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1913.
NEW ZEALAND.

PUBLIC SERVICE COMMISSIONER
FIRST REPORT OF THE

Presented to both Houses of the General Assembly by Command of His Excellency.

The Hon. the Minister of Internal Affairs.
Sir,— Wellington, 27th August, 1913.

I have the honour to report, for the information of His Excellency the
Governor, that the Commissioners appointed under the Public Service Act, 1912,
commenced duty at the beginning of this year, and immediately proceeded to
investigate the condition of the Public Service and to classify the officers therein.

Under section 15 of the Act I am required to furnish to the Governor for pre-
sentation to Parliament a report on the efficiency and condition of the Public Service
and its proceedings, and to indicate the changes necessary, in my opinion, for the
improved working thereof, or any Department or subdivision thereof. Although
a report is not actually due until after the end of the current financial year, I am,
in view of the great interest taken in the matter, forwarding this first report. I
desire, however, to make it clear that the time has been too limited to enable the
Commissioners to go as fully into the condition of the Public Service as might be
desired.

In this report the Post and Telegraph Department has been excluded from
consideration. It will be referred to at a later date.

One of the first duties required under the Act was the classification of officers
of the Public Service. This has progressed simultaneously with the inspection of
Departments; but before any satisfactory work could be done it was necessary to
issue regulations governing the conduct and defining the responsibilities of officers,
and providing machinery for the working of the Appeal Board. These matters are
referred to later on. In addition to the special work of inspection and classification,
the current work, which began on the Ist April, when the main provisions of the
Act came into force, has been heavy.

Public Service Act, 1912.
The Public Service Act was introduced in Parliament and became law last

year. The effect of the measure was, broadly, to combine under the control of a
Commissioner and two Assistant Commissioners the Departments of the Public
Service. The only Departments exempt from the control of the Commissioner are
the Railways, Legislative Department, the Police, and the military staff of the
Defence Department.

The classification of the officers of the Public Service thus constituted was to
be amongst the first duties of the Commissioner. Appended to the Act are schedules
containing scales of salaries for the Professional and Clerical Divisions. The decision
as to the divisions into which officers were to be placed and as to their grades of
salaries within such division was left to the discretion of the Commissioner, subject
to the condition that in determining the grading the Commissioner was required
to take into consideration any examinations passed by officers. In connection
with the efficiency bars which the Act places at certain points in the scales of salaries,
it is for the Commissioner to determine what are to be the tests required,
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In regard to the General- Division, the responsibility of fixing scales of salaries

is left to the Commissioner, as is also the question of remuneration for temporary
employees. In the Administrative Division the salaries of officers are, as before, to
be determined by Parliament itself in the estimates. Parliamentary control over
the classification issued by the Commissioner is provided in the Act by the power
reserved to reduce or increase the total of all salaries in any ratio desired. A
periodical reclassification of the Public Service is contemplated.

The Act provides for the setting-up of a Board of Appeal, to which officers dis-
satisfied with the ruling of the Commissioner or with their classification might appeal,
the Board to be constituted partly by officers elected by members of the Service
and partly by persons appointed by the Government.

In consequence of the fact that the Public Service Act repeals the previously
existing Acts under which the Civil Service was administered, it became necessary
for the Commissioner to immediately make fresh regulations for the guidance of
officers and conduct of public business. Power to make regulations is given for a
variety of purposes, amongst the most important of which are those for the examina-
tion and admission of applicants for employment, for the attendance of officers, for
the testing of officers for promotion, for the granting of leave of absence, for the
determination of the amounts of travelling and other allowances, and for the control
of departmental stores.

The Commissioner is further required to conduct inspections of Departments,
and to report periodically upon the results of such inspections. Wide powers are
given for the reduction or dismissal of officers where this may be found necessary,
but in all such cases officers have the right of appeal to the Board of Appeal.

Efficiency and Condition of the Service.
Although there are several Departments the organization and working of which

are of the highest order, it may be said, broadly, that the Service generally was not
found to be in so efficient a state as it should have been. The reasons for this will
appear under the headings which follow. There has, however, been a marked improve-
ment, and, according to information received from certain heads of Departments,
there is now an enthusiasm on the part of members of the Service and a desire to
improve the working-methods which was not before known. There is still, however,
a great deal to be done to bring Departments into a thorough condition of
efficiency, and no time will be lost to ensure the accomplishment of this when the
heavy work in connection with the final settling of the classification is completed.
There is in the meantime abundant evidence to show that greater efficiency can be
secured in many Departments at a reduced cost of working.

When it is stated that the efficiency of a Department is shown by its capacity to
carry out promptly and properly its duties and obligations to the public, it is evident
that any failure to do this reveals faulty management. Complaints have reached
the Commissioners of delays which might be avoided, and I can only come to the
conclusion that in one or two Departments which have been specially referred to
the convenience of the public is not given first place. It is rarely that a member
of the public .is unreasonable in his demand for attention, and the Commissioners
are strongly of opinion that no person who pays a fee for any service or is otherwise
entitled to receive a service should have to wait more than a minimum time for the
service to be performed. It should be impressed upon every lad from the day that
he enters the Service that he is part of a great organization in which, by faithfully
performing his duty, he can assist towards efficiency. If the methods of a Depart-
ment require a fortnight in which to perform a service, controlling officers should
strive to devise means to perform the service in a week ; if a week, then a shorter
time, until the organization is perfect, care being taken to see that all interests are
safeguarded.

Co-operation and Co-ordination of Departments.
Under the system by which the Public Service was divided into a number

of Departments there was little co-operation between them. One of the
most glaring examples is, or has been, the lack of co-operation between
Departments and the Treasury. Although the latter Department is in sole
charge of the accounts of the Dominion, it has not for a long time exercised
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its full powers. There has, for example, been no inspection by the Treasury
and no examination of the method of account-keeping of Departments, with the
result that a mass of work is unnecessarily duplicated at considerable expense and to
the detriment of efficiency. Some Departments, it is said, pay little heed to the
directions of the Treasury, and in the past, when the Treasury has endeavoured to
assert itself in simple matters it has often happened that the Minister in charge
of the offending Department has been called in to support his own officers, which
he would naturally do.

While the lack of co-operation may be to some extent accounted for by the
absence of a central control, such as now exists, the position has been rendered more
difficult in the past by the number of small Departments which, although nominally
grouped under large Departments, maintain a practically independent existence.
In referring to this matter, the Hunt Commission of 1912 remarked that—

" The head of every minor Department wishes to magnify his office
and make it appear as important as possible in order that he may break
free from the leading-strings of the Secretary of the Department under which
he is grouped, and become a secretary on his own account; and he too is
assisted in doing this by all the principal officers under him, because if they
can increase the importance of the head of their Department, their own
importance also increases."

The main Departments, with few exceptions, do not appear, so far as I have
been able to ascertain, to exercise even a casual control over their so-called
subordinate Departments. Theoretically, there are sixteen main Departments,
but there are actually thirty-three, which are practically independent in all
respects. Much unnecessary expense and waste of force appears to be the result of
this excessive subdivision. The Commissioners found, for example, that there was
a Department known as the Advertising Office which had been built up from small
beginnings until the staff consisted of a Clerk in charge at £350, an Accountant at
£230, with three clerks and a messenger : a total expenditure for salaries of £1,199.
This Department was housed in quarters at a considerable distance from the mother
Department of Internal Affairs. On attention being called to the matter, it was found
that the whole of the work could be transferred to the main Department and the
expenditure reduced to £765.

So great has the division become that in at least two important Departments
the tendency has been to rigidly separate every section of the, office, each section
having most of the machinery of an independent Department and offering the same
lack of co-operation within the Department itself as would exist if the divisions
of the Department were separate concerns.

It would be possible to multiply examples of the lack of co-operation between
Departments and the branches of Departments, but it is desirable to defer reporting
fully on the matter until it is ascertained by further inspections of Departments
how far improvements suggested by the Commissioners have been given effect to.

Management.

As the functions of permanent heads of many of the Departments are analogous
to those of managers of large businesses, their duties are of a very responsible nature.
In the course of inspection of Departments it has been found that permanent heads
of the commercial Departments are keenly alive to the necessity for economy and
efficiency in carrying on the operations of their Departments. In other Depart-
ments the necessity may not always- be apparent. It is interesting to note that in
dealing with the question some years ago the Public Service Board of New South
Wales remarked that—

" The conditions obtaining in every service are such that the heads of
Departments and heads of branches are under the temptation to lose sight
of their functions as business managers. This tendency appears to be
inevitable, and no one has hitherto been able to devise a satisfactory way
of checking its operation. To preach the need of economy in labour and
material to a business man would generally be a work of supererogation,
so clearly does he recognize how much depends upon details which affect
the balance-sheet. The business man will pay very highly for rare abilities
—much more highly, in fact, than the State is prepared to pay exceptional
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talent—but he cannot afford to pay double its value for routine work, or to
continue to employ inefficient or superfluous men. As the Board have
pointed out on several occasions, the head of a Government Department,
is in quite a different position. Theoretically, he is bound to strive after
economical administration. It is his duty ; but it is obvious that the
duty cannot press so severely on him as it does on the business manager."

This is sound reasoning, and while there are many permanent heads and heads
of branches in the Public Service whose ability and devotion to duty are beyond
question, the same temptation to lose sight of the function of business manager
requires to be guarded against in the Public Service of New Zealand as well as
elsewhere.

No effort on the part of the Commissioners will be spared in the endeavour
to keep this important matter before all officers who aspire to reach the highest posts
in the Service.

Account-keeping.

It was evident to the Commissioners immediately after they assumed office
that the unnecessary duplication above referred to required investigation. As it
was impossible for the Commissioners to take up this work, which entailed the
investigationof the systemsofaccounting inall Departments, Iappointeda committee
of expert Accountants from the Public Service (Mr. G. W. Barltrop, Accountant,
Government Insurance Department; Mr. H. A. Huggins, Chief Accountant, Post
and Telegraph Department; and Mr. J. J. Esson, Assistant Accountant, Treasury),
whose report is printed in Appendix B. The main results of the investigation are
that savings to the extent of about £16,000 per annum can be effected by better
methods of account-keeping and better arrangements for the payment of accounts.
At present there is an average of £375,000 of floating cash in the hands of imprestees
throughout the Dominion, and there is little doubt that this could be reduced to
£100,000, provided the Treasury kept the whole matter of imprest accounts con-
stantly under review by means of inspection of imprestees' balances and an exami-
nation on the spot of the conditions requiring imprests. It is much easier for an
officer in Wellington to keep a balance of £150 or £200 than to requisition for no
more than he is likely to require. Hence it can be easily understood how the aggre-
gation of small balances reaches such a large sum as that mentioned. Co-operation
between the Treasury, the Post Office, and other Departments should result in
the saving I have indicated.

The proposals are receiving the consideration of the Minister of Finance. To
enable the Treasury to properly control the scheme of reorganization, I have
appointed Mr. J. J. Esson, Assistant Accountant to the Treasury, to be Inspector
of Departmental Accounts in addition to his ordinary duties.

Records.
One of the first matters to receive attention was the method and practice of

recording correspondence by Departments. During the preliminary inspections of
Departments it was found that there was an entire lack of uniformity in the systems
adopted by the various Departments. With a view to establishing a standard
system, a committee, composed of three of the Record Clerks of the larger Depart-
ments, was appointed to examine the various practices adopted, and devise a
system for general use.

In dealing with this problem the difficulty of devising a system to satisfy all
conditions and to meet the particular requirements of each individual Department
was recognized, but it is considered that the system as recommended should, with
slight modifications, meet all requirements.

The system recommended is already in use by the Post and Telegraph, Internal
Affairs, Customs, Marine, and Labour Departments, and also in this office. The
reports of the working of the system are satisfactory, and it is considered that when
it has been universally adopted savings totalling at least £1,600 per annum
should result, and at the same time the efficiency in this special phase of depart-
mental work should be improved.
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It is regretted that it must be stated that the staff records of several Depart-

ments appear to have been kept in an unsatisfactory condition. This gave a maxi-
mum of trouble while the classification was being framed, and even now that the
list has been issued many officers are directing attention to omissions and errors
which would have been avoided if Departments had given proper information in the
first instance. It is intended to place all staff records of Departments on a uniform
footing forthwith.

The report of the committee is contained in Appendix A to this report.

Regulations.
A distinct want in the Public Service for many years had been regulations

adapted to present conditions ; and, as it was impossible to conduct the Service
without these, it was considered necessary to devote a considerable portion of
the the beginning of January and the Ist April, when the main
provisions of the Act came into force, to the preparation of regulations.

The Public Service had been working on the regulations of 1873, to which
few amendments had been made, except as regards travelling-allowances. While
these regulations, no doubt, met the requirements of forty years ago, the conditions
of employment had changed enormously, and the expansion of Government business
in directions at that time undreamed-of had the effect of rendering the regulations
more or less a dead-letter so far as officers were concerned. The regulations
which were issued on the 27th March, 1913, were the outcome of a careful study
of the Public Service Regulations of Australia and elsewhere, and were finally settled
after conference with heads of Departments.

Further special regulations applicable to special Departments have also been
drafted, and are under consideration.

The main point which has been kept in view has been the principle of
obtaining, as far as possible, uniformity of practice in the different Departments,
and it is hoped that Departments will encourage this to the fullest extent. Very
great assistance was given by the committee of heads of Departments who reviewed
the draft regulations, and whose experience enabled them to suggest valuable
improvements and additions. One of the many points dealt with in the regulations
was the placing of sick and other leave on a reasonable footing. It is said that in
the past the treatment of this matter varied considerably.

Prior to the Ist April last no officer could in theory receive a salary higher than
£200 until he passed the Senior Examination. As explained elsewhere, this applied
only to men who had entered the Service by competitive examination, while officers
who had entered as temporary clerks were not barred.

It was considered necessary to provide special increments for passing examina-
tions such as the Civil Service Senior, the Solicitors' Examination, the Accountants'
Examination, &c. In addition to this, it has been provided that officers who reach
the top of Class VII (£220), and for whom no promotion is available, are, if they
have passed all examinations required for promotion beyond the class above, allowed
to proceed to £245 without promotion.

The provision for special payment to officers temporarily performing higher
duty than their ordinary work removes a long-standing grievance.

Owing to the increased cost of living, it was necessary to provide for lodging-
allowances on a more liberal basis than heretofore. Clerical cadets living from
home receive £28 per annum in addition to their salary of £50. This is not too much
for a lad to maintain himself upon respectably in the larger cities. Following the
example of the Post and Telegraph Department, provision was made for a grant to
officers of the.General Division who had been in the Service fifteen years or more,
and whose salaries do not exceed £180 per annum, of long-service pay of £9 per
annum.

A section of the regulations provides for the conduct of the election of
members of the Board of Appeal, and it is satisfactory to know that in the election
recently held the provisions were found to be sufficient.

Officers' Associations.
Since the coming into force of the Public Service Act official recognition has

been granted to the New Zealand Civil Service Association and the Post and Tele-
graph Officers' Association.
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Tradition.
The Commissioners could not fail in the course of their inspection

that the outstanding feature of a number of Departments is their innate conservatism,
which has often been carried to such an extreme as to discourage excellent schemes
for improvement which, if carried out years ago, would have saved the country
large sums of money. It is difficult in all cases to account for the way in
which some Departments cling to costly tradition. A desire for peace on the
part of controlling officers, no doubt, blinds their eyes to the fact that they are
expected to be on the alert to adopt means which will result in greater efficiency
or greater economy. When it is added that in some Departments promotion has
often been the result of seniority irrespective of the merits of the officer promoted,
it is evident that officers with limited outlook have drifted into positions which could
under the old organization be held without need for the study of efficiency or economy.
The tendency is not only to follow obsolete systems, but also to regard them as
the only perfect ones. Some Departments seem to have changed their methods
in only a slight degree for years, and even now time is being expended in collecting
information for returns which are absolutely useless. One of the most ex-
pensive traditions is that of clinging to systems of work performed in the old
Provincial Departments. In the case of one large Department each of the district
offices appears to be working on the old provincial system, which varied in every
province. This is well known to the Department, but apparently no one has yet
had the energy or the courage to establish a uniform system. The result is that
when an officer is removed from one provincial district to another he has to a large
extent to learn his business over again.

Suggestions for Improvements.

Under such conditions it will not be surprising to learn that suggestions for
improvements were conspicuous by their absence, or, if made, were disregarded.
A case has come under my notice in which one of the ablest officers in the Service
was not only discouraged but, in a way, threatened with penalties if he persisted in
pressing for the adoption of new methods. Several valuable suggestions, which could
easily have been carried out, were made by the Hunt Commission of 1912, but it could
not be found that any steps had been taken to carry them into effect. It is gratifying
to report that a marked improvement has taken place since the beginning of the year.
The head of one of the most important Departments recently informed me that the
change which had come over his officers was remarkable ; instead of being content
to see the work carried on as it had been done for years, every officer is on the lookout
for possible improvements. This is by no means confined to the Department referred
to, and I am already in receipt of valuable suggestions made with the object of
securing greater efficiency at less cost. Under the old organization Departments
knew little of each other, and, owing to the different control in matters of
staff and organization, the great advantages to be obtained by co-operation between
Departments have been lost. The Commissioners look upon suggestions by officers
not only from the point of view of the value of the suggestions themselves, but as
a means of encouraging a general interest in the work of Departments which would
otherwise be absent. It is intended in future reports to name officers whose sugges-
tions have been adopted.

Staff Conditions.
At the present time the Clerical Division of the Service is composed of two

main elements—namely, officers who entered the Service after competitive exami-
nation, and officers, formerly temporary, who became automatically permanent
under the provisions of the 1907 Classification and Superannuation Act, or
officers who became permanent without examination in certain Departments
which were exempt from the operation of the Civil Service Acts. Other officers
appear to have been appointed without examination, generally by way of
promotion from non-clerical positions. Unfortunately, when dealing with the
question of temporary officers in 1907, it must have been overlooked that officers
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who entered by competitive examination were required to pass a further examina-
tion before their salaries could be increased beyond £200. Many of the temporary
officers became permanent when they were drawing salaries higher than that amount,
and the curious result was that officers who had shown special qualifications
were often barred while others were allowed to proceed to higher positions. This
appears to have been the main source of discontent in the Service during recent
years, and has resulted in many anomalies. To meet the case of a number of officers
who were suffering stoppage through no fault of their own, it was provided in the
recently issued regulations that the bar should be raised from £200 to £260, while
provision was made for other examinations, such as the Accountants' Examination,
being regarded as the equivalent of the Civil Service Senior Examination. While
many of the temporary officers who became permanent would be a credit to any
Service, there is no denying the fact that many of them were not clerks of the first
class, and this has not added to the equanimity of young men of exceptional ability
who have had to regard as seniors men who became permanent after the appoint-
ment of the former. There is no possibility of mending the matter now, but as the
Public Service Act and the regulations provide for special consideration in the
matter of promotion to officers of merit and suitability, it is hoped that it will
not be long before all anomalies right themselves. The last of the automatic
appointments has now been made. The passing of the 1907 Act appears to have
awakened Departments to the fact that the time had arrived to endeavour
to build up the Service from below by employing cadets only. While this
has been done to a large extent, it is found that Departments which were exempt
from the provisions of the Civil Service Acts succeeded in obtaining the appointment
of a number of men and women otherwise than from the Civil Service Examination
list. As, under the Public Service Act, the Departments referred to have been
shorn of this doubtful privilege, there is now every prospect of building the Service
up from the foundation. It is only fair to say that the change which has come over
the staff during the last six years has, on the whole, been a marked one. There
was, however, an unfortunate provision in the 1907 Act under which clerks and
others could be continued in temporary employment for practically an unlimited
time, and this has been taken advantage of to such an extent as to again leave a
number of temporary officers in the Service whose term of employment has been
sufficiently long to render it necessary to consider whether such officers, provided
they are well reported upon, should not be appointed under conditions which would
do no injustice to officers who joined the Service by competitive examination before
them.

As regards the efficiency of officers, it is sufficient to state here that out of all the
reports received many were described as " Very good," and very few indeed were
described as on a lower grade than " Fair." Wherever possible, the Commissioners
have considered the general conduct of officers. The question will, in some respects,
require to be gone into more thoroughly. I hope, however, that sufficient has been
done at present to materially alter the official outlook of indifferent officers. When-
ever it has been shown that an officer is addicted to over indulgence in alcoholic
liquor action has been taken, which it is hoped will have a lasting effect. It is to be
feared that there has been too much consideration given in the past to undeserving
officers. A frequent condonation of bad conduct has a demoralizing effect on the
offending officer, and leads to discontent on the part of his deserving colleagues.

Staffing of Departments.

It is necessary to remember that in New Zealand the range of Government
business—including, as it does, such commercial institutions as the Government
Insurance Department, the State Fire Insurance Department, the Public Trust
Office, the State Coal Office, besides special Departments which have assumed
larger proportions in this Dominion than they have done elsewhere—is very great.
There are also many small Departments which, as already mentioned, have been
allowed to obtain an independent existence, instead of being mere sections of larger
Departments. The training of officers in commercial Departments is widely
different to that of officers in revenue-collecting or recording Departments, so that
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it is only to be expected that the standard of officers is comparatively higher in some
Departments than in others. In some Departments the staff was found to be of
the highest efficiency, while in others, the deadliness of routine work did not appear
to make for the best results. In some small Departments there is no need to train
cadets in any special way, with the result that routine has had time to do its worst
before the officer is appointed to any position of control. While some of such men
may rise to the occasion, the majority necessarily take a narrower view of the affairs
of life than is desirable. This matter will be taken in hand, and an endeavour will
be made to render the stay of promising lads as short a one as practicable where the
field of operations is of a routine or limited nature. Again, in some Departments
the discipline has been excellent, with the result that the esprit de corps in those
Departments is strong, to the benefit of the Departments and officers alike. In other
Departments the discipline has not been so good. This came forcibly under notice
in reviewing the reports of permanent heads on officers of their Departments,
when it was discovered that a number of cases existed in which officers were not
performing their duties to the satisfaction of the permanent head; but,unfortunately,
for some reason unexplained so far, the opportunity had not been taken to make
the officer aware of any such dissatisfaction, and it only came under the notice of
the officer concerned when questioned during a personal interview by the Com-
missioners. It is considered that when an officer is regarded by the permanent
head as not fulfilling his duty in every respect he should be immediately made
aware of what is standing to his discredit, and thus have an opportunity of
rectifying any failure on his part.

There is reason to suppose that in some cases care is not taken to consider office
arrangements from a sufficiently wide point of view to determine whether it would
not be possible to reorganize the work in such a way as to avoid making applica-
tion for additional assistance. As in most other matters, Departments have treated
this vital question in different ways. In some Departments no foresight appears to
have been exercised by training cadets. The line of least resistance has often
been to obtain temporary assistance, which in some way has gradually become
permanent. This process of absorption is the most costly method that can be
devised to recruit the staff of an expanding Department, and it is not possible to
calculate the additional expense which has been thrown on Departments by unsatis-
factory methods of the kind. There are three or four large Departments which have
strenuously resisted this, with the result that their staffs consist almost entirely of
men who have been trained from youth in the Departments themselves. This is
the only way to build up a Service. By it selection can so easily be made in the
early stages of a young man's career as to ensure only qualified officers proceeding
to the higher positions in the Service. The principle of placing men of short service
in positions in which they superseded trained young men who were working up from
small salaries has been a distinctly bad one, inasmuch as it has created anomalies
which it will take years to correct. To maintain the loyal and highly trained staff
of officers which the Public Service has a right to expect, it is imperative that in
future all entrants to the Service, with the exception of professional or expert officers,
must work up from the bottom. At the same time, now that the case has been
stated, it is desirable that no more shall be heard of the matter, and that all officers
shall make the best of the position, relying upon future treatment, which will
endeavour to do justice to all. Officers are now working under the Public Service
Act, which is, I believe, one of the most liberal of its kind in the world, particularly
in giving officers a right of appeal to a Board whose decision is final, and to which
they are privileged to elect members.

In the great press of work which the Commissioners have had to undertake
during the short time of their existence it has not been possible for them to investi-
gate requisitions for increase of staff so closely as might be desired. At the same
time, the oversight which has been possible has had an appreciable effect upon
requisitions received from permanent heads for additional staff, as indicated by the
following case : —

A requisition was received from a Department for additional staff involving an
annual expenditure of £2,000. As the result of suggestions made by the Commis-
sioners for reducing the clerical work by the adoption of modern methods, the
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Department reduced the requisition to an annual amount of £900, or a difference
of £1,100 on the original request. This latter requisition included the appoint-
ment of four officers at salaries approximating £500 per annum. The positions
of these officers, however, were filled by the transfer of surplus officers from other
Departments, so that in this instance alone a saving of £1,600 has resulted.

It has now been arranged that permanent heads shall show full reasons for any
increase of staff, and quote comparative figures where the Department is of such
a nature as to be able to show the volume of work overtaken. No doubt difficulties
have arisen in the past, owing to the permanent heads of Departments_ haying no
means of taking a comprehensive view of their staffs in a rapid way. This difficulty
will be removed by the printed classification list, which will be issued annually. _

The Hunt Commission made a strong point of the practice of large business
concerns of training their staffs. The principle is a very old one in most Public
Services, and had it been faithfully carried out in this Dominion not only would
the efficiency of the Service have been consistently higher, but a large money-
saving would have resulted. The engagement of adult officers to perform routine
duties is not good management, and interferes with the regular gradation
of responsibility which should obtain in a Department. Judging by the number
0f able—in some cases brilliant—young men who have been trained in the Service
during recent years, I am satisfied that the general efficiency will be much improved
within a reasonable period.

While such improved efficiency is necessary, it is not to be supposed that New
Zealand is the only country where the ever-expanding functions of Government
require a more highly trained staff than would have been necessary a few years
ago. In his latest report the Public Service Commissioner of the Commonwealth
writes,—

"Looking forward to the probabilities of development of the Public
Service both in regard to multiplication of functions and increased powers
of efficiency, one is forced to the conclusion that, with the natural expansion
of population and the consequent growth of public business, the demands
upon the resources of the Departments will become magnified, and will
necessitate the exercise of the highest degree of efficiency not only in
relation to the performance of individual duties, but in the proper control
and management of the many sections of departmental industry which are
interwoven through the fabric of Commonwealth administration. The
important requirement of the future will be leaders of men—heads of
Departments and of branches and sub-branches trained to habits of close
observation and the finest sense of discrimination, capable of exercising
the wisest tact and judgment, and possessing ability to hold the balance
fairly as between the Government on the one hand and an army of
employees on the other."

In the Public Service Act it is contemplated that there shall be free interchange
of officers between Departments. This has already been taken advantage of to some
extent, and there is every reason to hope that before long it will be possible to
arrange for selected officers to spend a few months in Departments in which the
methods are regarded as better than their own, with the object of their acquiring
a wider knowledge than would be possible otherwise. It is intended to continue
the practice of appointing committees of officers to investigate and report upon
matters of common interest to Departments. It is also hoped that conferences
to be arranged between officers of large Departments will enable all branches of
such Departments to assist each other in suggesting improvements in method.
There has been too great a lack of co-ordination between some district offices and
their head offices, and this has givenfrise to unnecessary irritation|and misunder-
standing.

History of Public Service Classification in New Zealand.
It may be of interest to briefly refer to the history of the classification of the

Public Service in New Zealand. In the Civil Service Act of 1866 full provision was
made for classifying the Service and the setting-up of a Board of Appeal, but, so far
as is known, no action was taken to proceed with the classification until 1885, when

2—H. 14.
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the announcement was made in the Financial Statement that a Committee of Civil
servants appointed to investigate had presented a confidential report, and that a
scheme of classification for the Civil Service was being adopted by the Government.
The main feature of the classification appears to have been the fixing of scales of
increments with the object, it was stated, "of placing Civil servants to some extent
beyond the reach of caprice." Progress by annual £10 increments to £120 per annum
was provided for cadets, but an examination bar (the only one contemplated in the
scheme) was placed at £80. The only gain in economy from the classification itself
was held to be in the inducements it held out to the best men to remain in the Service.
For new entrants into the Service it was provided that the previously existing
practice in regard to compensation for loss of office should be altered in the direction
of economy, and immediate advantages in the way of inducements to zeal and excel-
lence given instead. A gradual introduction covering several years was proposed
for the scheme ; the extra cost being estimated to be £6,500 for the first year and
£10,000 for subsequent years, with a gradual reduction thereafter. From the scope
of the classification the Legislative Department, the Prisons Department, and the
Railways were to be excluded. The proposal was not proceeded with.

Another Departmental Board was set up in 1906, but, after collecting a great
deal of information, the work was abandoned.

The Post and Telegraph Classification and Regulation Act was passed in 1890.
This measure provided for the division of the Post and Telegraph service into classes,
and the Act was brought into force in the following year, when the first classification
of the Department was made. By an amendment of 1891 the schedule was altered
to provide, among other things, that the Sixth Class should run without a break
from £115 to £180, instead of the arrangement of two grades—£lls to £150 and
£160 to £180—provided under the Act of 1890. The Act of 1894, entitled " The
Post and Telegraph Department Act," further amended the schedule and provided
for the constitution of a Board of Appeal, two members out of the four of which
were to consist of representatives elected by officers of the Department. An amend-
ment of the Act in 1906 provided an improved scale for the Sixth Class of the
Clerical Division and for certain classes of the Non-clerical Division.

The first classification of the Railway Department resulted from the Government
Railways Department Classification Act of 1896, and came into operation from the
Ist April, 1897. The Act included complete schedules fixing the salaries of all officers
of the Department, both First and Second Divisions. Provision was made for the
setting-up of an Appeal Board of two members elected by the respective divisions,
and of a Judge of the District Court appointed to act as Chairman.

The amending Act of 1897 provided an increased rate for apprentices and
carpenters. The Act of 1901 repealed the former Acts, and amongst its most
important provisions required the alteration of the form of nominal roll issued, the
names thereafter being placed according to salaries alone and irrespective of position.
Amongst the advantages given by this Act were (1) the abolition of percentage
restrictions upon the number of officers who could be placed in the higher grades of
the First Division, and (2) the increase of maximum in the lowest grade of that
division from £140 to £180 per annum.

The Act of 1907 substituted still another scale for that previously in force.
Under it the position of cadets was improved, and the maximum for clerks of the
lowest grade was further increased to £200 per annum. Since 1907 minor amend-
ments have been made (three in all), each of which resulted in material improvement
in pay for members of both First and Second Divisions.

There was no further amendment of the Post and Telegraph classification until
1907, when the schedule was considerably improved by Parliament in favour of

officers. The schedule remained in force until the Ist April last, when the Post and
Telegraph classification became merged in that of the rest of the Public Service.

In 1907 Parliament passed a comprehensive measure relating to the classification
of the Public Service other than the Post and Telegraph and Railway Departments,
and also provided for the superannuation of public officers. Under this Act a Board
consisting of a Minister of the Crown and permanent heads of Departments, not
exceeding ten in number, was provided for and set up shortly afterwards. The
Board submitted its proposed classification in 1912, but the Government of the day
did not proceed further in the matter.
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Method op Classification.
The Commissioners were appointed as from the Ist January last, in order that

preliminary work might be gone on with. The Act generally did not come into
force until the Ist April. For many reasons the Commissioners were unable to make
any use of the provisional classification submitted by the Board under the 1907
Act, and proceeded to commence to classify the Service from an independent stand-
point. This has been a task of magnitude. It was found that the Departments of
the Public Service consisted of a number of units each one of which had been working
for years more or less independently of each other as regards the salaries paid to
officers. Naturally, there was no consistency except that, for some years prior to
1912, a scale for cadets existed, but although this was followed with fair uniformity
for the first four years, the practice in the fifth year varied considerably. The scale
ran from £40 to £70, with an additional £25 for each of the first four years, nominally
as lodging-allowance. The effect, however, was to treat the fourth year's allowance
as salary equal to £25, with the result that in some Departments the fourth year's
emoluments were treated as salary equal to £95. In the fifth year some Departments
made it a rule to grant a salary, without lodging-allowance, of £100 a year, an actual
increase of £5. In other Departments a salary as high as £125 was paid, or an
increase of £30. In isolated cases, where a lad happened to be living at home, the
fifth year's salary was in some cases as low as £80. It was thus apparent that many
anomalies dated from the fifth year of service, and it has been the endeavour of the
Commissioners to settle these as far as practicable. Under the 1912 scale salaries
are as follows : First year, £50 plus £28 lodging-allowance ; second year, £65 plus
£23 lodging-allowance ; third year, £80 plus £18 lodging-allowance ; fourth year,
£95 plus £13 lodging-allowance ; fifth year, £110.

As the scale for the first year is £10 in excess of the old scale, it is apparent
that an injustice would be done to cadets who had served a year at £40 if they were
granted the same salary from the Ist April as a lad joining on that date. It was
therefore decided, in order to meet the new circumstances, to adjust the salaries of lads
who had up to five years' service by treating all as if they had entered under the 1912
scale. As the date of entering the Service and the date of the last increment varied
considerably, it was found impracticable to place many of the cadets on an exact
step of the classification for the current year. To meet the requirements of the
law, cadets are therefore regarded for the current year as not classified. They will
all automatically fall into step in the classification on the Ist April next.

The method adopted for ascertaining the salary of a cadet as from the Ist April,
1913, is as may be seen from the following example :—■

Cadet appointed, 26/6/10, at a Salary of £40 per Annum.
26/6/10 .... £40
26/6/11 .. .. £50
26/6/12 .. .. £60

1/4/13 £91 i VVI3 to 25/6/13 at £80 = £20U ,1/4/13 .. .. iyl |26/6/ 13 to 30/3/14 at £95 = £7lf lotal tor year> i9l>

In proceeding with the classification now submitted initial steps were taken to
secure—

(a.) Particulars of service and a general outline of the history of each
officer in the permanent employ of the Public Service. This was
supplied by the permanent head, together with information respect-
ing the ability, resource, zeal, general conduct, and punctuality of
each officer.

(b.) From each individual officer, a personal statement of his duties and
responsibilities, together with any remarks which he desired to
make respecting his position or salary. This latter statement was
forwarded direct to the Commissioner by the officer concerned.

After comparing the statements, heads of Departments, local heads, and other
principal officers were called upon to give evidence, and an early opportunity wa,s
taken to commence the inspection of departmental offices throughout the Dominion,
officers being given an opportunity, wherever possible, to state their case to one Of
the Commissioners.
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As every well-conducted officer who is able to pass the necessary efficiency tests
can, in the ordinary course, automatically rise to a salary of £220, the classification
of positions in the Clerical Division below that salary was a comparatively straight-
forward matter when the conduct and capabilities of each officer had been
ascertained ; but difficulties immediately arose when classifying the work of officers
performing duties superior to those of an ordinary clerk. These difficulties were
accentuated by the fact that the rate of progression of officers in different Depart-
ments had in the past varied considerably without consistent regard to merit or the
rights of officers who entered the Service by competitive examination. In the case
of officers actually in possession of positions it was, of course, out of the question
to do other than regard existing salaries as a starting-point, except where it was
considered that the salary drawn was in excess of the value of the work.

In some cases the maximum value of the position of officers has been classified
at the maximum of the class above that in which the officer holding the position is
at present placed. As a general rule, it is probable that the officer at present in the
position will rise to the maximum shown, but, as it cannot be known for some time
whether these officers are absolutely entitled to retain the position at a higher salary,
they are expected to work through the remaining steps of the class below before
being considered for transfer to the higher class. Subject to section 29 of the Act,
the " maximum for position" is to be understood to be the value the position is
expected to attain before reclassification of the Service, which is required by the
Act to be performed within five years.

In dealing with the clerical staff, it was eventually decided to take the following
as a basis :—

(1.) Officers performing ordinary clerical duties to rise to £220 by annual
increments on passing the efficiency bars prescribed by the Act.
Although a maximum for the position of £220 is shown, in many
cases there is little doubt that the general expansion of the Service
and wastage by resignations will enable officers of special merit to
rise beyond £220 without their being required to stay any length of
time at that point.

(2.) Clerks performing duties which might be regarded at a stage superior
to those of an ordinary clerk to rise to £260 by regular increments.

(3.) Heads of sections in large Departments, or clerks holding positions
requiring special knowledge or special capabilities, to rise to £315.

(4.) Officers holding higher positions than those described in (3) and
performing superior work, according to the position and value of
the work.

Owing to the varied nature of the duties in different Departments, it was
impossible to classify too rigidly on these lines. It would have been unfair, for
example, to compare a clerk performing routine duties day by day with an officer
in a Department such as the Public Trust Office, where the duties are of an intricate
nature.

For positions above a salary of £315 per annum no hard-and-fast rule could be
followed. The responsibilities of senior officers in some Departments are limited,
while in others they are considerable. A maximum of attention was thus necessary
in every individual case. While it was of assistance to the Commissioners to hear
the views of officers, this did not, in all cases, help to estimate the value of the
position. While it is true that some officers expressed the opinion that the salary
paid to them was fair and reasonable, at least 50 per cent, of those at present
receiving above £300 appeared to be of opinion that they should receive about £100
more, either at once or by rapid stages. The majority of officers in fairly important
positions appeared to have little idea of the rates of salaries paid outside the Service.

Inquiries have been made in many directions with a view to comparing salaries
in the Public Service with those paid outside, and the Commissioners have come to
the conclusion that the proposed classification provides for the great bulk of the
Service salaries which compare very favourably indeed with the average salaries
paid in commercial institutions and with the most recent classifications of the
Public Service in the States of New South Wales,. Victoria, and Western Australia.



13 H.—l4

The Professional Division offered peculiar difficulties. The best evidence
obtained outside the Public Service was agreed on the fact that the salary of a
professional officer should depend entirely on the ability of the officer himself. It
is precisely here that classification in its ordinary sense is liable to fail, and
will assuredly fail, unless promotions are made entirely on merit. In the case of
professional officers, it is imperative that the ablest men should be selected for any
vacancy that may occur irrespective of any other consideration than merit and
fitness. While a moderate latitude may be allowed in this respect in the Clerical
Division, it would be fatal to good administration to consider the length of service
when dealing with professional officers. During their examination of officers the
Commissioners found that there was too great a tendency to put forward the idea
that positions should be rigidly classified, the result of which might often be that an
officer of indifferent ability would rise to the maximum of the position. While in
the case of many professional officers there has been no particular difficulty in fixing
a reasonable maximum, it should be understood that any maximum shown against
those more highly placed is liable to change according to the ability of the officer
holding the position.

As regards proper salaries to be paid to professional officers, it was possible
to make a more or less exact comparison in some cases with the salaries drawn by
professional men outside the Service. As a rule the latter were found to vary con-
siderably. Professional officers of the Public Service naturally called attention to
the highest salaries drawn in their profession outside the Service, but the Com-
missioners had to consider other phases of the question. A good deal of well-
intentioned advice has been given by people outside the Public Service, generally
to the effect that higher salaries should be paid to professional men than is at present
done; but it is quite obvious that if a man of experience is drawing a stated salary
from a large private company and offers his services to the Government for the
same salary, a reasonable rate for the position is at once ascertained. A distinction
should, moreover, be drawn between the case of men who have acquired their
professional education and University degrees at heavy expense—such, for example,
as medical practitioners—and the case of professional men for whom Government
has borne the entire cost of training. In the one case the cost of education is often
about £1,000, while no fees are earned before twenty-four or twenty-five years of
age. In the case of professional officers trained by Government, lads commence
at the age of sixteen or seventeen and immediately draw a salary sufficient to keep
them until they pass their examinations. It is stated that many of such lads, whose
education has cost the country a considerable sum of money, have drifted away soon
after obtaining the hall-mark of their profession, with the result that the cost of their
education has been completely lost. This is said to have been the result of want
of encouragement. As it is the aim of the Commissioners to obviate the loss of
young officers of the kind, a special salary consideration has been provided for all
who pass the necessary professional examinations. The method of recruiting for
the Professional Division does not appear to have been satisfactory in the past.
This is having attention.

As there is no distinction in the Act between professional officers and officers
who may be described as " experts," the latter have been placed in special classes
in the General Division, which comprises all officers who are not required to pass
the entrance examination or to show professional qualifications.

As the General Division necessarily contains all tradesmen and officers filling
occupations which cannot be described as professional or clerical, it is comprised
of officers of a great variety of occupations. Expert officers have been graded
according to the value of their work. The classifying of tradesmen and other officers
has given the Commissioners much thought. Many lower-paid officers were found
to be working for less than a proper minimum wage, and the first care has been
to place these officers on a reasonable scale. While it has been necessary to a certain
extent to consider existing award rates, the Commissioners have deemed it their
duty to interpret awards in the same manner in which a liberal employer of labour
would do. When it is added that all officers receive holidays greatly in excess of
those provided in awards on full pay, and that reasonable absence on account of
sickness does not entail loss of pay, besides the permanency of their positions and
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provision for superannuation, the salaries allotted will, no doubt, be considered
reasonable. The scale for the General Division has been a difficult one to frame
owing to the great diversity of practice in Departments, which has created anomalies
which cannot be entirely removed at once. These should, however, rapidly adjust
themselves.

There are some Departments, or branches of Departments—namely, Mental
Hospitals, Prisons, Government Printing Office, Special Schools, Lighthouses—the
majority of the staff of which have been working under Departmental classification
scales. After careful comparison of the Mental Hospital scale with that existing for
similar employees in Australia, it was found to compare favourably, and has, with
slight modifications, been adopted. The Prisons scale is generally regarded by
employees in other Government Departments as a liberal one, and it does not appear
to require any alteration. The Government Printing Office scale was revised as
lately as December last, but has been amended in certain points. The Special
Schools scale has been accepted for the time being, so far as teachers are concerned,
but this is on the understanding that if any improvement is made in the national
scale the teachers of the special schools will participate. The Lighthouse scale was
adopted without alteration.

The classification of the Department of Agriculture is subject to alteration in
the event of any departmental reorganization which may take place.

Attendance-books.
While all Departmentsare not alike, it has been too evident that in some of them

there has been a very vague perception of the fact that one of the most important
duties of officers is to be regular and punctual in theirattendance. Although the regu-
lations of 1873 were precise enough in directing the keeping of attendance-books and
the supervisionof the attendance of officers, it was found that they had become in many
cases more or less a dead-letter. In one large Departmentno attendance-books were in
existence and in others no attempt was made to see that they were properly kept,
with the result that the proportion of late attendance was altogether too great.
It is easy to calculate that if twenty officers are ten minutes late in the morning and
ten minutes late after the luncheon interval, and that there are as many minutes
lost in corridor conferences at other times in the day, the staff is 5 per cent, greater
than it need be if officers are punctual in their attendance. It has been reported
that there has been a considerable increase in efficiency in this respect in those
Departments in which exception had to be taken to the prevailing methods. As the
Public Service officers of New Zealand have an extremely liberal holiday scale, it is
imperative that they should perform their full duty when they are required to attend
at their offices.

Overtime.
While there has been a good deal of overtime worked in some Departments,

it is by no means clear that much of it could not have been easily avoided by
foresight on the part of controlling officers. No doubt it is necessary in some
Departments to perform work beyond ordinary office hours at the time of the
annual balance, but even in the commercial Departments a good deal of this could
be obviated by adopting methods of bringing forward the work during the year.
Similarly, in non-commercial Departments it should be found possible to bring
returns forward during the year, so that there need be no unnecessary pressure at
the end of the financial year. After carefully considering the matter, when drafting
the regulations, it was decided that it would be undesirable to make any special
regulations for the payment of overtime to the clerical or professional divisions,
as experience has proved that specified conditions under which overtime may be
earned do not conduce to the diminution of expenditure on this account. Among the
many controlling officers who have assisted the Commissioners, one has expressed
himself very freely in this matter, while another took the matter up in such a practical
way that he was able to prove to his officers that work which had been for years per-
formedon overtime payment could be done in the usual office hours by proper arrange-
ment. The Commissioners are of opinion that it is only inrare instances of unexpected
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pressure that it should be necessary to pay for overtime work. While there is no
desire that officers should be overworked, it is proper to mention here that the average
hours worked in the clerical division of the Public Service, after deducting holidays,
do not exceed thirty-four hours a week. It is thus not unreasonable" to expect
that a few hours' extra duty per annum shall be performed without any demand
for special payment.

Allowances in Addition to Salary.

The practice of making allowances in addition to salary, which has from time
to time come under prominent notice in the past, still obtains to a considerable
extent in the Public Service. At one time a favourite method of adding to an
officer's salary was to grant him a house allowance. Although this particular class
of allowance still subsists, there appears to be in some cases reasonable warrant for
the payment. It will, however, be necessary to review every case of house allow-
ance to determine whether or not rental should be paid. Of other allowances which
were found to exist on the Ist April, the officers of the Department of Justice and of
the Lands and Survey Department appear to have drawn the most. In the former
Department allowances in addition to salary have been received from various
sources, it being the practice to allow the officer to retain all money received from
outside the Department irrespective of the salary drawn by the officer. Examples
of these are payments received for services as clerks to Licensing Committees,
librarians of law libraries, Registrars of Electors, Clerks of Awards, and Patent Office
agents.

In only one Department, that of Mental Hospitals, is it found that the matter
of allowances is on a uniform basis ; in other Departments the practice varies
according to circumstances.

In the Lands and Survey Department the principal payments are known as
"equipment allowances," it being the rule to allow a surveyor on active duty in
camp the sum of £100 per annum for maintaining and removing survey camps and
instruments. In the Public Works, Post and Telegraph, and Mines Departments
the Departments themselves pay for the equipment and removal of camps, and it
requires serious consideration whether the same system should not be followed by
the Lands and Survey Department. It is generally admitted that the allowance
of £100 per annum is a very liberal one, and many officers who have appeared before
the Commissioners have acknowledged that there is a profit of from 20 to 25 per
cent, on the year's allowance. It is, moreover, stated by at least one superior officer
that the equipment is at times found to be so indifferent as to call for comment. It
is declared, on the other hand, that if Government paid for the equipment and
removal of camps in the Lands and Survey Department the cost would be greater than
at present. It cannot be ascertained that this is the experience of the other Depart-
ments referred to, and it is considered that the matter requires further attention.
The allowance for equipment to officers in the field can, no doubt, be defended ;
but it was disquieting to find that in at least two cases officers continuously
employed in city offices were also in the enjoyment of equipment allowance, in
one case of £50 per annum, and in the other of £25. These latter allowances
appear to have been granted, or continued, for the express purpose of increasing
the salaries of the officers.

The officers in the Lands and Survey Department appear to have been
fortunate in another direction, owing to their being selected as secretaries of Royal
Commissions, which work has, as a rule, been paid for at about £1 Is. per diem
entirely in addition to the usual travelling-expenses and the salary of the officer.
There appears to be no warrant for such liberal payment. An officer in any Depart-
ment should be glad to have the opportunity of acting in such a capacity for the
purpose of acquiring knowledge which will be useful to him as an officer of his
Department without expecting such monetary rewards. As Royal Commissions
frequently sit for three months or more, the allowance of £1 Is. per diem is by no
means a small one.

Motor-car and motor-bicycle allowances also require more attention.
I have endeavoured to show in the recently issued provisional classification-list

all cumnt regular allowances, and intend to publish in future reports any single or
intermittent allowance which may be granted to any officer for any reason.
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A Department which may be mentioned in connection with allowances is the
Customs Department. Here there is a regular system of rewards provided for by
law for the detection of smuggling and so forth. The amount earned by officers
necessarily varies from year to year. These allowances are for obvious reasons not
of a nature which can be interfered with.

Among other things, in addition to salary, commissions on Government insur-
ance business are paid to Postmasters. Attempts have been made from time to
time to have these commissions paid to the Department instead of to the officer,
but the result has been found so unsatisfactory to the Government Insurance
Department that, except in the case of the larger offices, the system has been
allowed to continue.

It is almost unnecessary to mention that allowances paid for a number of years
gradually come to be regarded as salary both by the officer receiving them and the
Department concerned. The usual result follows that salaries of officers drawing
allowances are kept down to a lower level than might otherwise be the case. The
question has been dealt with as far as possible in connection with the classification.
No doubt some officers will feel aggrieved because their total emoluments will not
reach so high a sum as formerly, notwithstanding that salaries have been adjusted
as far as practicable to meet the circumstances. In justice to all officers, it is
desirable that every description of allowance in addition to salary should cease
altogether.

Understudies, Change of Duties, etc.

One of the most important factors in the proper control and management of
Government Departments is the appointment of understudies, especially in regard
to the more responsible positions. No organization can be considered complete
unless, within proper bounds, each officer has a substitute who can take his place
at a moment's notice and carry on his duties, if not as well as he, yet with as little
embarrassment as possible. I cannot emphasize too strongly this important phase
of departmental organization. In the past it is feared that it has not been given
sufficient importance.

Associated with this matter, and of almost equal importance, is the necessity
for changing the duties of the staff, wherever practicable, with some regularity,
particularly in the case of junior clerks and cadets, so as to afford them the
opportunity of becoming acquainted with the different features of the work.

The Public Service Regulations provide that permanent heads shall keep both
these matters specially in view, and provision has been made by which the Com-
missioner will be able to place on record what is taking place in this respect.

During the inspection of Departments it came into prominence that officers
occupying positions of considerable responsibility and in receipt of salaries above
the average, and who should by virtue of their position be engaged in direction
and supervision, were frequently to be found employing their time upon matters of
detail which could be equally well performed by officers occupying positions of less
importance, and even, in some cases, by cadets. It is a matter requiring the most
earnest consideration of permanent heads to see that officers under their control
who should share in the responsibility of the administration are divested of duties
of a routine or mechanical nature, for so long as there is a continuance of such
conditions, so long must the efficient and economical administration of the Depart-
ment suffer. On no account whatever, except in cases of extreme emergency,
should an officer occupying a senior position be engaged upon work of a routine
character which can be delegated to and carried out by subordinates in rank and
position.

Conferences.
So far the Commissioners have not been able to discover that any organized

attempt has been made to bring officers holding responsible positions together for
the purpose of reviewing the internal practices of their Departments. Conferences
have to be held, it is understood, for specific purposes only. It is, however, con-
sidered that steps should be taken whereby principal officers would be called together
with some regularity, and the internal routine and practices fully discussed at such
conferences.
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Prior to the holding of any such conference the staff should be notified and

suggestions invited. An agenda should be prepared of the subjects to be dealt
with and a proper report made of the proceedings ; and it should be the business
of Departments to see that the decisions of any conference are followed up.

Inspection.

Probably the greatest need to-day of the Service is the inauguration of a proper
system of inspection of all offices.

During the visits of the Commissioners it was found that there had been no
inspection, in its proper sense, of departmental offices in some cases for years past.
This largely accounts for the divergencies which exist in the practices observed.

The Commissioners consider that an inspection of every office should be made
each year by qualified officers who would not only point out irregularities in methods,
&c, but would at the same time take a share in the responsibility of educating
officers in the various duties which they are expected to perform.

Instruction-books.
During the course of inspection, it was found that in many Departments in the

past it has not been the custom to define the duties attached to any particular office
or to make clear the relations which should exist between officers in one section
or branch of a Department with another, with the result that in different branches
of a Department there has grown up a lack of uniformity of method and an absence
of that community of interest so essential in the successful administration of any
concern.

It is considered that the duties of officers occupying responsible positions should
be clearly defined, and that the practices to be followed in the routine work of a
Department should be outlined and published for the guidance of officers.

In one or two offices there were traces of attempts having been made at one time
to do this, but the results were negatived from the fact that the information was not
kept up to date.

Accommodation.
A matter demanding early attention is the necessity for devising, in many

cases, some better arrangement for bringing the officers in charge of sections of
offices into closer proximity with the staff which they control. It is not an
uncommon occurrence to find work poorly supervised and with no definite arrange-
ment existent, in consequence of the fact that sections or groups of officers are
working in separate and small rooms, and that the sectional officer in charge is
in another room, sometimes considerably removed from the centre of his control.
In cases where this now happens it is considered that there should be a com-
plete rearrangement of the accommodation. Sectional heads should, wherever
practicable, be in the same room as the staff they control. Where condi-
tions such as these prevail it invariably tends to bring about too rigid divisions
in an office or Department, besides rendering transfer of officers difficult. In con-
sequence of the circumscribed outlook not only as regards other Departments,
but also as between sections of the same Department, the community of interest
which should exist between various officers and sections is destroyed.

In designing new buildings for Departmental purposes this question requires
careful consideration. The modem practice in large business concerns in America
and elsewhere is to provide rooms large enough to contain the whole of the clerical
staff, the accommodation for supervising officers being merely a space elevated
from the main room, and railed off with a rail about 2 ft. high. A similar arrange-
ment could be adopted with advantage by many Departments, and would result
in a saving of large sums of money for staff.

With one or two exceptions Departments are provided with accommodation
which is the antithesis of this, the prevailing idea being apparently that honour
and importance are reflected on every officer who has a separate room. There is
no method that can be conceived which is more likely to result in excessive staffing
than this.

3—H. 14.
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Modern Methods in Office-work.
The application of modern methods and the introduction of mechanical office

appliances for adding, billing, and the listing of results in the larger Departments
appeared to be an urgent necessity. The services of a competent instructor were
obtained. The officer selected took up duty in April last, and the results so far
achieved have exceeded expectations. Classes of women have been established
and taught the use of office appliances commonly recognized in other countries.
Experience elsewhere has proved that the work of manipulating the machines
was one specially fitted for women, and it was decided to teach suitable women
already in the Service, so as to allow the male staff to be engaged on work of a
more important character and enable them to be trained in matters of organiza-
tion and administration. The average number of women who have attended the
classes daily is thirty-five, and already many of them have become expert and
efficient. Very shortly an efficiency examination will be held, and those passing the
test will be drafted to offices where work of the character suitable to their training
will be provided for them. The introduction of machine processes is expected to
have a marked influence upon the efficiency of Departments, and at the same time
to effect considerable economy; already evidence is not wanting in both these respects,
and, as more experience is gained and the uses of these appliances become more
general, very particular advantages will accrue. The difficulty at the present
moment is in securing machines capable of dealing with special phases of the work.
It has been found that machines have been purchased in the past without taking
fully into account the character of the work to be dealt with.

In addition to teaching the women, special visits have been paid to Depart-
ments by the instructor, and advice tendered in the matter of the application of
modern ideas. Moreover, it is satisfactory to observe that many officers have
sought the opportunity of conferring with the instructor in respect to the work of
their Departments. The services of the instructor have been availed of by this
office and by officers of the various Departments in the setting-up of suitable forms
in connection with the multiple schemes hereinafter referred to. The results so far
realized can be stated to be very encouraging, but it necessarily follows that the
initiation of new schemes, which imply radical innovations in some cases, must
occupy some time before the fullest degree of effective working can be realized.

I recognize freely that in most of the Departments the officers concerned in
this special work have co-operated with the Commissioners and rendered loyal
assistance in connection with the introduction of the newer methods.

For the sake of convenience the salary of the instructor appears upon the
estimates as a charge against the Commissioner's Office, but the services of this
officer are wholly occupied on work connected with the various Departments.

Stores.
As under subsection (h) of section 34 of the Public Service Act, 1912, special

responsibility in the matter of stores is attached to the Commfssi.on.er, regulations
have been issued in regard to stores or other materials or requisites for the Public
Service, (1) determining the mode of procurirg them, (2) providing for and regulating
their inspection, (3) for examining and auditing the books and accounts of officers
in charge, (4) for taking stock, (5) for investigating and examining all contracts,
accounts, invoices, requisitions, orders, and vouchers in any way relating thereto.
These regulations incorporate the latest methods adopted, in stores control as applied
to Government undertakings.

Inter alia, the regulations include a provision fcr the creation of a Stores Tender
Board of departmental officers, and the Board became constituted on 12th June,
1913, as follows : Messrs. W. S. Short, Assistant Secretary, Public Works De-
partment ; F. T. O'Neill, Assistant Secretary, Land and Survey Department;
J. Orchiston, Chief Telegraph Engineer; J. Mackay, Government Printer (subse-
quently elected Chairman); C. E. Matthews, Chief Clerk, Justice Department, and
Deputy Inspector of Prisons; and D. Souter, Chief Clerk, Mental Hospitals Depart-
ment. Time has not yet admitted of the Board exercising its functior sto the fullest
extent. When this comes about it is expected that in the procuring of stores and
supplies and the enforcing of the safeguards necessarily incidental thereto its
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administration should not only bring into effect efficiency, but also considerable
economy. An exhaustive examination into the practices adopted in the different
stores branches of Departments has been found impossible, but information is
available which enables the opinion to be formed with certainty that important
changes are necessary.

Stores for all practical purposes may be divided under the headings of " con-
sumable " and " non-consumable." It is of the greatest importance that they
shall be purchased under the • best and most favourable conditions, that when
received they shall be economically dealt with, and that if not immediately required
they shall be properly cared for, so that custody and disposal shall be beyond
question. All these points have been provided for in the regulations, and nothing
now remains but that permanent heads shall see that the regulations are observed.

It cannot be too strongly emphasized and borne in mind that stores represent
cash. It takes cash to replace them if by any means unfortunate conditions arise
by which they are lost or become depreciated or are not turned to the best account,
consequently they should be treated from the standpoint of the value they repre-
sent.

In the records which have been maintained, too great an elaboration of detail
has prevailed, possessing in some cases little or no relation to the issues involved.

Moreover, the inspection and audit has not always been of utility. In so far as
non-consumable stores are concerned—that is, office furniture, impedimenta of
various kinds, plant, machinery, &c.—proper records have not been maintained in
many cases, and even when records have been maintained they possess a doubtful
application. In every office or concern where non-consumable property exists
simple records should be kept providing for writing off and on in a proper manner.
It is a large undertaking to provide for such a scheme and in a form which will
enable an intelligent and satisfactory account to be kept of all such material, but
there is no good reason why, with the assistance of Departments, proper records
should not become established within a reasonable time.

Stores administration is costing the Dominion large sums of money annually,
and it is a matter for consideration whether it would not be possible to consolidate
the interests of the several Departments and provide one store common to the whole.
Such a practice has received recognition in some of the Australian States with the best
results, and it will become the special subject of an inquiry as soon as time admits.

In remarking upon this very important unit of the Service, it should be stated
that officers have had to be content in some cases with accommodation of the
poorest description, utterly unsuited to the purpose, so that it is hardly to be
wondered that the conditions in some respects are unfortunate. If stores adminis-
tration is to be what it should be, and protection, efficiency,*and economy are to be
associated with it, then the accommodation must be in sympathy.

New Forms and Books, Multiple Schemes, and Compound Processes.
In view of the particular duty imposed on the Commissioner by section 12 of

the Public Service Act, it was considered desirable that draft copies of all new forms
and books which might be required should be submitted for revision and approval
before the order for printing was given. A request to this effect was therefore given
to the permanent heads of Departments. In the short time that has since elapsed
samples of many books and forms have been submitted and dealt with, and in some
cases important suggestions have been made which will bring into effect improved
efficiency and considerable economy. Particularly, " compound processes " have
taken the place of older methods, and card systems have been substituted for book
records, greatly to the advantage of the Departments concerned ; and it is pleasing
to be able to say that in some cases where a revision has taken place the best of
evidence is available that the work is now kept more closely up to date, and is being
more efficiently performed.

In addition to the revision of forms and books, &c, opportunity has been
taken to submit "multiple schemes" with the object of reducing transcription
in Departments where personal accounts have to be rendered and established,
receipts given, and duplicate records kept, the whole being prepared in the
one operation. Such schemes have been submitted to the State-guaranteed

»



H.—l4 20

Advances Department, the Lands and Survey Department, the Land and
Income Tax Department, the Machinery Department, and the Public Trust
Office. Also, the Valuation Department and the Government Life Insurance
Department have similar schemes under consideration, and the State Fire Insurance
Department has, of itself, adopted the principle. When they are in full operation
the economy arising from the introduction of these schemes should not be less
than £6,000 per annum. In one of the Departments referred to, the scheme
submitted has been pronounced by the permanent head as " excellent," and the
economy which will result in this one Department should not be less than £2,000
per annum. These facts in themselves go to show the large field which exists for
improvementand economy in the practices which have been current for years. Again,
in the matter of correspondence, there is no doubt that if the " compound " system
were adopted in the exchange of correspondence between subheads and permanent
heads, and even between Departments and Departments, a saving would result.
A demonstration has already been made in several ways, with great success.

No doubt all these changes appear to savour of a departure from the cold official
routine of bygone days, but the trend of to-day in office-administration is in the
direction of making use, on every conceivable occasion, of original documents and
detail and turning them to account either wholly or partially in respect of further
action.

Stationery and Office Requisites, etc.

The waste which results from the multiplication of small Departments has
been indicated. A waste which is scarcely less important is the waste in stationery
and supplies which results from the present system. There is a central Stationery
Office under the control of the Government Printer, which is in a position to supply
everything required. For no valid reason, more than one Department elects to lay
in large supplies of forms, &c, and to appoint a storekeeper to look after them at a
salary of, say, £200 per annum.

Sub-stores should not be encouraged ; they mean duplication of stocks, over-
lapping of clerical work in book-keeping and the employment of officers to look
after details. The time has been so limited that this form of extravagance has not
been completely run to earth ; but important reforms are under consideration, and
it is hoped at an early date to issue full instructions for the guidance of officers
responsible for the custody and ordering of supplies of printing and stationery and
forms for Departments. An effort will be made to lay down rules for the stand-
ardization of requisition forms, periods of requisitions, and also in respect to the
issue and custody of stationery, forms, &c.

The proposal when carried into effect should, in addition to uniformity of prac-
tice and methods in the various Departments, result in considerable economies in
this important branch of the Service, which does not appear to have received the
attention it merits.

It will not be surprising if it is found that the cost of holding unnecessarily
large stocks of forms and stationery and providing officers to look after them
exceeds £2,000 per annum. Probably the worst feature of the practice is that
often, when contracts are entered into by the Government Printer for im-
portant supplies, Departments fail or decline to take advantage of the favour-
able terms. A notable example is that of typewriting-machines. The Government
Printer has, in common with the Post Office, a contract under which he is able to
supply a standard typewriter at £16. The machine is probably as good as any now
built, yet it is found that typewriters of other makes are frequently purchased at a
price about £7 or £8 higher. Had a standard make of typewriter been selected
and Departments compelled to use the approved machine, the saving to the country
in the last few years would have been considerable. I have reason to believe
that there are many other items, the cost of which might appear to Departments
to be trivial in detail, in regard to which considerable economies can be effected
by co-operation. That the Government Printer has studied the peculiar predilec-
tions of officers is evidenced by the fact that he stocks 103 varieties of steel pens.
This should be stopped at once, and the range limited to half a dozen varieties which
can be specially made, probably at half the present cost. The whole question of
office supplies will be thoroughly gone into as soon as the Commissioners have an
opportunity.
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The system of buying from one or two firms alternately as a means of obtaining

Government supplies cannot be too strongly deprecated. I am aware of one case
in which a Government Department had been buying an instrument of common
use through the High Commissioner, certain firms being named alternately. This
appliance cost, landed, about £3 3s. For reasons which it is not necessary to men-
tion it was decided to call for tenders. Tenders were called in New Zealand for the
instruments, with the result that in a very short time the price fell to £2 12s. On
the instruments imported last year, the saving was £4,172. It will be interest-
ing to find whether the Stores Tender Board will succeed in finding similar
opportunities for economies. On reference to the Report of the Public Service
Board of New South Wales for 1905 I find that it was estimated that a saving of
£10,000 had been made in the previous year by the Public Service Tenders Board
of that State.

Examinations.
For many years appointments to clerical and professional offices have, or should

have been made from the list of successful candidates in the competitive examina-
tion known as the Civil Service Junior Examination. The Public Service Act provides
for the making of regulations for entry into the Service. The Education Department
has for a long time been carrying out the Civil Service Examinations, and it was
decided to arrange with that Department to continue to conduct the examinations
on behalf of the Commissioner. In any case no change in the syllabus was practicable,
as schools had already been working in anticipation. Such minor changes in the
syllabus and procedure as have been made will not be effective until after February,
1914.

Prior to the coming into force of the Public Service Act a fee of £1 was paid
by all entrants to the Civil Service Examinations. The total amount received went
a good way towards defraying the cost. It was considered that Parliament
had, by striking out the provision in the original Bill for payment of a fee, intimated
its intention that no fee should be charged. Future examinations will therefore
be free, with the result that it has been necessary to provide a sum of £2,320 on the
present estimates for the cost of the next examinations.

It was considered advisable to confine the next entrance examination to boys,
as the probable vacancies for girls were few and there were already on the
list of applicants a number who had passed the last examination and for whom
appointments had not so far been available. It was felt that it would be unfair to
encourage new candidates to compete under these circumstances. In some cases
this exclusion has been felt as a hardship, but there is reason to believe, and it is
indeed frankly admitted by some teachers who have written on the matter, that the
Service examinations have been used a good deal simply as a test of scholarship
and without any intention of the candidate seeking employment in the Service.
There are other examinations conducted by the Education Department which amply
supply this test, and it is considered that they, and not the Service examinations,
should be used for this purpose.

Some regulations with regard to appointments may be briefly noted :■—
(a.) All appointments to the Professional or Clerical Division are ordinarily

to the first subdivision of the lowest class, but holders of University
degrees or persons with special knowledge in scientific subjects
may be appointed to higher subdivisions or classes.

(b.) Appointments are, as heretofore, made according to the order of merit
in.the list of candidates who have passed the entrance examination ;
but candidates who have also passed the Senior Examination at any
time are given precedence.

(c.) In the event of the order-of-merit list for any year being exhausted
before all vacancies are filled, the lists of earlier years may be re-
sorted to.

(d.) For candidates for appointment as professional cadets there are
additional compulsory subjects.

(c.) Every candidate must be an applicant for appointment to the Public
Service, but he may limit his application either to one or more
Departments or to a particular part of New Zealand.
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In view of the many examinations which are held for various purposes and

the provisions in the regulations for certain examinations being considered as an
equivalent of the Senior Examination, it may be a question whether it is necessary
to retain the latter. This, however, will be further considered.

Examinations conducted.

The only examinations conducted since the Public Service Act came into force
have been those for the admission of female shorthand-writers and typistes.

On the 20th May a competitive examination was held at Auckland and Wel-
lington. The ages of candidates ranged from sixteen to thirty, and the only quali-
fication required before admission was the possession of a certificate of competency
in the Sixth Standard. Admission to the examination was free, and the consequence
was that amongst the sixteen entered at Auckland and the forty-seven at Wellington
there was included a large number of girls of inferior qualifications.

The tests given included in shorthand a passage for dictation at the rate of a
hundred words a minute for five minutes, and thirty-five minutes were allowed for
transcription. In typewriting there were (1) a speed test of a piece of straightforward
letterpress to copy, and (2) a passage of confused manuscript of which a fair copy
had to be made.

A fairly high standard of accuracy being demanded both in typewriting and
shorthand, the results were disastrous to all except two candidates at Auckland and
three at Wellington.

It was confidently expected that when the standard of proficiency required
became known improved results would follow, and the experience of the second
entrance examination held on the 26th July, 1913, proved the assumption to be
correct.

For this examination, which was held simultaneously at Auckland, Christ-
church, Wellington, and Dunedin, the numbers of entries were twenty, twenty-
eight, nineteen, and twenty-six respectively. All were required to produce when
applying to be examined a certificate from a recognized teacher of ability to write
a speed of 100 words a minute in shorthand. In addition to tests similar to those
in the earlier examination, short exercises in English composition, spelling, and
punctuation were included.

The passes in the whole examination totalled thirty-five, the distribution
among the centres being six, eleven, six, and twelve respectively.

Board of Appeal.
The election of members of the Public Service Board of Appeal was held on the

sth May, 1913. The following members were elected: For Post and Telegraph
Department—Mr. A. Mill (Telegraph representative) and Mr. F. M. Scully (Postal re-
presentative) ; for other Departments—Mr. A. Marryatt and Mr. F. J. Mouat. The
following were nominated by His Excellency the Governor as members of the Board
under section 32 (a) of the Act: Mr. P. Barr (Chairman) and Mr. J. H. Richardson.

Decentralization.
In the course of inspection it came into prominence that in the matter of the

accounting work there is room for a rearrangement of the methods now followed,
particularly in the direction of giving the officers in charge of district offices greater
latitude in the control of details.

The Commissioners found time after time similar work being carried on in a
district office and in a head office. A disposition seems to have grown up for
recording every detail, however small, in the head offices, with the result that there
is duplication and overlapping. As a further consequence, staffs have in some
cases been established in the head offices practically to say " ditto " to what
has been done before elsewhere.

The Commissioners consider that in the head offices administrative work
principally should be attended to, and in the matter of keeping in touch with district
offices it should be sufficient to receive with regularity the summation of detail.
If it could be demonstrated that by concentrating information in the head offices
better checks were established or those responsible for the administration were in a
better position to survey the operations of a Department, then there might be a
reason, but the Commissioners do not think that such a reason could be shown.
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For instance, take the vouchers of an ordinary Government Department; why,

it may be asked, should it be necessary for these to be forwarded to the head office
for final certificate ? Officers in charge of the ordinary everyday work of a Depart-
ment have to deal with matters of much greater importance, and the Commissioners
can see no reason, why finality cannot be reached by district officers in such a
matter as this also. To carry out such a scheme may entail some adjustment and
strengthening of the district office staffs, but even this is doubtful.

It will be a matter to which the Commissioners will give special attention in the
future, feeling certain that there is great room for economy, and, moreover—what
is very important from the public standpoint—that the payment of accounts would
be dealt with much more readily. From time to time complaints have been heard
of the delay attending payment of Government accounts, and this would disappear
if decentralization in this respect were carried out.

Sending Officers beyond New Zealand.
The question of sending abroad one or two of the smartest and most intelligent

officers in certain classes of employment in the Public Service is worthy of attention.
There are many branches of the Public Service in which a knowledge of conditions
obtaining elsewhere would be of great value.

Comments on Departments.
The following comments on Departments will sufficiently explain the

methods adopted by the Commissioners. In several cases lengthy reports have
been made to the Minister controlling the Departments, but as these contain a
great deal of detail, which is of such a technical nature as to be of interest
mainly to the Department concerned, they have been condensed here. In all
cases it is intended that criticism shall be regarded as constructive.

Treasury Department.
An inspection of this Department showed that the system carried out was little

altered from that laid down many years ago. Opportunity does not appear to have
been taken to follow the trend of affairs in office-administration.

It is considered that a Department such as the Treasury should set the example
to other Government offices in the matter of system, and it behoves the administra-
tion of this important Department to bring into effect a complete reorganization of
methods and practices which will place it in the pre-eminent position it should
occupy.

The books and forms at present in use should be immediately reviewed by a
committee of officers of the Department. Whilst such revision is being carried out
opportunity should be taken to co-operate with officers of other Departments having
business relations with the Treasury, so that in determining a basis it may be suitable
to the requirements of the Departments concerned.

Instruction-books, setting out in detail the duties of the officers and the practices
and methods to be followed in office routine, should be immediately drawn up.

Conferences of officers should be held at frequent intervals for the purpose of
discussing and reviewing the existing practices of the Department. The officers
should be advised of the dates of such conferences, and invited to make suggestions
having for their object the economical or efficient working of the office.

A report has been submitted to the Minister pointing out matters requiring
consideration in respect to the administration and clerical work of the Department.

There is at present under consideration a complete system of reorganization in
these matters, which when carried into effect should result in large economy. There
is a wide field for the adoption of machine processes in respect of the assembling of
details in this Department. A start has already been, made in this direction with
more than satisfactory results, but it requires extending as opportunity offers.

Friendly Societies and National Provident Fund.
The accommodation for this Department is very limited. There is nothing to

call for special remark.
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Immigration Department.
This Department is too recently established to report upon at present.

Land and Income Tax Department.
In this Department the methods adopted, are particularly obsolete. Adult

clerks are employed upon work which could be performed as well by juniors.
Officers in receipt of salaries above the average were at the time of inspection
engaged upon work of a primitive nature which could have been as well done
by cadets.

The preparation and issue of land- and income-tax notices requires recasting:
the book-keeping should be simplified and machine processes introduced wherever
practicable.

In this Department there is room for considerable economy. At present various
matters in this connection are receiving the attention of the permanent head, and
no time will be lost in bringing improvements into effect.

Practically the whole of the internal detail requires recasting according to more
up-to-date ideas.

No method appears to have been followed in recruiting the staff in the past.

Old-age Pensions Department.

This Department was until recently a, branch of the Post and Telegraph
Department. The work is well organized, and the system of noting and
checking all applications and grants very complete. Under the Act of last year
military pensions are dealt with entirely by this office.

Native Department.
This is one of the least satisfactory of the Departments examined. For this,

however, it cannot be said that the officers are altogether to blame. In the first
place, they are distributed over three floors of the Government Buildings. The
Under-Secretary and a clerk and the shorthand-typiste are on one floor, the Record
Clerk and other clerks on another, and the Interpreter on yet another. The Chief
Clerk also, through ill health, has been away from the office for several months,
and no one seems to have been definitely instructed to act in his place. The Native
Land Court branch has only two rooms, one for the Registrar and one for the other
clerks. This latter is also the public room, and contains all the title files, which
are constantly being searched by solicitors and Native agents. The accommodation
is far too limited, and renders good workby the officers almost an impossibility.

This Department will require careful attention.

Department of Justice, including Patents and Prisons.
This Department, with its branches, appears to be working smoothly and

satisfactorily. The office system appears to be good, but the returns furnished
require an overhaul to prevent the collection of useless information.

The accommodation provided for the Patent Office is altogether too cramped,
and if this office is to perform its functions properly an improvement in the staff
is required without delay. This will be accomplished by the appointment of a
Deputy Registrar, if a suitable officer can be found in the Public Service. The
Patents Act provides for a more detailed examination of applications for patents
than is possible with the number of officers at the disposal of the Registrar.

Several prisons have been visited, but they appear to require no particular
mention here.

Stamp Department.
The main business of this Department is to collect revenue, and, while this

duty is carried out with great enthusiasm, it is considered that many of the methods,
especially in that branch of the business which may be described particularly as
" stamps," as distinguished from death duties, are quite out of date. The Stamp
Department is charged with the duty of the creation and issue of adhesive stamps,
and the impressing of documents with lettering representing values, of which the
raised legend " Stamp duty—One penny " on cheques will be familiar to most people.
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I will first refer to the impressed stamps, which have in some mysterious way
survived. The main use of the impressed stamp is for cheques,of which approximately
fourteen millions are impressed every year. It is considered that the process is quite
unnecessary, and that it would be quite as effective to collect the value of stamp duty
from banks in bulk, as is done in the case of the duty on bank-notes. It isknown that
shippingcompanies are trusted to account for the duty on passenger tickets without
requiring these documents to bear an impressed stamp, while banks and the Depart-
ments are put to the cost and inconvenience of sending cheque-books to Wellington
to be impressed. I have already succeeded in inducing the Department to save
between £500 and £600 per annum on this account by having the work done by
machinery at the Government Printing Office instead of continuing the slow and
costly process of impressing by hand, but a further saving of £500 could easily
be made. The present process is for banks to send parcels of cheques to the
Stamp Office. The cheques are counted, entered by a special officer, and then for-
warded with many precautions and checks to the Government Printer, where the
impressing is done. A recount takes place, the bank is debited with the cost, and
the parcel goes back. Quite apart from the operation of impressing, it will be seen
that there is a deal of handling both by departmental officers and the Stamp Printing
Office, to say nothing of the trouble and expense caused to the banks. The Depart-
ment so far trusts banks as to allow credit until the cheque-books are sold to their
customers, which causes further book-keeping. The banks could surely be trusted
sufficiently far to account for the duty and to produce their books showing the sales
of cheque-books when called upon to do so. So that the public would still under-
stand that the duty was being paid, each cheque could bear a statement to the effect
that the duty of Id. was paid by the bank direct to Government. While the
impressing of cheque-books accounts for the greater portion of the work, it is found
that certain documents, principally annual licenses to companies, are impressed. As
companies pay a license varying in amount, the work of changing the dies is
considerable. Why the license cannot contain a statement to the effect that the
duty has been paid is not understood. There would be no difficulty in accounting
for such duty, while auditing would be a simple matter indeed. Generally, I have
arrived at the conclusion that the collection of duty by impressing documents is
clumsy, costly, and unnecessary.

Turning from the impressed stamps to the adhesive stamps, it cannot be said
that the methods of the Stamp Office are businesslike. While they were perhaps
suited to the time when communication in New Zealand was infrequent, they are
not so now. The Department, however, clings to tradition. It has not, for example,
yet awakened to the fact that Queen Victoria died years ago, and that King Edward
has come and gone since then. Even at this date, all stamps above the value of 2s.
bear an effigy of Queen Victoria.

For some reason the Stamp Department does not regard its stock of adhesive
stamps, which is very large, as value. £8 worth of penny stamps the Custodian
of Stamps regards as 1,920 stamps. Officers who send requisitions for stamps have
not only to calculate the number they require, but to send in their requisitions in
duplicate. It was stated that the duplicate requisition was of no use to the
Department, but no one was able to explain why such unnecessary waste of time,
which, of course, means waste of money in the long-run, was allowed to continue.

As the outcome of inspection which has taken place, several changes have been
made in the routine work. In other ways, which have already been pointed out.
the clerical and accounting work of this Department could withadvantage be reduced,

Land and Deeds Registry.

All the principal offices in the Dominion were visited. As has already been
pointed out more than once the accommodation in some is altogether inadequate.
The Auckland office is much the worst in this respect, but it is hoped that very
soon adequate arrangements will be made there. In some respects the practice
in the various offices differ considerably. The index of proprietors under the
Land Transfer Act is one instance. It is very desirable that the practice should
be uniform, and the question of substituting the card system for this index is
under consideration.

4—H. 14.
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Another feature which is in process of being remedied is the amount of work
done in the Department by contract—such as making copies of deeds, and drawing
plans on titles, &c. The former is to some extent done now by machines oper-
ated by typists, and the saving in that matter alone, when all deeds are so copied,
will be quite £2,000 a year. To give one instance of the cost of the present
system, it was found that in one office the contractors, of whom there were
several, were limited to £20 a month, except when the work got much behind,
when they were allowed to earn as much a3 they could.

Another lot of contractors are employed to draw plans on titles, &c. In
several instances these are officers who have been retired on superannuation. It
is found that good draughting cadets are quite capable of doing this work. They
are doing it in one office and in another a draughting cadet first of all makes
the copy, which is then sent to the contractor, who from it draws the plan on
the title. The result should be a saving of about £500 a year.

In the Wellington office particularly the organization of the staff was found
to be unsatisfactory ; this matter has been taken in hand.

Complaints have been received from more than one office in respect of the
delay arising in connection with the examination of survey plans. The question of
dealing more expeditiously with this important phase of departmental work is
receiving attention.

Mines Department.

This Department, in so far as administration is concerned, is practically a sub-
department, being under the control of the Under-Secretary for Public Works.

In matters of accounts the authority system, similar to that in use in the Public
Works Department, has been introduced since the amalgamation of the Depart-
ments. This practice serves little purpose, and its continuance is not warranted.
The remarks made in respect of the Public Works Department's accounts in this
matter apply here also.

In the matter of the State Coal-mines Branch, the relation of the administration
to the Head Office of the Mines Department is not satisfactory.

Both in the record system and accountancy a recasting could take place with
advantage.

State Coal-mines.
This is purely a trading concern about which a special report has been for-

warded to the Minister of Mines. As the opening of the new mine may
materially alter the outlook of the Department, it is desirable to await results
before finally dealing with the staff.

Department of Internal Affairs.
This important Department, which deals with practically any subject which

happens to be outside the functions of other Departments, is well managed, and
the work in consequence more systematically carried through than in some
others. It was one of the first to adopt the system of recording suggested by
the recent records committee, and the officers report it as most satisfactory and
complete in every respect.

The Advertising Branch, formerly a sub-department, is now part of the
Head Office—a change by which, as already mentioned, a considerable saving
is effected.

The permanent head has been energetic in suggesting possible economies
in his group of sub-departments. Several of the suggestions are being carried
out. It is now under consideration whether the Accounts Branch of the main
Department should not deal entirely with the accounts of the smaller sub-depart-
ments.

Public Service Superannuation Office.
In this office the work appeared to be well done, but there is considerable room

for improvement in handling details. I am indebted to several members of the
Service for suggestions—and these will be considered very shortly—for curtailing
the duplication which now exists.
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Audit Department.
The Auditor-General, being a statutory officer, is necessarily privileged to adopt

his own system of carrying out audits. The inspection confirmed the opinion of the
excellent system under which Government accounts are audited. While the method
adopted appears in some respects to go beyond what may appear at first sight to be
required, it is obvious that the auditing of the accounts of the Dominion should be
provided for on as liberal a basis as possible. A present weakness appears to be
that the inspecting staff of the Audit Office is so fully occupied with the inspection
of local bodies' accounts that the smaller Government offices are not inspected with
regularity. Additional staff has been granted to enable this to be done.

It is singular to find in a Department which contains a number of well-paid
positions many officers of short service who were appointed from outside the Public
Service, while deserving officers of long service who have passed special examinations
in other Departments have apparently not been considered for promotion. It is,
however, necessary to state that the selection of officers has been carefully made.

Registrar-General.
This Department includes the Registration of Births, &c, the Electoral, and

the General Statistical sub-departments. In regard to the two former, a considerable
number of the Registrars are not Public Service officers. It is considered desirable
that as far as possible these officers should be under the Public Service Act, and
steps are being taken to attach the duties to those of other Government officers so
far as this can be done without interfering with the convenience of local residents.
Besides effecting a saving of about £1,500 per annum, it is thought that the
performance of the work by Government officers will be more satisfactory generally
than it is at present.

Owing to the ill health of the Registrar-General, he has asked to be relieved of
the control of the Electoral Branch. Opportunity will be taken to reorganize the
branch in such a way as to ensure reasonable economies.

The Statistical Branch is well managed, and is capable of considerable expansion.
Inquiries are in progress with a view to ascertaining how far statistical work at
present being done by special staffs in other Departments could be dealt with by the
Statistician.

Dominion Laboratory and Museum.
These are sub-departments of the Department of Internal Affairs, and are

working smoothly and satisfactorily. Nothing was noticed calling for special
remark.

Government Printing Office.
During the past twenty years this branch of the Public Service has been

subjected to no less than four schemes of classification, bearing dates 26th June,
1893, 24th May, 1901, 24th May, 1912, and 17th December, 1912, respectively.
With certain modifications and additions, the last has been generally approved in the
present scheme.

The opportunity was afforded all the officers of the Department, operative and
clerical, to state anything they might wish with regard to their pay, position, or
prospects. About ninety-eight availed themselves of the opportunity, and it would
appear, after analysing the statements of those who came forward, that the rates
of pay, with few exceptions, are about correct, and that in the main reasonable
contentment exists.

In so far as the business side of the Department is concerned, it is considered
that steps should be taken to place it on the basis of a trading concern. True, the
Government Printer prepares an annual balance-sheet and profit-and-loss account,
but they do not dovetail in with the Treasury accounts except in its " cash "
relation. The accounts in this respect should be remodelled as early as possible.
It is also considered that there should be an inventory of the assets established.

The clerical work is well done, but there is room for some reduction in detail.
When this was pointed out to the Government Printer steps were taken to curtail it.
The use of machine processes in the office will lead to some savings. This also
has received attention. The paper-store and the storing of paper and documents
were a great credit to the Department. In the office and workrooms it was
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abundantly apparent that the accommodation provided was inadequate to the
requirements of the Department.

Mental Hospitals* Department.
The management of this Department is noticeably good. Four of the principal

mental hospitals were visited and officers given an opportunity of bringing forward
anything believed to need consideration. On the whole, there was but little that
could be termed a grievance. The question of the hours of duty was raised, and I
suggested to the Inspector-General that a conference of his principal officers should
be called to discuss the question. I have not yet been advised of the result.

The officers of the mental hospitals brought forward a matter which has given
them a good deal of concern—-namely, that the board and lodging or house allow-
ance received by them is not considered as a part of their salary for superannuation
purposes. They urge that it should be, as it is undoubtedly taken into consideration
when fixing the salaries allotted to them. I have recommended to Government
that the matter be taken into consideration in the event of any amendment being
made to the Superannuation Act. I was urged to add the cost of board and lodging,
&c, to the salary, and then provide for the collection of a similar amount from the
officer concerned, but in view of the terms of the Superannuation Act it appeared
to me that this would defeat the intention of Parliament. The classification list
has been framed in such a way that the amounts can be at once ascertained. I
consider it is only reasonable that provision should be made to treat allowances
which are actually in the nature of salary, as in the case of mental-hospitalattendants,
as counting for superannuation purposes. The same conditions apply in the k

Education Department. Under the present arrangement of treating board and
lodging, &c, as a set-off against salary an officer receiving a monetary payment of
£150 may have allowances worth £75, equal to a total of £225, and would be granted
superannuation on the £150 only.

Department of Tourist and Health Resorts.
The inspection of the Head Office and the district agencies has shown

that the work of this Department is being satisfactorily carried out. The
offices as a whole presented a well-ordered appearance. In the matter of the
office work, however, there are several ways in which there could be a
shortening-up of the present practices in the assembling of details, &c, by
the adoption of machine processes, which have been pointed out to the
permanent head and are being carried out. The duplication by carbon process
of some of the returns of this Department provides a good example of the
application of this method of saving labour which might well be followed by other
Departments of the Service. The record system of this Department was un-
satisfactory, but is now being improved.

In the course of inspection by the Commissioners, the establishments at
Rotorua and Te Aroha were visited. It is considered that the practices now
adopted leave room for some improvement, particularly in the matter of
accounting. It is further considered that some amalgamation of the several
interests in the former place should be effected. As regards the accounting,
there appears to be no need for more than one accounting officer, who should be
responsible for the collection of the whole of the revenue. At present there are
no less than three officers directly responsible to the Treasury for the collection
of moneys—that is to say, the Resident Officer, the District Agent, and the
Receiver of Land Revenue, Auckland.

Public Health Department.
This is almost entirely a professional Department, which appears to be well

and vigorously conducted.

Defence Department.
The civil side of this Department is a comparatively small one. There is

a distinct line of demarcation between the general office staff and the stores office
staff, and I would suggest that more satisfactory results would be obtained if the
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stores accounts were placed under the Head Office Accountant and the stores book-
keeping and clerical workrevised on more modern lines.

The system of central records in use by this Department is an admirable one,
which works smoothly and well. It is an object-lesson to those Departments which
have been unable to devise any other than an unscientific system of records divided
among branches.

It is not clear that the civil staff of this Department has been recruited on any
apparent system.

A proposal was submitted by the General Officer Commanding to place
the clerical staff of the Defence Department under military control. While this
would be advantageous in many ways, the scheme was found, after evidence had
been taken, to be impracticable, as it would have interfered with the acquired rights
of a number of Civil officers. lam of opinion, however, that future entrants to the
Department should be appointed on a military footing. As such entrants would
be junior officers, there need be no difficulty in their working side by side with the
present clerks until the latter retired under the age-limit or were transferred to
other Departments. The objections on the part of the present staff were the early
age of retirement of military officers as compared with civilians, and the fear that
they would not be able to carry their grievances to an Appeal Board. It was
mentioned by the Hunt Commission last year that the clerical branch of the
Department had not been working in harmony with the military side, but I was
unable to find any trace of this.

Customs Department.

This is one of the largest Departments. The staff is an excellent one, and their
duties are well performed. There is, however, room for some improvement in
method.

Instruction-books are necessary, outlining the routine to be followed in the
general working of the Department, so as to secure uniformity of practice through-
out the Dominion. As the outcome of representations it is understood that this
has been taken in hand.

All books and forms require to be reviewed. Conferences of officers should be
held at least once each year to determine whether the current practices meet the
requirements of the Department.

Machine practices should be adopted for dealing with much of the work, par-
ticularly in the Statistical Branch, where the methods followed are not economical.
The Department, I am glad to say, has given recognition to suggestions which
have been made, and from the beginning of next year important changes will take
place increasing the efficiency of the Department, and bringing into effect con-
siderable economy. Special machines have been ordered for handling the statistical
detail, and this, coupled with a rearrangement of the work which it is intended to
carry out, should enable the work to be handled with greater facility and allow of
officers who are growing up in the Service being employed on duties more fitting to
their status.

An important feature in this Department which deserves special attention is
the necessity for a continuous inspection of offices and methods. In conference
with the permanent head, provision has been made in the classification for this
very important phase of the organization to be more closely attended to than in the
past.

Marine Department.
The staff in the Head Office is numerically small, but appears to be quite

sufficient. There is nothing to call for special remark except to express surprise
that the staff of the Chief Inspector of Machinery has been separated from
the main Department, with the usual result of unnecessary expenditure for
supervision. This is being looked into.

The Meteorological Office is a branch of this Department, but is in a
different building. The Director is an enthusiast who does not spare himself.
Future members of his staff should possess some scientific training.

Machinery Department.
The greater portion of the clerical work of this Department is centred in the

Head Office at Wellington.
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Proposals for simplifying portions of the work have been put forward, and,
I am pleased to record, have met with the approval and co-operation of the per-
manent head.

The preparation by the "multiple system " of the notices and advices respect-
ing boiler and machinery certificates is in hand, and will, in addition to increased
efficiency, result in considerable economy.

Further standardization of methods should be adopted, which would have the
effect of simplifying the present practices and methods in the matter of recording
the various reports and issue of certificates, &c, by the Department.

In this Department the Head Office staff consists practically of junior clerks,
and as the work is of a purely routine character, and specially adapted to com-
pilation by machine process, it is considered that such officers should only remain
on work of this nature for a short period.

They should be afforded opportunities of early transfer to other Departments,
where their services could be availed of to the greater benefit of the Service, and
where they would be given opportunities for advancement.

These matters are receiving attention.

Labour.
The Head Office of this Department is in the Te Aro Post-office building. The

staff is well arranged both as to convenience for working and for supervision. It
contains a considerable proportion of temporary men whose terms of employment
have been extended by Orders in Council—in one case until 1915. Some of the
officers—more particularly in the district offices—appear to have been receiving
very low salaries in comparison with officers of other Departments. This matter has
been remedied. The general work of the Head Office is conducted in an up-to-date
fashion.

Lands and Survey Department.
The ramifications of this Department are so great that it has not been possible

to make such a thorough inspection as is necessary. The inspection will be con-
tinued at an early date. The Department is a relic of the provinces, each of which
carried out its business in its own way. No steps appear to have been taken to
establish a uniform system, and there has been no properly organized system of
inspection of district offices, with the result that the practices adopted are in some
respects widely dissimilar.

In so far as the general clerical work and accountancy are concerned, there is
room for much improvement. An attempt should be made early to standardize the
methods to be observed in the future. This should be brought into existence through
the agency of a conference of officers, and such conferences should be held with
regularity, with the object of reviewing and revising the system set up, to discover
weaknesses. A compendium of instructions is badly required. Shortened methods
in the everyday work of the Department would result in a great saving. In respect
to the organization of district offices, an unfortunate condition has arisen in that in
many respects the Chief Clerk of the office, in so far as can be ascertained, has not,
in any one centre, exercised supervision over two very important sections—namely,
accounts and land revenue. These have practically become separate units. If
the district offices are to be worked efficiently and economically, what has grown up
should not be allowed to continue. There appears to be no good reason for post-
poning an immediate amalgamation of the accounts and revenue sections, con-
ditionally upon all steps being taken to adequately safeguard the whole of the
interests.

Both in the Accounts and Land Revenue Sections the detail is capable of being
handled with greater facility and at a lessened cost by the introduction of machine
processes and the adoption of multiple schemes. This has already received some
considerable attention, and working outlines are well forward.

The Department as a whole requires to be carefully supervised. The Accounts
Branch of the Head Office in Wellington requires new methods established in several
ways and current practices shortened up. As soon as the Department is able to
carry out a remodelling of practices, inspection of the offices throughout the
Dominion should be made with regularity. The rigid lines of demarcation now
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existing between different sections of the offices requires to give way to a more
elastic form of management and one which will introduce greater community of
interest.

The Department has been a difficult one to classify owing to the claims of the
clerical staff to be placed on an equal footing with the professional staff. Com-
plaint is made, as was made to the Hunt Commission of last year, that a clerical
officer cannot rise to be head of the Department, the positions of Under-Secretary
and Surveyor-General being possible only to professional officers under the present
system. This matter will probably have to receive attention in the future. It is
doubtful whether the line of promotion which has been followed for some years is
calculated to ensure that men of the best organizing ability shall in all cases attain
to the highest position available. Seeing that there is a Surveyor-General in charge
of all the professional work of the Department, it seems to be quite immaterial
whether the Under-Secretary is a professional or a non-professional officer, provided
he is a good organizer and is capable of taking a business view of the affairs of his
Department.

Valuation Department.
The District Offices at Invercargill, Dunedin, Christchurch, and Auckland,

together with the Head Office, have been inspected. There seems to be doubtful
warrant for the retention of the office at Invercargill, particularly when the present
organization in Wellington deals with such large areas as the Provincial Districts of
Wellington, Hawke's Bay, Taranaki, Marlborough, Nelson, and Westland. The staff
of valuers consists of men who are carrying out their duties in an efficient manner.
The work of a valuer is of a specially varied character, calling for the exercise of
sound judgment, and his position is one deserving of reasonable reward.

In the matter of the office records, which are of a varied description and require
to be kept in minute detail, it is considered that steps might be taken to introduce
methods which would have the effect of greatly reducing the transcription which
now takes place. This has already received consideration, and it is anticipatedthat
even if the whole of the detail cannot be overtaken by machine process, yet a large
share of it will be capable of being dealt with, in that way. This applies to both
District and Head Offices.

In several other ways a shortening-up of present practices leading to increased
efficiency and economy can be adopted with advantage.

In order that the work in the respective District Offices shall be reasonably
uniform it is considered that a Book of Instructions should be drawn up for general
guidance. It has also been represented that much good would result from a confer-
ence of officers annually, and with this I am in agreement.

It is also thought that the District Offices should be inspected in detail in future
with regularity.

Department of Agriculture.
This is a Department of great importance to the Dominion, which is conducted

at a considerable annual cost. It is difficult to foresee the potentialities of such a
Department, if properly organized and conducted on business methods which would
give a maximum efficiency for the expenditure involved. It is unfortunately the case
that the organization of the Department is about the last which should have been
adopted. During the past few years a policy of excessive centralization has been
adopted, which can only be described as calculated to result in a minimum efficiency
at a maximum expenditure. This is not a Department in which, the country is likely
to take exception to the cost, but it is certainly one in which the organization should
be such as to obtain the greatest value from the services of every officer employed,
and this can only be doneby an entire alteration of the present organization, for which
should be substituted a well-devised scheme of decentralization.

Under the present constitution of the Department there are four divisions
which are practically separate Departments, over which is the Head Office, which
repeats a good deal of the office work of the divisions. The divisions are as rigid
as it is possible to imagine, with the result that overlapping and waste of force is
present in a marked degree, and, if the mass of evidence which has been obtained
is to be relied upon, friction is altogether too much in evidence.

The two main divisions are the Live-stock and Meat Division and the Fields
and Experimental Farms Division. Two others are the Orchards, Gardens, and
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Apiaries Division and the Dairy-produce Division. The two latter are relatively
small and compact, and present no great difficulties of management. In the two
large divisions the organization is broadly as follows : In the Live-stock and Meat
Division there is a Director, who is a professional officer, an Assistant Director,
a Chief Veterinarian, several so-called Supervising Veterinarians, ordinary Veteri-
narians, and a great number of Live-stock Inspectors. In the Division of Fields
and Experimental Farms there is a Director, an Assistant Director, Supervisors,
and a large number of Inspectors of Rabbits and Noxious Weeds.

Taking the Live-stock and Meat Division first, it would appear on paper that
the organization should be a fairly satisfactory one in working, but it is only when
it is realized that the Supervisors in the districts throughout the Dominion have not
the duties or powers which should be expected from the title that the difficulty com-
mences. Stock Inspectors are officers whose salaries range from £170 to £300
per annum, and the absurd position obtains that every Stock Inspector, senior
or junior, is actually responsible only to the head of the division in Wellington.
Similarly, the Veterinarians, notwithstanding the presence of a so-called Supervising
Veterinarian in their districts, are responsible only to Wellington. If a junior Stock
Inspector in the extreme south fails in his duty, there is no senior officer nearer than
Wellington who has the power to reprimand him. The duty of the Supervisor is
said to be to advise and to report anything he notices to Wellington. In the words
of one of the senior Supervisors, the duty of the Supervisor is "to act as a spy."
It is difficult to conceive a worse arrangement. There is thus a small army of
men of varying length of service and capacity over whom discipline can only be
maintained from a distance too great to render it effective.

In addition to the Live-stock Inspectors, this division controls meat-inspection.
Here, however, the Director appears to have had a freer hand, as there is sufficient
devolution of duty to enable Meat Inspectors to be placed under local control. A
proportion of the Veterinarians is occupied solely in the inspection of meat. It
appears strange at first sight to find men holding professional degrees actually per-
forming this work instead of supervising trained Inspectors only, but it is understood
that the large meat companies regard it as important that there should be professional
examination of meat, and, as the companies pay for the cost, the arrangement may
be regarded as satisfactory.

Practically the same organization obtains in the Fields and Experimental Farms
Division. There are Supervisors who have no control, and Inspectors of Rabbits
and Noxious Weeds cannot be called to account except by the Director in Wellington.

It is not understood on what supposed principle the present organization of
the Department was arranged a few years ago, but it would appear on the surface
that there was some idea of making the Fields and Experimental Farms Division
as important as possible in comparison with the Stock Division ; otherwise there
seems to be no reason why Inspectors of Rabbits and Noxious Weeds should not
have been placed at the outset in charge of the Live-stock Division. This, however,
was not done.

Bearing in mind the rigidness of the divisions to which I have referred, the
result is that Inspectors of Live-stock and Inspectors of Rabbits are hopelessly out
of touch with each other. While they are not actually forbidden to assist each other,
it is a fact that if an Inspector of Live-stock makes a journey from, say, A to
a place far in the country and observes a farm overrun with noxious weeds, it is no
business of his to take any notice of the fact whatever ; while if an Inspector ofRabbits
notices an outbreak of disease among the stock on a farm which he is inspecting in
his capacity of Noxious Weeds Inspector, he has no particular need to call the atten-
tion of any one to it. As a fair proportion of the Rabbit Inspectors were at one time
Stock Inspectors, they are quite competent to act in the dual capacity of Stock
Inspectors and Rabbit Inspectors, and there is no reason why the Stock Inspectors
should not be able to observe a failure to keep down rabbits or noxious weeds.

The result of all this is that there is a great deal of overlapping. If the Stock
Inspector from A——- mentioned above is kind enough to drop a hint to the Rabbit
and Noxious Weeds Inspector, the latter has to make a journey which has just been
accomplished by the Stock Inspector, to say nothing of the waste of force. Is it
any wonder that the travelling-expenses of the Department of Agriculture amount
to £24,000 per annum, or nearly £80 for every working-day of the year ?
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Even if the Rabbits and Noxious Weeds Inspectors were placed under the
Live-stock Division, there is ample work for the most highly trained horticulturist
the Dominion can procure in controlling important experiments and generally
advising farmers on the thousand-and-one points which arise in connection with
field farming ; and to make such a change would entail no loss of dignity on the
Director. Unfortunately, at the present time there is too much friction apparent,
owing to a divergence of opinion between the Director of the Fields, &c, Division
and the Secretary of the Department on a purely professional subject.

The Dairy-produce Division appears to be worked in a manner which leaves
little opening for criticism. There is no need for any change.

As regards the Orchards Division, I am not prepared at present to express an
opinion whether it should remain as an independent division or be merged into that
of the Experimental Farms (Horticultural) Division. This, among other matters,
will, no doubt, come under the criticism of the Board of Agriculture which is about
to be created. What does strike one as a poor arrangement is that a Biologist of
such repute as the present head of the Orchards Division should have been taken
away from the biological work which he was performing with such marked success.

Notwithstanding that minor officers are under the direct control of the heads
of their divisions only, the Department has a number of district offices in charge
of fairly-well paid officers, the function of which offices would be apparent if the
district agent had any power. It is freely stated by officers high up in the Service
and others that the district offices are practically useless. Their main function
appears to be to write letters for such Inspectors as require this to be done, and
to collect fees for the registration of brands, &c. In their present form they may be
regarded as an unnecessary waste of money and force.

Under the old organization there were District Inspectors in charge, and this is
said to have worked well, the main difficulty being, so far as can be understood, that
the advent of Veterinarians aroused a feeling that professional officers should not be
under the local control of non-professional officers. It is difficult to ascertain the
real reason. Whatever happened, the reorganization took place, and local control
ceased. In the course of the investigation made by the Commissioners, various
suggestions have been made as to the proper system of local control. The Fields
Division evidently fears that it would be controlled locally by a Veterinarian, and
so on.

The Commissioners see no difficulty at all in devising a perfect reorganiza-
tion. The Dominion should be divided into workable districts, and a Veterinary
officer who has some gift for administration placed in charge of the Live-stock
Division, to which should be added the Rabbits and Noxious Weeds Inspectors.
He should be given a thoroughly competent Chief Clerk and such staff as may be
found necessary. This would immediately do away with the overlapping which at
present exists, and enable the Inspectors in the district to be properly controlled.
It is said that there is a good deal of fear, on the part of many Inspectors, that if
this happened they would be found unnecessary. It seems to me that if there are
any incompetent or superfluous Inspectors the sooner this happens the better.

As this arrangement would leave the Fields Division in a workable condition,
the present Fields Supervisors could be placed in charge of districts similarly, with
a competent Chief Clerk. There is no reason why all should not work in the same
building.

Coming to the Head Office, it appears to be absurd that the ordinary clerical
work should not be gathered together there. Professional men holding the
important position of Directors of Divisions should not be troubled with details
of office-work, which must happen at present. Instead of what is equivalent to
four separate Departments corresponding with the Head Office, there should be one
central system of records and accounts, to avoid the work being duplicated as is
done now.

When the organization is settled on a business basis it should be determined
once and for all whether the head of the Department is to be a professional or a
clerical officer ; and, if the latter, how far he is to override the professional officer
on professional matters. I have now before me papers which indicate the difficulties
in this respect.

5—H. 14.
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The present organization is without doubt bad, and, as I have shown, there
need not be any difficulty in introducing a good organization forthwith. The
efficiency of the Department is of such vital interest to the country that there should
he no half-measures. I am quite sure that the Department contains men of the
right calibre to take charge of districts and to render a good account of themselves,
who are at present performing work under conditions which are by no means satis-
factory. There are at the same time men for whom places were found at the time
of the last reorganization whose cases will have to be very carefully considered.

There are many other matters which might be touched upon, but as the
new Board of Agriculture will doubtless have some recommendation to make about
the policy of the Department, which might affect to some extent the details of any
reorganization, it may be desirable to defer making any vital change for the moment.

I have had considerable difficulty in classifying the officers of this Department,
as, under the circumstances I have detailed, it is undesirable to classify positions
which may not be necessary later on.

Education.
This Department suffers from its officers being very much scattered. The

Industrial Schools Branch and some of the other rooms are overcrowded. The
various branches—Technical Schools, Examination, Native Schools, Industrial and
Special Schools, Physical Training, School Journal—are practically independent of
each other. All except the last have independent records, and there is in addition
a General Recording Branch. With the staff so scattered it is difficult to improve
matters, but steps are being taken to bring about some consolidation and also to
simplify the system of recording and indexing.

Most of the industrial schools were visited and the officers seen. It appears to
have been the practice of the Department to keep these officers on probation for
several years before making their appointments permanent. This cannot, of course,
be done under the present Act, except in special circumstances, and does not seem
to be altogether fair to the officers concerned. Those that were eligible have, there-
fore, now been appointed permanently and appear on the Classification List.

The officers in these schools also raised the question as to their allowances not
being taken into consideration for superannuation purposes. The matter has been
referred, to in connection with the officers in the mental hospitals, and the same
remarks apply.

Public Trust Office.
The work of this Department is carried out in a very satisfactory manner. The

keenness, enthusiasm, and personal interest shown by practically every member of
the staff was specially noted.

A great deal of overtime has been worked by the officers during the past year ;
but this is being rapidly reduced, and should disappear altogether when the addi-
tional staff recently appointed become experienced. Several plans for economizing
the time of the staff by the adoption of machine processes, and also in respect of the
system of accounts, have been brought under the notice of the permanent head, and
it is gratifying to record that the suggestion!; are being given effect to.

Government Insurance Department.

This Department is to all intents and purposes a business concern, carrying
out its functions in accord with the practices of similar private institutions.

Time has not permitted of a complete examination of the work earned out
by this Department, but from the interviews which the Commissioners have had
with the staff, and the outcome of inspection so far conducted, it is evident that
the officers are alert for the welfare of the Department.

There is at.present under the consideration of the Department a proposal
dealing with preparation and issue of renewal notice forms, which, when adopted,
will considerably reduce transcription both in the Head and local offices, and
consequently lead to more efficient and economical administration.

An excellent practice adopted by this Department has been the appointment
of an. "office examiner," which has had the effect of keeping the work constantly
under review and up to date.
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The Commissioners are of opinion that where the character and volume of
the work in the larger Departments warrant it a similar appointment could be
made with advantage.

A valuable suggestion of an actuarial character has been received from one of
the officers of this Department which is now receiving consideration.

State Fire Insurance Department.
This Department is also a business concern. The staff is largely composed

of young men who have, by virtue of their position, to undertake considerable
responsibility.

As the outcome of the inspection already made to date one could come to no
other conclusion than that the officers have been well selected, were fulfilling their
obligations with satisfaction, and were enthusiastic in their work.

The Department is adopting up-to-date methods with regard to several
matters, and generally taking advantage of the trend of modern office organization.

State-guaranteed Advances Department.
The inspection of this office revealed a want of knowledge in the application

of latter-day methods and practices as applied to office-administration.
Transcription, which might easily have been avoided by the use of " carbon "

processes, and mental " castings " of detail which should be done by machine process
were very much in evidence.

This matter was brought under the notice of the Minister, and, as a result, work
which possessed no value has already been eliminated. There has been a rearrange-
ment in many respects. In addition, the present practices in respect of the account-
ing preparation and issue of the instalment notices are likely to undergo a complete
change on lines suggested by the Commissioners.

When this has been carried out it should result not only in great economy, but
also in increased efficiency.

Public Works Department.
The methods employed in respect of the accounts require to be completely

reorganized. There is too much detail and too much repetition. The mental work,
and a large share of the transcription, should be reduced by adoption of the machine
processes. The amount of overlapping which exists in the recording of accounts
in the Head and district offices is out of all proportion to the interests involved.
Generally speaking, the present practices require a complete overhaul by an accountant
who is also a " systernatizer," who should give his undivided attention to the matter
for at least twelve months. It would be money well spent.

A proper system of costing of all works requires to be established, and the
present practices brought more closely into touch with modern method.

A scheme should be prepared setting out the details to be kept in the Head and
local offices, and eliminating the duplication existing in the Head Office, while at
the same time preserving all the necessary checks and providing for all information
required to be in the Head Office for accounting and statistical purposes. Shortly
a proposal which has received careful consideration will be submitted to the Depart-
ment which will enable this to be done, and when carried out will result in a large
economy. The remarks made under the heading of " Stores " have special applica-
tion to this Department.

The methods adopted in the Storekeeper's branch in the matter of book-
keeping and accountancy work are obsolete, and should be recast at the same time
as the district accounts and Head Office accounts are taken in hand. In the
Wellington Store an officer possessing a full knowledge of stores accounts should be
placed in charge of all the book-keeping and accountancy, and should be supported
in introducing the necessary reforms. Moreover, the Chief Accountant should be
required to exercise a supervising influence over the stores accounts work and the
rendering of vouchers, &c.

Departmental rules governing the practices to be observed are much required.
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Nothing but a complete recasting of the present stores system can be satis-
factory ; the duplication and overlapping at present carried out is incapable of
any reasonable explanation, and how it has been allowed to develop and continue
is not understood. As an example of the overlapping which takes place, particulars
of the movement of an ordinary voucher for stores supplies through the several
offices is hereafter given, and in itself is evidence of the necessity of reform.

Voucher is prepared in duplicate by supplier ; each day's supplies being generally
put on a separate voucher, and forwarded to the District Storekeeper.

(1.) Forwarded by District Storekeeper to foreman or other officer and
registered before going out in considerable detail.

(2.) Entered in full detail in the Stores-received Book in District Store-
keeper's Office.

(3.) Entered in Stores-stock Ledger in part detail in District Storekeeper's
Office.

(4.) Certified by District Storekeeper and sent to the District Engineer's
Office.

(5.) Entered in Voucher-abstract Book in full detail in District Engineer's
Office.

(6.) Copy of Voucher filed in district office.
(7.) Entered in the District Engineer's Office in Authority Register and

Appropriation Ledger, and certified by the District Engineer.
(8.) Forwarded to the Chief Accountant's Branch by District Engineer.
(9.) Entered in a card register of vouchers in part detail in Chief Account-

ant's Office.
(10.) Entered in the Authority Ledger in part detail in Chief Accountant's

Office.
(11.) Entered again in full detail by the Head Office Storekeeper in a special

register. Voucher initialled and returned to Chief Accountant.
(12.) Entered again in an Expenditure Ledger. Voucher then certified

again and sent on to Treasury.

Economies.
Sufficient reference has been made to economy and efficiency, but it will be

convenient to collect here the details of economies which can be effected without
difficulty. As it is only seven months since the Commissioners commenced their
work, the list is by no means complete ; still, it reaches approximately £47,000
per annum. Some of these economies can be effected at once, but in other
cases it will be a year or more before the full effect of altered arrangements can
be seen. It is not proposed to dispense with any officers who are capable of per-
forming good work, as it is hoped that with the wastage of the Service by resig-
nations, &c, and the general expansion there will be no difficulty in providing for
officers displaced.

Treasury: Reorganization of arrangements for imprest £
advances, and improved methods ofaccounting—

Annual value of £275,000 at 4 per cent. .. .. 11,000
Annual saving of staff in Treasury and other offices

by reduction of duplication of accounts, &c. .. 5,000
Abolition of bookbinding of Treasury vouchers .. 800

Internal Affairs : Saving in staff, over-age messengers
superannuated, places not required to be filled. . 1,300

Saving in reorganization of sub-departments .. 1,300
Stamp Department: Saving by use of machines for

stamping . . .. .. : . . . 560
Land and Deeds : Saving by use of typewriters for re-

cording .. .. . . . . .. 2,000
Saving by improved arrangements for draughting-

work .. .. .. .. .. 500
Saving by introduction of new system of records, all

Departments .. .. .. .. . . 1,600
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Registration of Births, Deaths, and Marriages, and
Electoral : Saving by placing work in charge of £
Government officers . . . . .. .. 1,500

Official Assignee, Christchurch : Work to be performed
by Deputy Public Trustee .. .. .. 300

Customs: Amalgamation, &c. .. .. .. 600
Government Insurance : Amalgamation withPost-office at

Oamaru . . . . . . . . .. 200
Public Health : Amalgamation of Bacteriological La-

boratory with Wellington Hospital .. .. 500
Mines: Position of one Inspector to lapse on retirement.. 365
Public Service Superannuation: Amalgamation ofpositions 300
Tourist Department: Amalgamation of positions .. 315
Improved methods of performing work—

Land and Income Tax . . . . . ;;
State-guaranteed Advances
Customs Department ...
Lands and Survey .. .. .. 14.Q00. * .Valuation Department ' ..
Public Trust Office
Public Works Department
Machinery Department ....

In addition to these, there should be large savings in the Department of Agri-
culture/or, what is probably just'as necessary, increased efficiency to the amount
of the savings of at least £5,000.

There also appears to be an opportunity for economies in the amalgamation
of certain Departments with others possessing interests more or less in common
and by the decentralization already referred to, as well as the bringing of office
accommodation more closely into line with the requirements of Departments.
At the present time rentals amounting to £2,920 per annum are paid- for office
accommodation in Wellington, and it is suggested for consideration by Govern-
ment that it would be much more profitable to build than to continue to pay
such an annual rental. With more modern office accommodation lam con-
vinced that there would be substantial savings.

v " ' Advantages of the Act. "' ■•' ' /r'.-""
A short experience of the working of the Public Service Act has shown that"

the present system has advantages over the former one.
(a.) It enables a concrete view of the Service to be taken, and secures

the benefits of co-operation between Departments.
(b.) It enables means to be devised to ensure economy and efficiency

which can be applied to the Service as a whole or to sections
thereof.

(c.) It places therecruiting of the Service on a basis which will result in
a higher standard of efficiency.

(d.) It widens the avenues of promotionby enabling interchangebetween
officers of the different Departments.

(c.) It enables rapid discovery to be made of points of inefficiency or of
wasteful methods of working. Z . "

(/.) It gives an equal opportunity to all to enter the Public Service and
to proceed therein by merit and ability. •(g.) It creates a healthy rivalry between officers throughout the
Service.

Movement of Staff. a.isr".
It is yet too early to publish tables concerning the movement of the staff.

The following information concerning the retirement of officers is all that need
be given in advance of a report for the full financial year:-—
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Retirement of Officers.

Other Officers who have left the Service since Ist April, 1918 (except the Post and Telegraph Department).
Resigned .. .. .. .. .. .. .. 65
Deceased .. .. .. .. .. .. .. .. 4
Taken over by Auckland Harbour Board .. .. .. .. 3
Services dispensed with.. .. .. .. .. .. .. 9
Dismissed .. ' .. .. .. .. .. 3

Total .. .. .. ..84

The following is a list of officers beyond the age-limit who have been given notice
of retirement:— ..

List of Officers over Sixty-five Years of Age to be retired from the Public Service.

xers retirt I since 'st pril,

Name. I Position. Departmen t. ! ga iarv I>.ate of
'■ Retirement.I I

Remarks.

Earls, A. E. . £ !
Clerk .. .; Government In- ; 180 i 27/6/13 Medically unfit.

Colgan, P.
Alexander, K. A. E.
Jeffery, F. T. D. ..

suiance
Surfaceman .. : Public Works 9/p. d. 26/7/13
Clerk .. .. Public Trust .. i 145 1/4/13
Clerk of Court .. Justice .. 320 30/6/13

5*

13Afpproved by
Minister prior
to 1/4/13.

Medically unfit.Trimble, A.
Richards, A. H.
Murray, R.

.. j 300 6/8/13
Inspector .. Mines .. i 335 31/12/13
Manager, Water-race „ 300 ■ 31/7/13

Lammas, W. G.
Conlin, J. .. ' • .. Gardener.. .. i Mental Hospitals 118/16/ j 16/6/13

Foreman Litho- I Printing and 200 \ 31/5/13
grapher Stationery

Approved by
Minister prior
to 1/4/13.

Medically unfit.
Appro ved fry

Minister prior
to 1/4/13.

Ditto.Forrester, J. Crown Lands Ranger | Lands and Sur- 220 31/5/13
McNeil, D.

Baker, F. ..
vey

Principal Light- I Marine .. j 180 6/9/13
keeper

Assistant Land ! Land and Deeds ; 330 30/9/13
Registrar

Completed forty
years' service.

11
Name. Position. Department. j £

i
Department. ; Salary.Salary. Date of I Date Notice

Retirement. given.
i

Strauchon, J.
Lewis, H. J.

Under-Secretary ..
Land Transfer

Draughtsman
Draughtsman
Clerk
Crown Lands Ranger
Secretary
Clerk ' ..

j_ I
i

Lands and Survey
£

800
3*00 31/3/14 ! 9/5/13I 31/12/13 - 9/5/13

Smith, C. E. O.
Liddell, J. W.
Ammunson, .1
Lomas, J.
Purdie, D. R.
Andrews, W. D.
Smith, A. M.

3J

Secretary

>?

Labour
Land and Income

Tax
Machinery
Public Service

Sup erannuation
Board

Police .. .. !
Justice . . .. :

,, • • • •

245
180
220
565
320

255
400

220
460
250

31/12/13 25/6/1331/12/13 25/6/13
31/3/14 25/6/13
31/3/14 l 9/5/13

31/12/13 i 9/5/13
31/12/13 9/5/13
31/12/13 9/5/13

31/3/14 | 26/6/1330/9/13 9/5/1331/12/13 18/7/13
Evans, J.
Evans, J.
Tansley, S. ..

Clerk
Official Assignee ..
Clerk of Court, Dan-

nevirke
Clerk of Court, Nel-Kelling, B.C. " •• ••! 330 j31/12/13 ] 18/7/13

son
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List of Officers over Sixty-five Years of Age to be retired from the Public Service- continued.

* Retired at own request.

The. following tables show the number of officers and their salaries under the
provisional classification. The Administrative Division and the Post and Telegraph
Department are not included. The salaries of administrative officers on the 31st
March, 1912, were £16,950 for twenty-three officers.

Summary of Classification by Classes, 1st April, 1913.

Name. Position. Department. j Salary. Date of
Retirement.

Date Notice
given.

Redmond. T.
West, M.
Ford, G.
Hunter, W. ..
Burgess, S.
Stockman, C.
Ward. N. L.
Moroney, P. M.
Coutts, J.
Taylor, R.
Norris, H. ..
Caldwell, J. ..
Watson, J. J.
O'Neill, J.
Robinson, &
Lopas, J. P.

Messenger Internal Affairs ..
,, • •,, • •

,, ...

I
£
181
175
173
193
160
160
160
160
160
160
160
155
145
107
175

j 173/8/

31/12/1331/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/12/13

2/6/13
2/6/18
2/6/13
2/6/13
2/6/13
2/6/13
2/6/13
2/6/13
2/6/13
2/6/13
2/6/13
2/6/13
2/6/13
2/6/13
2/6/13
2/6/13

,,
,,
,,

Stamps
Government Insur-

Jamieson, J.
Thompson, J,
Kerr, A.
Card, H.
O'Donnell. T.
McCallion. P.
Birchall, W. T.
George, H.
Brown. W.* ..

ance
Ditto .. 160

120
160
170
170
170
150

9/p.d.
140

31/12/13
31/12/13
31/12/13
31/12/13
31/12/13
31/3/14

31/12/13
31/10/13
20/10/13

2/6/13
2/6/13
2/6/13
2/6/13
2/6/13

25/6/13
2/6/13
7/7/13

25/6/13

Customs

Public Works
Surfaceman
Boatman.. Marine ..

Glass. Number of
Officers.

Total
of Classified

Salaries.
Increase over

1912-13.

Professional A
B
C
D
E
F

Clerical 1
II

III
IV ..
V

VI .. ..'
VIIa (£151-£220)
VIIb (under £151)

VIII
General 1 (£151 and over)

2 (under £151)

35
19
37

137
110
73
29
26
54
89
168
339
465
289
473

1,234
1,075

£
24,525
10,225
16,625
47.079
28,660
8,805

16.215
11,840
21,860
30,973
49,965
81,938
89,468
39,225
35,158

249,899
112,251

£
905
580
625

1,827
1,915
1,615

735
945

1,720
1,360
2,205
4,102
4,618
3,861
9,899
7,335
5,160

Totals, all Classes
Add Native-school teachers

4,652
243

874.711
25,901

49,407
52

Totals, all Classes and Native-school teachers .. 4,895 900,612 49,459
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Summary of Classification by Departments.

Average salary, all Classes ... ... ... ... ... £188-03
~ Native school-teachers ... ... ... ... 10659. Average increment, all Classes ... ... ... ... ... 10.62

Acknowledgments.
During the few months of their existence the Commissioners have received

valuable assistance from so many public officers that it is almost invidious to
mention any by name. I desire, however, to thank Colonel Collins, Controller
and Auditor-General, for freely placing his wide knowledge of service conditions
at the disposal of the Commissioners; Mr. J. H. Bichardson, Commissioner,
Government Insurance Department; Mr. H. J. H. Blow, Under-Secretary,
Public Works Department; Mr. G. F. C. Campbell, Secretary to the Treasury;
Mr. W. 11. Morris, Secretary of the Post and Telegraph Department;
Mr. J. Hislop, Under-Secretary, Internal Affairs Department ; Mr. A. T.
Markman, Principal Staff Clerk, Post and Telegraph Department; and Mr.
Malcolm Fraser, Government Statistician, for special services rendered. My
thanks are also due to Messrs. Broadfoot, Verschaffelt, and Witheford for their
excellent work as a committee to investigate the record systems of the Public
Service, and to Messrs. Barltrop, Huggins, and Esson for their able report as an
accounts committee. I also desire to express my appreciation of the work
performed by the staff of my own office. There has been much heavy work done
during and after hours, which has been performed with energy and, cheerfulness.

I have the honour to be,
Sir, ■: ....:„.„■

Your obedient servant,
D. Robertson,

'Commissioner,

Department.
Number

of
Officers.

, . ..
Salary

perClassi- I Department,
fication. iI

Number Salary
of j per Classi-

Offioers. i fication.

Treasury
Friendly Societies
Land and Income Tax
Pensions
Native .. 'Justice
Crown Law
Police
Prisons
Patents ...
Stamps ..
Land and Deeds
Mines
Internal Affairs
Private Secretaries
Superannuation ..
Audit
Registrar-General
Dominion Museum
Dominion Laboratory
Bacteriological Laboratory ..
Cook Islands Administration..
Government Printer

62
11
72
26
53

206
9
4

125
6

34
88
81

128
10
5

54
38

9
14
4
1

320

£
12,239 Mental Hospitals ..
1,966 Tourists ..

.3,601 Public Service Commissioner..
4,672 Public Health
9,086 Defence ..

40.602 Customs ..
3,700 j Marine ..

780 I Machinery
21,435 Labour ..

1,381 Lands and Survey
6,651 Valuation

17,008 Agriculture
19,093 Education
19,478 .. Native-school
3,440 Teachers
1,235 Lands for Settlement

14,700 Public Trust
7 ,475 Government Life Insurance ..
1,842 State Fire
3,410 State-guaranteed Advances . .
1,080 Public Works

275 Immigration
55.160

413
117
11
53
79

240
138
37
68

441
93

392
247
243

.£
i 48,462

18,755
2,066

10,636
15,721
46,819
24,515
10,184
12,788

102,450
20,481
86,511
35,113
25,901

2
180
149
49
53

523
6

1,115
29,195
29,014
7.550
9,368

102,109
1,550

Totals 4,895 900,612
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APPENDICES. TO THE FIRST REPORT OF THE
PUBLIC SERVICE COMMISSIONER.

APPENDIX A.

REPORT OF COMMITTEE APPOINTED TO INQUIRE INTO THE RECORD SYSTEMS
OF THE GOVERNMENT DEPARTMENTS IN WELLINGTON.

Sir,— Wellington, 10thFebruary, 1913. ....
We, the committee appointed to examine and report upon the several record systems

in use by the various Government Departments in Wellington, respectfully submit our report
herewith.

In pursuance of your instructions we have made a careful examination of the methods of
recording documents adopted by each of the Departments of the Public Service subject to the
Public Service Act, 1912, and have also examined the systems in use by the Government Rail-
ways Department and the Defence Department respectively.

The accompanying report sets forth in detail the results of our investigations, and is divided
into four main divisions, viz. : —

(1.) Resumi of the systems examined, and a description of the system proposed for
general use.

(2.) Report on matters of general importance which apply in a greater or lesser degree
to the record systems of all Departments.

(3.) Individual reports on the systems in use in each Department, with remarks on
matters calling for special attention.: ' (4.) A list showing approximate savings which should result from the introduction of
the proposed system.

The system as outlined, which has been adopted by the Public Service Commissioner's.Office,
is one which we have every confidence in recommending for general use throughout the Service.
We think it desirable that it should be introduced immediately into two of the larger Departments
(Lands and Postal for preference). This would enable Record Clerks in the other Departments
to obtain an insight into the working of the system prior to its introduction into their own
Departments. It would probably be necessary for an experienced Record Clerk to further assist
them in inaugurating the system.

We wish to state that the method of typing the record cover sheets and cards for the
register and the subject and nominal indexes in one operation, which has been introduced by the
Assistant Commissioner, Mr. Triggs, must effect a considerable saving in time and labour, and
in many instances will add greatly to the efficiency of the recording; the series system which we
have recommended in conjunction with this method of indexing for general use by Departments
has already been adopted by the Defence Department, and to a greater or less extent by other
Departments, and is in our opinion the one most suitable for adoption as a uniform system.

In conclusion, we desire to thank you for the opportunity afforded us of examining 'the
different methods of recording departmental correspondence, and trust that our report will assist
in increasing the efficiency of this branch of the Service.—We have, &c,

J. E. Broaofoot, Chairman.
R. Withefobd.
P. Verschafff.lt.

The Public Service Commissioner, Wellington.

REPORT OF THE COMMITTEE.
Appointed by the Public Service Commissioner to-—(1.) Examine the record systems of Government Departments in Wellington;

(2.) Evolve an efficient uniform system; and
(3.) Show approximately what saving of labour could be effected by centralizing. the

records, better methods, &c.

RtiSUMti OF THE SYSTEMS EXAMINED, AND A DESCRIPTION OP THE SYSTEM PROPOSED
FOR GENERAL USE.

Record Systems in Government Departments.

The comparatively numerous methods adopted by Government Departments for recording
correspondence may bcjroughly classified as follows :—(1.) Book register and index-book (subject).

(2.) Book register and index-books (subject and nominal).
6—H. 14.
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(3.) Book register and index of outward letters.
(4.) Book register and card index (subject).
(5.) Book register and card index .(subject and nominal).
(6.) Card register and card indexes (subject and nominal).
(7.) Book subject-register and card index (subject and nominal).
(8.) Series subject-card register and card indexes.

Five of these classes may be eliminated, leaving for discussion the following, viz. :—
(1.) Book register and indexes.
(2.) Card register and indexes.
(3.) Series subject-card register'and indexes.

Book Register and Indexes.
An immense amount of labour is necessary to make a book record system effective—that is,

in the classifying and subdividing of subjects—it being impossible to keep all the subdivisions
of the subject and nominal indexes in alphabetical order. It also takes considerable time to
examine the register when writing for outstanding papers. It is contended in some Departments
where book systems are used that books are very much safer, owing to the likelihood of loss of
cards. Inquiry was made in this respect of every office where cards are used either for record
or general purposes, and in no instance could it be ascertained that cards had been lost.

Card Register and Card Indexes.
This system comprises :—-

(1.) Card register.
(2.) Card indexes (nominal and subject).

The indexes, nominal and subject, are kept strictly in alphabetical order. The numbers in
the register are given a yearly series with the intention that the current files will be brought
forward, and that dead or dormant files will remain with their current year's fdes.

To avoid making fresh numbers in the register subnumbers are given to all files in which
the same subject-matter comes up during the course of the current year.

The " series " system has important advantages over this system, and these are fully set
out below.

"Series" St/bject-card Register and Card Indexes (System recommended for General
Adoption).

This may be dealt with under three headings :—(1.) The methods of numbering the papers;
(2.) The method of entering; and
(3.) The method of indexing.

(1.) Numbering.
The method of keeping files in series is" one that appears to be the (a) most efficient, (b) most

economical, (c) simplest; and, in addition, the only one that lends itself for the formation of a
uniform system in the various Departments.

It is found that in many Departments various attempts have been made, with more or less
success, to keep papers relating to cognate subjects together. This method has resulted in the
formation of the basis of a series system, and should be extended to include all the files of a
Department.

To accomplish this it will be necessary—(l.) To make- a classification of the subjects dealt
with. This is a matter of importance, as it will form the basis of the record system. The classi-
fication is not to be too minute—where any series is likely to be small it will generally be found
better to group it with another series. (2.) The classification being made, give to each class a
series number, all papers of one class bearing the same series number, and each separate subject
of the series bearing a subnumber.

For example, if " Bicycle and motor cycles " is a series, and its serial number is No. 6,
every letter or document relating to bicycles and motor cycles would bear the No. 6 with sub-
numbers indicating its position in the separate division of the series, and the file might run
somewhat as follows :—

6/1. Bicycles—General questions.
2. Motor cycles—General questions.
3. Bicycles and motor cycles—Palmerston North.
4. Bicycles and motor cycles—Napier.

If it were found necessary to record any special point in respect of bicycles generally it
would be given an initial number. Thus, if it were found necessary to record " Massev-Harris
contract for supply of cycles." this would be 6/1 (1) : 6/1 because it deals generally as to bicycles,
6/1 (1) because it deals with an item relating to the matter of bicycles generally. The next
special part on this general file would be 6/1 (2), and so on.

(2.) The Methods of Recording.
The method in general use is for the covering-sheets to be written or typed, the precis being

then entered in the register or on cards, as the case may be.
The typewritten slips which are recommended in lieu of these entries in the registers will

be equally effective, and will result in a great saving of time.
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(3.) The Method of Indexing.
In most Departments book indexes are used—a few only have card indexes—and the entries

are usually made after the subjects have been entered in the record-book. In some offices the
indexing is not kept up to date—a practice which has often resulted disastrously.

The adoption of the typewritten slips recommended in lieu of these entries will result in the
indexing being done (1) immediately, (2) more efficiently, and will also effect a great.saving in
time.

Proposed Typewritten Indexes and Registers.
The method recommended for use in registering and indexing of papers is as follows :—

(1.) All letters which require registering and [or] indexing should be "covered" with
a foolscap sheet (as per specimen A).

(2.) For the purposes of registering and indexing, carbon copies of these cover-sheets
are taken on small sheets (specimen B), differently coloured sheets being used for
the register and the nominal and subject indexes. One copy is sufficient for the
register, one will generally be sufficient for the nominal index, while in some
cases more than one copy will be needed for the subject index.

The adoption of this system in itself will result in a great saving of time and labour, for
immediately the papers are " covered " they can be sent forward for action. The index and
register cards are prepared at the same time as the cover-sheets are typed, and thus the only
real cause of delay which (in the past) has existed in record-rooms is removed.

A further benefit accruing from the standardizing under this proposal will be an economic
one—a considerable saving in the cost of the registers and indexes at present in use in the various
Departments.

Cards, etc., required.

Books and papers, &c, required under the system recommended :—
(1.) Standard covering-sheets.
(2.) Standard index slips (nominal and subject).
(3.) Standard register slip.
(4.) Card register for marking out.
(5.) Card register for recording other Department's files.
(6.) Suitable card-cabinets.
(7.) Card bring-up register.

The Advantages of the Series System.

The special points of advantage in the systems in use are as follows :—
(1.) The " Running " Numbers.

In this system the file receives a standard number, and the principal advantage that results
is the saving in the indexing, with the disadvantage that all papers are consecutively numbered
independently of the relations of their subject-matter. It also has a further disadvantage that
there is no provision for the elimination of " dead " files.

(2.) The "Yearly" Numbers.
In this system the principal advantage is that "dead" files automatically drop out. This

system, however, has been found inadequate in many Departments, and various attempts have
been made, with more or less success, towards a system on the lines of the series. A further dis-.
advantage of this system is that files are consecutively numbered without any relation to their
subject-matter.

(3.) The Series Numbers.
In this system an attempt is made to classify the subjects which are dealt with, the special

advantages being,—
(1.) That all papers relating to the same class of subject are kept filed together. This

will result in a great saving of time when such papers are asked for (which happens
very frequently in several Departments).

(2.) The papers when kept in this way are much more easily filed when action is com-
pleted. This has been found to be the experience of Record Clerks where the
system is in full, as well as only in partial, operation.

(3.) Important papers can be classed together, as also can unimportant ones. This is
an especial advantage when the question of destruction of the unimportant papers 1
arises.

(4.) The amount of recording and indexing is greatly reduced as compared with the
yearly series. Standard files in many cases need only be recorded and indexed
once; whereas instances have come under our notice where files now recorded
under the yearly system have been recorded and indexed as many as twelve times
in a year.

(5.) In the larger Departments it has the special advantage of enabling the files to be
placed under the control of individuals. Where necessary a branch's work can
be taken out and dealt with as a whole by the branch, though the records still
form part of the general record system of the office.

(6.) It is the only system which, in our opinion, renders practicable the formation of
a uniform system throughout the Service.

(7.) Under such a system any Record Clerk should in a very short time be able to obtain
a working knowledge of the records in any Department—an impossibility under
the present systems.
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REPORT ON MATTERS OF GENERAL IMPORTANCE WHICH APPLY IN A GREATER OR LESS
DEGREE TO THE RECORD SYSTEMS OF ALL DEPARTMENTS.

Opening of Correspondence.—All correspondence should as a general rule be opened by or ■■under the direction of the Record Clerk. Important letters should immediately on receipt be
brought under notice of the officer who deals with such matters.

Valuable Enclosures.—All valuable enclosures should be taken charge of by the Record Clerk
until the file is ready to be sent forward to the officer concerned. An entry should be made in
a " values-book," and the officer to whom the documents are handed should be required to initial
the same.

Acknowledging Letters from the General Public.—All letters which cannot be immediately
replied to should be formally acknowledged by means of a printed card. (No general rule exists
in the Government Service, and cases have come under notice where no reply at all has been
sent to the writer for periods as long as a fortnight.)

Recording of tapers.—Letters should be "covered" as early as possible, so that they may.
be dealt with by the officer responsible immediately' on receipt.

Writing of Precis by Typists.—lv ordinary routine matters a typist should be quite capable
of writing necessary precis tor covering-sheets and indexes, and an officer capable of performing
this duty should be associated with the Record Clerk.

Repeating Numbers in Register. —In some Departments files are given new numbers each time
they are brought up in the year. This practice, which in many cases unnecessarily increases the
number of files recorded, serves no purpose, as new action can easily be indexed under the old
number. The practice should be discontinued.

Blocking uard Indexes.—The system of "blocking card indexes is not understood
throughout Government Departments. A great deal of time would be saved by the adoption of
this system.

btaff Appointment Flits, -in many Departments the personal files are included in the general
tiles, aim arc given new numbers each time they are subjected to any action. These files should
be kept in a separate series, and should be given individual subnumbers to last for all time.
Printed cover-sheets showing the official history of each person should be kept on each file. Per-
uianent records should be kept on cards on a similar system to that in use at the General Post
Office. The assigning of the duties of Staff Clerk to a particular officer in the larger Depart-
ments (instead of the haphazard method at present in existence) appears to be a matter for con-
sideration.

Application for Leave of Absence. —A general system for dealing with this matter should be
instituted. If the subject was dealt with on the lines in use in the General Post Office a con-
siderable saving of time now wasted in unnecessary recording and correspondence in connection
with the individual applications would result.

Distribution of Correspondence.'—Unnecessary delay occurs in many Departments owing to
the fact that all files are required to pass from the Record Clerk to a distributing officer. If
definite duties are assigned to the officers of a Department, a great saving in time would result,
were the files sent direct from the Record Clerk to those officers.

Marking-off of tapers within Office.—A practice in many Departments is for all correspond-
ence to be marked off against the officer dealing with it. If the suggestion in the previous
paragraph is approved, there should be no need to continue this practice. In cases where files
are minuted by one officer to another in the same office, it will be found a good rule for all such
papers to pass through the record-room. It should be the duty of the Record Clerk to daily look
over the papers each officer is dealing with.

Detention of Files by Officers.—The practice of holding files for lengthy periods, which exists
in some Departments, should be discontinued. No file should be held by any officer for more
than twenty-four hours unless there is some good reason to the contrary. If action cannot be
taken within a reasonable time the files should be returned to the Record Clerk to be brought
up on a certain date. This shouldbe a recognized rule in every Department.

"Bring-up" Diary.—No general practice obtains in Departments of dealing with papers
where the action has not been completed. A "bring-up" diary should be kept in each record-
room, and all files noted to be brought up should be entered therein and brought up on the dates
on which they are required. A very unsatisfactory method obtains in many Departments, bundles
of files in "suspense" being kept in every room. The proper method to deal with such files is
to make an entry in the " bring-up " diary ensuring that the file will be brought up at a certain
date or when required. After such note is taken the papers should be filed.

Checking of Uncompleted Work each Day.—To prevent delays all outstanding papers in
record-room should be checked by Record Clerk at, the close of each day.

Unrecorded tapers.—Unrecorded papers should be reduced to a minimum. It has been
found that in several offices a large number of papers are unrecorded and kept on files. If it
is necessary to keep them they should pass through the record system in the usual course. In
one Department it was found that recorded papers had been placed with unrecorded papers.

Circular Memoranda.—A great deal of time is occupied in some Departments in checking
off acknowledgments to circular memoranda, lv general the acknowledgments could be well
dispensed with. Departmental officers should be instructed that acknowledgments to circulars
are not to be sent unless they are specially asked for.
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Files minuted from one Department to another.—This is a practice which should in general

be discontinued. Communications should be by memoranda accompanied by necessary reports.
In the case of reports which are obtained for Departments a great deal of time would be saved
if (in cases where it is necessary for copies of the reports to be filed in both offices) the officer
reporting were instructed to send in his report in duplicate.

Marking out Papers to other Departments.^-There is no uniform system in this matter. Some
Departments mark off the papers in the registers, others by slips in the file-cupboard, and others
again on loose sheets. Where it is necessary to forward tiles to other Departments or branches
of the same Department a card record should be kept printed with series numbers and subnumbers.
This is the quickest and most satisfactory method of marking off papers under the series system.

Writing for Outstanding tapers.—No general rule exists in the Government Departments with
regard to writing out for outstanding papers. It is suggested that the register should be
examined weekly, and that all outstanding papers which the Record Clerk considers should have
been returned should be written for.

Recording other Departments' Files.—There is no uniformity in this matter. A record
should be made on cards, and these should not be kept for a longer period than twelve months.
In several Departments the departmental reference-books have been retained for years. This
is a class of record that might easily be destroyed at the end of twelve months. No Department
should allow its tiles to remain outstanding for anything like such a period. Where it is intended
to permanently retain another Department's papers a formal notice should be sent to that
Department.

Tying up Distinct Files together.—When separate files are for any reason required to be
kept together they should be tied up with green tape. The fact that these files are together should
be noted both in the register and on the files temporarily attached.

tress-copying of Letters and Second Carbons of Letters. —Generally speaking, neither press-
copying nor the retention of second carbons of letters is necessary for record purposes. The dis-
continuance of these practices would result in a very great saving of time.

Despatch of Correspondence—ln many offices the greater portion of the outward correspond-
ence does not reach the Despatch Clerk until.late in the afternoon, causing a needless rush and
often necessitating the attendance of despatching officers after office-hours. There is no apparent
reason for this delay, and with proper organization the correspondence should be dealt with,
signed, and despatched in an even How throughout the day. The Despatch Clerk should be under
the control of the Record Clerk.

Filing of tapers.—As it is part of a Record Clerk's duty to examine tiles to record rulings
which have been made after the papers have been recorded, he should be responsible for the
marking of papers "File." Where he cannot decide that action is complete he should refer
papers to the particular officer responsible for necessary action, who should mark them "File."

Accommodation of Records. —The matter of cupboard space, especially in the Government
Buildings, is becoming a very serious one, and action should be immediately taken to supply
more accommodation. The room and table space .allotted to Record Clerks is in many instances
quite inadequate, and this fact is often the reason of delays, loss of papers, and unsatisfactory
record work generally.

Destruction of Records. —The records of nearly every office have been kept from the inception
of the Department, and tons of useless dead matter could be destroyed under the supervision
of competent officers, who would take care that no document of value was lost. The records that
are kept should also be protected from rats, which, in the Government Buildings, are destroy- »
ing books and papers in the safes and cupboards. Many files and books have already been much
damaged, and some valuable old documents have been ruined.

Training of Record Clerks.—All Record Clerks should receive training in their duties before
being placed in charge of a system of records. It would be of great benefit if all Record Clerks
were required to have a training in the larger departmental offices.

Examination of Record Clerks.—It is suggested that should it be decided efficiency tests are
to be instituted for officers qualifying for promotion, the general principles of recording should.
be one of the subjects of examination.

Record Clerks to be Correspondence and Staff Clerks in small Departments.—lt would be of,
advantage in small Departments if the positions of Record Clerk, Correspondence Clerk, and
Staff Clerk were combined.

Office Staff.—It is recommended that all junior officers should first pass through the record-
room. Experience shows that officers who have received this training have a much better grasp
of general office matters and are better able to deal with correspondence. As a rule the work
of a recOrd-room is unsuitable for women.

Forms in Use.—Attached are samples of what appear to us to be the forms most suitable for
general use in the record-rooms of the various Departments (see pp. 55 et seq.) :—

Action-incomplete tags. (Yellow form.)
" Urgent." (Red.form.) ( , ,-.. ~-.■.--";!;,'".'••' Service schedule. .(White form.)
Request for return of papers. (White form.)
Formal notice of departmental papers being attached to another Department's files.

(White form.)
Letter-acknowledgment card. (White form.) .
Standard index slips: Nominal (blue form) and Subject (white form).
Standard register slip. (Pink form.)
Standard covering sheets. (White form printed in red ink.)
Other Department's files register slips. (While form.)
References-outward slips. (White form.)
Bring-up diary slips. (White form.)
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INDIVIDUAL REPORTS ON RECORD SYSTEMS IN USE LN GOVERNMENT DEPARTMENTS.

1. Advertising, 21. Lands and Survey.
2. Agriculture, Industries, and Commerce. 22. Land Purchase Commissioner.
3. Audit. 23. Marine.
4. Cook Islands. 24. Mental Hospitals.
5. Crown Law. 25. Mines.
6. Customs 26. Native.
7. Dominion Analyst. 27. Patents.
8. Dominion Museum. 28. Pensions.
9. Education. 29. Police.

10. Electoral. 30. Post and Telegraph.
11. Friendly Societies. 31. Public Trustee.
12. Government Life Insurance. 32. Public Works.
13. Government Printing. 33. Registrar-General.
14. Government Statistician. 34. Stamps and Land and Deeds.
15. Hospitals and Public Health. 35. State Fire Insurance.
16. Inspection of Machinery. 36. State-guaranteed Advances.
17. Internal Affairs. 37. Superannuation Board.
18. Justice. 38. Tourist and Health.
19. Labour. 39. Treasury.
20. Land and Income Tax. 40. Valuation.

Government Advertising Department.

Present System. Remarks.
A register of daily correspondence and an There isjno general record system—in the

alphabetical index is kept. ordinary sense—in use. The Department is a
small one, and the correspondence practically
deals only with one class of subject—newspapers
—-each paper having a standard number.

The general system recommended could easily
be adapted to this Department.

Department of Agriculture.

In this Department there are no less than six record systems—Head Office, Fields and Experi-
mental Farms Branch, Orchards and Apiaries, Dairy, Live-stock and Meat, Biologist's Branch.

It is worthy of note that practically each branch has different methods of recording, inquiry
revealing the fact of an almost entire ignorance of the methods adopted in each branch by officers
of the other branches. Each branch treats itself as independent, and in cases where matters
are referred to the Head Office, practically duplicate records (under different systems) are kept
in this one Department.

There should be no reason why the various record systems should not be amalgamated, not-
withstanding the branches are independent. The system of centralizing the records is in existence
in other Departments, with branches just as distinct as those in this Department.

A point coming under notice in this Department was the copying of letters. In one branch
it was stated that letters were press-copied because of the legal weight (if such should arise)
attaching to such copies; in another branch it was to show the alterations; in another carbon
sheets were used; while in another the letter-book had been looked upon as unnecessary and had
been discarded.

In the Head Office the yearly card indexes have been written up in books, the books being
regarded as more permanent. This is certainly unnecessary work; and the real value of a card
index (to such a Department where the index should run for possibly five years) has been over-
looked.

Another instance of unnecessary duplication arises from the fact that the entries for the
register are first made on foolscap sheets before entry. This is certainly a waste of time, and
the practice should be discontinued.

Staff files : A special officer is detailed off for this work. There does not appear to be a
proper record in use or method decided upon for dealing with these matters. A knowledge of
method of dealing with staff matters in the General Post Office should be of benefit to this officer.

Audit Department.

The only files kept in this Department are those of the staff. There is no record system,
and no note is kept of the receipt or return of other Department's files, of which an immense
number pass through the Department.

Cook Islands Administration.
Present System. Remarks.

Book register, book index. Series system and typed precis and index
should be adopted.
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General Remarks.

Files are well kept. There is nothing calling for special notice in this Department.

Crown Law Office.
There are no files kept in this Department.

Customs Department.
Present System. Remarks.

Book register, two book indexes, yearly num- The series system and typed precis and indexes
bers. should be adopted.

General Remarks.
The present index is far from satisfactory, and the adoption of the typed index would

result in a saving of time of about two hours daily to the Record Clerk, and would probably
allow for the doing-away of the .two books giving particulars of Customs seizures. The cadet
should be able to type the cover-sheets.

Dominion Laboratory.
Present System. Remarks.

Book register and index is in use. Recommended that the proposed series system
with typewritten sheets and indexes be intro-
duced.

General Remarks.
The records in this Department are neatly kept. Attempts have been made to classify the

subjects dealt with, and to file them accordingly. The introduction of the new system, in addi-
tion to being a saving of time, should render the accomplishment of this object easier. Any-
saving of time resulting will be available for the better performance of the other duties of the
Record Clerk.

Dominion Museum.
Present System. Remarks.

Book register, press-copy book for index. The series system with typewritten indexes
should be adopted.

General Remarks. ,
The files of this Department are few, and there should be no difficulty whatever in recording

under the proposed new system. The register should have been indexed.

Education Department.
Present, System. Remarks.

The general system in use is one of registering Series system and typed indexes should be
and indexing in a general register. A book index adopted.
is also in use.

General Remarks.
There are no less than seven different branches in this Department keeping independent

records—(l) Head Office, proper, (2) Examinations Branch, (3) Technical Education Branch,
(4) Native Schools, (5) Teachers' Superannuation, (6) Special Schools, (7) Cadets Branch.

There does not appear to be a necessity for such a large subdivision of files. In certain
branches, as Special Schools and Examinations, it is no doubt better that the " personal " files
should be kept by the separate branches, but all general questions should be recorded under one
central system. If it is still found necessary for each branch to record papers under a general
system, this could easily lie arranged under the 1 proposed system; but general questions affecting
each branch should certainly be part of the general records.

The general opinion of the officers in the various branches was that, as far as their work
was concerned, there would be no objection to the centralization of the general records.

Electoral Department.
Present System. Remarks.

Book register and card index. Files are keptfin The series system with typewritten indexes
yearly series. should be adopted.

General Remxirks.
The records are in good order. A card index has been in use for nine years. The yearly

indexes have been kept separately. It would have been a better index had they been consolidated
into a ten-yearly one.

The introduction of the proposed system should result in a great saving of time on the
present method.

Friendly Societies.
Present System. Remarks.

Card register and index. The adoption of the series system is recom-
mended,
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General Remarks.
Cards are used generally throughout the office, and the records are well kept. There appear*

to be no necessity, however, for the practice which exists of entering particulars of correspondence
on the cards. It was said that these particulars with the aid of the indexed carbons of outward
letters would enable a file to be reconstructed to a certain extent if papers were lost.

Government Life Insurance Department.
Present System. - , Remarks.

Special register, book indexes. Series system and typed indexes should b«- - used for general records.
Papers are first sent to Correspondence Clerks, There is a good deal of unnecessary handling

who cover themfand ascertain if there are any of papers in this Department,
previous papers; they are then returned to Re-
.cord Clerk, entered in the register, and indexed
arid returned to the Correspondence Clerks. They
are.then entered in charge-books by the clerks
who are to deal with them. These charge-books
are brought up daily for examination to ensure
that no work has been overlooked or delayed.

Applications for loans, after being passed Applications for loans: These should be a
through the general register, are entered by series of the general system. The entry in the
Mortgage Branch in a hook; when the applica- register is made to serve no purpose, as the
tion is granted a card is made out and placed applications are afterwards recorded in the Mort-
in * Application granted " drawer, and when the . gage Branch, and filed alphabetically.
loan is repaid the card is transferred to the ; It is suggested that in the Mortgage Branch the
" Loans repaid " drawer. The papers are after- card be made out when the application is made
wards kept by the Mortgage Branch, and filed and transferred to '"' Granted " and " Repaid "
alphabetically. drawers as the transaction progresses. This

would make the book entry unnecessary.
Policy files are kept partly by the Correspond- Those should apparently be under the charge

ence Branch and partly by the Accountant's of the Record Clerk solely.
Branch.

j : Government Printing Office,
Present System.' Remarks.

Book register and nominal and subject in- Adoption of series system and typewritten
dexes index-cards recommended.

General Remarks.
The bulk of correspondence received refers to orders, and is dealt with in a commercial

sense. The system works satisfactorily, and no change is needed. The time occupied "in recording
general matters is about two hours daily. This would be reduced under the new system as pro-
posed above.

Government Statistician's Office.
Present System,. Remarks.

Book register and index. The proposed new system should be adopted.
General Remarks.

This Department has only been nine months in existence. The great portion of correspond-
ence relates to statistical returns in connection with the publication of the Year-book, &c. This
correspondence is not recorded, but kept by officers whose duty it is to compile the returns, after
which it is said to be of no use. The Government Statistician states it would be a waste of time
to record these unimportant papers.

The benefit that would accrue from the adoption of the proposed system—which must neces-
sarily be small in such a Department—would result in additional time being available for the
Record Clerk to perform other duties.

Department of Hospitals, Health, and Charitable Aid.
An attempt has been made in this Department to adopt a system on the lines of that recom-

mended in the General Report.
,■, The system does not appear to be complete either in the registering or in the indexing, 'It
serves, however, as a good example of the simplicity of the system when, notwithstanding ■ [t»
incompleteness, the Department claims that no great difficulty arises in obtaining files.

The nominal index particularly seemed incomplete : this resulted from a desire of relying
more on the general index, and finally on the letter-books. This reliance on letter-books is a
sign of weakness in any system.

The general index appeared to be well kept. There should, however, be a more complete
classification of the subjects. :

The series numbers should be kept independently of the index, and form a general/register.
A weakness which results in this Department from the combination of the index and the register
is illustrated by the fact that the only way files are marked out of the Department is by means
of printed slips placed in the file-cupboards.- no check being kept on the outstanding files.
"' The present system should be brought .into line with that to be introduced into general rise.
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bacteriologist's office.

This is a branch"of the Health Department, but no records are kept at all. A large number
of tests are made in this Department, no less than six hundred medical men being communicated
with.

The method of filing the reports on the various matters appeared as though it might be
improved.

Inspection of Machinery Department.
Present System. Remarks.

Book register and three subsidiary indexes. This system appears to have been working un-
satisfactorily. Some files have been filed alpha-
betically according to names of boats, &c. There
should be no need for this if a proper index is in
use. Such files as it is necessary to keep to-
gether will, under the proposed system, be kept
together by means of the series number.

General R.emarks.
The general indexing in this Department is at present fourteen months behind (it had been

as far back as two years).
There is a new Record Clerk in this Department who appears to have taken an intelligent

interest in his work, though the state of the indexing is a big drag on him. His salary is very-
small—£110 per annum.

The indexing of the present year's papers should be kept up to date, and the back indexing
brought up as opportunity arises. The introduction of the proposed series system should result
in a saving of about two hours daily. Such time could be profitably occupied on the back
indexing.

Internal Affairs Department.
Present System. Remarks.

Book register ; book indexes—General; depart- Series system with typewritten indexes should
mental. be adopted. Experience shows that if the general

index is properly kept there should be no need for
a special departmental index.

General Remarks.
This record sy7stem.is very well carried out, and is probably one of the best of those examined,

but papers are, if anything, overindexed. If the general recommendation as to the abolition
of the letter-books and the adoption of the new system is approved, there should be a saving of
time and labour in this Department.

Justice Department.
Present System. Remarks.

Book register, book index, book special index, The series system and typed indexes could be
yearly numbers. Letters are press-copied and advantageously adopted. There is no apparent
specially numbered. necessity for the special numbering of letters.

General Remarks.
' The Record Clerk is very badly provided with desk-space and office-room generally—in fact,

he has no facilities whatever to enable him to perform his duties satisfactorily. He is apparently-
very much burdened with general work of his Department which cannot be called Record Clerk's
duties, in consequence of which his general index is at present two and a half months behind.

The old records are stored in the cupboards in the girls' luncheon-room, in the passages,
and in the safe, and most of the file-boxes are infested with rats. Some files have been practically
destroyed by these animals, and valuable old documents have been injured. These matters should
have immediate attention.

There are also several old Native record-books and files with the Justice Department which
should be transferred to the Native Department.

The new series system should save the time of the Record Clerk for at least two hours daily.

prisons branch.

The records of the Prisons Branch, which are personal files of prisoners, are kept in three
register-books and two book indexes. These should be kept on cards. One good card system
would replace all these books, save time, and add greatly to the,efficiency of the records, as the
different classes of prisoners could be kept in separate groups and fully classified as to termina-
tion and nature of sentence, &c.

Labour Department.

An attempt has been made, with some success, to record the letters in this Department on
the series sy-stem. This Department furnishes another example of the simplicity of a series
system—the records being kept by two junior officers, with a little assistance from the Despatch
Clerk. If the recommendation as to the abolition of the letter-books'is approved, the time saved
to the Despatch Clerk could profitably be used in further assisting the Record Clerk,

7—H. 14,



H.-14 50

Summary-sheets in connection with the files are used (sample attached). The typewritten
covering-sheets and index-cards should be adopted, and would result in.a better record than
now supplied by these sheets. There should be little difficulty in adapting the present system
to the proposed new system.

The Record Clerk has charge (which appeared purely nominal) of the typists, and in the
past he has been held responsible for the correctness of their correspondence. It appeared as if
the time thus occupied could be more profitably spent in dealing with records.

A system holds in this office of the typists giving all letters a consecutive number. This
number serves no useful purpose, and should be discontinued. The record number is the one
that should appear on the letter—if quoted it is of some value. The present letter numbers
are not filed consecutively, and even if one is quoted it entails a search that would be unnecessary
if it stood for a record number.

The letter-book serves as a subsidiary index in this Department, but should not be needed
if the nominal index is complete.

Another system that holds in this Department is that letters are distributed prior to being-
recorded. The recording is only done after the letters are despatched. It cannot be doubted
that such a system, where from the nature of the correspondence the letters can be dealt with
immediately, saves a certain amount of delay. From experience of the Departments (and this
Department forms no exception) it is much better that the first action to be taken on all papers
is to record them. There should be no unnecessary delay in such recording—there is none in
other Departments with a much larger correspondence.

A system of tabbing (with red tabs) papers on which the action is incomplete, and filing
them with the tabs exposed, which obtains in {his Department, appears to have many disad-
vantages. The " bring-up " diary would be a great improvement.

Land and Income Tax.
Present System. Remarks.

Book register and card index. Recommended adoption of series system with
typewritten covering-sheet and indexes.

General Remarks.
The bulk of the correspondence deals with land- and income-tax returns, and the corre-

spondence is filed with the returns of the person concerned. The number of general records is
small. No entries have been made in the general register (which is written up from a rough
memorandum-book) for over a year. The general register is the only book which should have
been kept.

Lands and Survey Department.
Present System. Remarks.

1. A book register for " general matters " is The series system recommended has really been
kept, but matters which have been regarded as partially in operation, and its extension to in-
" permanent" records have been given perma- elude all the files of the Department is recom-
nent numbers—-e.g., scenery files, domains, town- mended.'
ships, &c.

In some cases cards are kept giving a reference There does not appear to be any necessity for
to the action that has been taken'on a file. continuing the practice of entering the particulars

on the cards.
2. A card index has been in use since the The wholefof the indexes should be incor-

beginning of 1909. The earlier indexes have porated in a general index. There is no need to
been entered in books, and the indexes for the revert to the old practice of entering the general
special subjects have been kept as permanent index in books.J
indexes, the general index being kept in a yearly
order.

3. Register of inward correspondence from de- There does not appear to be any need to con-
partmental and local district officers is kept, the tinue this register. Important departmental cor-
correspondence being"*entered in date order. respondence that requires indexing should be

entered in the " nominal index."
4. Immigration Department's records : These It is understood a separate Department of Im-

have been kept by the Lands and Survey De- migration is being formed, and these files will be
partment, a hook register and card index being taken over. The system appears to satisfactorily
in use. answer requirements, and should easily adapt it-

self to the introduction of the new system.
General Remarks.

The present system has been evolved at a great saving from a " running " series, which
has been found to be too cumbersome. The tendency here has been towards the series files as
recommended in the general report. The adoption of the full series system, and of the sugges-
tions as to the abolition of the letter-book and inwards correspondence, together with the trans-
ference of the Immigration records, should result in a large saving of time and money.

Land for Settlements Department.

The records of this Department are very small in number, there being a file for each estate
offered for settlement under Land for Settlements Act, and also in connection with land-settle-
ment associations. A book register and book index, supplemented by a press-copy book, are
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kept. The whole of the clerical work of this office is performed by one clerk, whose time appearedto be fully occupied. It would be of benefit to the Department if a cadet were appointed to
perform such duties as recording, despatching, clearing mail-box, and generally to assist in the
office. The series system and typewritten indexes could be used.

Marine Department.
Present System. . Remarks.

Book register with a general and nominal (in- The proposed new series system with type-
eluding departmental) index. written slips for register and indexes should be

introduced.
General Remarks.

The records in this Department have been neatly kept, and there appears to have been more
work than one man could carry out satisfactorily. The question of extra assistance for the Record
Clerk is being considered, and a proposal made that a new cadet be appointed to assist. With
the introduction of the new system, and if the abolition of the letter-book is approved, the
Despatch Clerk could render any assistance necessary for the present.

Mental Hospitals Department.
Present System. Remarks.

Book register and index. Series system and typed card indexes should "^adopted.
General Remarks.

An immense index of patients is kept in book form. A card index would replace it with
advantage.

Mines Department.
Present System. Remarks.

Book register, index (nominal) card subject- Series system and typewritten cover-sheets for
index, yearly numbers. indexes could be adopted.

General Remarks.
" Bring-up " diary should be kept by the Record Clerk, and all officers concerned instructed

that no files are to be held in " suspense " where action is not immediately completed. A saving
of about half an hour daily7 would be effected by the introduction of the new system.

Native Department.
Present System. Remarks.

Book register and index, together withjsmall Recommended adoption of series system with
subsidiary indexes. typewritten covering-sheet and indexes.

General Remarks.
Twor separate systems of recording are in use in this Department—the general records and

also the Native Land Purchase records —-the reason advanced being that under the present general
system papers were not easily obtainable. This has led to a duplication of certain records in
this Department, which should not be permitted to continue.

All letters are (on receipt) entered in the record-book, and a consecutive number given each
paper. In cases where there is already a file on the matter the number is entered in the margin.
It should be sufficient if all papers were indexed, and there should be no need of a daily register.
The adopton of the new series would allow of Native Land Purchase files being kept as a separate
series and still form part of the general system.

The Record Clerk holds an additional position of President of Maori Councils, which it is
understood has leceived insufficient attention in the past.

A saving of time should result from the centralization of the records and the adoption
of the proposed system. The Cbief Clerk would be relieved of the present special records of
Native Land Purchase now kept, and any7 saving to the Record Clerk could profitably be spent
on his other duties.

Patents Office.
Present System. a*| Remarks.

Book register and book index. Series system and typed indexes should be
adopted.

General Remarks.
The number of general records in this Department is very small, and the benefit that would

accrue from the adoption of the proposed system would result in more time being devoted to
the other duties performed by the Record Clerk.

Pensions Department.
Present System. Remarks.

Book register and index combined. Adoption of series system and typewritten in-
dexes is recommended.

•
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General Remarks. ■
The bulk of correspondence is in connection with pensions, for which serial files are used.

The general correspondence is small, but the system in vogue should be improved.

Police Department.
Present System. Remarks.

Book register, book index (nominal), Jyearly The series system and typed indexes and cover-
numbers, sheets should be used.

General Remarks.
The records are well kept and do not call for special remarks. A saving of one hour a day. would probably be made by the introduction of the new series with typed index-card system.

Post and Telegraph Department.
Present System . Remarks.

Book registers and card indexes. The new series system with typewritten in-
dexes is recommended.

General Remarks.
The record-room is well organized, but the introduction of the new system of recording should

result in a considerable saving. Attention is drawn to the fact that files are despatched from
the record-room and letters from, another room. It is thought that economy would result if both
the files and letters were despatched from the record-room.

Public Trust Office.
Present System. Remarks.

Card register and index for (1) wills and trusts, There is no central system of records, and from
(2) intestacy, (3) mental patients' pension and the nature of the business transacted it doesnot
sinking funds, (4) loans and miscellaneous ; book appear that anything would be gained by having
register and card index for Native reserves. such a system. The series system and type-

written indexes could with advantage be adopted
for general and Native reserves files.

General Remarks.
Letters are not mounted. It would add to the neatness of files if this were done. The

appointment files are not recorded, but are kept in alphabetical order. It is recommended that
the system at present in operation in the Postal Department be adopted for them. The cost
of recording is small.

Public Works Department.
Present System. Remarks.

The system of recording now in use is book Recommended that series system with type-
register with nominal and subject indexes, with written index-cards be adopted,
special books for Roads and Bridges and Officers.

No system of bringing up papers is in force. A " bring-up " diary should be brought into
Each officer keeps all papers in his " suspense " use in which should be entered by the Reocrd
bundle until replies are received or until he is Clerk all files which are awaiting action, or which
ready to take action. are required for any purpose at a later date.

After entry in the diary all files should be filed, away until such time as they are required.
No register for other Departments' files is kept. A card-index register should be introduced and

An entry of the file is made in the general register. the particulars of files entered therein.
Files are run on in the register as many as If the practice which is now in existence of

twelve times in a year. . This is done for the pur- sending files out of the office is stopped the need
pose of facilitating the indexing. for specially indexing every action on these files

should not be required.
Unregistered correspondence : There were Examination of these revealed the fact that

several bundles of unregistered correspondence in many of the papers were over two years old,
pigeon-holes and on the table of Record Clerk. that apparently action had not been taken on

some of them, that a- great many of them should
have been attached to files, and that many of
them were actually recorded papers.

Papers for Tenders Board kept on Record , These should all be put away in file, to be
Clerk's table. . brought up when required.

Co-operative labour returns : Files of these Inquiry disclosed the fact that these returns,
papers were stowed on top of one of the file- which must entail a considerable amount of
cases. labour, were not used in Head Office. If this is

so there does not appear to be any need for their
preparation.

Outstanding papers are not written out for at The register should be examined weekly and
all. any papers which are thought to be outstanding

too long should be written out for.

•
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Public Works Department—continued.... Present System. ■ Remarks.

Minuting files to other Departments. This practice should be discontinued. Not
only does the Public Works Department lose the
use of large numbers of files for lengthy periods,
but the necessity is thrown on other Depart-
ments of copying the minutes and reports there-
from. When it is necessary that copies of re-
ports should be filed in both Departments a
great saving of time would result if the officers
reporting were requested to send their reports in
duplicate.

Covering-sheets : No provision made for entry Subsequent papers should be noted on the
of subsequent papers. original covering-sheet of a file each time it is

run on.
Monthly 7 schedules of expenditure of railways. There should he no necessity for this. One

are given new numbers each month. standard number should be quite sufficient.
Index register not properly kept. This cannot be called recording, and leads to

unnecessary delay and searches in register.
Nominal indexes for subjects from departmental These become bulky, are seldom referred to,

officers. and if subjects are properly indexed serve no pur-
pose. Their use should be discontinued.

Staff register kept in Accountant's Branch. On inquiring for personal files it was found
that staff register was kept in Accountant's
Branch. It is suggested that this is a matter
for the Chief Clerk's supervision.

General Remarks.
The branch needs reorganizing; system is badly wanted, and if proper methods were intro-

duced a large saving should result. We desire to bring under notice that highly paid officers are
doing work which could be satisfactorily performed by7 cadets or junior officers. Mr. Foster, who
is graded as a messenger, is said to be doing satisfactory work as a Record Clerk.

Registrar-General's Department.
Present System. Remarks.

A book register and index is in use. The series system and typewritten indexes
should be adopted.

Staff files kept by the Deputy Registrar-General These should form a series of the general re-
in a special cabinet. They are filed in alpha- cords,
betical order.. • ■- •-.• :,:.'■: General Remarks. - -The records in this Department have been well kept. The adoption of the proposed system
should result in a saving of time—probably half an hour daily—to the Record Clerk, who would
be further available for other duties.

Lands and Deeds Department (Stamps).
Present System. Remarks,

Book register with subject and nominal book It is recommended that the series system and
indexes. - typewritten indexes be substituted therefor.

General Remarks.
The records of this Department are neatly kept and no special attention needs to be

oalled to them. The actual recording and indexing of papers occupies about two hours per
day. By the introduction of the series system and typewritten sheets probably half an hour of
this time would be saved. There are certain books in this Department, such as the Register, of
Companies, which could with advantage be placed on card indexes.

State Fire Insurance Office.
Present System. Remarks.

A book register and index is kept for general The correspondence in this Department is di-
matters. ... ... vided into two groups—(1) Dealing with in-

surance policies, &c. ; (2) dealing with questions
of a general nature, affecting the policy of the
Department.

The papers in group (1) are dealt with along the
lines adopted in insurance offices generally ; the
papers in group (2), which are not many, are re-
corded in a book in a running series. Yearly
numbers and alphabetical characters have need-
lessly been given to the records.
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General Remarks.

The general records—in a departmental sense—are few. These general records should he
kept on the method recommended.

New Zealand State-guaranteed Advances Office.
General Remarks.

We find that it is the practice in the Department for the Receiver to open all correspondence.
This is purely for departmental reasons, and, as a large number of letters contain remittances,
there appears to be no objection to this practice provided that it is a rule that letters are to be
immediately handed over to the Record Clerk.

There are few " records " in the usual departmental sense of the term kept in this Depart-
ment. Files are kept in respect of advances made, and the current files number about 25,000,
filed in alphabetical order. This method appears to be quite satisfactory in this Department,
but there is a weakness in that record is not kept either of general inquiries or of general matters.
A yearly series system dealing with general files was in operation until 1910, and should not
have been discontinued. A fresh start should be made as early as possible for recording these
general matters, on the series system, with typewritten indexes.

Again, in connection with " staff files," these are kept in alphabetical order by the Corre-
spondence Clerk. They should be kept on the lines laid down in the General Report, and pro-
bably with the Record Clerk (they number only7 sixty).

Letter-books : In this Department carbon sheets are filed in alphabetical order and serve
as a letter-book. It is said that reference is frequently made to these as a result of the want
of a general index. Accommodation for files appears to be inadequate in this Department.

Superannuation Department.
Present System. Remarks.

General book register. Series system with typewritten index is
Superannuation card register and index com- recommended,

bined. These files are also recorded in the general
register. There is no apparent need for this.

Tourist Department.
Present System. Remarks.

A book register is used which attempts to effect No real record of correspondence is kept hi
a combination between aregister and index. this Department. Several small indexes are in

use, which, if a proper system of indexing were
introduced, would be unnecessary. The pro-
posed series and typewritten index system should
be adopted.

General Remarks.
There appears to be a general lack of co-ordination and co-operation between the various

branches and the record-room in this Department. The Accountant keeps and numbers files " for
convenience." The staff files are also under the control of another officer. If these matters were
centralized under the direction of the Record Clerk, and rearrangement effected of the present
staff engaged in record work, staff, and despatch, a great saving should result.

The Treasury.
Present System. Remarks.

One general file with yearly numbers. The old The series system with typewritten precis and
register and index have been done away with, index should he adopted,
and a loose-leaf tabulated record book adopted.

General Remarks.
A great part of the time of the Record Clerk is occupied in doing work which really belongs

to the Accountant's Branch and Loans Branch, <fee. This work could be allocated to the various
branches concerned.

The tabulated record-book saved one entry of the subject in recording, but by adopting
the system recommended and a rearrangement of the duties of officers of this branch a further
saving of time and labour should result.

Valuation Department.
Present System. Remarks,

Card register and index are in use. Adoption of serieafsystem and typewritten in
dexes is recommended.

General Remarks.
This is the only Department where both the register and index have been wholly kept on cards.
Only a very small proportion of the correspondence is recorded. The bulk of the papers

relate to " assessments," and these papers are kept by the clerks dealing with such matter.
Papers of a miscellaneous character are kept in order of districts and unrecorded. If these
papers are worth keeping they should form part of the general record system.

The Correspondence Clerk carries out the duties of Record Clerk, about two hundred files
being dealt with yearly.
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LIST SHOWING APPROXIMATE SAVINGS WHICH SHOULD RESULT FROM THE INTRODUCTION

OF THE PROPOSED SYSTEM.
Owing to the extra duties performed by the Record Clerks, in many Departments (usually

the smaller ones) it was difficult to ascertain the actual time spent on record work, and in a formal
investigation such as we have made it was found to be impossible to estimate in these cases the
time and labour which would be saved by the adoption of the proposed system.

The attached list indicates approximately 7 the saving that should result in the larger Depart-
ments. It was only in these Departments, where the work is centralized, that we were able to
approximately decide the number of officers who could be taken out of the record-room or whose
duties could be carried out equally well by junior officers.

Further saving should result from the centralization and reorganization in such large Depart-
ments as that of Agriculture and Education, while in smaller Departments the time necessary to
record papers should be reduced —probably up to 50 per cent. In addition to this there will be
a considerable saving in stationery, &c, owing to the adoption of a standardized system.

There can be no doubt that a great saving could also be effected in the District Offices, which
in most cases are in far greater need of reorganization than are the Head Offices in Wellington.

Approximate Saving in Six of the Larger Departments. £
Tourist Department ... ... ... ... ... ... 300
Internal Affairs ... ... ... ... ... ... ... 100
Treasury ... ... ... ... ... ... ... 120
Lands ... ... ... ... ... ... ... ... 200
Public Works Department... ... ... ... ... ... 500
Post and Telegraph ... ... ... .... ... 350

£1,570

FORMS SUITABLE FOR RECORD SYSTEM.
On the following pages are specimen formsreferred to on page 45 as suitable for general use in

he record-rooms of the various Departments.
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P.B.C. Form 32.] Series,
DEPARTMENT. no. /

SERVICE SCHEDULE.
(Surname.) . (Christian Name.)

• (1.) NAME IN FULL:

,„,«,, „.. ~ 18.) EXAMINATIONS PASSED. DATE. REFERENCE.(2.) Date of birth:
(3.) Date of marriage: 1
(4.) Date of first appointment: .. -(On probation.)

(5.) Date appointment confirmed:

(6.) Temporary service: From to :
(7.) Superannuation Service: From

[Give reference-number in "Remarks" column for all entries
for which the authority is not given in the papers below.]

(9.) (1O.) (11.) (12.) (13.) (14.) (15.)

CLAS S,F ,CAT.ON .
DATE. DESIGNATION. PLACE. . SALARY. REMARKS.

o,v,- »"« •«■- Br Di

i

I

■
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APPENDIX B.
REPORT OF COMMITTEE APPOINTED TO INQUIRE INTO THE ACCOUNTING

SYSTEMS OF THE GOVERNMENT DEPARTMENTS.
The Public Service Commissioner. Wellington, Ist July, 1913.

%In accordance with your instructions we have made a careful investigation of the accounting
systems in the various Departments, and beg to report as follows : —

Seventy-five offices were visited, including district offices in the four centres. While the
methods employed attain the desired result, they can be shortened, many superfluous and costly-
checks eliminated, labour-saving devices introduced, and greater uniformity observed. There
is a tendency to make too many books in connection with the record of revenue and expenditure.
No sufficient line of cleavage exists between books of record and books of account.

The present system of accounting for revenue collected is unnecessarily cumbersome, leading
to duplication of work as between the Treasury and the Departments.

There are no less than one thousand Receivers of Revenue in the Dominion, each rendering-
regular accounts, and many only collecting a few pounds in the course of the year.

The number of officers accounting direct to the Treasury might be materially reduced by a
system of (a) Central Receivers accounting to the Treasury, and (6) sub-receivers accounting to
the Central Receivers. In many 7 cases the same details are forwarded to the Head Office as to
the Treasury, whereas if the bank receipts were forwarded to each central office with particulars
endorsed thereon the amounts could be embodied in the one general account. This is already the
practice in a few Departments, and has proved a success. Such a system would. abolish the
necessity of forwarding to Wellington a certified or other copy of each receipt given to the public.

The sub-receivers need only keep a combined Receipt and Cash Book, in which by the carbon
process a copy of the essential particulars in the receipt are written up when the receipt is pre-
pared. This form is already in use in the State Fire Office, and is excellently adapted to this
purpose, as it not only does away with the necessity of entering up a special Cash-book, but also
affords a basis for a proper local audit.

The Receiver should keep a Cash-book showing -daily totals of receipts under the various
headings appertaining to the particular Department. This book should in all cases be ruled
in columns to save unnecessary writing. Particulars of each receipt should be entered upon a
specially ruled statement, the total of which should be carried into the Cash-book. This state-
ment to be prepared in duplicate by the carbon process, and one copy retained and filed in the
office for local audit and reference purposes, the other to be sent to the Treasury 7in support of
a copy of the Cash-book. The copy of the Cash-book showing the classified totals is all that is
required by the Treasury, and will suffice for that office. The details as disclosed in the state-
ments can be passed on to theAudit or Head Office of the Department as required.

It should be an invariable rule that the receipt of money should be entered in Cash-books
daily, a rule which is not always observed.

A number of small Receivers of Revenue in. the Government Buildings and adjacent offices
who have to keep all the records and books appertaining to such a position could account through
the Treasury Cashier as Central Receiver.

In most cases it is better for each Department to collect the accounts of its various branches—
work with which its officers are thoroughly acquainted—and after summarizing pass the results
on to the Receiver-General. This effects two main objects : (1) It relieves the Treasury of a
mass of entirely unnecessary details, and of the work of bringing these details into usable form;
(2) it places each Department in the possession of its financial position without recourse to the
present method of relying upon some one else.

From our first visit to the Treasury we have had under consideration the question of Pro-
vincial Receivers and Paymasters in the larger centres. We approached the matter with a bias
in favour of its adoption, but the results of a searching investigation resulted in the conclusion
that the scheme would be both costly and inconvenient—costly to the State, and inconvenient
alike to the public and the Government Departments. The modification and extension of the
present system suggested will, we think, be found a more satisfactory solution.

Many amounts collected by local Receivers which are payable to local bodies or authorities
are now paid to Public Account and centralized in Wellington, where they are allocated and
distributed often by officers without local knowledge. It is recommended that as a general rule
any sum so collected should be paid over locally. This will not only obviate unnecessary book-
keeping, but save considerable delay and frequent correspondence.

Registered Letters.
Great laxity exists generally with reference to the treatment of inward registered letters and

their contents. Often no signature is obtained beyond that of the messenger or officer who first
receives the letter, though the contents may be passed through several hands.

A suitable Registered-letter-received Book should be issued on the lines of that attached,
which is in use in the Government Insurance Office. It provides a simple and ready check on
the passage of a registered letter and its contents through an office. All registered letters
addressed to an officer, whether by name or title, should be entered and cleared in this book.

Instead of the present system of accounting weekly and four-weekly, accounting periods are
recommended to be Ist-7th, Bth-15th, 16th-23rd, and 24th to end of each month, for Receivers
rendering accounts more frequently than monthly, and each calendar month for all others. This
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plan will obviate the necessity for a broken period at the end of the financial year, and will in
many instances be welcomed by the Receivers themselves.

The copy of the Receiver's Cash-book is at present certified to with an elaborate attestation,
witnessed second person. In our opinion a simple signature to the account is all that, is
necessary.

Credits.
A very large proportion of the receipts now treated as credits to votes should be treated as

revenue. In practice clause 48 of the Public Revenues Act, 1910, is strained to an extent which
was probably not contemplated, and i.s certainly not justifiable. The present system also increases
the work both of the Treasury and the Departments., j.'; Recoveries on account of expenditure in previous years should be treated as revenue.

Expenditure.

There is a considerable overlapping and duplication of work in Departments, and between
Departments and the Treasury, in connection with the records of expenditure. It is unneces-
sary that the same information, though perhaps in different form, should be kept in several
Separate sets of books. All details of items should be kept by the Departments, and the Treasury
should only record the charges against votes as a. whole.

The responsibilitjy- of keeping the net expenditure against each item should be cast upon
Departments. The net votes should be kept in the Treasury, and the totals of items as kept by
Departments should be balanced quarterly with the Treasury figures.

A schedule of vouchers for payment should be forwarded by each Department to the Treasury
daily, or less frequently, say, twice a week, according to requirements. This schedule should
receive a consecutive number and be prepared by7 the carbon process in triplicate, each copy on
different-coloured paper. In the larger Departments the Remington-Wahl machine would prove
very 7 useful for the work. A draft schedule is appended. A. summary of charges should appear
at the foot of each schedule, showing the votes and items against which the total of the schedule
is chargeable. From this summary the Treasury entries of charges against votes will be carried
into the debit requisitions, and thence into the Ledger.

The top copy should be retained by the Department and filed in binding-covers to form the
record of claims sent on for payment. The second and third copies should accompany the vouchers
to the Treasury, where the second copy would, after insertion of cheque-numbers against each
entry, be filed for reference and take the place of some thirty 7 abstract books of expenditure now
kept".

There should be one series of numbers for direct-payirierit cheques and vouchers common to
both, instead of a different series of cheque-numbers for each branch of the bank.

The third copy should be passed on to the Audit Office by the Treasury when the vouchers
are sent on in requisitions. This copy will in the first place be available as a check against the
paid vouchers, and upon return could be utilized as the statement of detailed expenditure
required by the Public Revenues Act if this return is to be continued in its present form.

From the copy7 retained by the Department will be prepared the record of expenditure under
items, and any other necessary departmental returns.

No difference will bo made in the treatment of vouchers which have been paid by imprestees.
These will be scheduled and charged up in the same way as vouchers sent on for direct payment.

A simple book should be kept by each Department to show the expenditure under items of
votes. This should be posted from the summary at the foot of each schedule sent to the Treasury,
whether direct payment, imprest, or transfer. The particulars needed will be merely—Date of
schedule, schedule number, and total amount chargeable to item on the schedule.

As the Treasury records will not show itemized details, the Departments will be required
to prepare from tiw simple books suggested the gross and net expenditure under items at the
end of each year for purposes of the estimates. This expenditure under items will have to balance
with the total net expenditure of each vote as shown in the Treasury7 book.

A. regulation should provide that a summary of the net expenditure in items must be pre-
pared and forwarded to the Treasury 7as soon after the close of the financial y7ear as may be
required by the Paymaster-General. This will effect the necessary reconciliation between the
departmental and Treasury books.

Card IndEx to Claims passed.

The present method of keeping a record of claims sent on for payment is cumbersome and
ineffective. It is recommended that a simple form of card index be substituted for the abstract
of claims. This, in addition to readily bringing together all payments to one person or firm,will greatly7 facilitate reference and save clerical work, as only the schedule number, date and
amount of claim need be entered after the first entry of name and address. Thus from the card
the schedule can readily be traced, and from the schedule the Treasury action can be ascertained
and, if necessary, the voucher itself turned up at a moment's notice. All this is effected withoutthe keeping of one of the many books now used. The cards will also form a more effective checkagainst duplicate payments than at present exists.

In order to eliminate " dead matter " from the index a new file should be started each year.
The previous year's file should be referred to, and any card brought forward to the new file wherenecessary. At the end of the year the cards for those from whom no subsequent claim had been
received for twelve months could be put away, say, for ten years, and then destroyed.

Instead of mentioning under each Department the number of books abolished in connectionwith the proposals with reference to payments, we make this one general reference to the fact
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that in most offices books, the keeping of which involves considerable clerical labour, will no
longer be required. Some Departments have multiplied both books and particulars, and in those
the saving will be greater.

Vouchers should in all cases be prepared by departmental officers from the accounts rendered
by tradesmen, which should be attached, and the dates or number of iuvoices quoted on the
voucher.

Claims.
The present practice of amending tradesmen's and other accounts and not advising the

claimant is bad, and leads to continued irritation on the part of the public. It is recommended
that in all cases where alteration is made the claimant should be advised. This also applies
to the amalgamation of several separate accounts on one voucher.

Too much delay occurs in dealing with claims for services performed for the Government.
They are frequently delayed in the local offices and again in Head Offices, with considerable
inconvenience to the public. Salary abstracts are also checked and passed on in a too leisurely
manner, frequently reaching the Treasury almost if not altogether too late for payment to be
effected- on due date. A. limit should be placed on the time any claim or abstract otherwise in
order is retained in a local or Head Office for checking purposes. Any repeated delay 7 should
be sharply dealt with.

In district offices of all Departments it is recommended that the present bulky books be
abolished, and the record of vouchers prepared and sent forward for payment be an alpha-
betically arranged file of copies of the vouchers made by the carbon process. This will save
clerical work and be self-indexing. A separate file should be kept for each year, the immediately
preceding year's file being kept handy for reference in order to obviate the risk of duplicate
payment. The practice which sometimes obtains of making copies of vouchers in the Head Offices
should be discontinued, as in doubtful cases the original can readily be turned up in the Treasury.

Vouchers.
It is suggested that the approving officer in each Department should be the officer occupying

the position designated by the Minister, and that the power of approval should pass automatically
to any officer temporarily occupying the position. At present very considerable inconvenience
and delay 7is caused during the absence from any cause of approving officers. In the larger
Departments it is recommended that to save delay in payment of claims there should be two
approving officers.

We would recommend that the duplication of the pay7ee's name on the contingency voucher
be abolished, and that the certificate of each voucher embody the amount thereof in words.

Salaries.
The record of salaries of officers in which the monthly payments are registered should, in

our opinion, be'uniformly7 kept on a card sy7 stem throughout the service. The card should be
ruled in columns and ticked in the columns for each month when the salary is passed, broken
periods and airears being specially noted.

All salaries should be paid in cash, and not by 7 individual cheque for each officer. The
majority7of the Departments have discarded the individual cheque system, and the practice should
be made uniform.

Payments through Post Office.
It is recommended that payment of all claims against the Government not exceeding £10

in amount for services which have been duly authorized be made through the Post Office, on
the certificate of the local controlling officer of the Department concerned, without further refer-
ence to Wellington.

The local officers authorized should be notified to the Postal Department by the head of the
Department affected by title, and not by name.

Travelling-allowances of all Inspectors might well be paid at any money-order office on
presentation of properly certified vouchers accompanied by an order to pay.

Transfers.
A very considerable amount of labour is expended upon petty interdepartmental accounts.

Except when large amounts are involved, monthly and quarterly claims should suffice for all
purposes. Such a method would save work in the Departments themselves, and be a very 7 great
relief to the Treasury, which is now constantly compelled to make entries for small interdepart-
mental settlements amounting to a few shillings and in some extreme cases to a few pence.

A special transfer voucher on a distinctive-coloured paper should be brought into use. The
method pursued of grouping transfers on a special form requiring the approval of the Secretary
to the Treasury and the -Controller and Auditor-General is quite superfluous, and leads to
duplication of woik. The special voucher should be transmitted to the Treasury on ordinary-
schedules within seven days of its receipt, by the Department liable for payment, and, upon
reaching the Treasury, be carried straight into debit and credit requisitions.

The necessity for prompt settlement of claims, whether due to the public or Departments, is
again emphasized.

Railway Claims.
An immense amount of work is caused by the centralization in Wellington by the Railway

Department of claims for fares and freights. It is recommended that all local controlling officers
should be authorized to pay such claims when the service is performed, either out of imprest or
through the Post Office

10—H. 14.
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Freight Claims.

Claims for freight and like services, in which a number of Departments are concerned, are
sent from Department to Department for approval. By the time such a claim reaches the Trea-
sury there is frequently not only a large number of separate debits to be made on the one claim,
but hair-splitting divisions among Departments are also involved. One such claim included many
items of a few shillings and one of lOd.

Imprests.

The question of imprests has caused us a good deal of concern. At the date of our visit to
the Treasury a sum of about one and a half million pounds sterling was outstanding—i.e., not
finally brought to charge—besides that in the hands of the High Commissioner. There can be no
doubt that both the number of imprestees and the amount on imprest should be very materially
reduced.

The recommendation to pay all accounts locally through the Post Office which do not exceed
£10 should have the effect of abolishing many small imprest accounts, the only excuse for the
existence of which is the delay caused by reference to Wellington before payment of the numerous
small amounts which it is desirable to pay promptly.

The decision as to what officers shall receive imprest advances should be entirely at the
discretion of the Secretary to the Treasury. Advances to officers who do not require a permanent
imprest should be arranged through the Cashier of the Treasury.

Travelling Inspectors and like officers of the various Departments, instead of receiving
imprest advances, should be authorized to cash any claims for travelling allowances and expenses
at any convenient money-order office upon presentation of properly completed vouchers. Such
a system is already in vogue in the Post and Telegraph Department, and there is no reason why
it should not be made general.

It was found that in the Public Works Department vouchers are unnecessarily split into
a multitude of charges affecting the votes of other Departments concerned in various works,
the subdivision being carried into such minute fractions as to involve in some cases of few pence.
It would be better if all vouchers of this nature were in the first jjlace charged to some common
vote, and any final subdivision made, say, monthly or quarterly by transfer vouchers.

The Imprest Cash-book and the schedule to accompany the vouchers should be prepared by
the carbon process simultaneously.

Vouchers paid through imprest when received by the Departments should be checked and
charged, and, instead of being entered in books of record, should be scheduled in the same
manner as vouchers for direct payment. The card index will be common to all classes of vouchers.
A practice seems to have grown up requiring Ministerial approval to requisitions for imprest
advances. This is a'matter which might safely be left to the Secretary to the Treasury, and
much unnecessary delay saved in connection with matters which are of a purely routine nature.

The whole question of imprest accounts could be simplified in every respect were the advances
charged to a General Imprest Account instead of to particular votes, to which, however, the
charge is not final until receipted vouchers are produced. The improper use of such an arrange-
ment could be met by a clause to the effect that the expenditure out of all advances so made
within the Dominion must be finally charged to the proper votes before the close of the calendar-
month next following the advance. All that is required is a slight amendment to clause 53 of
the Public Revenues Act, 1910.

Numerous small Receivers of Revenue are also imprestees—they have thus to keep two
separate accounts. There seems no valid reason why the receipts which are accepted in support
of payments should not be allowed to form credits in one common account. The necessary book-
keeping entries to fully credit revenue with the total receipts and debit expenditure with the
payments could easily be made in the Treasury.

Votes and Items.
The form which the estimates take should be made more subject to the Treasury than atpresent. By recasting the form and lessening the number of items a great improvement could

be effected. The estimates should be standardized and all entries of like nature brought into
line in accordance with a form prepared by the Treasury. The various Departments should
be held strictly responsible for the correct observance of this form and the accuracy of the
figures supplied.

We think that some consideration should be given to the question of reducing the number
of votes appearing in the annual appropriations. By a judicious system of grouping, as is
the practice in the United Kingdom, Parliament could be supplied with the information now
given, but the book-keeping would be greatly simplified. For example, the appropriations for
the Marine Department are at present split into no less than three votes, whereas one would be suffi-cient. In a number of other instances the separate votes merely represent small subdivisions
of closely allied expenditure. One vote should suffice for each Department. Similarly we
consider that the items themselves are capable of reduction in number by a process of amalga-mation.

We think the Working Railways appropriations would be a suitable model to adopt. Ifdesired the details of any item could be given in the estimates, but the expenditure under theitem as a whole only would be kept. When it is borne in mind that the items of some of the
Departments are very numerous, the saving of work, if our suggestion be adopted, is at onceapparent.
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The object of giving numbers to votes and items on the appropriations in order to facilitate
reference and save clerical work in verbal repetition is defeated for the greater portion of the
year by the necessity of writing in detail the description of each vote and item from the Ist
April until Parliament has risen. It is suggested that this difficulty might readily be overcome
by using the previous year's numbers enclosed in a ring, instead of the previous year's names.

Local Audit.
The most effective system of audit is a local audit. This would obviate the necessity of

sending many statements and schedules of details to Wellington, which could be replaced by
summaries.

Though it does not perhaps come strictly within the order of reference, there is one matter
to which we feel impelled to draw attention—viz., the practice of recording information in
anticipation of parliamentary returns which may or may not be required. The practice seems
to arise through information of an unusual character being sometimes asked for which has not
been kept in a readily accessible form, and which may have entailed expense and trouble to
extract. Forthwith the Department has added this to its routine work in case a similar return
should again be ordered. It will readily be understood that this is a fruitful cause of piling
up work which in many cases is quite useless.

A cognate matter which we would also bring under your notice is the voluminousness of
some of the departmental reports, which we think in many cases could be judiciously "boiled
down " without omitting any material facts. There could be a saving expense both in the
recording of the information and also in the printing and indiscriminate distribution of the
papers.

Destruction of Old Accounts, Receipts, etc.
It appears that, with the exception of two Departments, there is no system of destroying

old and useless books and accounts. A schedule should be prepared for each Department show-
ing the length of time which the various classes of such records should be kept before destruction.
For instance, copies of Cash-books would be destroyed after two years, and receipts after ten
years.

Liabilities.
Considerable misconception exists regarding the annual return of liabilities. There appear

to be three distinct and divergent readings of the requirements of the Act: First, amounts due
for services rendered, but not paid for during the currency of the financial year; second, amounts
which will become due for goods ordered but not yet received; third, unexpended balances of
sums authorized to be expended. Of these, the first are the only items which can properly be
described as liabilities; the second would be more properly described as commitments or con-
tingent liabilities, while the third can only be regarded as a guide to probable requirements on
certain works.

We would recommend that only the first two items be taken into account, and that they be
assembled in separate returns to be headed "Liabilities" and "Commitments" respectively.
The third item could be kept, if desired, for the information of the Minister.

Machines.
We found that throughout the Departments, in most offices, adding and computing machines

would be of service. However, in a large number of cases the work is far too small to justify
the purchase of a machine. We would recommend a system of grouping Departments, both
in Wellington and in the larger centres, whereby certain offices would have machines in common.

General.
It came under our notice that several Government officers were licensed stamp-vendors

receiving poundage on the stamps sold. While this is no doubt a convenience to the Depart-
ments in which the officer is employed, it is wrong in principle that any one who is paid a
salary should be earning commission for other work done in office hours.

Attention is drawn to the peculiar position in which the service is placed by ordinary
routine forms being prescribed by Act or Order in Council. This makes it necessary to amend
an Act or issue an Order in Council before there can be effected any desirable alterations which
experience or changed circumstances render expedient.

Rent-books should be kept by all Departments in a uniform manner on the card system.
TREASURY.

The overlapping of work in the Treasury is mainly due to the duplication in that office of
the details of expenditure already kept by most of the Departments. It will be entirely abolished
by the adoption of the scheme outlined in our general recommendation for schedules in triplicate.

The duplications of work in other Departments is dealt with under each Department, and
is principally in connection with district, divisional, and Head Offices all keeping records covering
the same ground.

If machines as recommended are more generally introduced, carbon copies can replace press-
copying. The Roneo machine will still remain useful for advice-notes and other memoranda
the bod}7 of which is mainly printed matter.

It would be an advantage if a small and up-to-date library of works on accountancy and
finance were established in the Treasury. This would be useful to the senior officers for refer-
ence, and to the juniors for study.
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If a Ledger Branch be constituted as recommended below, a millionaire and a comptometer

should be procured. Both machines are absolutely necessary.
In the proposed Accounts Branch the debit and credit requisitions should be prepared by

Remington-Wahl machines. The comptometer would also be useful in this branch for checking
the additions of imprest, Receivers' and other accounts. There is other work on this section
which could be done on Remington-Wahl machines. One Burroughs and two Remington-Wahls
are at present in use and fully occupied.

As at present constituted the work of the Treasury is divided as follows :—
(1.) Loan and statistics.
(2.) Correspondence and records.
(3.) Pay and revenue.
(4.) Accountant's Branch (book-keeping).
(5.) Imprest and pensions.
(6.) Cashiers.

We consider that a more suitable arrangement would be the esta.blish.meut of well-defined
branches each controlled by a responsible Clerk in Charge. The branches would be better
arranged as follows :—

(a.) A Ledger Branch, which would include the General Ledger and other principal
books of account, also the Loan Ledgers and all accounts and statistics con-
nected therewith.

(6.) An Accounts Branch, which would comprise all other general work of the Treasury
outside correspondence and records. This branch should be subdivided into
two sections each in charge of a sectional officer directly responsible to the Clerk
in Charge of the branch, who might be called the Accounts Clerk.

(c.) The Cashier's 1Branch, with its present duties.
(d.) The Records and Correspondence Branch, as at present, but any work of an account-

ing nature now done transferred to its proper place.
The following diagram will illustrate this suggestion :—

Secretary, Receiver, and Paymaster-General.
IAccountant.

Assistant Accountant and Chief Clerk.
L ___

I . "" I. I ~ ICorrespondence Cashier. Ledgers. ■ Account
and Records.

I - IReceipts. Payments.
Ledgers.

A number of items now scattered among various branches, but which are closely related to
the work of the Ledger-keepers, should be attached to the proposed Ledger Branch, thus enabling
the monthly, quarterly, and yearly statements of revenue and expenditure to be prepared and
checked in that branch under the supervision of the Head Ledger-keeper.

Treasury Cashier.
The details of both Cash-books kept by the Treasury Cashier can be materially reduced. If

statements as outlined in the general scheme be adopted, special statements could be prepared
for both the receipts and payments made by this officer. A copy of the Bank Pass-book is made.
This is unnecessary 7, and should be discontinued. A frequent comparison between the Bank
Pass-book and the Cash-book should suffice.

It is suggested that when the books of advices to the bank, &c, are reprinted the form
should be amended so as to admit of the application of the carbon process instead of the present
method of copying the information on to the butts.

It is found that altogether too much use is made of the Treasury- Cashier's imprest by 7 officers
requiring advances against salaries during the currency of the month. Such advances should
be confined to cases of misfortune or unforeseen circumstances, certified to in writing by 7 the
head of the Department concerned.

The payment, of cheques to order, if adopted, will materially reduce the Cashier's work.
This may necessitate further staff adjustments.

Index to Receivers' Accounts.
Three books were kept in which were recorded the names of Receivers and the date on which

their regular accounts reached the Treasury, and, if not in order, the dates when returned for
correction. It was suggested that these books were unnecessary and the detail too elaborate.
A simple form would suffice, the receipt of the account being indicated by a tick instead of the
date being filled in. This has since been carried out, cards being used instead of sheets.

Numbering Receivers' Accounts.
Receivers' accounts should be numbered in one series only for all Departments, and not,

as at present, in several distinct sequences.
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Revenue-books.
The "Revenue-books," which are merely copies of information contained in the daily credit

requisition, can, with the exception of those containing credits to votes and items which are
under the immediate control of the Treasury, be replaced by filed copies of the daily requisition
prepared in triplicate on a Remington-Wahl machine. As copies of the credits are required
by Departments which have no other means of obtaining the information, the credits to votes
might be kept by carbon process on sheets or interleaved books, the undercopy to be forwarded
to Departments.

Receiver-General's Deposits- Ledger.

The Deposits Ledger is suitable for the work, but the same information can also be kept in
card form. The contracts and railway contracts can also be kept on cards, with a card for
each contract.

The Receiver-General's Deposit Account is, for some unexplained and apparently unknown
reason, subjected to an extraordinary check which is not applied to any other deposit account.
Cheques drawn upon it require the counter-signature of the Controller and Auditor-General. In
the case of all other deposit accounts the signature of the Receiver and the counter-signature of
one of his senior officers suffice, even for sums as large as those which in the Treasury require
the Auditor-General's counter-signature.

It is recommended that, to save delay and inconvenience to the public, the Accountant to
the Treasury be made the countersigning officer.

Public Account.
Difficulty is experienced by the Treasury in allocating numerous small payments to Public

Account which are made by a section of the public who think their duty ends by paying money
into the bank, and neither forward bank receipt nor other advice, to the Treasury. If such
persons were instructed by the Departments concerned to pay 7 the amounts to the most convenient
money-order office all this trouble could be avoided, A special form of receipt could be issued
and stocked at post-offices.

Bank Business.
A book called the " Bank Ledger " is kept, into which is posted the amount of all the bank

receipts which reach the Treasury. The totals of this book are posted into another book, called
"Debits to Public Account." This second book is balanced with the total sums shown to have
been paid to Public Account by summarizing the total of the Receivers' accounts into a Revenue
Account. Both the Bank Ledger and the Debits to Public Account Book can be abolished, and
the bank receipts, after being checked with the Receivers' accounts, summarized on a Burroughs
adding-machine, the total so produced to agree with the Revenue Account.

The bank sends a daily summary of the amounts credited to the Public Account at Wellington,
and each branch of the bank sends a weekly statement of the several lodgments made at the
branch. The bank receipts are checked against the branch returns, and the branch returns
against the Head Office daily statements. The totals of the Head Office daily statement, formerly
entered in detail in a book, which thus became a copy of the Bank Pass-book, are now entered in
total only in a Bank Ledger, which forms the check upon the bank account as kept in the General
Ledger. This arrangement is now a satisfactory one, giving a complete check with a minimum
of work.

A copy of the Pass-book of the Receiver-General's Deposit Account upon its receipt from
the bank is made. We do not consider this necessary : check could be made daily on receipt of
the Pass-book, and a note made of outstanding amounts.

Deposits Account.
The particulars of the Deposits Account are now entered in three places—(l) The Revenue-

book, (2) the Credit Register, (3) the Ledger. There is no need for entries in the Revenue-book,
which can be replaced if necessary by carbon copies of the requisition. The miscellaneous
deposits could with advantage be kept on cards.

Governor's Warrant.
The Governor's Warrant appears to be an ancient survival whose only recommendation is

its age. It seems altogether unnecessary, and a source of trouble and delay, that money voted
by Parliament should not be available until the issue of a Warrant by the Governor. His
Excellency's assent to the Appropriation Act should be all that is required. The accounts of the
Treasury would be expedited were the necessity for the issue of such Warrants abolished.

Requisition and Bank Order.
Great inconvenience and delay also arise from the fact that the Minister's signature is neces-

sary to requisitions and bank orders. These documents' are merely formal advices to bank to
issue money upon which cheques for payment of current expenditure authorized by Parliament
may afterwards be drawn. The signature of the Paymaster-General, together with the counter-
signature of the Controller and Auditor-General, is quite a sufficient safeguard.

Provision, should be made for a Deputy Paymaster-General.
Any special payment requiring Ministerial or Cabinet approval would in ordinary course

be submitted to Ministerial Heads before requisitions prepared.
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Abstract-books.

If the suggestion re schedules from Departments be adopted, thirty of the thirty-two books
in which are posted details of all payments classified under items can be dispensed with, as the
particulars therein would be contained in the schedules accompanying all vouchers submitted
for payment.

Superannuation Deductions.
Considerable trouble is caused in the Treasury by the system of taking out and balancing

superannuation deductions. It was suggested that the docket system be adopted, t
and this has

been done with satisfactory results, including the abolition of overtime.
The system of dockets should be continued, but instead of the preparation of alphabetical

schedules from the dockets the amounts should be summarized upon a Burroughs machine and
the dockets themselves sent on to the Superannuation Office, as suggested by Mr. Hawthorn, the
Clerk in charge of the Pay and Revenue Branches.

Order Cheques.
Careful considei ation has been given to the question of the Treasury issuing cheques pay-

able to order, the cheques to be returned by the bank to the Treasury. The adoption of the
system which has previously been recommended by the Hunt Commission is desirable. There
would be a saving of work in the Treasury and in the Post Office, to say nothing of the con-
venience to the payee, in addition to which payment would also be expedited considerably.

The advice to the bank could be curtailed so that it would only include numbers and amounts
of cheques. It could then be prepared on Burroughs or Remington-Wahl machines. It would
be necessary to enclose an advice with each cheque. This could be prepared in the Department
concerned by the carbon process when making out the vouchers, the Treasury merely having to
fill in the dateof posting.

The Register of Vouchers and the Register of Addresses could both be abolished. The Trea-
sury will always be in possession of its authority for payment, which will be accessible at all
times. Much correspondence regarding outstanding vouchers and irregularities in receipts will
disappear.

The loss of stamp duty could be obviated if the cheque incorporates a form of receipt, and
reads " Pay to the order of , subject to the receipt at the foot hereof being duly signed."
This form of cheque is used by commercial firms in the United Kingdom.

The present Register of Cheques and Vouchers posted can be abolished if cheques are made
payable to order.

Imprest Accounts.
Imprestees' accounts are kept in Personal Ledger accounts, also in personal accounts under

votes. The keeping of the second account is unnecessary, as a balance between the total of the
personal balances and the total of the vote balances as kept by the Head Book-keeper can be
established either monthly or quarterly as desired. In any case the particulars with reference
to votes could, if so desired, be incorporated with the Personal Ledger, which could be kept in
card form.

The Day-book of Imprest Accounts received is unnecessary.
The imprest account of the High Commissioner is prepared upon demy-sized paper, which

causes inconvenience to all who deal with it. Foolscap should be used. The account, which is
a large one, should be typewritten instead of being prepared in manuscript, as at present. The
accounting period observed by the High Commissioner should be brought into harmony with the
general scheme.

A Remington-Wahl would seem to be a necessity in the accounting section of the High Com-
missioner's office.

A copy of the High Commissioner's Bank Pass-book is carefully written out and sent to the
Treasury. No object appears to be gained by this. The bank's certificate as to the balance in
hand is all that is required.

The imprest vouchers are scheduled and sent to Departments for approval. The system of
checking the return of these schedules gave altogether too much work, a large book being kept
and the entries therein carefully examined before the tracing of outstanding schedules for pur-
poses of balancing could be completed. A simple form of docket kept in series for each Depart-
ment was suggested, the docket to be discarded upon the return of the schedule. Thus the dockets
remaining will always form a. record of the outstanding schedules.

8.-1aStatement of Expenditure.
The return 8.-1acauses a very large amount of work in the Treasury, in the Post Office,

in the Railway Department, in the Audit Office, and in the Government Printing Office, even
though in its present form it is merely a schedule of payanents. This form has no doubt been
adopted from motives of economy, but if the return is continued it should be published in such
a manner as to show the total amount paid out of any particular vote to each person or firm
concerned.

If the suggested system of keeping expenditure be adopted, the work of preparing the details
should be thrown upon the Departments, who will then be in a better position to compile the
return with the aid of their card indexes than the Treasury.

The question of continuing the return is one of policy. In our opinion its usefulness does
not justify its great cost.

The daily schedule of paid vouchers, the exact form of which is prescribed by Act, entails
a very large amount of unnecessary work upon the Treasury. In addition to this the schedule
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does not effect the purpose for which it was instituted, for there is no check by the Audit Office
to see that the paid vouchers so scheduled represent the vouchers actually- included in requisition
and charged to votes. The abolition of the schedule is recommended, and the paid vouchers
forwarded for post-audit should be accompanied by their respective requisitions against which
they can then be checked. This would give a simple self-balancing system and save a large
amount of work.

8.-l.—Public Accounts.
In 8.-l a lengthy return is published showing the receipts under section 76 of the Local

Bodies' Loan Act, 1908, classified under blocks. This return entails a great amount of clerical
work, and does not warrant the trouble expended upon it. The total amount collected would
be quite sufficient. Such detail is not required in connection with items of a more important
character.

The information given more fully in the Tourist Department's annual report is repeated
under the heading " Miscellaneous Revenue." One line should amply suffice in the Treasury-
returns, especially as it is found possible to so dispose of the Customs and Post and Telegraph
revenue, with which that of the Tourist Department cannot compare either in magnitude or
importance.

Imperial Pensions.
The forms for and methods in connection with this work are largely those prescribed by the

Imperial Government. The Personal Ledgers for each pensioner, reservist, or retired pay officer,
however, should be replaced by a card Ledger with reduced information, and the index also
kept on cards, as the Personal Ledger cards must be kept sorted in districts. Carbon copies of
the voluminous correspondence in connection with the Imperial pensions should replace press-
copying.

Immigrants' Deposits.

Immigrants' deposits made with the High Commissioner are now dealt with by a somewhat
cumbersome method. The High Commissioner advises the Treasury, which in turn issues imprests
to Collectors of Customs. The Collectors pay and render imprest accounts for payments. It
would be much simpler, admit of saving in accounting, and probably be more convenient to the
immigrants, were the Treasury to arrange payment through the Post Office.

Loans.
The Loan Ledgers and other books subsidiary thereto should be brought under the control

of the Head Ledger-keeper, and the officers form part of his staff.
The main record in which the public debt of the Dominion is kept should take the form of

a well-bound and securely-locked loose-leaf ledger, instead of a book, which becomes congested,
and on account of cross references is apt to prove seriously misleading. Leaves which cease to
be of use for current loans, when removed, should be placed in locked covers until there is a
sufficient number, and then bound in permanent form, as they will become valuable State records
of past transactions.

A folio in the Register showing the amount authorized should be opened as soon as an Act
for raising a loan is passed, and not, as at present, left until the money is actually raised.

All transactions in connection with inscribed stock should be entered in this book imme-
diately on receipt of notification from London, apart from, any record kept elsewhere. At
present the transactions are not entered in the Public-debt Register until the end of each year.

The books should be kept correctly 7 and up to date, all narrations being numbered and
entered in the Public-debt Register immediately the advice of the transaction reaches the Treasury,
and before its transmission to the Audit Office. It was noticed that such transactions were not
entered until the return of completed debentures by the Auditor-General, thus leaving the record,
upon which entire dependence should be placed for information, as to the position of the public
debt incomplete and even misleading for periods varying from weeks to months.

The present ruling of the book is satisfactory, with one exception. A column should be pro-
vided showing the amount of the " unexhausted authority7" under each Loan Act. The position
is that when a conversion of debentures into stock takes place, although the balance of the
authority remains unaltered, the amount of debentures outstanding is reduced, and unless an
unexhausted-authority column be kept it might easily be thought that the authority was greater
by the amount of the debentures converted.

The columns proposed should be carefully kept up to date, particularly in respect of Acts
which authorize annual or regularly recurring loans, so that the unexhausted authority for
borrowing under any7 Act may be certainly and promptly ascertained.

The " Register of Debentures " should also be kept in a loose-leaf ledger, instead of in the
several different and various-sized books at present in use.

An Interest Register should be kept on the loose-leaf or card principle, and should indicate
not only the amount due and paid, but also the amount of interest due but remaining unpaid
at the end of each financial year.

The following headings are suggested as a basis for the book or card :—■
Description of Loan.

Date. Principal.

[

Date.
Amount Amount of „ . Interest due

of Interest When paid. Vo»cher Remarks.
Interest. I paid. No- „"n??id °?r 31st March.
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The books at present in use do not, in our opinion, properly meet requirements.
Interest due should be diarized as a check upon the officer who prepares the necessary vouchers

for payment.
Particulars of London issues of debentures should be entered in detail in the Register, each

debenture number being shown, instead of being grouped as at present. It is at present not
possible, when debentures are converted into stock, to readily ascertain those still lemaining
on charge against the Act under which they7 were issued.

It is of the utmost importance that the keeper of the Loan-books should be immediately
notified of all transactions relative to loans. No other branch should be allowed to hold papers
for any purpose until after they7 have been noted by him.

It" is absolutely necessary that the Public-debt Register should be balanced at least quarterly
•with the account in the General Ledger, before the Public Accounts for the quarter are sent
to audit.

A special subsidiary ledger account should be kept, to be called the " Conversion Account,"
into which should be posted all the items necessary to compile the return published in 8.-l.

The changes recommended in the work of the Treasury 7 will increase the importance and
responsibility of those entrusted with' it. We cannot too strongly urge that in selecting the officers
who are to carry on the work in future, those chosen should be the best available quite irre-
spective of present duties or claims which cannot be supported by sterling merit. Our recom-
mendations are based upon the assumption that officers of at least average ability7 will be employed.
From the quality of the work which came under our notice and its general neatness and accuracy,
we are of opinion that there will be no need to go outside the present Treasury staff to find the
necessary officers. The Treasury 7 staff should be a picked one, to which any officer of the Service
should be proud to belong.

In order that uniform methods, strict compliance with the Treasury Regulations, and a
proper observance of any new system, decided upon may be enforced, it is essential that a fully-
competent senior officer be appointed Treasury Inspector.

DEPARTMENTAL.
National Provident Fund and Friendly Societies Office.

We found an excellent system in force in the National Provident Branch, which adequately
meets the special requirements of such a fund.

The accounts of the Friendly Societies office are kept strictly in accordance with the existing
Treasury7 Regulations,

Land and Income Tax.
The books of this office meet the requirements of a tax-collecting Department which has to

keep ledger accounts for individuals. They are well kept, and the methods adopted reduce
the work as much as possible consistent with a proper check. The principal improvement to
be obtained will be from the introduction of mechanical devices. We suggest combining the
Receiver's Cash-book and the Head Office Cash-book. A Remington-Wahl machine can be pro-
fitably empkryed for writing up the Tax Classification Book and other sheets.

There appears to be too sharp a dividing-line between the officers engaged on land-tax and
income-tax respectively 7. As the land-tax is not collected at the same time of the year as the
income-tax, the busy periods are not coincident, and we therefore think it possible that with
reciprocity between the two sections the services of a couple of juniors might be saved.

Post Office.
It is recommended that a provision similar to that made for the Railways in clause 45 of

Public Revenues Act, 1910, be also made in respect of the Post Office, as the.position of the two
Departments with regard to the maintenance of public services is almost identical.

Full advantages has for some years past been taken of the use of machines and other labour-
saving devices.

We are elsewhere suggesting that extended use may be made of the Post Office in the matter
of the receipt and payment of moneys. The Department has unique facilities through its 750
money-order offices the Dominion—facilities which cannot be afforded by the bank
or by any system of District Paymasters. The necessary machinery already exists and is in
operation.

The method we are advocating of supporting entries of total business in the Cash Account
by detailed statements (which lend themselves to the use of machines and the carbon process) has
been used in this Department for many years with eminently satisfactory results.

The sale of game, fishing, and other licenses is entirely in the hands of the Post Office, but
under the present arrangement two other Departments, the Internal Affairs and Treasury, are
brought in before the amounts collected are paid over to the societies from whom the licenses
were obtained by the Post Office, and for whom they are sold. We would suggest that the Post
Office pay 7 over direct to the societies, thus saving much duplication and delay.

Native Department.
There is confusion between the functions of the Native Land and the Survey Departments.

This leads to trouble and uncertainty with reference to recoveries. The work and consequently
the necessary accounting should be confined to one Department, and the Native seems to be the
most suitable.

It would be an advantage were the record of Maori pensioners kept on cards.
There will be no difficulty in adapting the general scheme to this Department, which is

keeping more books than are really required.
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Justice Department.

The general system advocated will be specially applicable to this Department, and save the
keeping of several elaborate books.

Form M.C. 4, in which civil business of Stipendiary Magistrates' Courts is classified as
between Europeans and Maoris, is still in use, and should be abolished.

Duplicate receipts are taken from all payees in connection with the law trust accounts. As
there is a local audit which compares the originals with the books of entry, the taking of these
duplicates appears to be superfluous.

Copies of the Deposit and Law Trust Cash-books are prepared and sent to Wellington. The
local audit is sufficient, and the sending of these copies to Wellington is entirely unnecessary.
The particulars are not made use of in the Treasury, where the totals only are required. The
ticking of the entries on these copies by an Audit examiner in addition to a proper local audit
does not seem to be required, the only result being to make work both for the Receiver and in the
Audit Office.

Prisons Department.

The local imprests could well be abolished, and one central imprest established from which
small fixed advances could be made. The general sj7stem will apply.

Patent Office.
The revenue of this office is paid entirely in the form of stamps, and the accounting work

is therefore reduced to a minimum. The present method of cancellation is by means of a rubber
stamp. As the aniline ink is fugitive, a more effective means should be employed. This should
be made a general rule for all Departments.

In order that some check may be had on the receipt of fees, it is recommended that a Cash-
book and receipt form combined, similar to that in use in the State Fire Office, should be used
in the Patent Office.

Police Department.

This Department has an excellent system of placing upon its district offices the entire work
in connection with all district receipts and payments. .The books are well kept, and good results
are obtained with a minimum expenditure of labour. The system very closely approaches that
Fecommended by us of concentrating each Department's accounts under central officers who
thoroughly understand them, in order to considerably lessen the multitude of minor Receivers, &c,
and enable the Treasury to deal only with experienced accounting officers.

In the larger district offices Remington-Wahl machines are necessary, and their installation
is recommended.

Stamp Department.

The Annual License Fee Register should be kept in card form.
Copies of the Stock-book, Cash-book, Chief Stamper's Issue-book, together with original

requisitions, are sent to the Audit Office. A visit from an Audit officer would save this copying.
The impression of stamps on bank cheques, which is done for the convenience of the bank's

customers, costs something like £1,000 per annum. Not only this, but the banks are allowed
2| per cent, commission on the value of the stamps on the cheques sold. The Stamp Department
has to keep an account with every branch of each bank, with the exception of the National Bank,
as the commission allowed is assessed not on the stamps impressed on the cheques, but on the
cheques actually sold by the bank. We think that banks should pay for the impressed stamps
as they are received from the Stamp Department, arfd much book-keeping thus saved.

A large amount of work is involved in impressing stamps on licenses. Where this can be
done with a single die the labour is not material, but in very7 many instances the die has to be
changed perhaps half a dozen times on the same license in order to make up the requisite fee.
We see no reason why the ordinary adhesive stamps should not be used.

The duplicate receipts for totalisator-tax should be prepared by carbon process.
Cash paid at the Head Office counter is usually received by one officer and handed to another

to account for. The officer attending to the counter should have sole charge of cash.
The accounting system in the offices of the Deputy Commissioners is a good one, the weak

point being the laborious copying of Cash-books, dealt with elsewhere.
In the Auckland office additional strong-room accommodation is urgently required, as

valuable documents have at present to be left outside.
Land and Deeds Registry.

The accounting is by means of stamps affixed to documents, which are afterwards cancelled.
In this office two ladies are working under most trying and unhealthy conditions, in a small

unventilated strong-room. This does not relate to accounts, but we should be failing in our
duty did we not bring the matter under notice.

Mines Department.
This Department is hampered by an altogether too elaborate system of authorities, similar

to that in the Public Works Department. We recommend that the authority system be confined
to specific works only, and not applied to the ordinary routine expenditure of the Department.
This would, we are informed, abolish some 90 per cent, of the present issues and a corresponding-
amount of work. Such authorities are as necessary to be kept should be recorded on cards.

Cases came under notice where items such as the regular payment of wages of miners, which
had to be made the subject of a special authority, were actually paid and accounted for days
before the authority to incur the expenditure was issued.

11—H.*14.
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The Rent-book should be replaced by a card ledger.
Salaries are entered monthly in full detail under the name of each officer—an altogether

unnecessary multiplication of work.
A Remington-Wahl can be profitably employed in the Head Office of the Mines Department.

State Coal-mines.
There is kept in the General Manager's office an excellent and complete system of accounts

which embodies all the transactions of the coal-mines and of the depots.
In our opinion duplication of work would be avoided if the accounts of the local officers

were sent to the Accountant in the General Manager's office, instead of direct to the Treasury.
He would incorporate them in one central account, a summary of which, as Central Receiver, he
would forward to the Treasury. This would save work all round and give no more to the
Accountant, as he already of necessity receives and brings into his accounts the information at
present sent direct to the Treasury.

It is suggested that the transactions of the Department would be facilitated were the State
Coal-mines Account made a separate account at the bank, operated upon by special cheques, as
are the State Advances, Public Trust, Post Office Account, &c.

The Personal-Accounts Ledger would, in our opinion, be better kept in card form.
There is duplication of work entailed through keeping the Sales-book, which is a record of

coal sold, arranged in such a manner that the amount carried by each steamer can be balanced
with the sales. This balance could be effected by a slight rearrangement of the columns in the
Sales Register, which is a necessary book of account

The fortnightly broadsheets prepared by Mine-managers giving in considerable detail the
particulars of wages paid do not seem necessary. Receipts are taken, from each gang, which
are summarized in a "schedule of wages-slips." These are quite sufficient for all purposes
of record and audit. At the most the totals onty of the broadsheets are required.

The Cash-book at the depots should be ruled in columns for the purpose of breaking up
receipts into recognized divisions.

The coal in the yard is classified in the books according to collieries. This is altogether
unnecessary. In practice it is not practicable to observe the distinction.

In the Personal Ledger daily totals of cash are entered : monthly totals would suffice.
It might be arranged that the receipt, office copy, and yardman's order should be prepared

by the carbon process at one operation. The yardman's order could subsequently be paired with
the office copy and form a check on delivery.

The business of the local branches and of the mines is hampered by the authority system.
Authorities are issued for the annual expenditure, and subsequently further authorities for the
periodical expenditure of portions of the same amount. This necessitates authority records for
matters such as wages, railway freights, wharfage, marine freights, stationery, and other working-
expenses which are entirely dependent upon the volume of business, and to which the system
should certainly not be applied.

A Burroughs machine is necessary in the Wellington depot. A Remington-Wahl would be
very useful in the office of the Mine-manager at Greymouth. We did not visit this office, but
from the schedules seen in Head Office the machine could be profitably employed.

In the Wellington depot it was found that the cash-on-delivery system was not working too
smoothly. Owing to the absence of customers from home, it had gradually developed into an
unrecognized credit system. The alternative of cash with order is also found inconvenient, as a
very large number of orders are received by telephone. It is suggested that an arrangement
might be come to between the State Coal-mines and Post Office Departments whereby coal, &c,
could be paid for at any suburban post-office when ordered—the orders to be telephoned or
advised by post to the State Coal Office, and the amount accounted for through the Post Office.

A special form of cash-register after the style of that used in the Telegraph Office would
be of great benefit, and enable certain daily-balancing books to be abolished. We are given
to understand that negotiations were already under way to this end, and feel sure the intro-
duction of the cash-register will be an unqualified success.

Department of Internal Affairs.
The Department of Internal Affairs at present keeps the accounts of a number of small

offices under control of the Minister. It is recommended that this system be extended to include
the Museum and Cook Islands, the accounts of these offices being too small to require separate
treatment.

Registrar-General, and Electoral.
It is found that the vouchers of the Registrar-General go through the Under-Secretary of

Internal Affairs, but that he approves vouchers as Chief Electoral Officer. We think there should
be uniformity7 of procedure.

The details of expenditure on account of elections appear to be unnecessarily full, and the
number of headings should be reduced by combining several of the existing columns.

It was suggested by the Registrar-General that the Postal Inspectors should examine the
accounts of Registrars of Births, Deaths, and Marriages, and instruct them in uniform methods.
The suggestion seems a good one, and could, we think, probably be carried out without undulyinterfering with the Inspectors' other duties.

Cook Islands.
A separate system of book-keeping does not appear necessary for this office, which might

well be placed under the control of one of the larger Departments.
Public Service Superannuation Office.

A comptometer would be of assistance in this office. Generally the system is an excellent one.
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Public Health, etc.
The invoices for goods, &c, supplied to the medical profession are prepared in duplicate

and are entered on cards also. We suggest preparation in triplicate and dispensing with the
cards.

A millionaire and a comptometer are recommended, as there is a considerable volume of
statistical work involved in connection with the Annual Reports of Public Health.

It is suggested that as the amounts are very small the fees due to medical men for notifying
infectious diseases should be paid half-yearly. This will save accounting, and probably be more
convenient to the payees.

Printing Office.
A complete system of book-keeping is in vogue here. The Department's Cash-book and the

Receiver's Cash-book (kept in accordance with the Treasury Regulations) can be easily amalga-
mated with a resultant saving of work.

Invoices should be prepared in triplicate instead of duplicate, so that accounts can be
rendered in the form of a summary of the totals of the invoices, with the invoices themselves
attached, instead of the individual items having to be recopied.

The book containing the record of work done for each Department does not appear to us as
necessary, as the information is recorded elsewhere.

Our attention was drawn to the frequency with which certain of the Departments send in
requisitions for printing and stationery supplies. It is not too much to ask that a Department
should be able to estimate its normal requirements for a month ahead, and send in one requisi-
tion per month. Unforeseen matters will, of course, arise, but we are satisfied that the work
of the Printing Office could be reduced by exercise of foresight on the part of other Departments.

An undue amount of work appears to be involved through the charging and accounting of
small amounts of postage. This could be avoided in most cases by making the postage payable
on delivery.

It was formerly the practice to have all advertising checked in the Government Printing
Office. As technical knowledge is involved, there is much to be said for a reversion to the former
custom.

A Remington-Wahl machine and a comptometer are recommended for this office.
The office-accommodation is insufficient for the clerical staff, which at present is working at

a great disadvantage.
Mental Hospitals Department.

The accounting-work in this Department is reduced to a minimum, and leaves little to be
desired. The office is an example of a maximum of work done by a minimum of staff—and
well done.

The Patients' Ledger should be in card form, as should be the index.
It is a practice among the mental hospitals to hold back their accounts for payment until

the month's bills are all in. This is no doubt convenient to the Department, but hardly fair
to the tradesmen concerned. We think the accounts should be sent on for payment as soon as they
are received and checked.

Tourist Department.
This Department has already adopted the system of carrying the daily totals of transaction

into the Cash-book, and duplicating details by carbon process on a statement in support thereof.
The result has been satisfactory, and the Department is to be commended for its adoption of
such a businesslike method.

A good deal of unnecessary transmission of moneys at present takes place in connection with
the branches at Sydney and Melbourne. The collections at these centres are remitted to Wel-
lington, and conversely any money for expenses incurred at these places has to be sent back again.
We suggest that official accounts be kept and expenses settled out of moneys collected. This will
probably mean that salaries only will have to be remitted from Wellington, and the expense
saved of transmitting the collections to and some of the remittance from Wellington.

During the course of our investigation it was mentioned that the accounts at the Melbourne
and Sydney offices are not subject to any local audit. We think it right to draw attention to
this matter.

The payment of wages to the employees at the Waitomo Caves appears to cause some diffi-
culty, which we think would be best overcome by arranging the matter through the Post Office.

One central imprestee will suffice for this Department, A central Receiver in the Head
Office for all the smaller offices already exists, and the plan works well.

The Accounts Register, a large book kept in the agencies in which is posted the amounts due
to coach, steamer, motor, and other companies, could well be dispensed with. Ihe information
is assembled solely for the purpose of preparing a return for the Head Office, and the book is
not used for any other purpose. The information for the Head Office return could be equally
well compiled direct from the other sources without an intermediate book, and if the second copy
is required the whole could be prepared by the carbon process in the same manner as the Tour
Journal.

Railway tickets may only be issued if some other excursion is included in the tour. It
would be a great convenience to the public if the Tourist Offices could issue railway tickets. The
present practice of issuing coupons which have to be exchanged at the booking-office for railway
tickets not only cause unnecessary accounting, but is also a source of irritation to tourists.

Customs Department.

The book-keeping of this Department will be simplified by the general scheme, and by record-.
ing salaries on cards.

The accounts of the Collectors of Customs are in good form and well kept. There are,
however, two Cash-books : one is that required for Treasury purposes, the other the Landing
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Surveyor's, which is summarized for statistical purposes. We recommend that by rearrangement
of the columns the books be combined—or rather, they be combined in one form of statement,
to be subsidiary to one Cash-book.

Marine.
This is one of the Departments in which the number of the items in the appropriations can

be materially reduced by amalgamation. Moreover, the expenditure under items is not kept in
the form in whioh they appear on the appropriations.

There does not appear to be an adequate check on stores on Government steamers controlled
by the Marine Department.

Inspection op Machinery.

The Salary-book contains far too much detail, and should be replaced by cards.
One general imprest account in Wellington should meet all requirements of this Depart-

ment, which has now twelve Inspectors, each with a separate imprest account. The travelling-
expenses of these Inspectors could be paid through the Post Office, as recommended in. the cast
of the Mines Department.

Labour Department.

There are about 180 small Receivers, most of whom collect fees but once a year, many only
collecting a few shillings annually. Ihese all render separate accounts to the Treasury, in
addition to furnishing statements to their Head Office. It is recommended that they should
pay their collections to credit of Public Account (or, where no bank exists, to the Post Office),
and forward the bank receipt to Head Office with their returns. The amounts can be embodied
in the Head Office Receiver's Cash Account. This will save a large number of accounts, many
nil returns, much clerical work, and, by concentrating the details in one main account, lead
to a very considerable saving of work in the Treasury and Audit.

The Registrar of Factories and the Registrar of Shops kept at local offices should in each
case be on cards. There is too great an accumulation of " dead matter " in the books, and the
cards will also form their own index.

Sums, frequently 7 large in amount, are collected from employers for disbursement to
employees, especially in cases of wages having been paid short of award rates or overtime not
adequately paid for. These amounts are generally paid out at once, and are not brought into
•any deposit or other account. Occasionally, owing to an employee's absence, the whole or some
portion of the money has to be held. There are difficulties in the way of a regular deposit
account, but the present system is irregular and should not be permitted. It is recommended
that instead of an employer being compelled in these cases to pay the money to the Labour
Department for disbursement, he should be required to produce within a given time his employee's
receipt for the amounts due.

The certificate of registration of factories should be prepared in duplicate by the carbon
process, the under-copy to for the record instead of the butt.

Salaries are kept in great detail in the Expenditure-book under a personal account for
each officer, full particulars being posted thereto each month. It was found that a regular
personal account is kept against each payee irrespective of the number of transactions. An
index to this ledger is also kept. Such a cumbersome system will disappear if our suggestion
re schedules and card index is adopted.

Lands and Survey Department.
The system of accounts in this office is on modern lines more closely- approximating that

recommended. The Department is a large one, the work complicated, and the fact of the success-
ful operations of its system is an indication that the recommendations made will meet the require-
ments of the service generally.

The departmental Receiver could forward his small collections, together with bank receipts,
to the Cashier Treasury for incorporation with his accounts.

There does not appear to be sufficient co-ordination between the various branches of the
Lands and Survey 7 Department. The Receivers of Revenue, who account direct to the Treasury,
are to all intents end purposes independent officers. Their accounts do not appear to be con-
trolled either by the local Commissioners or the departmental Head Office, and in consequence
there is a want of uniformity of method. There is a division of control which is alike detrimental
to the best interests of the Department to which they belong and of the Treasury.

All receivers are in a measure directly responsible to the Treasury, but are in no way relieved
thereby from ordinary departmental control.

Receivers of Land Revenue.
The books called " Terriers," in which is kept a record of land transactions, would be more

convenient if placed on cards.
A Remington-Wahl typewriter is badly needed in these offices, and a Burroughs machine in

the larger centres. By use of these machines the work of accounting could be lessened and
simplified,'the carbon process generally brought in, and forms containing like particulars pre-
pared simultaneously. The card system employed in Wellington for deposit accounts should be
adopted generally.

The receipts for returned deposit cheques should be prepared by the carbon process. Cards
could well be used to record transactions for local bodies.

A case of hardship came under our notice in connection with paymient of rent. An amount
of rent due was posted the day before the expiry of the day's grace, but was late in reaching the
Receiver, yet the penalty imposed amounted to over £4. The rule applied to land and income
tax should be adopted—i.e., all amounts in letters bearing the post-mark not later than the last
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day of grace should be accepted without enforcement of the penalty. The present arrangement
does not even make provision for delays due to interruptions of mail-services, though it requires
all sums to be remitted to Receivers direct through the post.

Broadsheets prepared by machine might replace the present Journal.
We would recommend that all such accounts as timber, grass-seed, &c, be kept by the card-

ledger system.
There does not appear to be any valid reason why the whole of the Lands and Survey accounts

in each district should not be under the control of one officer, instead of, as at present, being-
divided between an Accountant and a Receiver who work independently. The more suitable
title for such an officer would be District Accountant.

Considerable work is involved in allocating local bodies " thirds " on sections as well as in
blocks. It is understood that this could only be avoided by an amendment of the Act, the
advisableness of which is suggested for consideration when opportunity offers.

The table of rebates of rent published in C.-l causes much work in connection with the
ascertainment of the total areas. As the essential portion of the table is the number of tenants
and the amount of rebate, the area might well be dropped.

By drafting suitable statements the overlapping of the Receiver's Cash-book and the large
Dissection-book might be avoided, and the necessity of making manuscript copies avoided by the
use of carbon sheets. The daily totals would suffice for Cash-book entries and Treasury 7 returns.

The accounts kept in the Auckland District Office are most complete, and enable the Com-
missioner to exercise an intelligent control over the numerous surveyors. If such complete
accounts are kept in district offices it should suffice if the Head Office were regularly supplied
by the District Accountant with any total figures required. The district office appears to be
the proper place to keep details of district accounts.

Outside these points the accounts of the Receivers are distinctly good and well kept. Ihe
principal ledger (especially in Auckland) is all that could be desired from an accountancy
standpoint, and the balance-sheets made up annually therefrom are worthy of publication.

The Receivers generally are zealous officers who take a keen and intelligent interest in their
duties.

Lands for Settlement.
No less than four Departments are sometimes concerned in accounts relative to lands pur-

chased for settlement—the Land Purchase Office, the Lands and Survey Department, the Public
Works Department, and the Labour Department. In no place, however, is there provision for
assembling all the expenditure, each Department keeping independent records. Thus there is
not only a divided authority, but -also confusion in accounting.

Four different accounts are involved — viz., Land for Settlements Account, Consolidated
Fund, Public Works Fund, and State-guaranteed Advances Account.

The transactions, though necessarily carried out by different officers, should be under control
of one central office, and in our opinion the Department which should assume the general manage-
ment is the Lands and Survey, xlt present no proper capital account appears to be kept.

Valuation Department.
The books of this Department are well arranged and well kept. Daily totals only are

entered in the copy of the Cash-book sent to the Treasury. A central imprest account is in
successful operation, with but one imprestee, who is in the Head Office. A central Receiver in
the Head Office incorporates all valuation receipts throughout the Dominion in one account, thus
saving much work both in the Department and in the Treasury. Special numbered forms of
receipt prepared by carbon process are in use. In fact, this Department's accounts are, as far
as the existing law allows, an example of good methods.

Department of Agriculture.
There is too much circumlocution in the handling of vouchers for payment. These bear

provision for no less than four separate series of numbers—viz., the district office, the divisional
office, the Accountant's office, and the Treasury. The Index to Claims is kept in three places—
(1) the Head Office (Accountant's office), (2) the divisional Head Office, (3) the district office.
The book can be replaced in the Head Office by index cards, in the district office by copies of
vouchers filed alphabetically, and abolished entirely in the divisional Head Offices, who can
readily refer to the Head Office Accountant when necessary.

The practice of keeping duplicate vouchers in the Head Office should be discontinued, as
mentioned elsewhere in this report. Duplicate vouchers should be kept in the district offices only.

The index to vouchers is kept in loose-leaf form, but no attempt appears to have been made
to clear this of " dead matter."

The Register of Claims paid as Compensation for Stock destroyed is kept in the divisional
office and also in the Accountant's office. The register in the latter office should be discontinued.

We would suggest that compensation for stock destroyed be paid by the Post Office on the
certificate of the local Inspector without prior reference to Wellington. It is, of course, dis-
appointing to the farmer to have stock condemned, and it would probably be some solatium ifthe compensation could be paid promptly in the manner suggested.

A great amount of labour is involved in ascertaining the rebate to be allowed to large meat
companies on the cost of inspection—e.g., the salaries and travelling-expenses of the Inspectors
have to be kept in great detail. The cost of the Head Office administration is, however, not
charged, and if this were done it would possibly absorb the amount of rebate allowed. The
rebates should therefore be discontinued.

The Register of Periodicals can be dropped, as the card index suggested in another part of
this report will render it unnecessary. The Statistics of Stock slaughtered and Meat condemned
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should be summarized from the Inspectors' returns, not entered in detail. Form Ag. LSB should
be recast and the record posted from the summary on the form. Form Ag. L53 should be amended
to include the receipt, and L 22 discontinued.

An erroneous practice prevails in recrediting amounts of overpaid vouchers, the voucher
itself being altered. A receipted voucher should not be amended, but the overpayment should,
on recovery, be treated as a credit to the item.

We agree with the conclusions of the Hunt Commission with reference to necessity for a
controlling officer in charge of the district. The matter touches accounts quite as much as general
administration. All district accounts should focus in the district office and summaries thereof
be compiled and forwarded to Wellington. The district officer should also be a central Receiver
for all agricultural receipts.

It was found that a practice has grown up of providing district officers with the local news-
papers at the Government expense. This was justified on the ground that stock-sales had to
be watched. It is questionable if Stock Inspectors and others would be seriously inconvenienced
were the papers discontinued. The State is scarcely justified in supplying them with their daily
paper on so slight a pretext. A Remington-Wahl is needed in the Accountant's office. A
Remington-Wahl machine and a numbering-machine are required in the Auckland District Office.

The Local Register of Dairies kept in the district offices should be on cards. The Register
of Manure, Hides, Wool, &c, imported can be dispensed with. The declaration form, if filed,
will give all necessary information. v

Form Ag. L 61 is entered in a book, from which a quarterly summary is prepared for use
in Head Office. The forms should be filled in the district office to form a record in place of
the book, and the quarterly summary prepared from them.

The forms sent out by district offices requiring statistics of crops, cattle, sheep, &c, should
be folding forms, or contain provision for the address on the back of the forms, and thus save
the use of envelopes.

A very good card system exists in connection with Department's monthly Journal. The
subscription of 2s. 6d. per annum, however, appears to be much too low, and. does not nearly
cover the cost of production.

Education Department.

There are two separate Receivers in this Department—the Chief Clerk and the officer super-
vising the Industrial Schools Branch. The Cash-books should be combined.

There is an unnecessary operation gone through in the matter of teachers' superannuation
payments, each pensioner being required to send in a claim for the amount. The system should
be brought into harmony with that in vogue regarding pensions and the Public Service super-
annuation allowances.

The accounts for the maintenance of children in industrial schools, &c, should be kept on
cards.

Fees for examinations should be paid through the Post Office instead of direct to the Public
Account. The payment by the public of amounts into the Public Account in many instances
leads to confusion in the Treasury owing to the difficulty which frequently arises of ascertaining
for what purpose the amount has been paid.

Payments of accounts for maintenance of children in industrial schools should be made
to the Post Office instead of to the Court.

A Remington-Wahl machine can be usefully employed in connection with the accounts of
special schools.

The process of dealing with the revenue derived from endowment reserves is very involved,
leads to a duplication of work in both the Treasury and Education Departments, and sometimes
to delay in payment to the various Boards. Instead of being credited to a Deposits Account
the revenue should be treated as a recovery, and be credited direct to the Education vote out of
which the full amounts should be paid.

The central imprestee system is in vogue in this Department, and is found to be very
satisfactory.

Immigration Department.

This Department is keeping the ordinary books prescribed by the Public Revenues Act.

Government Insurance Department.
The accounts of the Department are kept on the revenue system on a double-entry basis.

They follow the lines of the accepted form for such accounts, modified to meet New Zealand
requirements.

Computing and adding machines suitable to the requirements of the office have been in use
for many years. The card system is extensively used. All books and cards are well and neatly
kept.

This Department has adopted the system of accounting four times a month on fixed dates
instead of weekly, with satisfactory results.

Copies of the Agents' Cash-books could with advantage be done by the carbon process.

State Fire Office.
In common with other commercial Departments, the system in this office was found to be a

good one. The Receiver's Cash-book.in use might well form, the model for all sub-receivers, as
recommended elsewhere. A Remington-Wahl machine would prove useful.

The District Manager's statement of imprest accounts is capable of improvement. It shows
particulars and amounts, also cheque number and amount. The latter items could with advantage
be omitted.
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State Advances Office.
The book-keeping in this office is generally satisfactory. The principal difficulties are due

to the system of granting rebates as provided by Act. As the bulk of borrowers pay within the
days of grace, the relatively small proportion of cases in which no rebate is given makes the non-
granting of the rebate equivalent to a penalty. The present practice of bringing the gross amount
to charge in the first instance has the effect of unduly swelling the accrued interest at the end
of the year. It also necessitates the writing-off of all rebates where accounts are paid within
days of grace. It would be better were the amounts now treated as a rebate added to the delayed
payments as a penalty. The net result to the borrowers would be exactly the same, but the
accounting could be greatly simplified.

Arrears, representing sums of principal and interest due, advice of which has not reached
the office by the end of the month, were being extracted from the Journal in detail, on large
broadsheets, the process occupying a great deal of time. It was suggested that additional columns
might be ruled in the Journal into which the amounts only could be carried without repeating
other details. With two such columns arrears need only be specially taken out when three months
overdue, by which time the number of entries would be comparatively insignificant. This sug-
gestion has since been given effect to with successful results.

The Cash-book is good and admirably suited to the Department's requirements. It would
be an advantage and save clerical work at the end of the year if a column " Accrued Interest "
were provided in the Ledger summary.

The present method of sending out notices to mortgagors could be improved upon. The
notice and the advice of payment are prepared separately. By the use of carbons and registering
forms, one writing should suffice for both forms. If a Remington-Wahl typewriter be used, the
Journal totals could be readily arrived at in the one operation.

The strong-room accommodation is both inadequate and inconveniently situated. This inter-
feres with the accounting work to no small extent.

The Register of Due Dates of Fire Insurance Premiums would be better kept on cards. A
Balance-sheet and a Revenue Account are all that are necessary to be published in the annual
report. These would give the information now published, but in a simpler and more intelligible
form.

Public Works Department.
An altogether too elaborate and cumbersome system of authorities and checks exists in this

office. This results in petty matters being referred to Wellington which could be dealt with
locally not only more expeditiously, but also more satisfactorily. Nothing may be done without
a round of procedure and authorities, which destroys the status of District Engineers and reduces
their positions to that of mere overseers.

One authority to proceed with a work within certain limits as to expenditure should suffice
to enable the District Engineer to do all that is required, and report the results to the Head
Office. There are parliamentary, Cabinet, general, and particular authorities, and each authority
is kept in a "watertight compartment," to the great hindrance of all concerned. The autho-
rity system should not be applied to routine expenditure, but only to works of such magnitude
as warrant the existence of a special record. When any such special work is authorized, the
District Engineer should be informed of the amount, and should render a periodical statement of
the total amount expended to date on each authorized work until its completion.

It was forfnd that Railway claims supported by waybills, &c, and affecting many officers,
were referred as a whole to each office, instead of being broken up and each portion referred to
the office concerned. One claim dealt with had taken no less than eleven months in its tour round
the Dominion.

The Travelling-expenses Register should be abolished, as it duplicates entries made in ordinary
books of record. The Register of Vouchers, kept on large sheets and bound up annually, should
also be discontinued, as the information will appear elsewhere.. The record of expenditure against
different works should be kept in the district offices on cards. In those cases where a special
authority is necessary it could then be noted at the top of the card. The cards would thus form
both a record of district expenditure and a record of expenditure against authorities. From
these cards could be prepared any information by the Head Office.

Conclusion.
If the work is simplified in the manner suggested in this report it is probable that a net

saving could be effected equivalent to the salaries of fifteen officers, distributed as follows:Treasury, 9; Land and Income Tax, 2; Public Works, 2; Agriculture, 2: total, 15.
In several offices the saving of work is not sufficient to warrant any reduction in staff, but

will probably obviate the necessity of increasing the staff for some time to come.
The general abolition of many ponderous and expensively bound books which will follow theadoption of the system outlined will lead to a very considerable annual saving reaching somehundreds of pounds sterling.
It may be necessary to explain that this report has been written on notes taken at the time

of our visits to the various Departments. We have reason to believe that in a number of instancesthe recommendations we have made have already been adopted.
We should like to say that in most of the Departments the books in use where neatly kept,

and the quality of the work of a high standard.
Finally, we have pleasure in saying that the officers with whom we have come in contacthave readily afforded us every opportunity of obtaining information, and have in several instances *helped us with valuable suggestions.

Geo. W. Barltrop.
H. A. Huggins.
J. J. Esson.
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Note.—Officers employed in the Public Service are required to alter the certificate as occasion may require
before signing it, taking care that it is so worded as to afford assurance that the conditions upon which in each case
the payment of the claim depends have been completely and satisfactorily fulfilled, thus :—

When the expenditure incurred under a Contract, it should be, certified " that the charge is according to
contract, and that the service has been satisfactorily performed."

In claims for Supplies, add, " The supplies have been duly delivered and are entered in my Departmental
Property or Stores for Issue Return for the ending ,191 ."

In claims forFood or Presents to Natives, add, • The supplies have been delivered to the Natives for
whom they were obtained."

In claims forTravellino-expenses, insert, "I was travelling on the Public Service during the period for
which the claim is made."

In claims for Poeaoe, erase the whole certificate, and insert, "I certify that I actually kept a horse for the
Public Service during the period for which the claim is made."

In claims for any other service, add, " The service has been duly performed."
Officers certifying abstracts will be held responsible for all errors in computation. (Section 63 of " The

Treasury Regulations.") They are requested to observe that unless the foregoing instructions are
strictly complied with the Audit Office will be unable to pass the account.

12- H. 14.
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