Government scrvant wishing to petiticn the Government shall do
$0 scparately;

Provided that nothing in this instruction shall apply—

(i) to a joint repriseniation on one and sam: subject signed by severa
Government servants and

(ii) to represznteiions submitted by recoanized associations of Gozern-
ms:nt s-rvants in accordarce with such rul.'s as may, from time to time, be
prescribed by the Government,

XII. Every Dersen in civil empdloyment and every person who has been in
civil employment shall, if h: des'res 1o petition the Government in respect 03
such emdfoyment, or in.respeci of the termination of such employment, submit
serarate petiticn cn his cwn bihalf,

XILI. Bvery petition from @ person who is or was servingin a post under th®
administrative control of a Governmaat shall be addressed to a Secretary to Govern-
ment and be submitted through the head of the office or department to which he
belongs or belong :d.

XIV. The head of the office or departmant shall, unless empowered under
instruction XX or XX1 to return or withheld it, at once forward the petition to the
Secretary to Government in the depariment concerned through the ordinary official
channel and may make such remarks as he may cousider necessary in regard to the
accuracy of the statements made and inferences drawn inthe petition; he shall also
jorward such records.not s.bmitted by the petitioner as should properly be consulted
in order to the due disposal of the petition.

XV. Petitions from the Carnatic stipendiaries or on the subject of Carnatic
stipends shall be submitted through the Paymaster, Cargatic Stipends.

XVI. Petions from Political pensioners othsr than Carnatic stipendiaries and
from Kandyan persioners or on the subj:ct of political pensions other than Carnatic
shall be submitted through the Collector of the district im which the petitioner
residcrs.

XVII Petitions addresse to the Goveraments will bz liable to summary rejec
tion in the following cases :—

(1) when the petitioner has not complied in full with the above instruction;

(2) when a petition is illegible or unintelligible or contains language which
in the opinion of the Govorament is distoyal, dissespect full or impropér

(3) when a previous petition hes been disposed of by the Government or Tawil
Nazdu or Government of India and the petition discloses no new facts of circumstance s
which afford grounds for a reconsideration of the case ; -

(4) when the petition is more application for relief, pecuniary or other, which
in— :

(@) presented by a person mnaifstly possessing no claimor advancing a claim
of an obviously unsubstamial character ; or '

(b) so belated that its consideration is clearly impossible ;
(5) when the petition is—
(a) an applicztion for employment in posts under the administrative” -con-

Jo! of Government not made an pursuance of any rule or anhouncement regarding
applications for such employment ; or
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() a request_for exemption from the provisions of asy law or rule pres-
cribing the qualifications to be possesed by persons in the service of the Govern-
ment or by persons engaging in any professions or employment |

(6) when the petition is an appeal from a judicial decision unless such petition—

(a) is an appeal from a judicial decision is a case in which the Government
have reserved any discretion of interference ; )

(b) is an appeal from a judicial decision in a suit to which the]Government.

" (o) is a_prayer for the suspension or remission of a sentence under Chapter
XXIX of the Code of Criminal Procedure, 1898 (Central Act V of 1898) ;

(7) when the petition is a representation against a decisjon which is declared
to be final by any law or statutory rule ;

(8) when the law provides a different or specific remedy in respect of the subject
matter of the petition whether or not any period of limitation prescribed for the
presentation of such remedy has expired ;

(9) when the petition is submitted otherwise than in accordance with any rule,
order or contract such as is referred to in sub-clause (@) of clause (14) by a person
serving in a post under the administrative control of the Government with regard
to his prospective claim to pension ;

(10) when petition is an appeal against a failure by the Government to exer-
cise a discretion vested in them by law or rule;

; ( g1111) when the action desired in a petition is in the nature of a favour and not
of a right

(12) when the petition is a representation against an order of a subordinate
authority communicated to the petitioner more than six manths before the sub-
mission of the petition, and no satisfactory explanation for &= delay is given ;

(13) when the petition is a representation against the discharge of a person—
(@) appointed on probation, during such probation ;

(&) appointed otherwise than under contract, to hold a temporary appoint-
ment, on the expiration of the period of such appointment ; or

(c) engaged under contract in accordance with the terms of such contract ;

l-‘(114) when the petition is a representation by a Government servant against
on order—

(@) from which he has exercised, or possesses a right of appeal under—
(i) rules or orders regulating his conditions of setvice ; or
(ii) the terms of his contract of service ; ‘

(5) passed by any authority in the exercise cf appellate or revisional powers
conferred by any rule, order or contract such as is referred to in sub- clause (@) ; or

(¢) frem which, not beirg an order of puniskmert passed by the Government
an appeal is expressly barred by any rule, crder or contract such as is refired to in
sub-clause () ¢

506-1—21
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{15) when a petition is a representation relating to an order of the Govern-
ment refusing to grant or to recommend—

(a) a special pension ;
(b) 2 compassinate pension ; or

.. (c) any pecuniary or other concession to which the petitioner is not
entitled under any law or statutory rule ;

(16) when the petition is a representation with regard to any matter connected
with the official prospects or position of a person serving in a post under the admi-
_nistrative control of the Government and is not submitted by such person ;

(17) when the petition relates to a subject on which the Government are com-
petent to pass orders, and no application for redress has been made by the petitioner
to the Government ;

_(18) when the petition is a representation against the action of a private
individual or of body of private individuals regarding the private relations of the
petitioner and such individual or body ; and

(19) when the petition not being a peotition such as is referred fo in the
_exceptions in clause (6) relates to matters in which the petitioner has no direct per-
sonal interest.

XVIL (a) The Government will whena petition is rejected under instruction
XV, inform the petitioner of the rejection and the reasons therefor.

(b) The Government will, when a petition is rejected for reasons other than
those specified in instruction XVII, inform the petitioner of its rejection and also
the reason therefor, unless for some reason to be recorded in writing the Government
consider that it is not desirable to communicate the reasons to the petitioner.

[G.0. Ms. No. 269, Public (Services), dated 30th January 1958.]

XIX. Where a petition has already been rejected under instructior XVII and a
further petition on the same subject is submitted which does not contzin facts not
already brought to notice, such further petitioner will be disregarded.

3X. The authorities named in the margin are vested with discretionary  power
to return for direction or rectfication peti-

The High Court, Board of Revenue, tions addressed to the Gov-roment and

Director of Medical Services, forwarded through them in tie following
Chairman, Madras Public Service cases:— e
Commission Secretaries to (2) When a npetition is illegible or

Government, Chief Conservator of
Forests, Chief Engineer, Director
of Agriculture, Director of Public
Instruction and Commissioner for
Government Examinations, Ins-
pector-General of Police, Inspec-
tor-General of Prisons, Director
‘of Public Health, State Port
Officer, Commissioner of Police
and Superinteading Eagineers.

unintelligible ;

(b)) When a npetition runs in the
name of pleader or agent instead of in
the name of the principal ;

(c) When a petition from a person
who is or was serving in a post under the
administrative control of the Government
is addressed otherwise than in accordance
with these instructions.
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XXI. The same authorities are vested with discretionary power to withhold
petitions addressed to the Government and

The Commissioner of Labour, Direc- forwarded through them in the following

tor of Animal Husbandry, Ias- cases:— . .

pector-General of  Registration, (a) When a petition is an applica-

Registrar of Co-operative Socie- tion for pecuniary assistance by a  person

ties, Collectors, District and manifestly possessing no claim.

sessions Judges, Sanitary Engi- (b) When a petition relates to a

neer, Director of Stationery and subject on which those authorities are

Printing, Chairman of Municipal themselves competent to pass orders, and

Councils, Director, Cinchona no previous application for redress has been

Department, Transport Com- made to them.

missioner, The Commissioner,

Hindu Religious and Charitable

Endowments (Administration)

Department,

Director of Employment and Training, Director of Industries and Commerco,
Cha!trman, Madras Sales Tax Appellate Tribunal and the Director of Rural Develop-
ment.

_[G.0. Ms. No. 1610, Public (Services-A), dated 14th July 1967 (Correction
Slip No. 17, dated 10th Auf"st 1967).]

. [G.O. Ms. No. 1784, Public (Services-A), dated 8th August 1967  (Correction
Slip No. 18, dated 20th September 1967).).

XXII. An authority withholding a_petition under instruction XXI shall inform
the petitioner of the withholding and the reason therefor.

APPENDIX AA.
(Paragraph 167, sub-paragraph 12.)

INSTRUCTIONS FOR THE SUBMISSION AND DISPOSAL OF PETITION ADDRESSED TO THE
GOVERNOR BY PERSON WHO ARE OR WERE IN THE SERVICE OF GOVERNMENT IN
RESPECT OF MATTER AFFECTING THEM AS GOVERNMENT SERVANTS.

(1) No petitioner addressed to the Governor shall be withheld by any authority.

(2) Every such petition shall be submitted through the head of the officc or
department to which the petitioner belongs or belonged, to the Secretary to Governe
ment in the administrative department concerned.

" (3) A petition addressed to the Governor will be liable to sunmary 10jsciion
i

(i) the petitioner has not a vailed himself of the remedies provided by rules
or orders applicable to the case; or

(ii) the petition was not submitted within six months from the date 0% which
the final order passed or revision under the rules or orders applicable to the case was
communicated to the petitioner; or

(iii) the petition relates to a matter which has already been dispesed of by
the Goverpor.
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The authority forwarding a petition shall state on it whetheér the petitioner has
complied with the above requirements.

(4) The instruction in paragraph 1 shall not apply to a case where a petition
has been summarily rejected under instruction 3 (jii) above and if a further petition
is received which, though addressed to the Governor, does not contain any facts not
already brought to notice in his previous petition aforesaid it may be rejected by the
Secretary of the concerned department.

[G.0. Ms. No. 4152, Public (Services), dated 12th December 1956}.

APPENDIX-BB.

INSTRUCTIONS FOR THE PREPARATION OF AND SCRUTINY OF BUDGET ESTIMATE,
REVISED ESTATIMATE AND CONTROL OF EXPENDITURE, ETC.

(1) Budget Estimate—The Budget Estimate is based on the deparimental esti-
‘mates submitted by the heads of department and certain other estimating officers.
Departmental estimates are based on the estimates submitted by the district officers
of the department. Both the departmental estimate and the district estimate should
always receive the careful personal attention of the officers who submit them so that
they may neigher bet-inflated nor underpitched, but as accurate as possible. Every
head of department and controlling officer should keep himself acquinted with the
progress of the revenue and expenditure under this control. He is required to see
that proper estimate are made of all the Government transactions. The Budget
estimates for the coming year should follow the revised Estimates for the current year
after allowing for abnormal circumstances in the current year or those expected during
the next year. Economy should be suggested wherecver possible. Provision for
receipt and expenditure should be based on the standing sanction furnishing details
for items of miscellaneous nature grouped under a detailed head of account.
Expenditure should be correctly classified between different heads of accounts and
provision made for the charges to be allocated only to Madras State. Provision for
pay and allowance for the month of March should be made in the Budget Estimate
of the following year. When provision is high compared with the past actuals, a
Iumpsum deduction should be made for proper savings. The net sum only will be
allotted to the depariment in the first instance and latter on additional fund to the
extent deducted will be provided by the Finance Department. More details regard-
ing the preparation of the Budget Estimate, etc., are available in Chapters III and
IV of the Budget Manual.

(2) Revised Estimate.—A "Revised Estimate for the year is the probable receipt,
and disbursement under each head for that year, framed in the course of the year
with reference to the actual transaction recorded so far. It is an indication for the,
Budget Estimate for the next year, and with reference to the Revised Estimate, savings
if any, should be surrendered and for the excess of expenditure additional appropriation
should be applied for in time. .

(3) Control of Expenditiire—The head of the office is a disbursing officer while
his superior officer is a subordinate controlling officer and the head of the department
is Chief Conirolling Officer. The Chief Controllirg Offcer is required to contrelthe
expenditure so as to keep it within the appropriation. With a view fo achieve this
and, he watches every month the expenditure and unpaid liabilities egsinst appro-
priation and suggest, if necessary, postponement cf experditure to the next official
year or economise where possible. He surrerders savirgs, if any, and applies for
additioral funds if excess experditure is esserticl. The resporsibility fer cerncl
is retained either by himself cr alorg with the Stkerdirate Cortrellirg Cflcers’,
The Chief Contrellirg Cfficer or Suberdirate Cortrellirg Cficer keep a constant
watch over the progress of expenditure and unpaid liability with a view to sce that
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the total and each unil appropriation is kept within the sanctioned appropriation
Steps should be taken to oltain additionai aiicimes sred in time and to surren-
der anticipate? savings, if any. Each Distuzsing Officer should maintain a register
16 Form ‘C’ (found in the Budget Mannual) of his disbursement and liabilities, in
which entries are made than and there, o watches nis expenditure with reference
to the amount allotted to him. After the close of each month the Disbursement
Officer shou'd, after reconciliation of the departmen al figures with the treasury
figures forward to the Subordinate Controlling Officer an extract of his accounts in
Form C. The Subordinate Conirolling Officer should consolidate in Form D pres-
cribed in the Budget manual the ficure in lis register in Form C, and the figures in
the extracts received from Disbursing Officers. After the consolidation, he should
send an extract of his retister in Form D to the Chief Conirolling Officer. The Chief
Controlling Officer should consolidate in Form D, his own exyenditure in Torm C
and that furnished in the extracts received from the Suberdinate Controlling Officers
including all adjustments communicated by the Accountant-General but not taken
into account by his subordinate officers. The Chief Controlling Ofticers should
reconcil the discrepancies between the departmental figures and those booked in the
Accountant-General’s accounts with a view to detect and rectify misclassification
of figures, detection of encashmer:t of bogus bills and to correct the figures.

The insteuctions in Chanter V11 of the Budget Maaual may be referred to further
d tails for the control cf expenditure. The Gazetted Officers in the districts will be
held personally responsible for the accuracy of the Budget Estimates, Revised Esti-
mates, Reappropriation of Account and the Control of Expenditure.

APPENDIX CC.
{Paragraph 172).

TABLE oF COMPARATIVE CHRONGLOGY,
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1723 1645 37 Sobhakrit e 898 1136 1132
1724 1646 38 Krodhi L. 8% 1137 1133
1725 1647 39 Visvavasu .. .. 9090 1138 1134
1726 1648 40 Parabhava .. .. 90l 1139 1135
1727 1640 41 Plavanga L am 1140 1136
1728 1650 42 Kilaka .. . .. 903 1141« 1137
1729 1651 43 Saumya w4 142 1138
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{Parzgraph 172)-cont.

TABLE OF COMPARATIVE CHRONOLOGY— Co¥/.
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1730 1652 44 Sadharana .. . 903 1143 1139
1731 1653 45 Virodhikrit .. . 905 1144 1140
1732 1654 46 Paridhavi . . 907 1145 1141
1733 1655 47 Pramadicha .. . 908 1146 1142
1734 1656 48 Ananda .. 99 1147 1143
1735 1657 49 Rakshasa o 910 1143 1144
1736 1658 50 Nala e 1149 1145
1737 1639 51 Pingala .. . 912 1150 1146
1738 1660 52 Kalayukti .93 1151 1147
1739 1661 53 Siddharthi .. .. 914 1152 1148
1740 1662 54 Raudri o ..als 1153 1149
1741 1663 55 Durmati o 916 1154 1150
1742 1664 56 Dundubhi o 917 1155 1151
1743 1665 57 Rudirodgari .. .. 918 1156 1152
1744 1656 58 Rakt:ikshi N .. 919 1157 1153
1745 1667 59 Krodaana .. 9 1158 1154
1746 1668 63 Kshya o 921 1159 1155
1747 1659 1 Prabhava .. . 922 1160 1156
1748 1670 2 Vibhava .. .. 923 1161/2 1157
1749 1671 3 Sukla L 924 1163 1158
1750 1672 4 Pramoduta 925 1164 1159
1751 1673 5 Prajotpatti L 96 1165 1160
1752 1674 6 Angirasa 14 1166 1161
1753 1675 7 Srimukha . .. 928 1167 1162

1754 1676 8 Bhava .. .. 329 1168 1163
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APPENDIX CC-—coit.
{(Paragraph 172) -cout,

TABLE (F COMPARATIVE CHROMNOLOGY — cont.

b 5 S =

£ P 52 £ =

.g . 25 Hindu Cycle year, Tamil, Telugu %5 § g 2
) S and Kanarcse, beginningata = w i) A
a8 R= variable date in April, RE] = =]

A g e O o o 5 LE 3
27 °.z °.= £ 3 >,
s ~ =g
6] i2) 3y 4 ® (%)
1755 1677 9 Yuva .. .. . 330 116G 1164
1756 1678 19 Dhatu .. .. .. 931 1170 1165
1757 1679 11 Isvara .. .. .. 932 1171 1166
1758 1680 12 Badudhanya . .. 933 1172 1167
1759 1681 i3 Pramadi . .. 934 1173 1168
1760 1682 14 Vikrama . .. 935 1174 1169
1761 1683 15 Viz o .. .. 936 1175 1170
1762 1684 16 Chitrabhanu . . 937 1176 1171
1763 1685 17 Svabhanu . 938 1177 1172
1764 1686 18 Tarana . . 939 1178 1173
1765 1687 19 Parthiva . .. 940 1179 1174
1766 1688 29 Vvaya . . .. 941 1180 1175
1767 1689 21 Sarvajit | .. . 942 1181 1176
1768 1699 22 ot 942 1182 1177
1769 1691 23 944 1183 1178
1770 1692 24 % 945 1184 1179
1771 1693 25 946 1185 1180
1772 1694 26 Nandan .. .. 947 1186 1181
1773 1695 27 Vijaya .. .. .. 948 1187 1182
1774 1696 28 Jaya . .. . Q4 1188 1183
1775 1697 29 Manmatha .. .. 930 1189 1184
1776 1698 30 Durmukhi .. .. 951 1190 1185
1777 1699 31 Havilambi .. . 952 1191 1186
1778 1709 32 Vilambi . . 953 1192 1187
1779 1701 33 Vikari . . . 954 1193 1188
1780 1702 34 Sarvari . . 953 1i9d 1189
1781 1703 35 Plava . 938 1:9%/6 1190
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APPENDIX CC—-cont.
(Paragraph 172)—cont.

TABLE OF COMPARATIVE CHRONOLOGY— cont.

A S SS F
g il § -:.‘:: —
a = %‘D 1= ] b,"::'”
o= Hindu Cycle year, Tamil, Telugy =5 @ &
=5 and Kanarese, beginning at a § — =3 -©
] variable date in April. N : 3 w
A 3 i B g § .
22 5 B 5iE % =3
£ g8 gF5 0 F7
(i) ) C)) (5) ©®)
1782 1704 36 Sublakrit .. . 957 1197 1191
1783 1705 7 Sobhakrit .. .. 958 1198 1192
1784 1796 38 Krodhi . .. 959 1199 1193
1785 1707 39 Visvavasu . .. 960 1200 1194
1786 1708 49 Parabhava .. .. 961 1201 1195
1787 1709 41 Plavanga .. . 962 1202 1196
1788 1710 42 Kilaka .. . 963 1203 1197
1789 1711 43 Saumya . .. 964 1204 1198
‘1790 1712 44 Sadharana .. .. 945 1205 1199
1791 1713 45 Virodhikrit o 966 1205 1200
1792 1714 46 Paridhavi .- . 967 1207 1201
1793 1715 47 Pramadicha . . 968 1208 1202
1794 1716 48 Ananda .. 969 1209 1203
1745 1717 49 Rakshasa .. .. 970 1210 1204
1796 1718 50 Nala . . . 971 1211 1205
1797 1719 51 Pingala . .. 972 1212 1206
1798 1720 52 Kalayukti .. .. 973 1213 1207
1799 1721 53 Siddharthi .. . 974 1214 1208
1800 1722 54 Raudri .. .. .. 975 1215 1209
1801 1523 55 PDurmati .. .. 976 1216 1210
1802 1724 56 Dundubhi o 977 1217 1211
1803 1725 57 Rudircdkari .. .. 978 1218 1212
1804 1726 58 Raktakshi .. . 979 1219 1213
1805 1727 59 Krodhana .. .. 980 1229 1214
1806 1728 60 Kashaya .. . 981 1221 1215
1807 1729 1 Prabhava L .. 982 1222 1216

180R 1730 2 Vibhava . .. 933 1223 1217



APPENDIX 3

APPENDIX CC—cexs,
(Paragraph 172)—cont.

TABLE OF COMPARATIVE CHRONOLOGY—¢a¥é,

o & g g £
- a i o5
& 23 g2 S £

o == s< EZ g

ot S= Hindu Cycle year, Tamil, Telugu $E g.gn ‘@
gl and Kanarese beginning ata - 52 3

g § %! 2 variable date in April. s2 = 2 oy
5% B “5 Bg3 o
=P .- 58 55§ =3
SZ g3 3o S+ s
< >~ > > I
o 1#)] &) &) ® (6)
1809 1731 3 Sukla . .. .. 984 1224 1218
1810 1732 4 Pramoduta . .. 985 1225 1219
1811 1733 5 Prajotpatti . .. 986 1226 1220
1812 1734 6 Angirasa .. . 987 1227 1221
1813 1735 7 Srimukha .. .. 988 1228/9 1222
1814 1736 8 Bhava .. .. .. 989 1230 1223
1815 1737 9 Yuva .. . .. 990 1231 1224
1816 1738 10 Dhatu .. .. .. 991 1232 1225
1817 1739 11 Iswara .. .. .. 992 1233 1226
1818 1740 12 Bahudhanya .. .. 993 1234 1227
1819 1741 13 Pramadi .. .. 994 1235 1228
1820 1742 14 Vikrama . .. 995 1236 1229
1821 1743 15 Vishu .. .. .. 996 1237 1230
1822 1744 16 Chitrabhanu .. .. 997 1238 1231
1823 1745 17 Svabhanu .. .. 998 1239 1232
1824 1746 18 Tarana . ‘. 999 1240 1233
1825 1747 19 Parthiva .. .. 1000 1241 1234
1826 1748 20 Vyaya .. .. . 1001 1242 1235
1827 1749 21 Sarvajit .. .. .. 1002 1243 1236
1828 1750 22 Sarvadhari .. . 1003 1244 1237
1829 1751 23 Virodhi .. .. e 1004 1245 1238
1830 1752 24 Vikriti .. e .. 1005 1246 1239
1831 1753 25 Khara .. .. . 1006 1247 1240
1832 1754 26 Nandana .. .. .. 1007 1248 1241
1833 1755 27 Vijaya .. .. .. 1008 1249 1242
1834 1756 28 Jaya . . . 1009 1250 1243

1835 1757 29 Manmatha .o . 1010 1251 1244
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Domini beginning,

o o Annus
R~ st January.

1837
. 1838
1839
1840
1841
1842
1843
1844
1845
1846
1847
1848
1849
1850
1851
1852
1853
1854
1855
1536
1857
1858
1859

Era

Year of Salivahana

beginning 16th March.

)]

1758
1759
1760
1761
1762
1763
1764
1765
1766
1767
1768
1769
1770
1771
1772
1773
1774
1775
1776
1777
1778
1779
1780
1731

DISTRICT OFFICE MANUAL -

APPENDIX CC-—cont.

(Paragraph 172)— cont.

TABLE OF COMPARATIVE CHRONOLOGY— €2t

Hindu Cycle year, Tamli, Telugu
and Kanarese, beginning at a
variable date in April,

30 Durmukhi
31 Hevilambi
32 Vilambi
33 Vikari

34 Sarvari

35 Plava

36 Subhakrit
37 Sobhakrit
38 Krodhi
39 Visvavasu
40 Parabhava

41 Plavanga ..

42 Kilaka

43 Saumya
44 Sadharana
45 Virodhikrit
46 Paridhavi
47 Pramadicha
48 Ananda
49 Rakshasa
50 Nala

51 Pingala

52 Kalayukti
33 Siddharthi

3

Era

beginning 15th August.

Year of Malavalam

~
N

1011
1012
1013
1014
1015
1016
1017
1018
1019
1020
1021
1022
1023
1024
1025
1026
1027
1028

1029
1030
1031

1032
1023
1034

17th

Hijra beginning

Year of Mohammadan
January.

®

1252
1253
1254
1255
1256
1257
1258
1259
1260
1261/2
1263
1264
1265
1266
1267
1268
1269
1270
1271
1272
1273
1274
1275
1276

year beginning Ist

Fasli
July.

o~
N
~

1245
1246
1247
1248
1249
1250
1251
1252
1253
1254
1258
1256
1257
1258
1259
1260
1261
1262
1263
1264
1265
1266
1267
1268



Annus Domini, beginning,
1st January.

— N
o =
o3
<

1861
1867
1863
1864
1865
1866
1867
1868
1869
1870
1871
1873
1873
1874
1875
1876
1877
1878
1879
1880
1881
1882
1883
1884
1885
1886

Era

Year of Salivihine
beginning 16th March.

2

~
S’

—
-~ ~J
L0 o0
DA

1784
1785
1786
1787
1788
1789
1796
1791
1792
1793
1794
1795
1796
1797
1798
1799
1800
1801
1802
1803
1804
1805
1806
1807
18G8

APPENDX

APPENDIX CC—con.

(Paragraph 172)--cont.

TaBLES OF COMPARATIVE CHRONII OGY -~ cont.

Hindu cycle year, Tamil,
Telugu and Kanarese
beginning at a variable

date in April.

(3)

54 Raudri ..
£ Durmati
56 Dundubhi
57 Rudhirodkari
58 Raktakshi
59 Krodhana
60 Kshaya

1 Prabhava

2 Vibhava

3 Sukla

4 Pramoduta

5 Prajotpatti
6 Angirasa ..
7 Srimukka

8 Bhava

9 Yuva

10 Dhatu

11 Iswara

12 Bahudhanya
13 Pramadi ..
14 Vikrama ..
15 Vishu

16 Chitrabhanu
17 Svabanu ..
18 Tarna

19 Parthiva

20 Vyaya ..

Year of Malgyalam Era,
beginning 15th August.

Hijra, beginning 17th

Year of Muhammadan
January.

~
wh
~

1277
1278
1279
1280
1281
1282
1283
1284
1285
1286
1287
1288
1289
1290
1291
1292
1293
1294
1295
1296
1297
1298
1299
1300
1301
1302
1303

331

Fasli year, beginning 1st

(6)
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Domini, begirnisig
1st January.

. ——
e = Annus
-~

1888
1889
1890
1891
1892
1893
1894
1895
1896
1897
1898
1899
1900
1901
1902
1903
1904
1905
1906
1907
1908
1909
1910
1911
1912
1913

~ Year of Sclivahane Era,
beginning 16th March.

2)

1809
1810
1811

1812
1813

1814
1815
1816
1817
1818
1819
1820
1821
1822
1823
1824
1825
1826
1827
1828
1829
1830
1831
1832
1833
1834
1835

DIS TRICT OFFICE MANUAL

CC—-cont.
(Paragrabi 172—cont.

Hindu cycle year, Tamil,
Telugu, and Kanarese)
beginning at a variable
date in April.

€))

21 Sarvajit . .
22 Sarvadhari .. ‘e
23 Virodhi

24 Vikriti

25 Khara

26 Nandana
27 Jiya

28 Jaya

29 Manmatha
30 Dunmukkhi
31 Hevilambi
32 Vilambi ..
33 Vikari

34 Sarvari , .
35 Plava

36 Subhakrit
37 Sobhakrit
38 Krodhi

39 Visvavasu
40 Parabhava
41 Plavanga ..
42 Kilaka

43 Saumya

44 Sadharana
45 Virodhikrit
46 Paridhavi
47 Pramadicha

Year of Mualayalam Ere,
beginning 15th August.

C))

1062
1063
1064
1065
1066
1067
1068
1069
1070
1071
1072
1073
1074
1075
1076
1077
1078
1079
1080
1081
1082
1083
1084
1085
1086
1087
1088

TABLE OF COMPARATIVE CHRONOLOGY-—CON/.

17th

heginning

January.

Year of Muhammadan
Hilva,

(5)

1305

1306
1307
1308
1309
1310,
1311
1312
1313
1314
1315
1316
1317
1318
1319
1320
1321
1322
1323
1324
1325
1326
1327/8
1329
1330
1331
1332

Feosli year, beginning 1st
July. '

©)

1296
1297
12698
1299

" 1300

1301
1302
1303
1304
1305
1306
1307
1308
1309
1310
1311
1312
1313
1314
1315
1316
1317
1318
1319
1320
1321
1322



S S
S E:E
. i3
]  af
.EE:: églg
) 2
1914 1836
1915 1837
1916 1838
1917 1839
> 1918 1840
1919 1841
1920 1842
1921 1843
1922 1844
1923 1845
1924 1846
1925 1847
1926 1848
1927 1849
1928 1850
1929 1851
1930 1852
1931 1853
1932 1854
1933 1855
1934 1856
1935 1857
1936 1858
1937 1859
1933 1860
1939 1861
1940 1862

© 506-1—23

APPENDIX

H'ndu cycle year, Tamil,
Telugu and Konarees
beginning qt a variable
date in April, '

3

48 Ananda
49 Rakshasa
50 Nala
51 Pingala
52 Kalayukti
53 Sidharthi
54 Raudri
55 Durmati
56 Dundubhi
57 Rudirodkari
58 Raktakshi
59 Krodhana
60 Kshya
1 Prabhava
2V ibhava
3 Sukla
4 pramoduta
5 Prajopatti
6 Angirasa
7 Srimukha
8 Bhava
9 Yuva
10 Dhatu
11 Isvara
12 Bahudanya
13 Pramadi
14 Vikrama

Year of Mahyalam Era,
beginning 15th August.

~
&>
4

1089
1090
1091
1092

1093
1094
1095
1096
1097
1098
1099
1100
1101
1102
1103
1104
1105
1106
1107
1108
1109
1110
1111
1112
1113
1114
1115

Year of Muhammadan Hijra
beginning 17thJanuary.’

o~
%]
N

1333
1334
1335
1336

1337
1338
1339
1340
1341
1342
1343
1344

1345

1346
1347
1348
1349
1350
1351
- 1352
1353
- 1354
1355
1356
1357
1358
1359

—_
(=)
Nt

333

beginning 1st

Fasli  year
July.

1323
1324
1325
1326

1327
1328
1329
1330
1331
1332
1333
1334
1335
1336
1337
1338
1339
1340
1341
1342
1343
1344
1345
1346
1347
1348
1349
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INDEX
PART I.
PARAGRAPH
A
Absence due tn infectious disease . . .. ]
Administration reports .. . .. .. 153 |
Arrangement of Dapers submitted to Collector .. .. .. 148
Arrangement of records after disposal .. .. . . 82
Arraogement of several sub-heads . . e 124
Arrear lists .. .. .. .. .. e 1320, Forms VII
and X, Appen-
dix ‘B*
Attendance Register . . . . e .e 3
B
Bracket heads .. . . . e 123
C
Call .. .. .. .e . . .. 25 (3), 6 : 67—
Form VII1
Appendix ‘B’
Casual leave .. . .. .. . .. 7
Checking of Personal Registers .. .. . .. .. 131
Communication of orders to petitioners .. . . .. 57
Conduct Register .- .. .. . 120
Confidential records (Confidential sheets) . e .. 139-A
Confidential records .. . . . .. 101
Consequence of entries and cancellatiop of biackmarks—
Entries for good services .. .. .. .. 140
Consistency essential—Standard heads and sub-heads—Un-
authorised additions forbidden. . . .. .. .. 116
Consolidation of titles when printing . .. . Ve 128
Copy application register .. . .. .. 25(10)
Correction  SHpS .- .. 138
-Curtent file and its arrangement .. .o e 36, 37 )
Custody of the key of the records, room .. .. 105, Form XIN
: Appendix “B?
D .
Demi_ofﬁcia] correspondence .. .. .. 102
Despa_tc]f} stamp .a - .e .e . ‘e 81
Despatch by post and local delivery book .. .. . 24 (5)
‘e .- .. . 109

Destruction of reords .. .



INDEX

D-—cont,
Destruction of the filed record .. .. .o
Destruction of registers o e .. . .
Disposal bundles .. .. .. .. .. .
Disposal jackets .. .. ..

Di%erent kinds of dxsposals
(No disposal number under ‘this system)
Distribution register e

B
Economy in the us: of stationery

335

PARAGRAPH
107
.. Appendix ‘I’
83

.. 65
. 63

64

17(D, 17
Farm I, Appen-
dix ¢B’,

150

(1) Ind-nts; (2) Enclosure; (3) Office copies and covering

letter ; (4) Bank sheets of demi-officials, etc.,
(5) Post cards—Small envelopes;
envelope:,
(10) Extravagant spacing; (11) Docket she.ts.
Encloure¢ to be minimized (Drafiing)
Endorsement or N° References and disposals
Envelope, size, ete, .. .. . e

F
Fair copy register e
Fair copying .. .. .. .. e

+ Filing—Definition ..
Filed paper not registered—when 1ndexed

(Savings of work compared with disposal number system) .

Filing of index slips .. - ..
Forms . .. .. . .. ..

Fort St, George Gazette
G

General discipline etc.. General .. .. ..
General records files .. ..

Government orders and Roard’s Proceedmgs
Government Suits register

‘ Gun licence renewal application—Registering .. .

506—~1—23A

paper;
(6) Re-makmg
(7) Economizing envelopes in despatch;
(8) Dupl cators and duplicating paper; (9) Registers;

53
59
.. 73

23 (4); Form IV
Appendix *B’,
72,75, 76, 17
84
86
87
111
Appendix ‘B’
137

. 9
. 89 (iii)
.. 85 (i)
26-A (12),
Form vIII A
Appendix ‘B’

32
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H
PARAGRAPH
Head must be () obvious, (b) distinctive .. . 115
(Consistency essential Standard heads and sub-heads
Unautborised addition as forbidden) . .. 116
Hours of attendence . .. . e e .. 2
1
Incoming reminders o . .. .. . . 135
Incoming returns . .. . .. 134
Indexing under the disposal number system .. .. .. 108
(System described) .. 109; 110

Instructions for the woking of the Tottenham system in Revenue
‘Divisional and Taluk Offices—A. Revenue Divisional Offices—

B. Tatuk Offices—Deputy Tahsildar’s Offices .. Appendix ‘I".
Introductory .. . .. .. .. ..

Issue of records . . . .. .. .. .. 104 ; Form
‘ X1V, Appen-
dix *R’,
L
Late attendance . .. e .. - e . 4
Linking files . .. .. .. .. .. v 39
Local classification .. . .. . . .. . 120
Lodged disposal e .. .. . - . .. 67
N
s N-Reference © stip . e . e .. .. Form Vi, ’
Appendix
‘B
Nature of disposal and other particulars to be entered on the
draft . .. . . e el . .. 58
New Case reglster .. .. .. .. . . 21 (3) ; Form
APDCH'
) dix ‘B,
New and old cases 2
No despatch re gxster—Despatch by post and Iocal dehvery book 80
Note file . . .. .. . .. . e 40
Note on the slip index . .. .. .. .. Appendix ‘B®,
0o
Objects and contents of a note ., . .. .. .. 41 ; 42
Office copies, from letters and proc.edmgs .. 54
Office copies and fair copi¢s to bz typed together when poss1ble 55
Opening the tappal .. . e .. 27;28;29

Opening a fresh file for a Separate subject ansmg outof a
cumt file -~ o - "e . 47



INDEX | 337

Q—colt.

: . PARAGRAPH
Organisation of the Office—
Sections .. . .o . e .. . .. 1
The Sarishtadar . e e .. .. .. . A
Head of scctions .. .o e e . o . 12
Outgoing returns .. .- .- . .. .. .. 132
Outgoing reminders. . .. . . . . .. 126
‘ P
Passport applications ce e e e . 90 (v) '
Pauper suifs register e ve e . .. 26-A(13) Form
ViIl-B,
Appendix
‘B’
Periodicals .. AURON .. . . . .. 70; 88 (i)
Periodical register .. .. . . .. 27(7); Forms
' X1 and XII
Appendix
GBQ .
Periodieals not given disposals nor indexed .. . . ST
Personal papers o .. . .- .. - 121
Personal registers L. L. Te. e e e .. 20(2); Form II,
. : ‘ Appendix .
. . v B,

Place of the draft in the file . el e . . 61
Plague cotrespundence—(Reslstenng) .. . . . 3%-A
Posting list—Hearing card - ce e . . .. 149
Precautions against fire .. .. . . .. .. 142
Preliminary note .. e e e e et
Premature dispasals . . .. .. e 66
Proceedings —Form of . . - . .. 52
Punching of stamps Responsxbtlity of elerks and heads of

sections . .. .- . . 144

. . R
Record issue register .. . oo S e 25 (1)
Referencing .. T 34;35
Reference 10 au(horxtles Quoted “Fiagging” .. .. - 38
Reference to authorities quoted in the note .. .. .. 45
Reference 10 ACts, Books, etc. .. .. .. . ve 48
Reg‘stenng .o - . e - <§.- .y 30 4
Replies to? CO“QCtOTS quenes . .- .e .. . 40
Replies to reminders e B A 60
Responsibility of heads of sectxons o . o . 49 ‘
s Retumns e ve . . .. 136-A; APpen-

Revenue BuSmes | | . i E,

GandH,
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R—cont,

Roneo number-Alpha system of filirg .. ..

Ruies as to prccautions agains: fire—(A. Rules to be observed
as precautions agaiust fite in public offices B. Rules to be
observed on the outbreak of fire in publie buildings) .. .

8
Security Register .. .. e . . - ..
Special arrangements when clerks are in camp on tout ..
Specimen list of record files |, . .. . .e .e
Stamp accoynt . . . . .. .. ..

Standard list of Index heads .. e .o . .
Statement showmg Obspat(.n of Reveuue Business of Collectors

ce .. o LX) e
Statement showmg despatCh of Revenue Busmess of the
disirict . . .. - ..
Statement showing the dnspatch of Revenue Busmess of the
Taluk Offiffice .. . ..
Stock files .. . . . e e .o ..
Style in notes and drafts . .. ..
Su‘l:m:won of files ,io the Oollector’s house or camp use ot‘
oXes - .. .. .. ..
Submission of papers at headquarters Camp—_“Tappal arrange-
ment” .. e . .
Suits—(Indexing and ntles) .. .. .. .. ..
T
Telegram Economy .. . . . . .. .
The Office System General outhne——Introductory ..
Tidines and cleanliness of the office .. . .. ..
Titles, examples of .. . e . .. -
Titles and head defined .. .. .e .e .. ..
Titleproper .. . .. .. -
Titles t0 be written at head of draft .. . .. .
Titles prefixed to all drafts .. -

(Importance of prefixing titleto ail commumcauons) -
Tow or more title when necessary (cross reference) .. ..

U
Unauthorised registers . - . ..
Unnecessary references and piecemeal references .. ..
Urgent work on holidays .. . . e .o e
Use of distribution number as rcference number .. .. ..
Use of heads and sub-heads. . o . .. .. .

Vse of ‘General” as sub-head . . . -

\

PARAGRAPH

10
Appendix

25 (9) s Form
XV, Appen-
le lBA

33
Appendix ‘D’,
25(6) ; Form v
Apbendix ‘B’
Appendix ‘A,

Appendix P,
Appendex ¢ G’,

Appendix
152
62 (i) to (xi)

146

147
122

151
14
10

51

114

125

150

112

113

127

15
56

18
117 ;118
119



INDEBX
v

Valuable (Despatch) - - -
Vertical filing of reCords o ™ -
w

What papers need not be registered m

When a draft may be put up together with the note

Wording and articulation .. ..
Work out of office hours and on holidays

PARAGRAPH,

79
102

51
43
126

339
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PART II.

Accounts (Departments)—
Collector’s Office ..

Accounts (Public)—
Records relating to Destruction e T e

Accouats (Village)—

Arrangement, preservation and destruction of -

Acts—
Files of —Maintenance

See Bills .. .. . . .
Book Binding e e .
Acts and Bills—
See Bills .. . . . .
B

Board’s Proceedings (Printed)—
Communication and Supply .. ..

Board’s Standing Orders—
Maintenance of —Up-to date
Not removable by officers on transfer
See Collectors Standing orders

Book Binding— .

Periodical publications, Act, etc.—~Binding

C

Cash-keeper—

Collector’s Office—Duties e e ..
Charge of Office—

Assumption and delivery of ..

When assumed on a Sunday e ..
Chronology—

Years of Sixeras—Tables o . .

. PARAGRA.PM

e L1553
e .. 1646 (i

164, 3’& 6 &
Appendix X1

164 9 )
note.

162

164,9 (2) note

v W, .. 1651 note(d)

1165, 2

155,5

. 171
. . . 169

.. 172 & Appen-
dix XXVII



' INDEX
Ci—~cont,

Collector’s Office—
Division into sections and establishment .. .o
Condition of records in—Report to the Board of Revenue

Collector’s Standing Orders—
Printing distribution and revision

Communications, official —
Channel of e .. .. .
See Correspondence .. .
Military Authorities .. . . ..
Post Cards. .. .. . - ..
Postal charges .. .

Confidential Papers—
How and any whom dealt with

See custody .. .. e .
Dspa,tclﬁng .. .. e .. ..

Correspondence (Oﬂicxal)—- . . .o
Form, etiquate and arrangement of matter and style

Custody—
Confidential records———Transfer of .. .. .
Valuation in Collector’s Office . .
‘Valuables in Taluk Offices .. ..

WValuables in Divisional Offices . ..

See Cash chests

Cash-Keeper . .. ..
Deputy Tahsildar’s Oﬁice .. . ..
Keys-Treaswry ... .. .. .- ..

D
peputy Tahsildars Office . ‘

Establishmeants dlsmbutlon of work and custody of valuables

Despatching —
Confidential papers .. .. . .
Official communications, maae of ’
Disposal Number Systern—
Records arrangements and destruction et

.. . s

4

PARAGRAPH. |

155,130 9
164,8 and 9

166

158, 10

63

158,109,106,
and 12 to16

163, 5
155, 11

1575 4i)
and (ii).

156, 2X(ii) and
- (i)

.. 157; 4 and5(ii
a0 ()

163, 23
158, 9

. 164, 2 20d 6
G,
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D—cont.

Divisional Officers (Reveaue)—

Periodical reports Submission—Duties of ..
Records Inspection - .. . .-

Divisional Offices (Revenue)—

Estaclishment .o .s . . .
See Custody Watch and Ward .. e
B

Exyra copies for Stock files—

Taluk, Divisional and Collector’s Office’s Supply
See Government orders .. . e
Stock files .. . . .e . .

Estates Land Act I of 1908—
Records relating to destruction

PARAGRAPH

" 168

156

.. 13O &3

.. 1646 (vi) and

Appx, XL
Excise Commissioner’s Proceedings (Printed)—
Communication and Supply g 162, 2 (i)
Forest Office (District) . g 155.2
Gollas—
Datics e .. 157,17

Qovernment ordes (Prmted)—-Requ\sxtllgn fm' spare copiesof 166, 3

Hot weather

Office hours—Change . e s ve
Imperial Bank of India—

See Bank of India (Imperial) .. . .

Improvements

See Forest .. . . .

1ndiah Statés
Official Communijoation with .. e

.. 154 notel

158. 10 (Iv)
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K ‘
PARAGRAPN

Karhams—

Accepts to Taluk records forbidden .. . .e .. 164, 4

L .

Leave—(Compensation)—

For a holiday on which a Government setvant is called on

to attend office 109 hotes (2)

and (3).

Libraries (Officia)—

Maintenance rules .. . . .. . . 165
Limitation—

Appeal petitions to Collectors or va:slonal Oﬁioers and

Board of Revenus . .o _ 167
M

Military Authorities— ¥

Direct communication by Collector with—Forbidden .. .. 158,10 (iv)

o)

Office hours .. . e ee . . o 134,3
Office"Order Book—

Maintenance . .. . e, e . .- 154
Office Procedure—

Tottenham systcm .o .. »e . .. 160

See Confidential papPrs—Despatchnng—'rottenham system,
Overpayments—

Recovery of—From Government sefvants .. - . 170, 5

P

Petitions (Appeal)—

Stamping, ad mission, etc. .. . . . .. 167, 6t0 9
See Limitation Petition (Transmission and report)

Petition (Disposal) Refunds
Petition (Presentation) J Stamp duty.
Petitions (Disposals)—

Passing and transmitting—Orders .. .. .. I 167,18 to 21
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Petitions (Transmission and Report—

Procedure for transmission to - .. .. .
higher authority and reference’ .
to Subordinate Officers for

report. .-
Postal Charges
Official "communications .. .. .. .. .e
Poe;t Cards— R
Useinqorrwpondence . . e e ..

Printed Copies—
Grant of .. cr e e e e

Seée Board's Procvedings (Printed)
Qovernment ©rders (Printed)

P—-coﬁt.
PARAGRAPH
Petitions (Presentation)— 7
Manner of and whom to addressed .. .. .. 167, 1 to 8.
- Addrested to the Board of Revenue .. .. 167, 10 and
) ) . ' Appx. XIT.
Addressed to Government (State) 167, 11 avd
Addressed to Government of India 167, 12 & 13
and Appx,
, XVIto XVIIl
See Limitation .. .. ..} Petitions (Revision). )
Petitions (Appeal) .. .e .. | Petitions (Transmissions)
Petitions Dssposal) .. .. .e and Report).
Petitions (Review) .. .. .« { Refunds,
~J Stamp duty,
“ Petitions (Review)
" When admissiable .. .+ =) e . .. 6LTQ
-See Limitation - - .« | Petitions (Transmission
Petitions (Apveal) .. . e and Report).
Petitions . (Disposal) . .. | Refonds, -
Pgﬁtions (Presentation) . Stamp duty
Petitions (Revision)—
When admissible .. .. .. . 167, 7 @)
See Limitation - .. .. .. ] Petitions (Transmission
' ) ) and Report).
Petitions (Disposal) Refunds, ™ ..] Refunds,
Patitions (Presentatioh) .. ..J Stamp duty.

.. 167, 14 t0'17

159, 1¢0 §

5

158, 1 notes (2)
@

e 168



