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“shorthend writer and typist whe should be available

for @ictated minutes and drafts and should also

oode and decode telegrams. in code. This lady

could fill in her spare time by eopying matter

whigh was not urgent.

(N.G. Oypher telegrams should be deal® with as at

present. )
{Intld) H.J.R. 16.2.17
" H.L. 18.2,17
. .6, 16,2.17
Ny



,,‘ﬁuury statement cf the oeM. of t i

as New paper 4m1d be made, but whers a bandle of p-rrb =

bed on an irtricate subject is sent ferward for the first

time beyond the Department it may be Segirable that

OF (e grevious history of the questien should be

TRV R rised. There mey be other exceptionsl cases in
which a summary wehld be mh}‘ and the Departments
¢hould have no diffieulty in deciding what to do.

Vinutes should be cenfined ss far as poseible

tothe agtion te be taken apd every minute should 1
cono lude with a recommendation for action. #here & reply
is sugzested it should he given os far as conveniently i
may be in the terms in whioh it is to be embedied in |

the drsft.

The mote recently ciroulated by 'r. lLong as
te "wrreed wminutes” should be carefully borne in mind
beth ay regerds departmental mimutew and es regerds
niutes on rmttare dealt with by more than ene dépertaen’
or matters roferred to the legal advisers. l

4, »legntion. ‘
As » tempormary war measure, | sugzest that the
spenior of the junior olerks should be aupherized to
7 *at once" unimportant routine papers, such as reports
& | of arrival on leave, despatohes trunsmitiing lonvow
4 certificates, despatenos containing returmns of & routi
nature, the dispesal of which has long bean settled,
otc, The enior jumior should alse be suthorised %o
pass smsll drafts of an wnimportant shkredler in
B socordunce with the inwtruetione of the Hesd of the
X ER 8¢ Telagrams.
«‘ ) mwmmmcn-oxuy
i ' ' 4.5+  shorthand:




In view aﬁln WW%W
ﬂm 8f.the 0flice for military ﬁrvioe, 1&‘\
Muu- al) possitle steps ¢ reduce w i
“- of work asd hnplify presedure. Afbar 4 dayon
with Heads of - w. sugmest for oou“muou
the follewing srrangements:- &
1. Distribution of pepers.
Attention has been es1T8d in the paut to the
desirability of more original minuting by prineipal
\ui satdor olerks. To secure this it is desirable that’s
ml new papers snould be Brought in the {iret instance
4o the Head of the Department, who will rebtain papers
relating to subjects dealt with by him, will pass on i
: lo the Sapier Clevk papers relating to his mljects, and E
. ‘sefd the rest to the jupiwes. This arrangement is

Hppopes ) r x
; net imténded te apply to the Domimions Depertment. [
{
t

[inte 1ine ame " 2. Minutes.

Intld) G.\'Tfé’? / Only {n exceptional cases should the namber of,
will minutes on ,y o.n paper eycesd tZv. The
r\* should be that, if a Jm!‘ar s mifute i paswed \H4
through the senior clerk to the Hesd of thd -Doparsteny
the veglor clerk shoild content himself With mefaly
mmu\ug the ﬂnlh In the the Head of
the Doparpaest will wormally, muu‘%? »qh
M _ _the ihior clerk's ninute or pqﬂrd‘
originkted by the ‘kesior olark. :

e "»Qmmnww Mm not m-ua-
o4 o apply to Yo Oagera, Dapartmant. x
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would flciut-to the dinh-rg.
and my colleagues coneyr
l\g&nccordil&ly’
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/l.uz%wmo nvimf‘u a hg j-ag,.mt onﬂ(;
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‘Paper tm under conddnnzian Tn sugh cages m
the Department pr’rn a préeis sd koq; or - and
uv“oﬁon = 1t informs us that if we look ot
104/6~7 27199/11 15303/13 ete., eto. , we shall find
the facts for ourselves; and this is an intolerable
labour.

Vhat I should like to have ig = system of
running préois, htollimuy condensed and
embracing important minutes as well as papers, which
lhoul:l be kept up to date after each paper is disposed
of and shauld always accompany ths “bundle” as long as
it is kept together. I may one day get e selected
junier or two to start the oxpcri;ont: it will add
to theér work at the start, but will certainly
diminish it - and greatly save our $ime - in the long

run.

{ntld) G,§, P,
16,2.17.

¥r, Read

See the minute on white Paper by the
Secretary of State -ppmvimz these proposals.

I will & souss furthar with him the
additional suggestions which he has Mo' but: 1 need
not delay these papers for the purp.n.

5 (Intld) &N,p,

17.2.17,
8ir G. PMiddes
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Please see the anneyed Minute. 1T our
sugmestionas are appreved, we will have the necassary
sction taken.
(Intld) H.J.R.
16.2.17.

‘Ir. Long {

The questions referred to hers have alreedy
attragted your notice and you have snoken to me
ahout them,

The minute hus been prepared aftsr preliminary
discussior. betwean me and the Assistant Under
Secretaries. Subject to my marzinal notes, 1 fully
agrae,

If you approve the minute it should be
cireulated to the Ttaff concerred (with these minutes)
ard & copy kept in each depsriment.

The prineiple whish sould zuide the Staff im
to sssist the leoretarv of 3tate (and indeed the Under
Secretaries) as far »s possitle in economising time and
labour. In add#dme to wha' is said in the minute
they might do much ¢ this firection by oultivating a

legible handwriting. It is a plemsure to see the
hafiriting of some members of the Colonil Office; it
i m&t’ry in other cases,and I fear thet I often
Protect myself by not reading the latter.

There {a anothér depire fof sconomi sing
time and lebour whieh I have for l’*qi-.‘ to
lnuhn and whigh I st{11 hope te esyablish if 7
_am hare after \\‘ «  Yoliwill have .?uud how

CW » a3 papers_({pportent and

‘wrd wdhed to it.
_vontained in o 1 VPRPeE or miptdte ha



doalh (J'or :pa ‘same reason LFF and uf'uﬁ.e frox
e I‘.‘.i.,:.'u ¥.A. and Room 3 will continue &8 hitlerto

to ro w 4o ur. Bottomle; ond will not paes
Bchti ' hands), Mr. ¥Achtig will, -

through Ur
A -
, have powar 'c deel summarily, bolh by vay of
Jat onceing' and.p#esirg drrfis with-tele rime from
.
the Protectorates revorting-*.e dgsth or serious
illnses of cfficars. Thie. ie arrguged vith » view

+

to avoiding enp delsy ir cournuicetiny with le

ralativa:. ~ Moy, ~ctior nus koov




