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Roport of a Patrol to the village of GABA-BARI on the coast,
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INSTRUCTIONS
With regard to the * Jacket System,” Papuan Government Service.

e —— e

1. Letters and Minutes, whon placed in a Jacket, are to be nnmbered consecutively, and the
numbers enmgd in the space reserved for thut purpose on the face of the Jacket. This should be done
by the Officer inserting the Letter or writing the Minute.

8. The last Letter, or Minute Sheet, is to be on top—that is to say, facing the reader when he
opens the Jacket.

8. lﬁnuu.ae should be written on one side of the paper only, but a new sheet of paper should not
be used if there is sufficient space left on the paper to write a Minute underneath the preceding one.

4. Bhould any subject requiring attention originate, or at any time afterwards be referred to, in
» document dealing with several different matters, such as the * Monthly Journal Report of a
Magistrate,” &ec., an extract of such subject should made, and such extract, after being endorsed,
« Extract from Monthly Journal Report of Resident Magistrate, Central Division, for Juue, 1905," or
as the case may be, should be inserted in the Jacket which d-als with that particular subject.

6. If at any time the Government Sccretary considers it necessary that the documents contained
in any Jacket belonging to another office should, in future, be filed in the Government Secretary’s
Department, these documents wiil be removed from the original Jacket and placed in one of those used
in the Government Secretary’s Dopartment, aud be original Jacket, after being endorsed, Letters
and Minutes numbered as above are ncw filed in the Government BSecretary’s Department,” and
initialled and dated by the proper Ofiicer in the Government Secretary's Department, will be returned
to the Office of origin for record. If any correspondence upon the same subject be subsequently
received at that Office, it should be sent on in the same Jacket to the Government Secretary's Department,
where it will be retained, and the Jacket cndorsed and returned as before.

6. Officers should be careful to avoid dealing with more than one subject in any one le_mr or
Minute, as much inconvenience may be caused thereby, but if this should, at any time, be unavoidable,
% copy of such Letter or Minute must be rade, and the original placed in the Jacket dealing with the
waiL subioct referred to. The copy, after being endorsed, ** Original is in Jacket No. —,"” should be
file? 11 th. Jacket bearing upon the other subject. .

. As a rule Jackets, except those dealing with unimportant matters, ought not to be submitted
Y ,ut Heads of Dopartmes. s. If it should be necessary to refer the matfr to any Officer vther
.. ¢ ibove, a minute should be written to him asking for the information required.

§ When a Jucket is forwarded from one Department or Officer to fno»‘.her Department or Officer,
8 “Jacl oo Check ” 18 to be sont with it. This check is to be returned _th.hou} delay, after having been
initialled | , U resciving Ofticer. These checks should be placed on a file until the Jacket is returned.

By ‘ng to the cheeks on this file, an Officer can tell at & glance who has charge of any
particular J. ok seal out from his Office.

9. Papces ©ndes soolscap size, such a8 telegraph forms, &c.,
sheet of foolscap before being placed in a Jacket.

10. All papers in connection with one subject are to be filed in One Jacxer Onuy. i

il. When theen is an unanswered communication in a Jacket, ® 0010“!? u:‘l‘ p:‘n:::
“ Usavswenkp Lrrres ' is to be attached tc the communication (to protrude b‘!"“m bo::Pnnt
Jacket), so that action 1. v not be overlooked. The slip is to be removed when a reply th »

12. When thers are only threc or four papers in & Jacl eb, they may be secured together wi

fastener in the top left-hand corner.
Paper fasteners are not to be used to secure @ large number of pupers together. In such cases

10 Jaokeh is br bo tiod with tape or ribbon. Very bulky Jackets are to be bucked wibs g of
cardboard foolscap size. .
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SUBJECT:

P vits * WAI-O0U, AU~KIBIRI, & KAFOKA, . l
/ 4
By Whom Introduced ? R. M, Kiov?, W.D.
Date: £ i ,19 12
Nos. (consecutive) of the Letters and Minutes enclosed: ~ . 2,3, 4,
Endorsements:
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INSTRUCTIONS

With regard to the * Jacket System,” Papuan Government Service.

1. Letters and Minutes, when placed in a Jacket, are to be numbered consecutively, and the
numbers entered in the space reserved for that purpose on iiie face of the Jacket. This should be done
by the Officer inserting the Letter or writing the Minute.

2. The last Letter, or Minute Sheet, is to be on top —that is to say, facing vhe reader when he
opens the Jacket.

8. Minutes should be written on one side of the paper ouly, but a new sheet of paper should not
be used if there is sufficient space left on the paper to write a Minute underneath the preceding one.

4. SBhould any subject requiring attention originate, or at any time afterwards be referred to, in
a document dealing witn several different matters, such as the * Monthly Journal Report of a
Magistrate,”” &c., an extract of such subject should be made, and such extract, after being endorsed,
“ Extract from Monthly Journal Report of Resident Magistrate, Central Division, for June, 1905, or
a8 the case may be, should be inserted in the Jacket which deals with that particular subject.

6. If at any time the Government Secretary considers it necessary that the documents contained
in any Jucket belonging to another office should, in future, be filed in the Government Secretary's
Department, these documents will be removed from the original Jacket and placed in one of those used
in the Government Secvetary’s Department, and the ociginal Jacket, after being endorsed, ** Letters
and Minutes numbered as above are now filed in the Government BSecretary’s Department,” and
initialled and dated by the proper Oflicer in the Government Secretary’s Department, will be returned
to the Office of ongin for record. If any correspondence upon the same subject be subsequently
feceived at that Oftice, 1t should be sent on i.1 the same Jacket to the Government Secretary’s Department,
where it will be retained, and the Jacket endorsed and returned as before.

6. Officers should be careful to avoid dealing with more than one subject in any one le.uer or
Minute, as much inconvenience may be cause i thereby, but if thie should, at any time, be !nnnvo'ldsble.
& copy of such Lester or Minute must be made, aud the origa! placed in the Jacket dealing witk the
main subject relerred to. The copy, after beiny endorsed, * Original is in Jacket No. —," should be
filed in the Jacket bearing upon the other subject.

7. As a rule Jackets, except those dealing with unimportant matters, ought not to be submitted
to any but Heads of Departments. 1f it should be necessary to refer the matter tv any Officer other
than the above, & minute should be written to bim asking for the information required.

8. When 1, Jacket is forwarded from one Department or Officer to another Depurtment or Officer,
a * Jacket Check ' is to be sent with it. 'I'his cheek is to be returned jmthou.l. delay, nfter.havmg been
initialled by the receiving Officer. These checks should be placed on a file until the Jacket is returned.

By refening to the checks on thie file, an Officer can tell at a glance who has charge of any
particular Jucket sent out from his Office.

9. Papers under foolscap size, such as telegraph forms, &c.,
sheet of foolscap before being placed in a Jacket.

: D : iled i OxLy.
10. All in counection with one subject are to be filed in Oxe JACKET ; .
g a coloured slip printed

11. Wheu there is an unanswered communication in & Jacket,
* Unanswenkn L:rmu " is to be aitached to the communication (to protrude bcyon:“ thb.eo ‘:1:0 o:‘the
Jacket), 5o that action may not be overlocked. The slip is to be removed when a reply .

1. When there are only three or four papers in a Jacket, they may be secuied together with &
fastener in the top left-hand corner. pors together. In such cases

. . o
Paper faste ot to be used to sccure a large number o _  cuses,
& J”.:l:ei' to ;::r:i;e:iﬂl tape ¢ hlon. Very hulky Jackets are to be backed with a piece oi

cardboard foolscap size.

should be pasted or pinned on to a
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SUBJECT .
Patrol to the villages of UPUA & DOPIMA, from the 16th

‘¢ the &81th September, & the arrival of the Launch KIKORI.

By Whom Introduced? R.M. Kikori,
Date: 16th September, ,19 12,

Nos. (consecutive) of the Letters and Minutes enclosed : ]
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INSTRUCTIONS
With regard to the * Jacket System,” Papuan Government Service.

- --—-—.‘.—————-

1. Letters and Minutes, when placed in a Jacket, are to be numbered consecutively, and the
nembers entered in the space reserved for that purpose on the face of the Jacket. This should be done
by the Officer inserting the Letter or writing the Minute.

2. The lasi Letter, or Minute Sheet, is to be on top—that is to say, facing the reader when he
opens tae Jacket.

8. Minutes should be written on one side of the paper only, but a new sheet of paper should not
be used if there is sufficient space left on the paper to write a Minute underneath the precedizg one.

4. Should any subject requiring atteution originate, or at any time afterwards be referred to, in
a document dealing with several different wmatters, such as the * Monthly Journal Report of a
Magistrate,” &ec., an extract of such subject should be made, and such extract, after being ex:dorsed,
‘« Bxtract from Monthly Journal Report of Resident Magistrate, Central Livision, for June, 1906, or
as the case may be, should be inserted in the Jacket whicn deals with that particular subject.

5. 1f at any time the Government Secretary considers it necessary that the documents contained
in any Jacket belonging to another office should, in future, be filed in the Government Becretary’s
Dopartment, shese documents will be removed from the original Jacket and placed in one of those used
in the Government Secretary’s Department, and the original Jacket, after being endorsed, * Letters
and Minutes numbered as above are now, filed in the Government Secretary’s Department,” and
initialled and dated by the proper Oflicer in the Government Secretary’s Department, will be returned
to the Office of orgin for record. Lf any correspondence upon the same subject be subsequently
received at that Oftice, it shoul sent on i1 the same Jacket to the Government Secretary’s Departmeut,
where it will be retained, and the Jacket endorsed and returned as betore.

6. Ofticers should be careful to avoid dealing with more than one subject in any one letter or
Minute, as much inconvenience may be caused thereby, but if this should, ai any time, be unavoidable,
acop; .f such Letter or Minute must be made, and the original placed in the Jacket dealing with the
wain subject referred to. The copy, after bemg endoreed, * Original is in Jacket No. —" should be
filed m he Jacket bearing upon the other subject.

7. As « rule Jackets, except those dealing with unimportant matters, ought not to be submitted
to any but Heads of Departments. If it shouid be necessary to refer the matter to any Officer other
than the bove, & minute should be written to him asking for the information required.

8. When & Jacket is forwarded from one Department or Officer to another Department or ‘)ficer,
 Jacket Chook it to be sent with it. This cheok 3s to be returned without delay, after having boen
initialled by the receiving Ufficer. These checks should be placed ou a file unti! the Jacket is returned.

By referring to the checks on this file, un Officer can tell at a glance who has charge of any
particular Jacket sent out from his Office. 4
. 9. Papers under foolscap size, such as telegraph forms, &c., should be pusted or pinned on 0 &
sheet of foolscap before being placed in a Jacket.
10. All papers in connection with one subject are to be filed in Oxe Jacker Onvy.

11. When there is an unanswered communication in 8 Jacket, a coloured slip printed

“ Unanswenep Lerres ™ is to be attached to the communication to protrude be’ionl?u‘h;e?no:t‘he
Jacket), 5o that action may not be overlooked. The alip is to be removed when & TePY \

12. When there are only three or four papers in a Jacket, they may be secured togother with "

fastener in the top left-hand corner. In such cases

o a large number of papers together. with & piece of

Paper fasteners are not to be used to secur
the Jucket is to be tied with tape or ribbon. Very bulky Jackets are b0 be backed

cardboard foolscap size.
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TERRITORY OF PAPUA.
o ——— G —

gt 4 Nesfdent Magistrate, {
JACGET H No. 39 i s, |
Western o Division,

SUBJECT:
patrol by P.O. to the villages of UBUA & AIMARA to Srrest 3 escaved
priscners.

‘

\ *, Whom Introduced? R.M. Kikorii,
" Date: 18th October, ,idlp
Nos. (consecutive) of the Letters and Minutes enclosed :

Endorsements:

. Nore.—Nothing, other ‘han that necessary {o fill in the above Headings, is to be written on this Jacket.

This Jacket is to be Returned to the above Department wit10ut unnecessary delay.
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h'['l-‘,RI’.l'l‘l)RY OF PAPUA.

Resident Magistrate's Oftuce,

I
Mootern Division, ; § *

) this No. 445/1%2 Daru, Decr 3ru 191 2,
gu~0uu

-

he gecident Magistratle,

i

Kikxor

Your Tolter 146/12 cf the 20th October to hand

covering a report by Mr Patrol Offic:r Thowmpson and has been

forwarded tc the Hon. The Government Seccretary.

/V 4241 27 ‘
R.M.W.D

!
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TERRITORY OF PAPUA.

Resident Magistrate's Office,

No. 145/12. Kikori, W.D.
20th, October, 1912.

The Resident Magistrate,
Western Division,

Daru,

1 beg to forward herewith, in duplicate,

e g — T g

report of a patrol, by P.0. Thompson, to the villags of UPUA,

the object of the patrol, was to apprehend two escaped prisoners.

R.M. Kikori, W.D.
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Kikori, Vestern,

12th,0ctober, 1512.

Fatrol Officer Thompson,
Kikeri,

Kindly proceed this day, in the whaleboat,
with a erow of the Sergeant, 3. A.M.s and 4 Labourers, and
provisiens for one week, to the village ot.oml. and there
imake inquiries concerning, and, if possible effect th. arrest
of “..m unm» prisoners, AGU & MANAI.

Wuen the inhabitant:

of the village, that if they assist or harbour the cscape's,
they will be severally punished.

..’O .M’ '. D.

D
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INSTRUCTIONS

With regard to the “ Jacket System,” Papuan Government Service.

1. Lettars_lnd Minutes, when placed in a Jacket, are to be numbered consecutively, and the
numbers entered in the space reserved for that purpose on the face of the Jacket. This should be done
by the Officer inserting the Letter or writing the Minute.

2. The last Letter, or Minute Sheet, is to be on top—that is to say, facing the reader when he
the Jacket.

8. Minutes should be written on one side of the paper only, but a new sheet of paper should not
be used if there is sufficient space left on the paper to write a Minute underneath the preceding one.

4. Should any subject requiring attention originate, or at any time afterwards be referred to, in
a document dealing with several different matters, such as the * Monthly Journal Report of a

i ," &e., an extract of such subject should be made, and such extract, after being endorsed,
“ Extract from Monthly Jourral Report of Resident Magistrate, Central Division, for June, 1905,” or
as the case may be, should be inserted in the Jacket which deals with that particular subject.

6. If at any time the Government Secretary considers it necessary that the documents contained
in any Jacket belonging to another office should, in future, be filed in the Govercment Secretary’s
Department, these documents will be removed from the originai Jacket and placed in one of those used
in the Government Secretary’s Department, and the original Jacket, after being endorsed, ‘¢ Letters
and Minutes numbered as above are now filed in the Government Secretary’s Department,” and
initialled and dated by the proper Officer in the Government Secretary’'s Department, will be returned
to the Office of origin for record. If any correspondence upon the same subject be subsequently
received at that Office, it should be sent on in the same Jacket to the Government Secretary’s Department,
where it will be retained, and the Jacket endorsed and returned as before.

6. Officers should be careful to avoid dealing with more than one subject in any one letter or
Minute, as much inconvenience may be caused thereby, but if this should, at any time, be unavoidable,
a copy of such Letter or Minute must be made, and the original placed in the Jacket dealing with the
main subject referred to. The copy, after being endorsed, * Original is in Jacket No. —,” should be
filed in the Jacket bearing upon the other subject.

7. As a rule Jackets, except those dealing with urimportant 'natters, ought not to be submitted
to any but Heads of Departments. If it should be necessary to refer the matter to any Officer other
than the above, a' minute should be written to him asking for the information required.

8. When a Jacket is forwarded from one Department or Officer to another Department or Officer,
a “ Jacket Check " is to be sent with it. This check is to be returned without delay, after having been
initialled by the receiving Officer. These checks should be placed on a file until the Jacket is returned.
By referring to the checks on this file, an Officer can téll at a glance who has charge of any
particular Jacket sent out from his Office.

9. Papers under fonlscap size, such as telegraph forms, &c., should be pasted or pinned on to a
sheet of foolseap before being placed in a Jacket.

10. All papers in connection with one subject are to be filed in One Jacker Onvy.

11. When there is an unanswered communication in a Jacket, a coloured slip printed
« Unanswerep Lerter” is to be attached to the communication (to protrude beyond the top of the
Jacket), so that action may not be overlooked. The slip is to be removed when a reply has been sent.
12. When there are only three or four papers in a Jacket, they may be secured together with a
fastener in the top left-hand corner.

Paper fasieners are not to be used to secure a large number of papers together. {n such. cases
‘he Jacket is to be tied witk tape or ribbon. Very bulky Jackets are to be backed with a piece of

cardboard foolscap size.
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Piceox HoLr P. M
% TERRITORY OF PAPUA. '

e e ——
Nesident Magistrate, KIKORI
Western Division. 1
SUBJECT: |
o

Pattol to the Villages of UBUA & AIMAHA, to apprehend 2 esScaped
prisoners.

By Whom Introduced? R.M. Kikori,
Date: 218t October, ,1912
Nos. (consecutive) of the Letters and Minutes enclosed: ).2.3.4.

Endorsements:

Nore.—Nothing, other than that necessary to fill in the above Headings, is to be written on this Jacket.

This Jacket is to be Returned to the above _Dopntmont without unnecessary delay.
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INSTRUCTIONS

With regard to the “ Jacket System,” Papuan Government Service.

——t—

1. Letters and Minutes, when placed in a Jacket, are to be numbered consecutively, and the
numbers anhud in .th'e space reserved for that purpose on the fase of the Jacket. This lhonl{l' be done
by the Officer inserting the Letter or writing the Minute.

2. The last Letter, or Minute Sheet, is to be on top—that is to say, facing the reader when he
opens the Jacket.

8. Minutes should be written on one side of the paper only, but a new sheet of r should not
be used if there is sufficient space left on the paper to writep:rMimZte underpeath the M‘P‘p"_ one.
4. Should any subject requiring attention originate, or at any time afrerwards b referred to, in
a document dealing with several different matters, such as the ‘* Monthly Journal Report of a
" &e., an extract of such.cubject should be made, and such extract, after being endorsed,
« Extract from Monthly Journal Report of Resident Magistrate, Central Division, for June, 1905,” or
a8 the case may be, should be inserted in the Jacket which deals with that particular subject.

5. If at any time the Government Secretary considers it necessary that the documents contained
in any Jacket belonging to another office should, in future, be filed in the Government Secretary's
Department, these documents will be removed from the original Jacket and placed in one of those used
in the Government Secretary’s Department, and the original Jacket, after being endorsed, ‘* Letters
and Minutes numbered as above are now filed in the Government Secretary’s Department,” and
initialled and dated by the proper Officer in the Government Secreiary’s Department, will be returned
to the Office of origin for record. 1f any correspondence upon the same subject be snbsequently
received at that Office, it should be sent on in the same Jacket to the Government Secretary’s Department,
. where it will be relained, and the Jacket endorsed und returned as before.

. 6. Officers should be careful to avoid dealing with more than one subjest in auy one letter or
* Minute, as much inconvenience may be caused tlicreby, but if this should, at any time, be unavoidable,
a copy of such Letter or Minute must be made, and the original placed in the Jacket dealing with the
main subject referred to. The copy, after being endorsed, * Original is in Jacket Nu. —," should be
filed in the Jacket bearing upon the other subject.

7. As a rule Jackets, except those dealing with unimportant matters, ought not to be submitted
to any but Heads of Depurtments. If it should be necessary to refer the matter tc any Officer other
than the above, a minute should be “vritten to him asking for the information required.

8. When a Jacket is forwa.ded from one Department or Ofticer to another Department or Officer,
8 * Jacket Check " is to be sent with it. This check is to be returned without delay, after having been
initialled by the receiving Officer. These checks should be placed on a file until the Jacket is returned.

By referring to the checks on this file, an Officer can tell at a glance who has charge of any

~ particular Jacket sent out from Lis Office.

* 9. Papers under foolscap size, such as telegraph forms, &ec., should be pasted or pinned on to a

 sheet of foolscap before being placed in a Jacket.

10. All papers in connection with one subject are to be filed in Ore Jacker Onvv.

11. When ther. is #n unanswered communication in a Jacket, a coloured slip printed
“ Usaxswerep Lerter ” is to be attached to the communication (to protrude beyond the top of the
Jacket), so that action may not be overlooked. The slip is to be removed when a reply has been sent.

12. When there are only three or four papers in u Jacket, they may be secured together with a
fastener in the top left-hand corner.

Paper fasteners are not to be used to secure a large number of papers together. In such cases
the Jacket is to Le tied with tape or ribbon. Very bulky Jackets are to be backed with a piece of
cardboard foolscap size.
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Resident Magistrate's Office,
Kikori, W.D.

No 78/12. 19th August, 1912,

- The Honourable, :
The Government Secretary,

Port Moresby.

-~
N

It is with regret, I have to inform i

"; i'ydu.’that a dastardly & revolting massacre of 20 unfortunate ;

’gxiativoa of the village of KIRIBARL, by the natives of the villages

u the WAIRO River, which is quite adjacent to this station,
., 3 =

t
)
!
h
i
a il
The KIRIBARI pecple paid a friendly visit to the villugt. *;

"

}'*ot ¥AL=0U, KAPOIA. & AU-KIBIRI, bringinz with them a lct of grabs, h

-

?4&70 the order to kill those unfortunate people, vhtch wss errte'f.

)

f,bﬁt, 16 of them wer? killed in the villages of IAPOIA‘C'Aﬂ-RIB!lljf

the remaining 5 were killed by the people of WAI-OU which is only
an hour's walk frem the station, all the viciims weré eaten. "

The M:ssacre took place on the night of the ltt‘ \\:

ﬁilafant, & from inquiries have learned the names of 6 of the

\Mh_,lnrderers, several Chiefs are implicated,

Unfortunately when I received word of the above massacre,

,i the whaleboet was getting painted, However, 1 intend to leave at th1I

the end of the week, for the scene of the massacre to arrest the f

surderers, taking with me the Sergeant, 8 A;Os with some prisonera

& labhourers wo make up the

the full complement of A.C.= of the statiou, 1 have been obliged

he close roxility
to toke the prisoners & labourers, as owing to t P 4

of the above named villages to the statior. I do not consider it

gsafe to leave the station with less than 6 A.C.s.

Pl R

R.“o K‘lkox.'z., WeDo .

whaloboat's crew, as owing to not having;f
Tih
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. INSTRUCTIONS
3 : F : With regard to the * Jacket System,” Papuan Government Service.

>
' s 1. Letters and Minutes, when placed in a Jacket, are to be numbered consecutively, and the
fany . 3§ ndmbers entered in the space reserved for that purpose on the face of the Jacket. This should be done
Busse . - by the Officer inserting the Letter or writing the Minute.
4 ey E 2. The last Letter, or Minute Sheet, is to be ou top—that is to say, facing the reader when he
s opens the Jacket.
P - o 8. Minutes should be written on one side of th« paper only, but a new sheet of paper should not
1 N R be used if there is sufficient space left on the paper to write u Minute underneath the preceding one.
i “: 4. Should any subject requiring attention originate, or at any time afterwards be referred to, in
¥ Y a document dealing with several different iwatters, such as the * Monthly Journal Report of a

i " &e., an extract of such subject should be made, and such extract, after being endorsed,
« Extract from Monthly Journal Report of Resident Magistrate, Centra. Division, for June, 1905, or
‘ a8 the vase may be, should be inserted in the Jacket which deals with that particular sub ct.

t. 7. at any time the Government Secretary considers it necessary that the documents contained
iu any Jecket belonging to another office should, in future, be filed in the Government Secretury's
Devartment, these docum®ite wili be removed frow the criginal Jacket and placed in one of these used
'n the Government Secretary's Department, and the original Jacket, after being endorsed, * Letters
and Minutes numbered as above are now filed in the Government Secretary’s Department.” and
initialled and dated by the proper Officer n the Government Secretary's Department, will be returned
to the Office of origin for record. If any correspondence upon the same subject be subsequently
rece.ved at that Office, it should be sent on in the same Jacket to the Government Secretary’s Department,
where it will be retained, and the Jacket endorsed and returned as before.

6. Officers shoald be careful to avoid dealing with more than one subject in any one letter or
Minute, as much inconvenience may be caused thereby, but if this should, at any time, be t.msvo_uhble.
a copy of such Letter or Minute must be made, and the original placed in the Jacket dealing with the
main subject referred to. The copy, after being endorsed,  Original is in Jacket No. —" should be
filed in the Jacket bearing upon the other subject.

7. As a rule Jackets, except those dealing with unimportant matters, ought 1ot to be submitted
to any but Heads of Departments. If it should be necessary to refer the matter to any Officer other
than the above, & minute should be written to him asking for the inforniation required.

8. When a Jacket is forwarded from one Departinent or Officer to another Department or Officer,
a “ Jacket Check " is to be sent with it. This cheek is to be returned without delay, .ﬁer'havmg been
initialied by the receiving Officer. These checks should be placed on a file until the Jacket is returned.

By referring o the checks on this file, an Officer can tell at a glar e who has charge of any
particular Jacket sent out from his Office.

9. Papers under foolscap size, such as telegraph forms, &c., &
sheet of foolscap before being placed in & Jacket.

10. Al papers in connection with one subject are

11. When there is au unanswered commUnica
« UnanswereEp Lerrer' is to be attached to the comnmunication (to protrude beyond the top of the

J“h‘)- 0 that action may not be overlooked. The slip is to be removed when a reply has been aex?t..
; 12. When there are only three or four papers in & Jacket, they may be secured together with a
fastener in the top left-hand corer.

Paper fasteners are not to be uged to soeun
the Jacket is to be tied with tape or ribbon.
cardboard foolscap size.
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