
من المصادر الإلكترونية في مكتبة قطر الرقمية ٢٠٢١/١٢/١٢تم إنشاء هذا الملف بصيغة PDF بتاريخ
النسخة الإلكترونية من هذا السجل متاحة للاطلاع على الإنترنت عبر الرابط التالي:
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تحتوي النسخة الإلكترونية على معلومات إضافية ونصوص وصور بدقة عالية تسمح بإمكانية تكبيرها ومطالعتها بسهولة.

"ملف 1/50 الروتين المكتبي"

المكتبة البريطانية: أوراق خاصة وسجلات من مكتب الهند المؤسسة المالكة

IOR/R/15/2/1046 المرجع

٣١ يناير ١٩٤٥-٢٧ نوفمبر ١٩٥٠ (ميلادي) التاريخ/ التواريخ

الإنجليزية في اللاتينية لغة الكتابة

ملف واحد (١٠٣ ورقة) الحجم والشكل

رخصة المشاع الإبداعي لأغراض غير تجارية حق النشر

حول هذا السجلّّ

يتعلق الملف بالإجراءات المكتبية والتغييرات التي تم إدخالها عليها بعد نقل مسؤولية الإشراف
إلى وزارة الخارجية.

تضم الأوراق مجموعة من الملاحظات التي تحمل العنوان "الروتين المكتبي" قام بتجميعها كبير
موظفي المقيمية البريطانية في بوشهر وتتضمن توجيهات بشأن التعامل مع كافة صيغ المراسلة

والتسجيل والحفظ في ملفات والإشارة إلى المراجع والهيكل الإداري لمكتب بوشهر والرسائل
البريدية والبرقيات والسجلات وتدوين الملاحظات والمسودات والطباعة ونماذج الخطابات والمذكرات

ومهام موظف التلغراف ومهام موظف الإرسال، مع خطاب تقديمي يقترح ضرورة نشر الملاحظات بين
العاملين في الوكالة السياسية بالبحرين، يناير ١٩٤٥.
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يحتوي الملف أيضًا على أوراقٍ تتعلق بنماذج الاستمارات والخطابات ، أبريل ١٩٤٨؛ وأوراق تتعلق
باستبدال المكتب الأجنبي لأنواع معينة قديمة من المراسلات في سبتمبر ١٩٤٨؛ وأوراق تتعلق

بالشروط التي يجب استخدامها في تأسيس الأولويات التلغرافية من مايو إلى يونيو ١٩٤٩؛ وخطاب إلى
المكتب الأجنبي بشأن عبء العمل الإداري على مقيمية الخليج العربي بالبحرين، أغسطس ١٩٤٩؛

وأوراق بشأن تعليمات المكتب الأجنبي حول استخدام الاختصار في الوثائق الرسمية ومن بينها
البرقيات، أغسطس ١٩٤٩؛ ومراسلاتٍ من الوكالة البريطانية بالشارقة حول كيفية مخاطبة أقسام
معينة بوزارة الخارجية وإعادة تنظيم نظام حفظ الملفات بوكالة الشارقة، أكتوبر ونوفمبر ١٩٤٩؛

وأوراق بخصوص قواعد إرسال البرقيات، من ديسمبر ١٩٤٩ إلى أبريل ١٩٥٠؛ ومراسلاتٍ من شركة كابل
آند وايرلس المحدودة تحدد شروط وأسعار البرقيات، من يونيو إلى ديسمبر ١٩٥٠؛ ومراسلات بخصوص

تعليمات من وزارة الخارجية تحدد الهجاء الرسمي للكويت والبحرين واستخدام المقيمية بالبحرين
لنظام النسخ الهنتري لكتابة الكلمات والأسماء العربية بالحروف الإنجليزية، باستثناء مسقط

وعُمان، من يونيو إلى أغسطس ١٩٥٠؛ ومراسلاتٍ بشأن العنوان التلغرافي للوكيل البريطاني
بجوادور، نوفمبر ١٩٥٠.

صفحة الغلاف
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ci) 
D.O. No. 510-64/292. 

No. 

ERITISK RESIDENCY AND CONSUIATE GiiNEBAL, ' 
BUSIIIKE. 

tted 31st January, 1945. Pakaia gatx 
^ J( j L^ , 

J I enclose a note on Office Routine, which 
was compiled "by Bajagopalan (officiating Head Clerk, Bushire j and which formed the "basis of a lecture 
given to the last "batch of recruits. All new 
clerks now have to study this excellent note as 
soon as they arrive at Bushire. 
2. Although this note was written primarily for the Main Office at Bushire, much the greater 
part of it applies to all offices. If every clerk 
in the cadre followed the instructions in this note 
our office work would undoubtedly "be considerably 
lighter and our files would "be "better kept. You 
may possibly like to circulate this note among 
your staff. 
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"ملف 1/50 الروتين المكتبي" [٣و] (٢٠٦/٥)

VJJ x JLO-XH HODTXx^ 

I shall -irst of all cLescri"be "briefly how correspondence, the life sorea. of an office, is dealt with, with particular reference to the Lain Office in Bushire. 
2. Correspondence consists mainly of telegrams and letters, and nowadays when due to the war, surface communications involve long delays, most of the correspondence in our office is done "by telegram. Telegrams may "be in plain language or in code or in cypher depending on the nature, confidential or•otherwise, of the 
subject^ and letters may "be in the forer of official letters, demi-official letters, express letters, printed letters, endorse ments, memoranda, etc. There is another class of communication called the :; bavIngram : , received mainly from Consular Offices and Ecf assies. bavingrams are only copies "by post of telegraphic messages and they are classed with express letters and treated with the same urgency. 
3. A letter or telegram, as soon as it is received in office, is called a ITresh Beceipt. bpeakine; of letters these come either through the local post office or "by means of safe-hand' "bags with Captains of Iritish vessels and pilot:; of aircraft. The mails are opened "by an officer and passed on tc the Head of the office, " 
Secretary in our- Office, who after perusal sends them "back to the 
office, initialling and dating every letter. On letters reQuiring urgent action, he marks "URQEKT" or which means that those letters should "be given prior attention. 

Telegrams as soon as they are received from the Telegraph Office, aiv mecoded if in code. The fact that a telegram came enclaii or in such and such a code, ( v e have two codes in main 
Office, The government Telegraph Code and the Indian ord Code; there arc some confidential codes and 03^hers kept in Confidential Office) the numljer: the date ox origin; the date of receipt; the name ol the sender, and if the telegram was marked n Immediate" the time of 01igin and receipt - all these doteils are given as "below, - . ' ' - 

ZuOM 
TO 
NO. 

ENCJAHl / G.T.C. / I.W.C, 
POLITICAL, LAHRAI1T. 
i.\RITCONbUL, :• . 
859. 

DATED 10TH. , HSGEIVED 11TH DECSl J-iiR, 1944 

TEX 1. 

-POLITICiiL- 

ENCLiilR / CODE Ti'i I ir 1 G-HAu 
jl ! j: {.oxij. 

TO 
j >r 0. . 844-L.E, 
DALiLJ 15th 0 , KiiiCEIVED 15th. DiilCE.LEB, 1944. 

I-OESiaN, NLV/ DLLFiI 
IBITCONSUL, imilU® 

t~r 
/ i.V; ■ediate 
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"ملف 1/50 الروتين المكتبي" [٤و] (٢٠٦/٧)

liUa.-ilD IaTE 
-2- 

T.0.0. T. O.B. 14.30 18.45 

U 

T X T 
-FOEEIGN- 

_ ooitiot(ii:K;s a telegram raay "be ropoatud to isoro than one ? ̂  a ch addressee being given a separate- number. These Siven in the preamble in order to inform all the cillierent addressees oi the names of the other recipients. Por exampleo~ Ax)D]:iEoSED BUbFI?^ No. 42. ii^PKATED SAHRAIN 145. COPY i r ̂  - ll r' - OP INJIA 79..... This telegram is to "be ty}ped as belov/:- 
a^LCGRiul 
Prom 
To 
Repeated 

ilNCIAIR / COil^ 
Prodrome, Tehran. 
Britconsul, Bushire 
Political, Bahrain 

(No. 42) 
(No.145) 

Copy by post to Government of India s External Affairs Department, New Delhi. (No. 79) 
No. 42 
Dated 12th., Received 13th November, 1944. 

X 

-PPODKOME- or -MBASSADOR- 

/up 

Serial No. 

copies of all telegrams received are typed' the lair copy is sent to the Record Room to be put up on the lelevant iile ; one copy is sent to the becretary ^ and the thud to^ the Political Resident. The latter two are marked 'E* ^ iole copies and only serve as advance information to the ..ecruoary and the Political Resident, while the original is - put/m the usual course. 
Al1 - mails, after perusal by the Officer, and the tel-j^rams are passed on to the clerk concerned to be registered. 1 a register called the "INWARD RECrlbTER" is iiiaintained for this purpose. There are separate registers for letters and telegrams ihe Register has the following columns ^ - 

No. and Date. I'^rom whom received. Subject Compilation or file number. 
8. All letters and telegrams are stamped with the office • seal, and the serial number and date of receipt of each are entered e,g,s- . 

I r U S H I R E RECEIPT 
1 No, 1742. Datad 18.11.44 j 

^ * . ' l! - serial nuriDGi* runs consocutiVGly (■thort? oro soD^patiS 0 f ^ItigKaas, lottors, except letters rim Pdreifta Office) ; iu 130 ^ach year. as a matter of detail, letters '-l^eraas r.euivecL lTo;i the >6ibassy, Tehran, are entered in 
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"ملف 1/50 الروتين المكتبي" [٥و] (٢٠٦/٩)

Bed T - v in the respective registers, thSrough in the same series. 
The -e of receipt is first of all entered "boldly in red inlc 
right acroso the register and then the various coluiiins are filled 
in thus - 14th NovenTber 1944 . (Bed Ink) 
Serial Number and Date i'roni whom bulDject. Compilation, 

No. » received. 
1436 C/848. 21.10.44 P.A., . uscat Outbreak of small- 4/142. 

pox in G-wadur. 
1437 ±\8(9)-N/44 foreign. Amendment to G,F. 67/1. 

2.11.44- New Delhi. JTund Rules. 
10. Particular care should "be taken to enter in thC ( appropriate 
columns a "brief description of the subject matter o.t the letter or 
the telegram, and the compilation. Such entries-as "i'inance 
Department Notification", ,s Am©nclment" ? "Office . lemorandum" etc., 
are useless and do not help to identify th^ papers. There are 
hundreds of Finance Department Notifications and Office memoranda. 
A "bri-ef mention of the subject, such as "Revision of Leave Rules' , 
"Borrowing rate of G-overnment' 1 , "Amendment to General provident 
Fund Rules", "Outbreak of smallpox in Gwadur", "Wreck of Fateh 
Rahman" , etc., is to "be made. Great care must also "be taken to 
fill in in the correct column the compilation i.e., the file on 
which the paiDer is dealt with. The record keeper will give this ̂  
information,' "but it is the duty of the clerk maintaining the Inward 
Register to see that the register is complete in every respect. 
11. After registration the letters and telegrams are passed on 
to the record keeper to "be put up on the relevant files. Before 
"beginning to nut up the fresh Receipts the record keeper first 
so; -t j out the mails, as there may "be more than one paper for a 
prT-'-^.eular file, and certain papers have to "be passed on to other 
sections of the office for disposal in their respective files, 
viz., Treasury, Public Works Department, Consular Office, Publicity 
Section. Telegrams, express letters, bavingrams and such others 
as have "been marked "TJrgent i? or "Early" by the officer should t>e 
given prior attention. As a general rule, telegrams, express 
letters and bavingrams must be put up on the same day on vhich tho^ 
have been received and other papers within four days ol" their 
receiDt. In no circumstances should a paper be delayed for more 
than a week before submission to the officer concerned. If for 
any reason, papers cannot be put up within a week, such^papers should be submitted to the officer, with a note explaining the 
reason why it is not possible to put them up on the relevant files 
and his orders obtained. 
12. After sorting out the mails, the record keeper begins to 
put up the papers on the relevant files. Every file consists of 
two parts; 

' one the main body containing the correspondence and x the 
other the note sheets appended to the body. In the note -sheets 
are recorded the orders on the various papers, and a reading oi 
the notes will usually show how and why certain action on. a certain 
paper was decided upon. 
13. Every letter,-memorandum, telegram, etc., which is placed 
in the body of the file as part of the correspondence whether*issue 
or receipt excluding enclosures has a serial number. This number 
is enclosed in a circle, written in rod ink or red pencil in the 
ease of receipts and in blue black ink or blue pencil in the casu 
of isbuus, at the top of the first page of the paper. This number 
in cire] e should never be written on the left hand top corner ox tne 
paper 3 ,s it would be difficult to see once the paper was placed m 
the iy of a file. 
14. Each serial is entered in the note-sheet giving thie type ca 
paper under consideration, i.e., letter, telegrara, memorandum, etc., 
its nufeer and. date^ the name or title of the sender in the case ci 
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"ملف 1/50 الروتين المكتبي" [٥ظ] (٢٠٦/١٠)
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"ملف 1/50 الروتين المكتبي" [٦و] (٢٠٦/١١)

-4- 
receip rn ^n ( i the name or tiule of the addressee in the case of issues, ihe numlDer o.f the serial enclosed in a circle is given lairneoj aly -.T dovc the entry in red ink and issues in mue-black ink. us 'ocess is called docketing. 
^^• Sver.v letter or - tele^raio, etc., suloiuitted, i.e., the "paper under ccm:;:u. ration (p.u.c. j has a "Paper Under Consideration" 
fcS p: ̂ nne(i 1:0 "the top of the first page and has the serial number 
i il' e ' ■ jr ? a cn it in red enclosed in a circle and the necessary docket entry is made in the note sheets ~ ~ o rr ? ̂  • o • ? 

(56) (red ink) 
Let jer i\'0. C/858 dated 8/11/44 from P.A. s Bahrain, 

^^thej/e is i-iore than one .p.u.c. each of the i is docketed separately under separate serial numbers and have p.u.c.' s II tds pinned to them. The Record Keeper reads through each p.u.c'. carefully and all the references cited therein are marked in pencil giving the correct serial numher or page number. In some cases a reference cited may not have "been received in the office in that event, the words "Not Received''' are written in pencil against tho.t reierence. All references are to "be entereo either on the top, "bottom or right hand margin of the letter, and are not to he written in the left hand margin as they cannot "be clearly seen when the paper is filed. Any other reference relevant to the p.u.c. is also put up. 
17. The p.u.c. is then submitted with a concise and clear note referring to previous correspondence suggesting the action to "be taken and wherever possible a draft is put up ror approval. The paragraphs of the note-sheets are numbered in one series and irrespective of the serial numbers. At the bottom of each note should oe written (±Yom N/para x). This indicates to the person to v,no.; the note is submitted where he should begin reading. The noto is then initialled and dated (giving the date, the month and the yearj at the right hand side, and the designation of the person to whom the note is submitted is written on the left, i.e., S~.(for Secretary) T.O. (for Treasury Officer) a.S. (for Executive Engineer) A.R.o, vior Assistant ivosidency Surgeon) etc. Every draft submitted must have a "Draft for Approval" ( jj.i T.A . ) slip pianod to the top of the first page. If more than one draft is submitted they are marked i)ci ,A. I, 11, D.P.A. Ill, etc., to facilitate identification. to jo clearly shown in the D.x.A. whether it is a letter, memo randum, Demi-official, etc., or if a telegram in what code it is to issue. Generally speaking a letter is replied to by a letter, a demi-official by a demi-official, a telegram by a telegram, but, discretion should be used and the Question of urgency must always be considered. All references cited in the draft are oarked in pencil. 
18. When a file is submitted, papers etc. are placed in the following orders- 

(Top) Books, maps, photographs, etc. Note sheets. Papers under consideration (in proper order) Draft(s) for approval. Current file. 
rile(s) for reference. 

(Bottom) 
Sometimos it happens that for the disposal of a p.u.c. in a certain file, it is necessary to link another file, which itself has some p.u.,c t s for disposal. In such cases a yellow "Please see Linked File" slip is pinned to the file board of the too file. This indicates to the officer that some action is called for on the linked file also. . It is not necessary to pin the "Linked Pile" slip if the other file is put up only for reference and no action is called for therein; it is just placed bole . the current file. 

/i9. The 
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19. The officer records in the note-sheets his orders on the 
various p.u.c.'s submitted on the file, which then comes "back to 
the office for taking action on the orders passed. If a draft 

proved for issue, it goes to the telegram clerk if a telegram, 
or the typist to he faired for signature if it is a letter, 
muinoranduia, etc 0 Registers called "Outward Begisters'' are 
maintained giving full details of all outgoing correspondence 
from the office. Separate registers arj /i../ ained for letters 
and telegrams and also for letters to the ̂ mtassy, Tehran, and 
Foreign Office, Numbers for telegrams to Tehran are obtained^ from the Confidential Office, who maintain a separate series • 
for all telegrams issued to the Embassy, Tehran. Like the 
Inward Begister, the "Outward Register" has the foliovmg columns 
Serial. No. Sate. Conro ila tion No . To whom sent. Subject. 
20. The serial number runs consecutively frcri the 1st January 
each year to the 31st December. A new series is opened each 
year." All letters and telegrams issuing from the of ̂ je have a 
nunTber. The Telegram clerk, who maintains th3 outward register 
for telegrams and the typist who maintains the outward register 
for letters must take care to see that all columns are correctly 
filled in, and that the compilation and subject matter are 
invariably entered. 
21. After taking an outward number the typist fa*' rs the 
letter for signature in the correct form, viz., official letter, 
nemorandum, demi-official, etc. If there are any enclosures to 
be attached to the letter, this fact is indicated in the margin 
of the letter by a small line typed out againsu the particular 
line of the text in which a mention of the enclosure has been 
made. The typescript is then checked and* the ofx^ice copy 
markec 0/C is initialled by the person checking it. The 
references are marked in pencil in the office copy^cefore 
sending ut) to the officer concerned. In some offices, and m 
\case of the Political Resident the letters for signature 
a- _ .nt up in a signature pad, between separate sheets of 
blotting T)aper. The office copy with the below is 
placed on the first page, the fair copy in the next page, and 
so on. In some cases as in the Main Office jt is customary 
to send the file back with the office copy on the top, the 
D.F.A. below, the fair copy next, the note-sheets, the p=u.c. 
and the current file below in that order, so that the officer 
may, if necessary, check the letter before signing it. 
22. It is proposed to introduce in this office shortly the 
system of using signature pads. Unless the officer asks for 
the file to be sent with the fair copy, letters after being 
faired will be,sent in the signature pad. 
23. After signature, the letter is passed on to the despatch 
clerk for despatch. Before despatching a letter, it is his 
responsibility to see that the letter oears a number and dc&e, 
bears the signature of a competent officer, and that all the 
enclosures mentioned in the letter are attached in the proper 
order. This means that the despatcher must read evury paper 
before despatching it. 
24. I must say a few words here about our office, so that 
a clear Picture of the despatching procedure is obtained. The ̂  Persian Gulf Besidency is a Residency as far as the Arab littora.. 
is concerned, and a Consulate-General in Persia. The jieadquartei 
is at Bushire. The Besidency is directly under the External 
Affairs Department of the Government of India for administration 
though under the India Office for matters of policy on the Arab 
side and the Embassy for affairs in Persia. _ Some Consular 
matters are disposed of direct with the foreign Office. .^herc 
aru six sub-offices attached to the Besidency 
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i. if I 
f -6- 

Eahrain under a Political Agent. Huscat -do- Kuwait -do- Khorramshahr under a Consul. Kerman -do- Bandar A^as -do- 
Under the jurisdiction of some of these sub-offices tL are smaller offices ? e.g., 

UKQEE EAimBI . 
.-'olitical Officer, Trueial Coast ■ n Headquarters ard in his absence Residency Agent "5 at Sharjah. 

mpm xn. i: JAT. 
British Agent, G-wadur. 

mnm laiio/LR iiBE^s . 
British Agent, Jask. 

rnmsn BUbKIRS . 
Consular Agent, Lingah. 

25. . In Khorasan there is a Consulate-General wit^ its head 
quarters at Meshed, and under him there are the fold ing sul)- offices:- 

C ons ul, Zahidan. 
Vice-Consul, Eirjand, Za"bul 

hut only in matters of clerical postings is the Consulate-General for .Fars in Bushire directly concerned with the Consulate-General fc Khorasan in . eshed, in all other matters the lie shed Consulate-General is independent. Most of the correspondence from Lushire is with the External Affairs Department of the Government of India, the Accoun tant General, Central Revenues, New Delhi, the six suh-offices at . r Muscat, Bahrain, Kuwait, Khorramshahr, Kerman and Bandar Ahhas, Xiin-'-Rh and Sharjah; with the India office and the foreign C'ffice, - jc ; with the Embassies at Baghdad and r . hran, the Consulate- Ge iexal at Basra and the Consulate at Shirr.z; und also with the ■ 
commercial firms in India with whom frequent orders have to be placed for stores for the_office. All our correspondence for the suh-offices, Lingah, External Affairs Jep atment, Accountant General ■ antral Revenues, India Office, Boraigh Office, etc., is sen under cover of a .way "bill. Separate way "bill hooks are maintained for each office. The way hills are nu. ered and give particulars of the date and the route 1)3% whic, the letters are sent, the numbers of the various letters, etc., etc. The way hills are generally prepared in triplicate; two are sent with the letters, enclosed in the same cover or hag, to the 
addressee, one of which is returned duly receipted. some cases e.g. in the case of Tehran and other inlauu. posts and 
Basra, the original way "bill is sent in the first i ice; hy the next mail is sent the duplicate, so that even ii _ e original cover is lost in transmission, the contents of the cover may he known from the duplicate way "bill. If correctly received, the original way hill is returned duly receipted. 
26. Letters (non-confidential) to Shiraz, Tehran, Kerman and East Iran are sent hy Registered Persian Post; letters for the Government of India, the Accountant General, Central Revenues, various firms and private individuals in India and mails for England, are sent hy Registered Air Mail via Bahrain. These are sent under cover of a separate way "bill to the Political Agunt, Bahrain, for posting. The charges incurred are debited to the Bushire Residency Account. ' Iiails for Lingah and Bandar Ahhas r,re also sent to Bahrain for onward transmission. The former is addressed C/o the Political Officer, Trueial Coast 

/( •or o • e o 
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-7- 

for 'de 1 Ap-ent, Sharjah) and sent vi;i Tabrain (if there is no 

ir ift:; toar'&'rs'^s.-sij sa 
steamer -vice is availalDle. Similarly sometimes iiuscat mails steamer are sent via Bahrain, 
97 All our mail "ba^s for the Agencies at Juscat, Lc .uain and 
Kuwait, and the Consulates at Eandlr ADMs, Khorr^stebr and Basra 
are given to the Ccmmanders of British vessels ior xa^oui 01 deii 
very and a receipt obtained. 
28. The Des-oatch cleric maintains a register of PostaJ ̂ args incurred He has a permanent deposit of Kials 1,000/ icr th 
■DurDose and once in a month, or whenever he runs short of cash, 
he renders an account to the Treasury Officer oi the charges 
incurred, supported ty postal receipts, ana draws mones froui 
Treasury. 
29. As regards telegrams the draft after ^ clerk concemed for issue, as stated atove. In cc - 
telegram may te addressed to more th an one addressee. The dis 
trioution is shown in the preamble, Just before the text, J!rc. 
+h=i ontwoWl rosister for telegrams a number is talcen, aiuer 
filling in the relevant coluinns; first the telegraphic,address 
of"the' addressee is Siown. Tte number of the te^g^m is bhom just 
£±rH2te before the text (some offices put the number aftei 
signature group). For examplef.- 

ra0DH01.CE, CAIRO. 

A/4i36 AH0ED 

=BRITG ONSUI^ 
or 

PROHROiiCE s CAIRO. 
AH0ED 

-ERITCONSUL- A/436. 
If the telegram is marked M Imi .crtatt H or 'Lmmediate" the 

word "Important" or "Immediate" is inserted beiore tho address, as- 

E/IijlEDIATE PRODROME, CAIRO. 

30 The requisite number of copies are taken; for all tele^ams roinp to -olaces outside Iran two copies .are to be senu to the l ̂  Ig 
l ?aSh Offict for telegrams to places inside Iran,,one copy.is 
sent to the Telegraph Office; and of course ̂ fl 0 ̂  ic 2 h f^arLters -rp-Minpd The text is put in the code mentioned and the characu 
are written toldly and legilly in Mock liters and sometimes 
tVDed Each copy is then stamped with the office seal ana ig 
Tthe person isling it: entorci in 
—i addressee of the telegram, and sent to the lelegram umce 

31, Three co-pies are then typed; one for the I He ? one 
(bible) for P .R. , and the other for the issue ̂oible. telegrams issued are typed in the same form as receipto. 
32 The telegrams issued and the office copies of letters 

/issued 
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issuad are then docketed iri "blue-Mack ink under the correct serial number as explained a'bove, the forward reference is marked as also the referencescited in the telegram, and then filed in the "body of the file. Before putting a file "back in its proper place the Record Keeper reads through the notes 
carefully to ensure that action has "boun taken on all the p .u.c.s, that action has teen taken on all orders passed; that the correct serial number, page number, referencing, etc., are given; and notes in his diary the date on which the file is to he resub 
mitted, if such an order has "been passed, 
33, The telegram and despatch clerks also maintain a reminder 
register. The number, date and compilation of all issues 
(telegrams or letters as the case may "be) are entered in a 
register, and one week in the case of telegrams and approximately a month in the case of letters are allowed for a reply; 1 if no 
reply has "been received a list of such files is given to the Record Keeper to enable the reminder to issue. 
34. This is a rough outline of the way in which correspondence is dealt with here. It is the same in all the offices in the Gulf though perforce there are variations in details to suit local conditions. 
35. Speaking individually of the different sections in the 
office, there are certain checks which each section must oxercise in the performance of the duties of that section. 
36, . 

This is the most important section of the office, as the whole structure of the office is "based on records. If the records are properly maintained, and previous papers on any par ticular subject are easily made available, it is easy for the officer concerned to decide on the proper coursu of action. Time 
spent on embellishing the records of an office, in perfecting the manner in which th.; records are maintained is time well and 
usefully spent, though the real advantage of good record keeping may not hv. apparent for several years. A proper index register of the files kept in the Record Room is/essential. The following are some of the routine checks which a record keeper must exercise when putting up a paper. 

(i) He must see that the paper has been registered; bears the office stamp, the'inward register number, and that it has been initialled bytte officer. 
(ii) He must satisfy himself that the file on which he is 

putting it up is the relevant file. 
(iii) That a p.u.c. slip has been pinned to it, 
(iv) That the correct serial number has been entered on it in red enclosed in a circle, 
(v) That ALL the references have been marked, and that all the relevant files have been put up. 

(vi) That in cases where a linked file also reouires some action to be taken, a slip to that effect is pinned to the top latoito file. 
(vii) That the pages of the file have bee 1 " correctly numbered. 

(viii) That forward referencing has been made. 
(ix) That the note-sheet paragraphs have been correctly numbered. 
(x) That all the p.u.c. 9 s are entered in proper sequence in the note-sheets, and 

/ (X3. / , , , . . 
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xi) That an additional note-sheet has "been tagged on to the note-sheets, if necessary. 

be Similarly when the file returns to him, after disposal 

(i 

(ii 

(iii 

(iv 

(v 

(vi 
(vii 

(viii 

37. NOTING DRAFTING. 
(i 

(ii 

(iii 

(iv 

(v 
(vi 

(vii 

(viii 

P.ead through the notes to ensure that orders on all 
p.u.c.'s have "been passed and that all action ordered has "been taken: 

bee that the person or persons to ttfhom the papers have "been marked have seen and initialled them. 
■lake necessary entries in his diary if the file is to he resubmitted on a future date or any other action is indicated. 
That all the issues have "been docketed in blue-hlack 

ink, under proper serial numbers in the note- sheets and that the serial numbers are also noted on the issues themselves in "blue pencil. 
That all references have been marked and that 

necessary forward reference i have been made. 
That the N/paras have all been correctly numbered. 
That the papers are correctly and' neatly filed. 
Ensure that the file is returned to its proper place in the rack. 

The p.u.c. should be read carefully; read every reference before you write a word and if necessary first make out a list of points to be answered. 
The note should bo concise and to the point. Unneces 

sary and useless chit-chat in notes should be 
rigidly eschewed. Sometimes it may be necessary to send routine notes and slips from one clerk to another in the same office, but they should be 
destroyed as soon as they have served their pur 
pose, and should not be kept on the files. 

Always sum up with a clear solution or alternative solutions. If possible add a draft embodying your solution. 
The note should be courteously written, but should not be servile in tone. 
Above all read the current and connected files. 
Tl^s first object of a draft is to convey the exact intention of the orders. . The language used should be courteous but concise, clear and incapable of misconstruction. Lengthy sentences, abruptness, circumlocution, magniloquent phrases, superlatives and repetitions, whether of words, expressions or ideas should be avoided. 
Wherever possible reference to previous correspondence and a brief title should be given. 
When a request or a recommendation is refused, the decision should always be conveyed in the most courteous form possible. 
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10, 

(ix) Whenever the notes and orders adrait or it the draft 
should follow them verbatim ; "but when this is not 
the case, the drafter must ezercise his discrcticr 
in condensing or expanding the notes. ̂  'ho hanu- 
writing of drafts must "be conpact, neat ana iegiDie, 
and abbreviations should be avoided as likely to 
confuse the typist. It is preferable to type 
lengthy notes and drafts. All notes and ̂afts of more than three or four lines should be typed 
before submission to the Political Resident. 

■ 

(x) The practice of transmitting with covering letters, a 
pass of enclosures containing unnecessary repetition 
of information intended to bo conveyed should be 
avoided. No papers should accompany a letter 
which are not essential to a clear and pr^cisu 
■understanding of the question r of or rod,. ^ • •; - _ ̂ ̂  other hand care must be taken that ohe information 
to be conveyed is not deficient or meagre. 
Ordinarily drafts of letters should be self-con 
tained; in cases, however, which involve an 
important principle or which ma T be.intricate in 
their details^ it is proper that all papers which 
bear on the points at issue should accompany the 
letter. 

(xi) All the references in the draft should be marked. 
(xii) Clear indication should be given in th-j a raft whuther 

it is a letter, a memorandum, express Letter, etc., 
or if a telegram the code in which it should ±SoU^, 
and such other details. 

38. TYPHIG SECTION . 
Before -beginning to'type a draft or a letter^tUe typist 

must read through the notes and the draft ^ ^-proved '■ptinn is reouired. Ke must see that the dr^il t* ho-o .1 _ . ^ 
hy the officer concerned. The following checks should he applied 
by hi: 1! - 

(i) That the references cited are correct. 
(ii) Type the letters in the proper form. The various 

foms of correspondence in a Government ox rice are. 

(a) TKTTTli BOBM . 
British Hesidency and 

. Consulate General, Pus hire. 
Dated the 1945. 

jTrom 
To 
Subject 
S ir With reference to 

I have the honour to be, 
Sir, Your most obedient servant, 

(b) kg^ORANDUM . 
TT British Residency and 

Consulate General, 
Bushire, dated the,..... 

To The Political Agent, Bahrain . 
memorandum. r , ■ - Poiitiicnl — Secretary to the ̂ oiibio^-. "Resident in t'ee Persian ^U- 
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(cj CQ.:^CI^I£TTSRPQm. 
D^ar birs, 

Yours faithi ̂illy, or truly, 
(a) mioMmju. to goveekibnt op 
Erorn - The Hon* "bio the Political Resident in the Persian Gulf. 
To - The Under Secretary to the Government of India. 
'lem.oranduiu No 
Bushire, the 1945, 
Subject:- 

for Political Resident in the Pursian G-uif* 
(e) EX!^S8 LBTX gR.. 
Pron - Britconsul, Eushire. 
To - Foreign, New Delhi. 

=I;HITC ON&UL 25 
The issue of the a'bove has "been authorised. 

Secretary to the Political 
P.esia nt in the Persian G-ulf 

^ m DO^S-iu .'iJi] NT 
iMO. . . , A copy of the undermentioned paper is forwarded to:- 

Sucretary to the Political 
Resident in the Persian Gulf 

Description of the enclosure. 

No 
The Secretary to the Hon' "ble the Political "Resident 

presents his compliments to:- 

and has the honour to transmit to hira a copy of the under 
mentioned document(s). 
BBITISH CONoUIATE GENERAL Dated 

BUSHIRE 

Reference to previous correspondence. 
Description of Enclosure. 

No. and date of lotter , bub /ject. 
/(h) 
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12 

/(v)... 

(h) CHANCERY LflTTEE . 
Dear Consulate Chancery 

Agency yours mm 
RESIDENCY, CONSUIATE GS1TERA.L. 

The B ritish Consulate, B asra . The Chancery. British Eiabassy, Tehr an. The Political Agency, Bahrain. 

(i) OFFICIAL LSTXaR . 
(Dear ), 

(Yours sincerely), 
a J or 

(iii) That the correct numher of copies have "been taken. 
iv) That the fact that there is an enclosure to "be attached is indicated "by a small line in the margin. 
(v) That the matter is centralised i.e. neither too much ahove nor too far "below; that the presentation is 

neat; that the carbon impressions are clear and that thery are no carbon marks left on the paper; that a proper margin is allowed. 
(vi) He must expand all ahhruviations. 

(vii) iaust keep with him a dictionary, and even if there are mistakes and omissions in the draft he must 
rectify them. 

(viii) laist maintain an up-to-date list giving tho full 
names, decorations, and correct designations of all important persons with v.'hom there is freguent correspondence, e.g., the P< litical Agents, and 
Consuls, Ambassadors Tehra , Baghdad, Air Officer 
Commanding, Senior Naval Officer, Persian G-ulf, etc,, etc. 

(ix) That the outv/ard register is properly maintained. 
(x) Keep his machine in good condition. 

(zi) Keep "by his side a sufficient stock of different sizes and qualities of paper, carbon, forms, etc. 
{x: ) Though speed is essential, careful attention must also "be given to accuracy and neatness. 
^ --JRA: C LEBK . 

At. in the case of the typist, ho should ̂ead through the file first and the draft to ensure that the draft has "been approved 
(ii) See that the telegram is addressed to the correct person 

.(iii) Check that the addressee holds the code in which the 
'telegram is to issue, 

(iv) That the references quoted are correct. 1 
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IJiat the encoding is clone carefully ? and the groups written out clearly in "block capitals. 
The correct number of copies are taken and that all the carbon Impressions are clear. 
That the copies are stamped with the office seal and 

signed. 
Type out accurately and neatly the tclegrar. after issue. 

Similarly when decoding telegrams 
(i)' Check the number and date of telegram. 

(ii) Work out all the mutilations. 
(iii) Check "before filing the papers that all telegrams received during the day have "been decoded and 

typed and passed on to the officer concerned. 

40. r&SPATCK CLERK . 
This is also a very responsible post, as a trivial mistake in this section may have very serious repercussions. First of all the Despatcher mus t make certain that the method 

proposed for sending letters to a destination is the correct one. He must also see 
That the letter hears a number and date. 
That it is signed by a competent authority. 
That all the enclosures have been attached. 
Before closing a cover, check all the contents once again with the Way Bill. 
Check that the name and address are correctly shown on the outer cover and that it is properly sealed and gummed. Demi-official letters should be placed in separate covers addressed by name to the officers concerned; these are then put in another 

cover, along with the other mails. 
He must keep with him a sufficient stock of envelopes and bags of different sizes, keep ready addressed labels and envelopes under lock an d key so that the mails can be closed with the minimum delay. All 

time-saving devices are necessary in a place like Bushire where steamers come without any warning and mails are required at very short notice. 
(vii) When closing bags or covers, the contents should be 

placed in the order in which they are entered in the Way Bill, and whenever possible, they must be 
. given a ntmber in pencil, written on the top. This will facilitate quick checking. 

(viii) The Despatch Clerk has to deliver mails at and collect safe-hand mails from steamers. Before taking delivery he must make sure that the seal and outer 
coverings of the letter, parcel -or bag have not been tampered with. These mail bags are frequently of a highly confidential and secret nature and he must never part with them even for a second and he 
must on no account give them to a third party. He 
must obtain a receipt from the Captain of the vessel, for all the bags and covers entrusted to him for safe delivery. When bringing mails fron^ the 

/steamer 

(v) 

(vi) 

(vii) 

(viii) 

(i) 
(ii) 

(iii) 
(iv) 

(v) 

(vi) 
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steamer he must deliver them personally to the 
officer concerned. When going on "board mail 
steamers, the following information is always to be obtained 
(a) The latest time up to which mails will "be 

accepted "by the steamer. 
(t) The time of departure. 
(c) The ports at which the steamer will "be calling. 

This much for pure office routine. 

41. All of you must read the Government Servants Conduct 
Rules j where it is laid down what a Government servant must and 
must not do. You are all hound "by the Official Secrets Act 
and should not divulge to any unauthorised person any information 
obtained "by, you in the course of your duties. As a general rule do not talk about office matters, whether trivial or 
important, to a third person, 
42. In a foreign country your movements outside office 
should be equally above comment. You must be courteous to 
everyone, and should not involve yourself in local politics or squabbles. 

-V 
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■ 

- ■ ■ ■ ■ : • , ■ 
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V- 
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•- 

No. 851. 

%■ To 

P_R3lJiN GULF REblDEDCY 
bahrain 

12th April, 1947. 

a in The Political Agent, Bahrain 
The Political Agent, Muscat 
The Political Agent, Kuwait 

The orders enclosed made by the Hon'ble 
the Political Resident, Persian Gulf, on the 

subject of correspondence are forwarded for 

Secretary to the Political Resident 
in the Persian Gulf. 

i s ^ ^ T 
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RUL.^S J/Oa CQi^oFOir^iiGii B^T.^Sr: P- ^Iii.! G ULi/ 

1, All formal letters, memoranda and demi-official 
letters (with the exception of demi-official letters 
on confidential subjects which may be addressed to the 

Political Resident direct) should be addressed by. 
Offices subordinate to .the Residency, to the Secretary. 
2. Attention is drawn to the rule that references to 
demi-official correspondence should as far as possible 
be avoided in official correspondence. 
3. A perusal of the original orders (copy enclosed) 
on the subject will serve as a reminder of the occasions 
on which memoranda should be used. Those orders should 
be observed• Express letters, which are intended to be 
treated as expeditiously as telegrams should hot be 
issued when memoranda will serve their purpose. 

RESIDENCE AKD SUBORDINATE QFFICEB. 

^political Resident, Persian Gulf 

Persian Gulf Residency, 
Bahrain 

12th April, 1947 
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Copy of letter No,503-D dated 11th December 1916 from the 
Government of India in the Foreign and Political Department 

In order to effect economy in the use of the telegraph 
and in other directions and to secure greater expedition in 
the despatch of business, the Government of India in the 

Foreign and Political Department have decided, as an experi- 
mental measure, to issue their postal coinmunications to Local 
Governments and.Political Officers so far as possible in the 
form of memoranda instead of letters in the usual official 
form. This means of communication will be used in cases 
where the reference can conveniently be made in brief tele 

graphic form but v/here the case is not of sufficient urgency 
to require the use of the telegraph. Letters in the usual 
official form will, however, continue to b6 used in cases 
which cannot be dealt with conveniently by memoranda. b a 
sample of the form of memorandsm to be used is attached to 
this letter. 
2 • xxx xxx xxx 
S. I am to add that.it is not considered necessary that 
memoranda of the kind indicated should be actually signed by 
one of the officers who ordinarily sign the official letters 
of the Department. The signature of the officer concerned 
will merely be authenticated by a Superintendent or other 
responsible official- in the office. 

From - The Secretary to the Government of India 
in the Foreign and Political Department 

l 
To 
Memo. No. , dated 

Your letter No. 
is approved. 

, dated , proposal 

\ 

Attested 
(Signature) 

Superintendent 

(3d) J.B.Woodj 
Secretary to the Government of Indi^ 

or (Sd) A.H. Grant, 
Secretary to the Government of India 
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1360 - l/ix} P0LIT n C ^L BAHRAIN, Jo, "ou voo. /■ The Anril , 1947. 
The Political Agent, Bahrain presents his compliments to: 

The Political Officer, Trucial Coast, Sharjah, 

and has doc. aas t^^h^^u^^t^^sena him a copy o_; the undermentioned 

R«x0rence co previous cc1respondence; 

Descr ption of enclosure. iQHe & date ~ Subject 
!• Rules for correspondeipe between the Persian Gulf Residency and subordinate offices. 
2# Letter No.503-D dated, 11th December 1916 from the Government of India in the ForeiW and ̂ oiitlc*! n epartmtsiit. 
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•? 

D.C.No.701-S P-fajRSIAN GULF RESID ENCY 
BAHRAI N 

Dated the 3rd April, 1948 
(y< 

/ 

"v) ^ j 
I enclose herewith for your guidance 

& note and specimen forms of letters compiled by 
Mr. Johnson of the Foreign Office. 

yo-—^ / 

K 

C.J. Felly, Esquire, O.B.E., 
Political Agent, 

BAHH/t lB /' 
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Official despatches and telegrams should be numbered in s 
separate series. Likewise similar correspondence with the 
Agencies should be numbered (apart from the Registry number). 

An "Outward Despatch Book" should be kept, with cuts in for; 
Foreign Office Bahrain Agency Kuwait Agency Muscat Agency 

The piages should be ruled as follows 

r 5 r DespatchU) Date } Registryi No. ){ 5 No. J 
1 !- 
i 

{How despatched (e .g. Subject {Airmail, K.M., mail 6c s urface date) 

\ —4 i 
etc... 

A similar book should be kept for outward telegrams, 
oavingrams will also be numbered in a separate series from despatch 
es and telegrams. 

Despatches and telegrams from the Foreign Office will be 
similarly numbered in what is known as the "F.O. series". 
Inward despatch and telegram books should therefore also be kept 
similar to the "outward", suitably amended. Any plain books 
which you may have in your stationery store could be adapted for the 
moment. 

1 attach specimen "beginnings" and "endings" as they should 
appear in final. 

01 course you may have a similar system of numbering etc. 
already which can be adapted or amended. I have only written this 
for your guidance. 

Sd/- A. Johnson 
(31/3/48) 

On a draft It is usual not to insert the actual date - 
merely putting the month and year. The actual date would be 
inserted by the Registry when th^raft is ready for typing in final. 

ltd/- 'A.J. 
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_ 1 

SPECIlvjEN DESPiiTCH TO THi^ FOREIGN OFFICE 

No.l . 
(63/22) 

The Residency, 

April 1st 1948 

Bahrain 
Persian Gulf. 

I have the honour etc 
or • 

With reference to your (my) despatch No.26 (Registry No.) 
of April 1, 1947 concerning , I have the honour to 
report (inform you) etc 

I have the honour to be 
Sir 

With the highest respect 
Your most obedient, 

humble Servant, 

The Rt. Hon. Ernest Bevin, P.C., M .P., 
etc. etc., etc.. 

Foreign Office. 

'nB 1 
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(25/4/48) PERSIAN GULF RESIDENCY, 
^V TI^AL BAHRAIN, '^ISth September, 1948. 

i 

Dear Agency, 

When the Foreign Office took over from the Commonwealth Relations Office, the method of correspondence changed, so far as was possible, to Foreign Office procedure It has been pointed out that three forms of address 
a) Express Letter b) Memorandum 
c) D.O Letter 

which have been left over from the old Government of India system, are still being used and are obselete. These should be replaced by:- 
a) Savingram b) Official Despatch, or 

Chancery/Departmental letter 
c) S.O Letter 

2. In future, therefore, only the following types of correspondence should be used;- 
a) Telegram 
b) Savingram 
c) Despatch 
d) Departmental/Chancery Letter 
e) S.O Letter 
f) Personal Letter (marked personal) 

3, It is not the normal practice to use the letters "S.O" on Semi-official fetters. It is sufficient to number and date them. 
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POHiLlGN OFPIGil, o.j.I. 
17th February, 1949.. 

f' 
H (,U1U/91(1A9)) / L- Hestrlctfcd. 

3)— ̂  The Pomical Resident has recently aaked 
the Foreign Office for advice on the channel of 
communication which the Political agents in the Gulf 
should adopt for sending reports to the Foreign Office. 

We are telling oir Rupert Hay that, in 
view of the special conditions obtaining in the 
Gulf, we should prefer that the Political Agents should address ail correspondence on matters other 
than routine or internal administration to him 
rather than to the Foreign Office direct. exceptions 
may be made in cases of urgency, but as a general rule we should prefer despatches and telegrams to 
be sent to the Resident, who is ultimately responsibl to the Secretary of otate for British policy in the 
Gulf and for administration under the Orders-in- 
Council. This will not mean that we shall not see 
your reports here but only that they will be received with the comments of the Political Resident and thus 
fitted into the general political picture of the Gulf 

I am sending similar letters to the other 
Political Agents, and a copy to oir R. Hay, 

1 
(g.H. 

Pelly, ji-sq. , O.B.e., Bahrein. 

^ r id^leton) 
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TELE EN CLAIR 
FrtOM P.B. BAHRI IN 
TO P.A. LlUSCAT 

?.A. KUWAIT 
P.A. BAHREIN 
P-O.T.C. 

LATED 2/5/49 

TEX, NO 73 
TEL MO 117 
XI'.L NO IS Saving. 
TEL NO 1 w • 

Addr^sed to Kuwait arid Muscat repeated Saving* to 
P,A # Bahrf iri and P«0,T.C # 

Following received froa F.O. circ tel no 21. 

Begins. 

From -a? 1st designation of telegraphic priorities 
H ̂ost Im ediate" and "Important" will be replaced by 
words "Kmeriency" and Priority" respectively. 
"Immediate" will continue unchanged. Despatch follow2« 
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CIRCULAR No. 41 

l •-> fC 
[ Y 1310/6/655 ] OJi 

■ 

Foreign Office, 
16//j Maj, 1949. 

Telegraphic Priorities 
Sir, . . . .e In order to obtain internationally recognised priority for 
Government telegrams over private telegrams it has been necessary 
since 1st January. 1949, to claim such priority by inserting the 
words "ORGS WITH PRIORITY" in the space for "Service 
Instructions " in telegrams handed in for transmission by the public 
telegraph system. These words are inserted in all cases coming 
under categories (i), (ii) and (iii) in paragraph 2 below and also 
those in the ROUTINE category whenever Government priority 
is considered essential. 

2. It is also necessary, however, to have a system of indicator 
words (or domestic precedence markings) in order to ensure the 
handling of telegrams in the proper order for working purposes. 
The precedence markings used for this purpose have hitherto been 
MOST IMMEDIATE, IMMEDIATE and IMPORTANT. I have 
to inform you that, in order to make these markings more 
descriptive and thus to guard against the tendency, so noticeable 
in the past, to give telegrams higher precedence markings than are 
justified by their content, classification precedences for Government 
telegrams have been revised with effect from 1st May, 1949, In 
particular, an entirely different name is now given to the top 
category " MOST IMMEDIATE " in order to distinguish it more 
clearly from the category immediately below. The revised standard 
categories are: — 

(i) EMERGENCY. To be strictly reserved for matters of 
extreme urgency requiring the highest degree of priority in 
transmission and instant attention on receipt, at whatever 
hour of the day or night, by the appropriate authority on 
whatever level of seniority. 

This marking must therefore be used on rare occasions 
only. 
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1 ' (ii) IMMEDIATE. To be used only in cases of great urgency 
when immediate action by a responsible officer is necessary. 

(iii) PRIORITY. To be used for any other telegrams which 
require urgent treatment. This prefix is sufficient to secure 
priority in handling over all other classes of telegrams 
except 

" 
safety of life " 

telegrams and categories (i) and (ii) 
above. 

• (iv) ROUTINE, i .e., ordinary telegrams which are transmitted 
in turn with ordinary private telegrams, unless they are 
specially marked in the appropriate panel on the draft (see 
paragraph 10). 

(v) DEFERRED telegrams are those for which a period of up 
to 48 hours may be allowed in transmission (including 
encyphering and decyphering). See also paragraph 8. 

' 3. The main purpose of the division into five categories is to 
ensure proper treatment by— 

{a) communications, sections and registries; 
{b) the British public and the Services telegraph systems; and 
(c) authorities to whom telegrams are addressed. 

The first three categories are also taken into account by Cable and 
Wireless, Limited, and may later be recognised by some foreign 
systems. 

4. Originators drafting or authorising telegrams should not 
ask for any category of priority unless it is essential. In ordinary 
circumstances, the great majority of Government telegrams should 
be sent in the ROUTINE or DEFERRED categories, which rank 
for transmission with private full rate telegrams over the public 
telegraph system. 

5. In particular, it is imperative that the utmost discretion 
should be used before authorising the use of " EMERGENCY." 
In the past the precedences 

" MOST IMMEDIATE" and " IMMEDIATE " 
have been very largely abused. It is intended 

that the new categories 
" EMERGENCY " and " IMMEDIATE " 

should be regarded as definitely higher than the old, and that they 
should be much less freely used. 

6. If some degree of precedence is essential, the marking " PRIORITY " should in the great majority of cases be sufficient. 
The tendency of originators of telegrams to over-estimate the 
urgency of their messages must be resisted, as must any attempt 
to relate urgency to the importance of a subject and the level at 
which it is being considered. The abuse of priority markings 
defeats its own object by producing congestion and false rush 
periods which impose unnecessary pressure at each point on the 
line of communication. A factor which originators often overlook 
is the time differences between the various parts of the world and 
the necessity for taking them into consideration must therefore be 
emphasised. 
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7. Telegrams for transmission in the " EMERGENCY" 
category require the authorisation in the Foreign Office of officers 
of status not lower than that of Head (or Acting Head) of Depart 
ment. At diplomatic missions the use of EMERGENCY must 
be authorised by the Head of the Mission, officers of the rank of 
Minister or Counsellor, or the Head of Chancery; at Consular posts 
this authority should not be delegated by the Head or Acting Head. 

8. The word " ROUTINE " should not be inserted either in 
the address or in the Service instructions on telegraph forms; the 
absence of any other indicator is sufficient evidence that a telegram 
is in this category. The word " DEFERRED " should never be 
inserted in any telegram, but should be indicated in the panel for 
priority categories (see paragraph 10). 

9. The fullest possible use, compatible with the proper conduct 
of business, should be made of the DEFERRED category. This 
will have the effect of spreading the telegraphic load more evenly 
throughout the periods of transmission and it will enable the mass 
of non-priority telegrams to be sorted into order for disposal. The 
DEFERRED category is appropriate for— 

(a) telegrams for which a period of up to 48 hours may be 
allowed for transmission (including encyphering and 
decyphering); 

(b) telegrams for which the SAVING procedure is not suitable; 
and 

(c) telegrams which have on occasion to be telegraphed by 
reason not of particular urgency, but of the slow means of 
communication otherwise available. 

10. Future supplies of draft telegram forms provided for the 
Foreign Service will contain a panel (similar to that at present for 
the security gradings) giving the five priority categories. 

11. I request that you will issue appropriate instructions to 
all those concerned in the drafting and handling of telegrams and 
that you will lay particular emphasis on the definitions given in 
paragraph 2 and on the directions laid down in paragraphs 5 and 6. 

12. A similar circular has been addressed to His Majesty's 
Representatives (as No. 054). 

I am, 
Sir, 

Your obedient Servant, 
ERNEST BEVIN. 
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£0P£ 

(9/19/49) 

The Persian Gulf Residency, 
Bahrain. 
27th June, 1949. 

Dear Agency, 
For your guidance we are setting out, in 

the correct form your tel. no. R/139(27/101) Saving 
of the 15th June. 
By Confidential Bag. 

FROM KUWAIT TO BAHRAIN. 

Mr. Q. Jackson. 
No. R139 (27/101) Saving 
15th June 1949. 

With reference to your etc. etc. 

2, Please also note that a separate series as 
for ordinary telegrams should be used i.e. 1, 2, 3 
etc. 
3 # we also enclose a specimen copy prepared by 
the Foreign Office. 

Yours ever. 

Residency. 

The Political Agent, 
C • o ' 

v. W 
£.o.y y Z, tt.- 
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(KodPl Saving Telegr-'in) 

Cypher /OTP end 
By Confidential Brg, 

From Paris to Foreign Office. 
C,ilarvey f No.400 Seving. 1st August, ir^s. 

Repeated to« Nanking telegram No.260. 
Moscow telo^rrm No.60. 
U.K.Delegntlon, New York No.200 Saving. 
Washington ISo.lSO Saving. 

CQN^pryi'iA^ 
GIAKT 

Addressed Foreign Office telegram No»400 paving 
of 1st Aurust repeated for information to Nanking 
and Moscow and Srving to United Kingdom Delcgatlon f New York and V/ashington. 

(Text) 

(To Foreign Office only.) Please ipass in cypher 
to Nanking Inportr'nt as my telegrra ̂ o«269 Qnd to 
Moscow as my telegram No # 60. 
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ft H R-fhtiV • • • « • 

^cala^^v 

'l</i1 
trit 

y 

With the compliments 
• of 

the Political Resident. 

British Residency, Bahrain, Persian Gulf. 
^ ^ ft 

1949. 
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( 123/41/49) 

GULF RJBSIDEImCY 
BAHRAIN, 

9th August, 1949. 

Dear Adams, 
You are doubtless accustomed to our constant complaint that we do not have enough staff here. One partial solution of this 

problem would be to effect some reduction in our work. ks you are aware, we act very frequently more or less as a post office between the Agencies and the outside world. jiivery question dealing with the internal administration of any of the territories must be handled by the Agencies and this means that a very large number of letters which we receive from the Foreign Office merely have to be copied to the Agency for appropriate action. We also receive a number of letters from the administrative departments of the Foreign Office which likewise have to be copied. If all the departments of the foreign Office could be asked to send any letters likely to need passing on to the Agencies in duplicate, if the subject only applies to one territory, and in quadruplicate if it applies to all the territories under our supervision ( and therefore needing to be copied to Muscat, Kuwait and Bahrain ), this would save us a very large amount of work. bimilarly, where suitable, the repeating of a telegram to the appropriate Agency not only saves time and trouble for our cypher room, who otherwise has to send it on, but makes future reference much easier. 
2. There are flso frequent cases in which letters are addressed tc us which should have gone direct to one of the Agencies, notably on minor subjects of what you might call a consular nature. For instance, Northern Department recently wrote to us about a Danish seaman in Bahrain; this letcer should have gone to tne Bahrain Agency direct, I think perhaps one reason for this is that the Agencies do not appear in the white lists of the Foreign Office posts, either in the list of consular posts or in the list of missions abroad, as a result, both in the departments of the office and in missions there may well be some doubt as to what posts really exist in the Gulf. It might be worthwhile arranging for the Agencies to be listed in the list of consular offices, I should also be most grateful if you could bring ths^R ̂ato^xs to the notice of the departments of the Foreign Office generally. 
3. I am sending copies of this letter to a certain number of posts in the Middle ̂ast. 

P.G,D, Adams, Esq., Personnel Department, Foreign Office, London, 

Yours ever, 
(SGD). J.A.F. GETHIN. 
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[ L 4082/11/405 ] 

CIRCULAR No. 090 

Foreign Office, 
I8//7 August, 1949. 

Abbreviations in Official Documents, including Telegrams 

In my circular despatch No. 029 of 28th February, 1948, 
instructions were given regarding the use in official documents, 
especially telegrams, of initials and other abbreviations in place 
of the full titles of various bodies and organisations. 

2. Breaches of these and of similar previous instructions 
are again on the increase, and the Prime Minister has now called 
attention to the inconvenience thereby caused to busy Ministers, 
and has given instructions that, when it is necessary to use abbreviated 
titles in official documents, the full title should always be gi\en 
on the first mention, with the abbreviated version following in 
brackets. Subsequent references may be to the abbreviated 
version. 

3. It should be borne in mind that, while the drafter may be 
familiar with the initials and other abbreviations which he employs, 
the use of them in documents which may be circulated for informa 
tion to a wider circle which will include Ministers and others who 
are less familiar with the abbreviations, imposes an unnecessary 
strain upon them. 

4. I shall be glad if you will bring the amended instruction 
to the notice of all members of your staff, including those attached 
to you from other Government departments, and ensure that it is 
strictly observed in future. 

5. Additional copies of this circular are enclosed for distribu 
tion to consular posts within the metropolitan territory of the 
country in which you reside. A similar circular is being addressed 
to consular posts outside your metropolitan territory and to those 
posts which have no superintending mission. 

I am, with great truth and regard. 
Sir, 

Your obedient Servant, 
ERNEST BEVIN. 

His Majesty's Representative 
at 

15616 37371—20 
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[ L 4082/11/405 ] 

CIRCULAR No. 090 

Foreign Office, 
18//j August, 1949. 

Abbreviations in Official Documents, including Telegrams 

Sir, 
In my circular despatch No. 029 of 28th February, 1948, 

instructions were given regarding the use in official documents, 
especially telegrams, of initials and other abbreviations in place 
of the full titles of various bodies and organisations. 

2. Breaches of these and of similar previous instructions 
are again on the increase, and the Prime Minister has now called 
attention to the inconvenience thereby caused to busy Ministers, 
and has given instructions that, when it is necessary to use abbreviated 
titles in official documents, the full title should always be given 
on the first mention, with the abbreviated version following in 
brackets. Subsequent references may be to the abbreviated 
version. 

3. It should be borne in mind that, while the drafter may be 
familiar with the initials and other abbreviations which he employs, 
the use of them in documents which may be circulated for informa 
tion to a wider circle which will include Ministers and others who 
are less familiar with the abbreviations, imposes an unnecessary 
strain upon them. 

4. I shall be glad if you will bring the amended instruction 
to the notice of ail members of your staff, including those attached 
to you from other Government departments, and ensure that it is 
strictly observed in future. 

5. Additional copies of this circular are enclosed for distribu 
tion to consular posts within the metropolitan territory of the 
country in which you reside. A similar circular is being addressed 
to consular posts outside your metropolitan territory and to those 
posts which have no superintending mission. 

I am, with great truth and regard. 
Sir, 

Your obedient Servant, 
ERNEST BEVIN. 

His Majesty's Representative 
at 

15616 37371—20 
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s) 
( L 4082/11 /405 ) 

CIP.CUL.'m NO, 090 
Foreign Office, 18th August, 1949. 

Sir, 

O^FIC CIAL doctim .;NTS. Ifl^LUJING 
TSI^QRATC 

V. 

In my circular despatch No.029 of 2^th February 
1948, Instructions were given regarding the use in 
official documents, especially telegrams, of initials 
and other abbreviations in place of the full titles of 
various bodies and organisations. 
2. Breaches of these and of sirallar previous instruc 
tions are again on the increase, and the Prime Minister 
has now called attention to the Inconvenience thereby 
caused to busy Ministers, and has given instructions 
that, when it is necessary to use abbreviated titles in 
official documents, the full title should always be 
given on the first mention, with the abbreviated version 
following in brackets. Subsequent references may be to 
the abbreviated version. 
3. It should be borne in mind that, while the drafter 
may be familiar with the initials and other abbreviations 
which he enmloys, the u^e of them in documents which may 
be circulated for information to a wider circle which 
will Include Ministers and others who are less familiar 
with the abbreviations,imposes an unnecessary strain 
upon them. 
4. I shall be glad if you will bring the amended 
instruction to the notice of all members of your staff, 
including those attached to you from other Government 
departments, and ensure that it is strictly observed in 
future. 
5. Additional copies of this circular are enclosed for 
distribution to consular posts within the metropolitan 
territory of the country in which you reside. A similar 
circular is being addressed to consular posts outside 
your metropolitan territory and to those posts which 
have no superintending mission. 

I am, with great truth and regard. 
Sir, 

Your obedient Servant, 
ERNEST BiiVIN. 

His Majesty's Representative at 
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The Political 

(1:9/4.A 9 ) \^\CAL /\^ X V T : A/ N , 

With the 

the Political Resident. 

/*1 

British Residency, 
Bahrain, Persian Gulf^ 

21st September, iqaq 9 9 r et>OCt 000*09 Sotc 
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iiiN CL. t .lr: 
I'O OF- ICni 
KaHHblN 
ClaCUL^ v NO. 039 
19/9A9 ujCVD, 20/9/49 

Circular 039. v ̂  
Variability of forei wi i allowauces, 1.0, Circulu .r 

No, 025 of 19tK l ebrui.ry 19^8 end previous co Tes. or.aence. 
If and when it becomes cleLr thi.t the revaluation of the 
pound sterling has led or vail le^d in the countx'y in v^hica 
you are servin- to an increase of 20 percent or over in the 
sterling cost of living you should report .y telegram the 
latest cost of livii 0 index figure availa 30_ ana then new 
rate of e change, 
2. Please notify consular officers as necescary including 
those outside the liietropolitan c.rea. 
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-0 

D.O. No. -1501 
British Agency, 
Sharjah, 

The 23rd October, 1949. 

I diould he grateful if you could guide me 
on one or two points of administrative procedure. 
2. V/hen I first took over this post in 1948, 
it vas the practice for all correspondence from this office 
to "be addressed vithout exception to the Political Agent, 
Bahrain. Even such ohvious routine communications as Life 
Certificates were passed laboriously through the Bahrain 
Agency and Residency before they eventually reached London. 

3. Whilst much of this dead-wood has now been 
cut away, I am still not clear as to whether I should 
communicate direct with Foreign Office Departments or other 
Ministries in the following cases: 

(a) Personnel Department. 
Should I write direct over matters which 

have no direct bearing on my service in the 
Persian Gulf ? 
E & 0 Department. 

Should I address them direct on questions 
of salary and allowances in which the recommend 
ations of Political Agent or Political Resident 
are not required ? 

(c) Conference and Supply Department. 
Should I correspond direct over the supply 

of vehicles, flags, reference volumes maps etc* 

(d) Ministry of "Works Cairo and Ministr y of Works 
Representative Bahrain. 

Should I address them direct on questions 
concerning maintenance and furnishing of the 
existing Sharjah Agency. 

4. I have no doubt that you will be able to 
indicate various other ways in which we may bring our ofiic 
orocedure in line with that of other Foreign Office Posts and 
I shall be glad of any guidance which you may be able to give 

12/11 j-N 

HcG. Jakins, Esquire, . 

Political Agent, 
Bahrain. 

cojk 
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To 

ITo. 1000-1501 

Dear Bahrain, 

(i 

British Agency, 
3harjah. The 6th November 1949. 

N 

\ NOV \9A9 
T ■' t 

We intend to reorganize our filing system 
as soon as the stationery for vhich v/e ha^f,indented arrives# 
2* The system "Which v/e have in mind is something 
similar' to that introduced into the Residency by Mr. A.J. 
Johnson in 1948. Before doing so, however, we should be 
glad of any suggestions whic|i you may be able to make, 
particularly as regards rendering our system easily intelti- 
gible to future Political Officers who may be sent here from 
posts outside the Persian Gulf. 
3. We notice that the stationery indent fxxrm S.I. 
63 appears to make no provision for the issue to Consulates 
and Vice-Consulates of special paper for drafts and independent 
minutes. What do such posts generally use ? 

Yours ever, 
Shar.^ah. 

The Political Agency, 
Bahrain. 

il ^ ' ' ' ' 1 ' P 

y_Hi w 
'H & ; 
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✓ 

(£>) 
123/94/49 

C.J. Pelly, Esq. C.B.E., 
Political Agent, 
BAHRAIN, 

WITH THE COMPLIMENTS 

OF 

HIS MAJESTY'S POLITICAL RESIDENCY 

Agent, 
• 

© 

british residency, 
bahrein, 

persian gulf 

tl 
37433—5 7' 
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PERSIAN GL LF RtblDENCYf 
BAHRAIN 9 . 

24th Dec«mb«r 1949 • 

Pleas# refer to your telegram No* 21 

regarding the cancellation of Mohasyned All 9 * 

resignation* I as to point out that n £i&ergency w 

telegrams are only to be used for really import 
ant immediate comiaanications and not for oatters 
of normal urgency* 
2* I enclose a copy of the regulations on the 

subject. I am sending a copy of this letter and 
enclosures tc the Political Agents at Bahrain and 
Kuirait* 

F*C*L* Chauncy f Esq*, Political Agent 9 
MUSCAT* 
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extreme urgency requiring the highest degree of prio 
rity in trar errission and irstar t etre tion roc-ii , 
at t atuv r leve- : c sc 1 ori ty • 

This r i '4 list Ih T'- f r be use or rate 
occasions only. 
kDIATE. To be used only in cases of great ur- 

oer.cy when ir ediate action by a responsible officer 

(lii) 

(lv) 

(v) 

is (ecessary. 
KilGiOTY, To be used for any other telegraras which 
require urgent treatment. This prefix is 
cient to secure priority in handling cv^r ail otner 

grams and categories (1) and (il) above. 
; r i't ' , I.e., ordinarv telegrams which are trans- 
mitte* in turr with ordinary private tclegrars, 
unless they are specially marked in the appropriate 
panel on the Iraft. 
uF:FURRED , tele^raffs are those for which a period 
of u" to 48 hours fnay be allowed in tran»nis r ; 1 on 
(t cl ir encyriu ; it decy v ). a 
paragraphs 9 and 10* 

.i»i iiprjn « ahnnlfl not be inserte? 5 either 

telegraph forms; 
tor is sufficient evidence that a teJegrarr is n. 
this category. 
the vvord 3" should ^ever be liiser ^ i 
any telegram, but should he indicated in tne panel 
for priority categories. 
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"ملف 1/50 الروتين المكتبي" [٥٠و] (٢٠٦/٩٩)

Oj 
y 

CIRCULAR No. 7 

[ YT 15/3 ] 

£ Foreign Office, 
24th January, 1950. 

tip* ' ' Confidential 
\ 

Sir, 
Experience has shown that the system of marking certain 

telegrams "LIGHT," inaugurated by Sir O. Sargent's circular 

No. 0103 of 1st August, 1946, in order to ensure that they are 

submitted to higher authority in the Foreign Office, has not given 

satisfactory results. Accordingly, from the date of receipt of this 

circular despatch, you should cease the use of this code word. 

A similar circular has been issued to His Majesty s Represen 

tatives (as No. 09). W 

H & uaa .<L L #***) 

To His Majesty's Consular Officers. 

C—&'. 

1 am. 
Sir, 

Your obedient Servant, 
HECTOR MCNEIL. 

15913 38066—32 
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"ملف 1/50 الروتين المكتبي" [٥٠ظ] (٢٠٦/١٠٠)
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"ملف 1/50 الروتين المكتبي" [٥١و] (٢٠٦/١٠١)

I 

t- 

[ YT 15/3 ] 

CIRCULAR No. 7 

Foreign Office, 
24//? January, 1950. 

V 
Confidential 

Sir, 
Experience has shown that the system of marking certain 

telegrams " LIGHT," inaugurated by Sir O. Sargent's circular 

No. 0103 of 1st August, 1946, in order to ensure that they are 

submitted to higher authority in the Foreign Office, has not given 

satisfactory results. Accordingly, from the date of receipt of this 

circular despatch, you should cease the use of this code word. 

A similar circular has been issued to His Majesty s Represen 

tatives (as No. 09). 

I am, 
Sir, 

Your obedient Servant, 
HECTOR MCNEIL. 

To His Majesty's Consular Officers. 
15913 38066—32 
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"ملف 1/50 الروتين المكتبي" [٥١ظ] (٢٠٦/١٠٢)
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"ملف 1/50 الروتين المكتبي" [٥٢و] (٢٠٦/١٠٣)

[ YT 15/3 ] 

CIRCULAR No. 7 

Foreign Office, 
lAth January, 1950. 

Confidential 

Sii* 
Experience has shown that the system of marking certain 

telegrams "LIGHT," inaugurated by Sir O. Sargent's circular 

No. 0103 of 1st August, 1946, in order to ensure that they are 

submitted to higher authority in the Foreign Office, has not given 

satisfactory results. Accordingly, from the date of receipt of this 

circular despatch, you should cease the use of this code word. 

A similar circular has been issued to His Majesty s Represen 

tatives (as No. 09). 

I am. 
Sir, 

Your obedient Servant, 
HECTOR McNEIL. 

To His Majesty's Consular Officers. 
15913 38066—32 
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"ملف 1/50 الروتين المكتبي" [٥٢ظ] (٢٠٦/١٠٤)
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"ملف 1/50 الروتين المكتبي" [٥٣و] (٢٠٦/١٠٥)

(346/13/50) 'f ro 
Political Agent, 

WITH THE COMPLIMENTS 
^HR 

^ 

HIS MAJESTY'S POLITICAL RESIDENCY 
With reference to correspondence with you regarding "routine 
matters". 

british residency, Q j ft Q c? • <3 • *> 0 . 
bahrein, 

persian gulf. 
37433—5 
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"ملف 1/50 الروتين المكتبي" [٥٤و] (٢٠٦/١٠٧)

British Residency, Bahrain. 
27 Hi 

An Extract froin our telegram No. 120 dated 26th 
March, 1950 addressed to Foreign Office, London. 

3. Reference para 4, the following are routine 
matters which a United States consul might be author 
ised to handle direct with the Kuwait authorities:- 

trade enquiries and information, 
transmission of general information material, 
requests for interviews with Government officials 

other than the Ruler on behalf of nationals, 
visits to state institutions, 
requests for information on health and quarantine 

matters, and 
condolences and congratulations. 

To bejin with all correspondence should in my opinion 
be conducted with the Ruler's secretary. -/e could 
later ascertain whether the Ruler would be agreeable 
to a consul addressing some of the heads of depart 
ments direct. 
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"ملف 1/50 الروتين المكتبي" [٥٤ظ] (٢٠٦/١٠٨)
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"ملف 1/50 الروتين المكتبي" [٥٥و] (٢٠٦/١٠٩)

[ Q 114/IG ] ll 
CONFIDENTIAL AND GUARD F CIRCULAR No. 27 -> 

F oreign O ̂rjce, 
5f/i April, 1950. 

" GUARD " PROCEDURE 
Sir, 

Foreign Office Circular Telegram No. 2 of 1944. describing 
the " Guard" procedure which was in use at that time for 
"Top Secret" cypher telegrams, stated that the "Guard" 
procedure was to apply not to telegrams in the Foreign Office 
series, but only to messages in other series passing through the 
Foreign Office channel, especially on supply and economic matters. 

2. In August 1948 the Cypher Security Committee approved 
further instructions on the subject, which extended the " Guard " 
procedure to all documents (including telegrams) and to all 
security classifications. These latter instructions, which are still 
in force, were issued to all Government Departments concerned by 
the Inter-Departmental Committee on Security. They contained 
a paragraph which reads: 

" ' Guard,' applied to official documents, including telegrams 
and reports, means that the particular document is NOT to be 
shown to the Americans without the prior agreement of the 
originator. The fact that a document does not bear the word ' Guard ' does not necessarily mean that it may be shown to the 
Americans. In particular, no Cabinet or Foreign Office 
document may be shown to the Americans, whether marked 1 Guard ' or not, without consultation with the Cabinet Office 
or the Foreign Office." 
3. Since the paragraph quoted above was thought to represent 

the general practice already existing in the Foreign Service, no 
further Circulars were issued to members of the Foreign Service 
explaining the alterations in " Guard " procedure which had been 
introduced by the Inter-Departmental Committee on Security. 

4. The present practice as regards the use of the code-word 
" Guard " is however not uniform, either in the Foreign Office 
or in the Foreign Service generally. Certain posts, and some 
individuals, make use of the procedure; others do not. Moreover, 
although the Foreign Office does not officially use the " Guard " 
procedure, other Government Departments do, and this has led 
to the compromise arrangement that documents from non-Foreign 
Service sources, which pass through Foreign Service posts abroad, 
may be marked " Guard," provided that in telegrams the term 
appears at the beginning of the text and not as a prefix-heading, 
and that a one-time cypher is used. 

His Majesty's Consular Officers 
16073—2 38495—21 
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"ملف 1/50 الروتين المكتبي" [٥٥ظ] (٢٠٦/١١٠)

5. It has become increasingly necessary that the contents ot 
Foreign Office telegrams and other documents should be communi 
cated to United States officials in the course of daily work. 
Moreover it has undoubtedly become the practice in certain posts, 
and in certain Departments of the Foreign Office, actually to show 
Foreign Office telegrams and other documents to Americans, 
and on occasion to give them copies. This relaxation of the 
normal Foreign Office rule applies in varying degrees in different 
parts of the world. It is frequent in such places as Washington, 
Germany and the Middle East, less frequent though not unusual 
in certain Departments in London. 

6. In order that practice and procedure may be uniform and 
uenerally known throughout the Foreign Service, 1 think it desirable 
To lay down the rule that Foreign Office telegrams or other 
documents may normally only be shown to United States officials 
after their contents and possible repercussions have been carefully 
considered by Heads of Departments in the Foreign Office, or by 
Heads or Acting Heads of Missions or by officers in charge of 
Consular posts. In large posts, however, responsibility for deciding 
whether documents may be shown to United States officials may 
be delegated to specified officers. In the great majority of cases 
it should be possible to give the necessary information to United 
States colleagues without actually showing the text of telegrams 
or other documents and the latter should only be done when it 
is really necessary, to save time or for some other reason. 

7. Where other Government Departments or the Services 
are concerned, the final sentence of the quotation from the Inter- 
Departmerltal instructions (paragraph 1 above) will apply. 
Originators may thus be confident that their telegrams and 
despatches will not be seen by Americans save in exceptional 
circumstances, when discretion will be carefully exercised, or 
authority obtained. , . • . , 8 Originators may, however, in future mark their telegrams, 
despatches or letters with the word " Guard," if there are special 
reasons why the contents should not be passed to Americans in 
any form, whether orally or in writing. Alternatively, it may 
be possible for the originator to include a short paragraph indicating 
which portions of the telegram or despatch should not be disclosed. 
In either of these cases, the document, or alternatively the passages 
which have been indicated, will not be passed on to Americans 
in any way without reference to the originator, whose agreement 
must first be obtained. If the code-word " Guard " is used in a 
telegram, it must be included at the beginning of the text and 
encyphere circular Telegram No. 2 of 1944 is cancelled. 

10. A similar circular has been addressed to His Majesty's 
Representatives (as No. 033). 

I am. 
Sir, 

Your obedient Servant, 
ERNEST BEVIN. 
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"ملف 1/50 الروتين المكتبي" [٥٦و] (٢٠٦/١١١)

[ Q 114/1G ] 
CONFIDENTIAL AND GUARD 

CIRCULAR No. 27 
F orlign O ffice, 

5th April, 1950. 

44 GUARD " PROCEDURE 
Sir, 

Foreign Office Circular Telegram No. 2 of 1944, describing 
the " Guard " procedure which was in use at that time for " Top Secret" cypher telegrams, stated that the " Guard" 
procedure was to apply not to telegrams in the Foreign Office 
series, but only to messages in other series passing through the 
Foreign Office channel, especially on supply and economic matters. 

2. In August 1948 the Cypher Security Committee approved 
further instructions on the subject, which extended the " Guard " 
procedure to all documents (including telegrams) and to all 
security classifications. These latter instructions, which are still 
in force, w»re issued to all Government Departments concerned by 
the Inter-Departmental Committee on Security. They contained 
a paragraph which reads: 

" ' Guard,' applied to official documents, including telegrams 
and reports, means that the particular document is NOT to be 
shown to the Americans without the prior agreement of the 
originator. The fact that a document does not bear the word 4 Guard ' does not necessarily mean that it may be shown to the 
Americans. In particular, no Cabinet or Foreign Office 
document may be shown to the Americans, whether marked ' Guard ' or not, without consultation with the Cabinet Office 
or the Foreign Office." 
3. Since the paragraph quoted above was thought to represent 

the general practice already existing in the Foreign Service, no 
further Circulars were issued to members of the Foreign Service 
explaining the alterations in " Guard " procedure which had been 
introduced by the Inter-Departmental Committee on Security. 

4. The present practice as regards the use of the code-word 
" Guard " is however not uniform, either in the Foreign Office 
or in the Foreign Service generally. Certain posts, and some 
individuals, make use of the procedure; others do not. Moreover, 
although the Foreign Office does not officially use the " Guard " 
procedure, other Government Departments do, and this has led 
to the compromise arrangement that documents from non-Foreign 
Service sources, which pass through Foreign Service posts abroad, 
may be marked " Guard," provided that in telegrams the term 
appears at the beginning of the text and not as a prefix-heading, 
and that a one-time cypher is used. 

His Majesty's Consular Officers 
16073—2 38495—21 
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"ملف 1/50 الروتين المكتبي" [٥٦ظ] (٢٠٦/١١٢)

5. It has become increasingly necessary that the contents of 
Foreign Office telegrams and other documents should be communi 
cated to United States officials in the course of daily work. 
Moreover it has undoubtedly become the practice in certain posts, 
and in certain Departments of the Foreign Office, actually to show 
Foreign Office telegrams and other documents to Americans, 
and on occasion to give them copies. This relaxation of the 
normal Foreign Office rule applies in varying degrees in different 
parts of the world. It is frequent in such places as Washington, 
Germany and the Middle East, less frequent though not unusual 
in certain Departments in London. 

6. In order that practice and procedure may be uniform and 
generally known throughout the Foreign Service, I think it desirable 
to lay down the rule that Foreign Office telegrams or other 
documents may normally only be shown to United States officials 
after their contents and possible repercussions have been carefully 
considered by Heads of Departments in the Foreign Office, or by 
Heads or Acting Heads of Missions or by officers in charge of 
Consular posts. In large posts, however, responsibility for deciding 
whether documents may be shown to United States officials may 
be delegated to specified officers. In the great majority of cases 
it should be possible to give the necessary information to United 
States colleagues without actually showing the text of telegrams 
or other documents and the latter should only be done when it 
is really necessary, to save time or for some other reason. 

7. Where other Government Departments or the Services 
are concerned, the final sentence of the quotation from the Inter- 
Departmental instructions (paragraph 1 above) will apply. 
Originators may thus be confident that their telegrams and 
despatches will not be seen by Americans save in exceptional 
circumstances, when discretion will be carefully exercised, or 
authority obtained. 

8. Originators may, however, in future mark their telegrams, 
despatches or letters with the word " Guard," if there are special 
reasons why the contents should not be passed to Americans in 
any form, whether orally or in writing. Alternatively, it may 
be possible for the originator to include a short paragraph indicating 
which portions of the telegram or despatch should not be disclosed. 
In either of these cases, the document, or alternatively the passages 
which have been indicated, will not be passed on to Americans 
in any way without reference to the originator, whose agreement 
must first be obtained, if the code-word " Guard " is used in a 
telegram, it must be included at the beginning of the text and 
encyphered. 9. Foreign Office Circular Telegram No. 2 of 1944 is cancelled. 

10. A similar circular has been addressed to His Majesty's 
Representatives (as No. 033). 

I am, 
Sir, 

Your obedient Servant, 
ERNEST BEV1N. 
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"ملف 1/50 الروتين المكتبي" [٥٧و] (٢٠٦/١١٣)

[ Q 114/1G ] 

CONFIDENTIAL AND GUARD 

CIRCULAR No. 27 
F oreign O ffice, 

5th April, 1950. 

"GUARD " PROCEDURE 
Sir, 

Foreign Office Circular Telegram No. 2 of 1944, describing 
the " Guard" procedure which was in use at that^ lime tor 
" Top Secret" cypher telegrams, stated that the _ Gu ^ 
procedure was to apply not to telegrams in the For eign Office 
series but only to messages in other series passing through 
Forei'en Office channel, especially on supply and economic matters. 

2 in August 1948 the Cypher Security Committee^approved 
further instructions on the subject which extended the G 

^ 
r 

procedure to all documents (including telegrams) and to a 
security classifications. These latter instructions, which are still 
in force, were issued to all Government Department^ concerned by 
the Inter-Departmental Committee on Security. They contained 
a paragraph which reads: 

" ' Guard,' applied to official documents, including telegrams 
and reports, means that the particular document is NOT to be 
shown to the Americans without the prior agreement of the 
originator. The fact that a document does not be a r the word 
' Guard ' does not necessarily mean that it may be shown to the 
Americans. In particular, no Cabinet or horeign Office 
document may be shown to the Americans whether marked 
k Guard ' or not, without consultation with the Cabinet Office 
or the Foreign Office." 
3 Since the paragraph quoted above was thought to represent 

the general practice already existing in the Foreign Service, no 
further Circulars were issued to members of the Foreign Service 
explaining the alterations in " Guard " procedure which had been 
introduced by the Inter-Departmental Committee on Security. 

4 The present practice as regards the use of the code-word 
" Guard " is however not uniform, either in the Foreign Office 
or in the Foreign Service generally. Certain posts, and some 
individuals, make use of the procedure; others do not. Moreover, 
■ilthough the Foreign Office does not officially use the Guard 
nrocedure other Government Departments do, and this has led 
?o the compromise arrangement that documents from non-Foreign 
Service sources which pass through Foreign Service posts abroad, 
mav Ke marked "Guard," prov.ded that in telegrams the term 
appears aTthe beginning of the text and not as a prefix-heading, 
and that a one-time cypher is used. 

Flis Majesty's Consular Officers 
! 6073—2 38495—21 
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2 
5. It has become increasingly necessary that the contents of 

Foreign Office telegrams and other documents should be communi 
cated to United States officials in the course of daily work. 
Moreover it has undoubtedly become the practice in certain posts, 
and in certain Departments of the Foreign Office, actually to show 
Foreign Office telegrams and other documents to Americans, 
and on occasion to give them copies. This relaxation of the 
normal Foreign Office rule applies in varying degrees in different 
parts of the world. It is frequent in such places as Washington, 
Germany and the Middle East, less frequent though not unusual 
in certain Departments in London. 

6. In order that practice and procedure may be uniform and 
generally known throughout the Foreign Service, I think it desirable 
to lay down the rule that Foreign Office telegrams or other 
documents may normally only be shown to United States officials 
after their contents and possible repercussions have been carefully 
considered by Heads of Departments in the Foreign Office, or by 
Heads or Acting Heads of Missions or by officers in charge of 
Consular posts. In large posts, however, responsibility for deciding 
whether documents may be shown to United States officials may 
be delegated to specified officers. In the great majority of cases 
it should be possible to give the necessary information to United 
States colleagues without actually showing the text of telegrams 
or other documents and the latter should only be done when it 
is really necessary, to save time or for some other reason. 

7. Where other Government Departments or the Services 
are concerned, the final sentence of the quotation from the Inter- 
Departmental instructions (paragraph I above) will apply. 
Originators may thus be confident that their telegrams and 
despatches will not be seen by Americans save in exceptional 
circumstances, when discretion will be carefully exercised, or 
authority obtained. 

8. Originators may, however, in future mark their telegrams, 
despatches or letters with the word " Guard," if there are special 
reasons why the contents should not be passed to Americans in 
any form, whether orally or in writing. Alternatively, it may 
be possible for the originator to include a short paragraph indicating 
which portions of the telegram or despatch should not b^ disclosed. 
In either of these cases, the document, or alternatively the passages 
which have been indicated, will not be passed on to Americans 
in any way without reference to the originator, whose agreement 
must first be obtained. If the code-word " Guard " is used in a 
telegram, it must be included at the beginning of the text and 
encyphered. 9. Foreign Office Circular Telegram No. 2 of 1944 is cancelled. 

10. A similar circular has been addressed to His Majesty's 
Representatives (as No. 033). 

I am. 
Sir, 

Your obedient Servant, 
ERNEST BEV1N. 
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: j 
hr 

Ho , 

POLITICAL AGENCY, BAHRAIN. 
20th April, 1950. 

Dear Slr f 

With reference to your No, P077 

of the 20th April, I have to confirm you 
that the first text word H F2" of wcr 

my telegram to Prodrome, London, IssuedB 

yesterday Is correct. That is the 

number of our telegram to Foreign Office, 
London. 

Yours faithfully. 

for Political Agent 

The Manager, The Cable & Wireless Ltd., 
Bahrain. 
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Printed in England. July, 1048. (1,000 pads.) 

Reference 

2077 

B ranch. 

<^Lo 19.;;.:.!5L 

In your telegram 
<~>L C> ^ ̂  \ 

T o f***- dated .1S|A^ ^ZM 

J£M. p..M., pteaee «ca^ .W. ^O..^Aca\.„ 

,^4 tutssee. ?ss.sf?u.as,.s. a cVtcs^ e. ad.dLnss&es. 

Aj ̂L oLrV^,. isLW 
AA>.CI!1' ■.cflA..,....*! E a.. 

\ 
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0 -\y* NOTICE. 
T In accordance with. th.e a^j.'c^m£n.t i i 6ach.ed at tb.o Paris Conference 1949, the Public are herr "ry notified ihai; the following modifications to the International Telegraph Regulations will be 

brought into effect from 1st July 1950. 
1. The following classes of telegrams will be aboliohed CDL, LC, XLT (X'Mas and New Year greetings Telegrams). 
2. The classes of telegrams w hich will be admitted are:- 

Government (Priority and non-priority), Full Rate (Urgent and Ordinary), Letter Telegrams, and Press (Urgent and Ordinary). 
3. The charge for full rate telegrams will be 73% of the 

existing charge subject to a minimum charge as for 5 words. Urgents will be charged at double the ordinary rates. 
4. Charges for other classes remain the same, the minimum 

charge for letter telegrams being as for 22 words, and for Press 
telegrams as for 10 words. 

5. Ordinary telegrams may be written wholly in plain language, in se ere t ..language (Code or cypher), or a mixture of both. 
6.■ Plain language words will be counted at 15 characters per word, and secret language at 5 characters per word. 
7.. The word "URGENT", (which will be charged for), must be inserted before the address if the sender desires the telegram to be treated as urgent. 
8. In order to obtain priority in transmission, the senderi of a Government telegram should write the instruction VlTH PRIORIIY'' on the telegram. 
9. v^hen telegrams are not typewritten, the senders are 

requested .to write the address in block •Capitals. Ll - J. il 10. It is suggested that the sender writes cn the telegram in the space provided for the purpose, his ful] name, complete address and, where possible, his telephone number. 

<1 

MNAGKR. 
BAHRAIN, 12'th June, 1950. 
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i 

11 SB 

bnli 

(§) 

(456/5/50) 

/?-33'3 

BRITISH RESIDENCY, 
BAHRAIN. 

16th June, 1950. 

0 
Dear Agency, 

We have been informed that an Office 
Instruction is being issued by the Foreign 
Office to the effect that in future the spel 
lings KUWAIT and BAHRAIN are to be used for 
all official purposes, but that that is as far 
as they are prepared to go at present in laying 
down rules for the spelling of Arabic names and 
words. 
2. We hope, however, that all offices under 
the Persian Gulf Residency will so far as pos 
sible use the Hunterian system for the transli 
teration of Arabic words and names except where 
other transliterations have become stereotyped 
as in the case of "Muscat" and "Oman". 

Yours ever, 
RESIDENCY. 

^^ 
Political Agency Bahrain. i I • "7^ A 

£ 
C-o 
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28th Jun«, 1950• 

P.O., Doha and P.O., Sharjah, 

WITH MB COtfPLIMnifTS 
OF 

Hir? HAjanTT'S POLinCAL AGSJIT 

(Copy of Int top No.456/6/50 of 16th Jun«, 1950 f from 
the Persian Qulf Hesl oncy, 
Bahrain) 

POLITICAL AQISHCYt BAHHAIN* 
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CABLE AND WIRELESS LIMITED. 

L 
A 

BAHRAIN BRANCH, 28th June 5 1950. 
N 0 'j? C 

/ c. '£ 
Further to cur notice on the^subject of 

i- revised telegram rates effective from 1st July 195^, 
the following additional amendment is circulated for 
information:- 

1 » Except for the places mentioned below, 
Letter Telegrams will be admitted to all countries . 
The charge will be half the revised rates for Ordinary 
telegrams subject to a minimum charge as for 22 words, 

PLAGES NOT ADM ITTING LETTER TELEGRA M SERVICE 
Iceland, Turkey, Fernando Po, Perim, 
Somoa-Tutuila, Afganistan ? Kamaran Island, 

j 

n JHD. I 
PA ^ 
^ JL. 

' 

e o. QgS? ^ 

a. ̂  y • 2 h) k L c • t W' 

h 
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NO.P-(7 -1/50. 

Dear Sir, 

POLITICAL AGENCY, BAHRAIN. 
6th July, 1950. 

We acknowledge with thanks your two notices 
on the subject of revised International Telegraph 
Regulations, but since the revised rates are not 
mentioned in them it v/ould be appreciated if you 
c uld arrange to send us four copies if possible of 
statement in tabular form showing Government and 
ordinary rates for different classes of telegrams, 
for the following countries 

1. United Kingdom. 
2. Ireland. 
3. Canada. 
4. America. 
6. Syria. 6. Lebanon. 
7. Iraq. 8. Sharjah. 9. Doha. 

10. India. 
!!• Pakistan (Western and Bast rn). 12. C^rlon. 13. Australia. 
14. South Africa. 
15. Egypt. 16. France. 
17. Denmark. 
18. Holland. 
19. Belgium. 20. Italy. 21. Cyprus. 

Yours faithfully. 

Political Agent. 

The Manager, Cable and Wireless Limited, Bahrain. 
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U3/8/50. 
British Agency, Doha, l\.th July, 1950. 

Dear Agency, 
Your 2087-^/50 had already reached us in original from the Residency, and the same is true of the memorandum on the duties of the First Secretary,(Economic) of which we rece ived an original from the Residency, a copy from you, a further copy from the Residency 

(Confidential) adding the information that Mr. Jvans would submit "bi-monthly reports, an# amendment slip from yourselves (non-confi dential) conveying the same information. Details of Staff Medical Treatment and other 
subjects of general interest circulated by the Residency to all posts have in the past also been repeated to us by you. 
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i8A6/50. 
British Agency, Doha, Uth July, 1950. 

Dear Agency, 
Your 2087-1/50 of 28th June. 

2. Je load already written to the 
Residency to say that we do not know what 
the .Hunterian System of transliteration is. 
Can you tell us anything ahout it? 

-^calag^, 0 

2f ^9 JUL r f950 

Yours ever. 

Doha. 

Political .Agency, Bahrain. 

7 / 
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no.H-llSL. Political Agency, itfihrflin 5 11th July, 1960. 

Dear Residency, s.ii 
With reference to your letter 

No ,466/6/50 of 16th June, we enclose 
a copy of a letter we received'frem 
Doha. 
2. We will he greteful for as 
much Information as you can give us 
on distribution of papers, and we 
will endeavour to see that the de 
tails are also Included in correspond 
ence from our end. 

Yours ever. 
Agency. 

The Political Residency, 
Jufalr. 

١٣٣ المرجع: IOR/R/15/2/1046 حق النشر: رخصة حكومة مفتوحة

 http://www.qdl.qa/العربية/archive/81055/vdc_100026334948.0x000086 :اعرض على مكتبة قطر الرقمية 

http://www.nationalarchives.gov.uk/doc/open-government-licence/version/2/
http://www.qdl.qa/%D8%A7%D9%84%D8%B9%D8%B1%D8%A8%D9%8A%D8%A9/archive/81055/vdc_100026334948.0x000086?utm_source=testpdfdownload&utm_medium=pdf&utm_campaign=PDFdownload


"ملف 1/50 الروتين المكتبي" [٦٧ظ] (٢٠٦/١٣٤)

١٣٤ المرجع: IOR/R/15/2/1046 حق النشر: رخصة حكومة مفتوحة

 http://www.qdl.qa/العربية/archive/81055/vdc_100026334948.0x000087 :اعرض على مكتبة قطر الرقمية 

http://www.nationalarchives.gov.uk/doc/open-government-licence/version/2/
http://www.qdl.qa/%D8%A7%D9%84%D8%B9%D8%B1%D8%A8%D9%8A%D8%A9/archive/81055/vdc_100026334948.0x000087?utm_source=testpdfdownload&utm_medium=pdf&utm_campaign=PDFdownload


"ملف 1/50 الروتين المكتبي" [٦٨و] (٢٠٦/١٣٥)

Political Agency, 
Bahrain, 

11th July, 1960. 

We have been asked by Doha 
what is the Runterian System of 
transliteration, and would be grateful 
ourselves for any information you 
can give us. 

Yours ever. 
Agency 

The Political Residency, 
Jufair. 
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Printed in England 
¥ 

L 

Telephone joM 

CABLE AND WIRELESS LTD 
(incorporated ^in r T^ ii V" 

MANAMA BAHRAIN PERSIAN GULF 

J^q # f' (> | y^oting reference 

• ON 
^VA ^ 

The Political 
B 

Dear Sir, \ 
REVISED RAT^S. 5- 

As requested in your letter No. 2177-1/50 
dated 6th July, 1950, we attach four copies of the 
Ordinary and Government Rates applicable to the 
countries mentioned therein. 

tt 
Yours f£ithfully ' 

I C. 
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RATES TO 3E GT1AROED AT iA'IHAIN 
AND AFTER 1 st July 1350 * 

KURQPK. ORDINARY . 
Full Rate, 
RS* 88. 

BSLOIUM 
DHMARK 
FRANCE 
OREAT BRITAIN AND NORTHERN 
IRELAND 
HOLLAND 
IRISH REPUBLIC 
ITALY 

EGY^T t- Alexandria, Cairo, 
Ismailia, Suez t Port Said and \ Tewfik: 
. GY^T ;-Other Offices. 1st Rr/HOW. 
,, 2nd Region (Upper Egypt) 
" 3rd Region /port Sudan 

(SUDAN ) ^ Other Offices.... 

1- 1 
1- 1 

1- 1 

1- 1 
1- 1 
1- 
1- 

SOUTH ^ ■•iU' 
Union of South Africa & 
South /est Africa 
South Rhodesia 
Northern Rhodesia & \ 
Nyasaland 
\3 I A :- 
Ceylon 
India (British,French & 

Portugese) 
I rag 
Lebanon Republic 
Pakistan ( »estem &. Eastern) 
Sharjah 

1- 13 
1- 13 

1- 1 k 
1- 13 1- 13 

1- 15 
2— 0 
2- 3 

0— 1 U 
0- 13 
O- 10 
2- 0 
0- 12 
o- 5 

liOiT . Iris • AS* p* 
0- 
o- 
0- 
0- 
0— 
o- 
0— 

0- 
0- 
1- 
o 
0- 

8- 6 
3» 6 
S- 6 

3- 6 
3- 0 
3- 6 
3» 6 

a- 1/4-6 
0- 15-0 

1- 0-6 
0- 14-6 
0- 1U- 6 

O- 15- 6 
0 -15-6 
0-15 -6 

0- 7-0 

6— 6 
5- 0 
2- 0 
6- 0 
2- 6 
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I'l^ lat JULY 1?^0. 
& 

tSI .; (Continued) .. 
' 

^ Full i^nTe 
Rs. >\ s • 

British 
Gove rm gnt 
Rs. As. p. 

SYRIA REPUBLIC 
T)OHA (Minimum charge as for 

19 wo rds) 
CYPRUS 
U »T" .1 

Commonwealth of AUSTRALIA, \ 
Including TASMANIA, Flinders ( 
King, Sr. Lord Hov/e Islands... ) 

. X r J ■ V S — 
HEVV ^ORK- New York City 
(All Offices subject to Tariff 
for New York Oity) 

ALL OTHKR PLAGES IN U.S.A. 
AL 5KA, Via Sitkia Gable 
CANADA 

2- 0 .-0 
0- y~ 6. 

1- 1i4- o 

2- 1> 0 

1- 2-0 
o > 6 

0- 15— 0 

1- 3-0 

1- 6-0 

1- 8-0 
1- 1U- 0 

1- 10-0 

i o 'E:- u^- :: t ' . ^ 

•r : • . • ̂  J. 

Double Ordinary Rotes subject to 
a minimum charge as for 5 words 
per telegram. 
Rates as shown, subject to a minimum 
charge as for 5 words per telegram. 

Lr .xT '-'R TKLrMR^ :S : (LT/LTF) One half Ordinary Rates, subject to 
a minimum charge as for 22 words. 

' : One third Ordinary Rates, except where othcrv/ise shown, subject to 
a minimum charge as for 1 0 v/ords 
per telegram. 
Same as Ordinary Rates,subject b 
to a minimum charge as for 1 0 words 
per telegram. 
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/ 

% c 

-i/so. 
POLITICAL AGENCY, BAHRAIN. 5th August, 1950. 

Pear Residency, 
We forward herewith a cop/ of a 

statement showing the revised telegram 
rates which we liave obtained from 
Messrs.Cable and vnreless Limited, Bahrain. 

Yours ever, 
Agency. 

Residency, Bahrain. 
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I 

OBR 9 UFCLASSIPIED 

\T*CAL A( ̂ 
f'/ *?' R'' 

r^v 

BRITISH RESIDENCY, 
BAHRAIN. 

7th August, 1930. - 9 AUG '950 

\ ^MHRA 

Dear Agency, 
Could you please ensure that 

correspondence sent to us for onv/ard trans 
mission bears your office stamp. 

2, Though it is often possible to 
deduce the sender from the reference, it is 
difficult to complete our way-bills when faced 
with unstamped envelopes. 

Yours ever. 

The Political Agency, 
BAHRAIN. Jt oyjjxJi, 

£ * 0 i £ 
(/ll c L 
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A 

C2DL 

(L 289/3) 

FORFIGN OFFIO S.W.L. 
5th August 1950. 

I 

Dear Residency, 
In reply to your letter 456/8/50 of 1st 

July, we enclose copy of a letter froir the 
Permanent Comrrlttee on Geographical ^ares about 
the Hunterlan system of transliteration. 
2, As the Imperial Gazetteer of India rray not 
be available to you, we have made a copy o. the 
Note on transliteration mentioned hy ̂ r. Aurousseau and send it to you in ad .i^ion# 

The British Residency, Bahrain. 
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COPY 
(L 289/3) 

Permanent Committee on Geographical 
Names, 

Royal Geographic Society, 
Kensington Gore, 

London, S,W # 7« 
29th July, 1950. 

Dear Mr. Gellatly, 
Thank you for your letter L 289/8 of yesterday. The 

Hunterlan System, which Is not specifically for the trans 
literation of Arabic, is a systetr for waiting geographical 
names in a conventional alphabet developed by ̂ ir .A. punter 
in India in the sixties of last century. It was adopted by 
the Survey of India, and by the Indian Depart^^rt of evenue. 
Agriculture and Commerce. The original references to it are;- 

Letter to the Secretary of the Governmert of India. Some 
Department, Sir W.VII. Hunter. Gazette of India, fray 18/ , 

Guide to the orthography of Indian proper names with a list 
showing the true spelling of all post towns and villages 
in India. Sir W.W. Hunter. Calcutta. 1871 
On the orthography of native names. Ch.xxii, pp.404-411 of 
A :anual of Sarvev inr for India. H.L. Thuillier ar/i ; .^myth. 
.^rd edT. Calcutta . 1875. (See also Appendix, pp.cxcix - cciii) 

The system is most easily accessible In the 'note on 
transliteration 1 which appears on pp.ix-x of vol .1 of tne 
Irr .rerial Gazet teer of India, new ed., Oxford, 19 07. 

Indian names were, in effect, written down by ear in 
the Hunterlan alphabet; but Arabic and Persian names, so iar 
as they interested the Survey of India, were transliterated 
into it. 

Yours sincerely, 
sd. M, AUPOUSSFAU. 

S .H. Gellatly, Fsq., 
Foreign Office, 

London, S.W.I. 
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Extract from the Imperial Gazetteer of India, Volume I, 
pages ix-x 

KUTi^ 01. TK^LIT^IIQN 
Vowel Sounds 

a has the sound of a in 'woman' 
•s has the sound of a in •father' 
e has the vowel-sound in 'grey• 
i has the sound of i in 'pin' t has the sound of i in'police' 
0 has the sound of o in 'bone' 
u has the so una of u in 'bull' 
u has the so una of u in 'flute • 

ai has the vowel-sound in 'mine' 
au has the vowel-sound in 'house' 
It should be stated that no attempt has been made 

to distinguish between the long and short sounds of 
e and o in the Dravidian languages, which possess the 
vowel-sounds in •bet 1 and ̂ ot 1 in addition to those 
given above. i^or has it been thought necessary to 
mark vowels as long in cases where mistakes in ■ 
nunciation were not likely to be made. 

Consonants 
Most Indian languages have different forms for 

a number of consonants, such as d, t, r, dc., marked 
in scientific works by the use of dots or italics, 
as the European ear distinguishes these with difficulty 
in ordinary pronunciation it has been considered 
undesirable to embarrass the reader with them; and only 
two notes are required. In the first place, the 
Arabic K, a strong guttural, has been represented by 
k instead of q, which is often used, Secondly it 
should be remarked that aspirated consonants are common; 
and, in particular, dh and th (except in Burma) never have 
the sound of th in ^his 1 or 'thin, but should be 
pronounced as in 'woodhouse 1 and f boathook l , 

Burmese Words. 
Burmese and some of the languages on the frontier 

of China have the following special sounds 
aw has the vowel-sound in 'law 1 

and ti are pronounced as in German, 
gy is pronounced almost like j in 'jewel 1 
ky is pronounced almost like ch in 'church' 
th is pronounced in some cases as in 'this,' in some cases as in 'thin 1 
w after a consonant has the force of uw. 

Thus, ywa and pwe are disyllables, 
pronounced as if written yuwa and puwe. 

It should also be noted that, whereas in Indian 
words the accent or stress is distributed almost equally on each syllable, in Burmese there is a tendency to throw 
special stress on the last syllable, 

General 
The names of some places - e,g, Calcutta, Bombay, 

Lucknow, Cawnpore - have obtained a popular fixity of 
spelling, while special forms have been officially 

prescribed 

١٥٣ المرجع: IOR/R/15/2/1046 حق النشر: رخصة المشاع الإبداعي لأغراض غير تجارية

 http://www.qdl.qa/العربية/archive/81055/vdc_100026334948.0x00009a :اعرض على مكتبة قطر الرقمية 

http://creativecommons.org/licenses/by-nc/4.0/
http://www.qdl.qa/%D8%A7%D9%84%D8%B9%D8%B1%D8%A8%D9%8A%D8%A9/archive/81055/vdc_100026334948.0x00009a?utm_source=testpdfdownload&utm_medium=pdf&utm_campaign=PDFdownload


"ملف 1/50 الروتين المكتبي" [٧٧ظ] (٢٠٦/١٥٤)

1 ' 

1 
1 

» 1 
1 1 

1 
1 ' > 

' 

1 J Uj. 1 
1 ' 

i 

. 

1 
' 

1 :. 1 i »c - . • 
. 

» 
1 

» 

١٥٤ المرجع: IOR/R/15/2/1046 حق النشر: رخصة المشاع الإبداعي لأغراض غير تجارية

 http://www.qdl.qa/العربية/archive/81055/vdc_100026334948.0x00009b :اعرض على مكتبة قطر الرقمية 

http://creativecommons.org/licenses/by-nc/4.0/
http://www.qdl.qa/%D8%A7%D9%84%D8%B9%D8%B1%D8%A8%D9%8A%D8%A9/archive/81055/vdc_100026334948.0x00009b?utm_source=testpdfdownload&utm_medium=pdf&utm_campaign=PDFdownload


"ملف 1/50 الروتين المكتبي" [٧٨و] (٢٠٦/١٥٥)

t?j) 

prescribed I'or others. Naiues of persons are often 
spelt and pronounced differently in different parts 
of India; but the variations have been made as few 
as possible by assimilating forms almost alike, especially 
where a particular spellinb has been generally adopted 
in iiiifclish books. 
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4 

(3) 
10th September, 1960. 

" 

Political Officer, Truclal Coast, Sharjah, 

No.US'f 6 
)' -1/50. 

With the Compliments 
Of 

His Majesty's Political Agent 
Ref: our imxx Complimentary 
Slip No.2087-1/60 of 28th June, 
1960. /{ 

political Agency, Bahrain. 
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10th September, 1950. 

^ Political Officer, 
Doha. 

No. 9 ̂ 2 0 -1/50. 

With the Compliments 
Of 

His Majesty's Political Agent 
(Reference your letter 
No.18/46/60 of 4th July). 

Political Agency, 
Bahrain. 
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V 

m* 

'■i (6 

RATES TO BE CHARGED AT bAHRAIN . 
ON AND AFTER 1st July 1 950o 
Currency •— Rupees and Annas* 

1 Rupee = 16 annas* 
1 France = 11.52 Annas 

6° fz~ 
14 OUi 1^0 

(or ,72 Kupees) 

Conversions into Currency # 
' 
Ordinary Rate - Less than one half of an annas, rounded down; 

Half or over one half rounded up # 

British Govt.- Rounded up or down to nearest half-anna# 

URGENT TELEGRAMS 

Ordinary Telegrams, 

Double Ordinary rates subject to 
a miniimira charge as for 5 words per 
telegram. 

Rates as shown, subject to a 
minimum charge as for 5 words 
per telegram. 

t.f.ttrvr TELEGRAMS:- (LT/LTP) One half Ordinary rates, Subject to " a minimum charge as for 22 words . 

PRESS TELEGRAMS: 

URGENT PRESS:- 

^ot admitted to Iceland, Turkey , 
Fe rnando ̂o. Samoa-Tutulla , 

One third Ordinary rates, except 
where otherwise shown,subject to a 
a minimum charge as for 10 word s 
per telegram. 

Same as Ordinary rates, subject to 
a minimum charge as for 10 words 
per telegram. 

L ft 1 k. IjtfciJL 

i 
If Si 

- 
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x 1 st JJLY 1950. .-j -l • I a 

OH jji. .^RY BRITxttxi 
BAHRAIN 

St 
GOVT. 

EUROPE. Full Rate 
F • c • Rs.a. F« c* Re. a.p. 

ALBANIA 1.5375 1-2 .7875 0- 9-0 
AUSTRIA 1*50 1-1 .75 0- 8-6 
AZORES 1.95 1-6 • 975 0-11-0 
BELQIUU 1.50 1-1 .75 0- 8-6 
BULGARIA 1•5375 1-2 .7875 0- 9-0 
CZECHO-SLOVAKIA 1.50 1-1 •75 0— 8—6 
DENMARK 1.50 1-1 • 75 0— 8—6 
FAROE ISLANDS 1.7025 A-k .9525 0-11-0 
FINLAND 1.50 1-1 •75 0— 8—6 
FRANCE 1.50 1-1 •75 0- 8-6 
GERMANY 1.50 1-1 .75 0— 8—6 
GIBRALTAR 1.50 1-1 •75 0- 8-6 
GREAT BRITAIN AND NORTHERN I 

1.50 1-1 •75 0— 8—6 
GREECE AND GREEK ISLANDS 1.50 1-1 • 75 0— 8—6 
GREENLAND VIA ICELAND 2.1275 1-9 1•3775 1- 0-0 
HOLLAND 1.51 1-1 • 76 0- 9-0 
HUNGARY 1.50 1-1 • 75 0— 8—6 
ICELAND 1.7375 1-4 • 9875 0-11-6 
IRISH REPUBLIC 1.50 1-1 • 75 0— 8—6 
ITALY 1.50 1-1 •75 0— 8—6 
LUXEMBURG 1.50 1-1 • 75 0— 8—6 
MALTA 9 G.C. 1.50 1-1 •75 0— 8—6 
NORWAY,JANMAYEN,SVALBARD & 
GREENLAND,VIA NORWAY ) 1.50 1-1 • 75 0— 8—6 
POLAND 1.65 1-3 • 90 0-10-6 
PORTUGAL 1.50 1-1 • 75 0— 8—6 
ROUMANIA 1.5375 1-2 • 7875 0- 9-0 
RUSSIA (U.S.S.R.) 1.7625 1-4 1.0125 0-11-6 
SAAR TERRITORY 1.50 1-1 • 75 0— 8—6 
SPAIN AND SPANISH NORTH x 
AFRICAN POSSESSIONS ' 1.65 1-3 .90 0-10-6 
SWEDEN 1.50 1-1 • 75 0— 8—6 
SWITZERLAND (including 
Liechtenstein) 1.50 1-1 •75 0— 8—6 
TURKEY 1 *52 1-2 •77 0- 9-0 
VATICAN CITY STATE 1.5225 1-2 • 7725 0- 9-0 
YUGOSLAVIA 1.5975 1-2 • 8U75 0-10-0 

+ LETTER TELEGRAMS NOT ADMITTED* 
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"ملف 1/50 الروتين المكتبي" [٨٢ظ] (٢٠٦/١٦٤)
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"ملف 1/50 الروتين المكتبي" [٨٣و] (٢٠٦/١٦٥)

TABLE SHOWING RATES TO BECHARGED AT BAHRAIN , 
ON AND AFTER THE let JULY 1950 > SHEETS 

ORDINARY BRITISH 
GOVERNMENT. 

AFRICA PULL RATE 
P*c # Rs # as . P.c. Rs. as.p« 

NORTH- 
ALGEIRA /M-CrBT* 1 * 1.50 1- 1 .75 0— 8—6 
CANARY ISLANDS 1.65 1- 5 1.10 0- 12-6 
IPNI 2.225 1-10 1.475 1- 1-0 
LIBYA . 1.50 1- 1 • 75 0- 8-6 
MADEIRA 1.88 1- 6 .94 0- 11-0 
MOROCCO - Tangier 1.50 1- 1 .75 0- 8-6 
" Spanish Zone 2.1U 1- 9 1.39 1- 0-0 
" French ̂ one 1.665 1- 3 .915 0-11-0 
SPANISH SAHARA 2.3625 1-11 1.6125 1- 2-6 
K TUNISIA 1.50 1- 1 .75 0— 8—6 

EGYPT - Alexandria, Cairo, \ 
l8mailia 9 Suez 9 Port Said and< 
Tewlik.••• •••• •••• ••• 
EGYPT -Other Offices let Regn# 
" 2nd Region (Upper Egypt) 
" 3rd Region/Port Sudan 

(Sudan) other Offices.. 

2.52 1-13 1.26 0- 14-6 
2.52 1-13 1.32 0- 15-0 
2.62+ 1-14 1.44 1- 0-6 
2.52 1-13 1.26 0- 14-6 
2.52 1-13 1.26 0- 14-6 

EAST;- 
French Somali Coast -Djibouti 3.26 2- 6 1.63 1- 3-0 
ERITREA 2.93 2- 2 1.465 1- 1-0 
ETHIOPIA & ITALIAN SOMALILAND 2.92 2- 2 1.555 1 - 2-0 
KENYA AND UGANDA 3.46 2- 8 1.73 1 - 4—0 
MADAGASCAR AND COMORO Islands 3.05 2- 3 2.02 1 - 7-6 
MAURITIUS 3.38 2- 7 1.69 1 - 3-6 
MOZAMBIQUE C0L0NY6 
Gaza, Lourenco Marques and 
Inhambane ( Towns & Districts) 
Other Offices * 

2.97 - 2- 2 1.61 
2.11 

1 - 2-6 
8—6 

REUNION 3.00 2- 3 1.97 1- 6-6 
RODRIGUEZ ISLAND 3.38 2- 7 1.69 1 - 3-6 
SEYCHELLES 3.38 2- 7 1.69 1- 3-6 
SOMALIEAND PROTECTORATE 2.83 2- 1 1.2975 0- 15-0 
TANGANYIKA (Daressalaam TERRITORY (Other Offices 

3.58 
3.61 

2- 9 
2-10 

1.79 
1.805 1 - 

14.-6 
5-0 

ZANZIBARIncluding Pemba Island 3.16 2- 4 1.58 1 — 2-0 

hn/ff'S tflct > 
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"ملف 1/50 الروتين المكتبي" [٨٣ظ] (٢٠٦/١٦٦)
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"ملف 1/50 الروتين المكتبي" [٨٤و] (٢٠٦/١٦٧)

TABLE SHOWING RATES TO BE CHARGED AT BAHRAIN 
ON AND AFTER THE 1st JULY 1950 SHEET >3^ 

africa i Continued ) 
ORDINARY 
FULL RATE 
F 9 c« Rs * as* 

BRITISH 
Government 
F # c. Rs* as* p* 

SOUTH; - 
Union of South Africa & \ 
South West Africa 
SOUTH RHODESIA 
Northern RHODESIA <Sb \ 
NYASALAND 

2*67 1- 15 1.335 0-15-6 

2*d2 2- 0 1.335 0- 15- 6 

3.01 2- 3 1.335 0-15-6 

WEST; - 
ASCENSION 
ST.HELENA 
BELGIAN CONGO 

& 
RUANDA-URUNDI 

VIA 
R hodesia 

BRITISH WEST AFRICA;- 
CAMEROONS (British Zone) 
GAMBIA - BATHURST " Other Offices 
GOLD COAST COLOttf - ACCRA 
« • Other QftficeB 
NIGERIA - LAGOS 
" Other Offices 
SIERRA LEONE -Freetown and \ 

Water Street / 
" 11 Other Offices*.** 

FRENCH WEST AFRICA ;- 
C£uiieroons (French Zone) 
DAHOMERY (Kotonou &c) 
FRENCH EQUATORIAL AFRICA 
FRENCH GUINEA(Conakry,&c) 
IVORY COAST (Grand Bassam Ac) 
Senegal,Mauritania, Niger \ 
Colony,French Soudan and ^ 
Upper Volta 
TOGO.*** 

# • # 

• # • • • 

(S* Thiago & 
(St* Vincent*. 

3.38 2- 7 1.69 1 — 3— 6 
3.38 2- 7 1*69 1- 3- 6 
3.18 2- 5 1.7775 1 - U- 6 

3.31 2- 6 1.71 1- 3-6 

k.00 
3.35 
3.S5 
3.^5 
4*oo 
3.65 
k.00 

3.36 
3.53 

PORTUGESE WEST AFRICA; - 
Angola* 
CAPE VERDE 
ISLANDS 

Other Islands*., 
PORTUGESE GUINEA 
P rincipe & san thome 
OTHER COUNTRIES ;- 
FERNANDO PO & SPANISH GUINEA 
LIBERIA - MONROVIA 
" Other Offices 

2- 11+ 
2- 7 
2- 12 
2- 12 
2- 1U 
2- 12 
2- lU 

2- 7 
2- 9 

1.925 
1*69 
2*16 
1*925 
2*00 
1*925 
1.925 

1*69 
1*84 

3.765 2- 11 1*8825 1- 5-6 
3.73 2- 11 1*865 1- 5- 6 
3.865 2- 13 1.9325 1 - 6-6 
3.24 2- 5 1*62 1- 2-6 
3.73 2- 11 1*865 1- 5-6 
2*815 2- 0 1.5575 1- 2- 0 

3.55 2- 9 1.775 1- 4-6 

4*75 3- 7 2*375 1- 11- 6 

3.20 2- 5 1*70 1- 3- 6 
2- 8 2*10 1- 8-0 

3.94 2- 13 1.97 1 - 6-6 
4*38 3- 2 2.19 0 1 ON 1 T- 

6- 0 
3- 6 
9- 0 
6- 0 
7- 0 
6- 0 
6- 0 

3^ 6 
5- 0 

3.53 2- 9 2.085 1- 8-0 
U.18 3- 0 2.09 1 — 8- 0 

h,51 3- 5 2.W I t 12- 6 

V LETTER TELEGRAMS NOT ADMITTED. ̂ 
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"ملف 1/50 الروتين المكتبي" [٨٤ظ] (٢٠٦/١٦٨)
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"ملف 1/50 الروتين المكتبي" [٨٥و] (٢٠٦/١٦٩)

TABLE SHOWIMG RATKS TO BE GHARGEP AT BAHRAIH . 
OH AND AFTER THE 18t JULY 1950 . SHEET.U. 

<s) 

ASIA 
ORDINARY 

Rate 
F.c. Rs. as. 
1.43 
2.36 

1- 0 
1- 11 

2.81 2- 0 
3.335 2- 6 

3.26 
.845 

2- 6 
0-10 

2.295 1- 10 

2.585 1- 14 
1.335 0- 15 
1.25 0- 14 
2.65 1- 15 
2.93 2- 2 
3.535 
3.535 

2- 9 
2- 9 J- IH 

1.17 0- 13 
2.43 1- 12 

BRITISH 
GOVERNMENT ♦ F # C 9 RS« a8*po 

l 
AFGHANISTAN 
ARABIA - ADEN \JW PERIM 
KAMARAN ISLAND 0 
MUKALLA,SEIYUN (Aden 
Protectorate) 
Saudi Arabia-Vta Hasea...^ -T Saudi Arabia " Port Sudan 
SAUDI ARABIA Via Hasea^y • 

YEMEN 
BURMA 
CEYLON 
CHINA - Hongkong 

MACAU 
SHANGHAI 

Other Offices in China 

x 

INDIA (British French 4 
Portugese ) 

INDO-CHINA 
INDONESIA ^ 
IRAN ( Persia ) 
IRAQ 
ISRAEL 
JAPAN A KOREA 

CiPKuS 

2.81 
nos 
• 90 

2.6325 
3.86 

2- 
0- 
0- 

1- 
2- 

JORDAN (Hashemite Kingdom 40 
-rat - Lebanon Republic ̂ ^ 2^a2J» 2' 
MALAYA AND SINGAPORE - 
BRUNEI Jltdb 
CHRISTMAS ISLAND 

o 
12 
10 
1U 
12 - / / 

2- 0 

3 L 
COCOS - Kaeling Islands. • • 3.38 2- 7 
PENANG 2.17 1- 9 
SINGAPORE 2.17 1- 9 
OTHER OFFICES 2.17 1- 9 
NORTH BORNEO- 
LABUAN 2.49 1- 13 
OTHER OFFICES 2.49 1- 13 
PAKISTAN 1.08 0- 12 

NETHERLANDS NEW GUINEA 3.11 2- 4 

• 865 
1.18 
1.2925 
1.U05 
1 #63 
• 635 

1.335 
BAHRAIN & 

.U225 
1.U05 
• 6675 
• 625 
n325 

1.465 
2.0175 
2.0175 
|.5x 
• 585 

1.215 
1.555 
• 825 
.45 

1.3725 
2.06 . 

n56 

1.385 
1.385 
1.69 
1.085 
n085 
1.085 

1.405 
l.kOS 

.54 
1.705 

+ LETTER TELEGRAMS NOT ADMITTED, 
X LT ADMITTED VIDE MD'S BHMS 

0- 10-0 0- 13-6 
0- 15-0 
1- 0-0 

1- 3-0 0- 7-6 
0- 15-6 

SAUDI GOVT) 
0- 5-0) 
1 — 0—0 
0— 7—6 

0- 7-0 
0- 15-6 

1- 1-0 
1- 7-0 
1- 7-0 

0— 6—6 
0- 14-0 

:V 

1- 
0- 
0- 
1- 

2-0 
9-6 
5-0 
0-0 

1- 7-6 / 
t - 

1- 2-0 

1- 0-0 
1- 0-0 
1 - 3-6 
0- 12-6 
0- 12-6 
0- 12-6 

1 — 0—0 
1-n 0-0 
0— 6—0 
1- 3-6 

/bj / A' ^ 
r 
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"ملف 1/50 الروتين المكتبي" [٨٥ظ] (٢٠٦/١٧٠)
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"ملف 1/50 الروتين المكتبي" [٨٦و] (٢٠٦/١٧١)

TABLE SHOWING RATES TO BE CHARGED AT BAHRAIN , 
QI^ AND AFTER THE let JULY 1 950> SHEET,5 > 

ORDINARY BRITISH 
ASIA ( Continued ) Full Rate GOVERNMENT . 

F .c. R b. as. F # c # Rs. as. p. 

PERSIAN GULF ;- 
Bahrain ••• • • • 
Kuwait *90 0- 10 .k5 0- 5- 0 
Muscat •>90 0— 10 *U5 5— 0 
Sharjah .45 0- 5 .225 0- 2- 6 
PHILIPPINES REPUBLIC :- 
Manila 3.22 2- 5 1.61 1- 2-6 
OTHER OFFICES IN Luzon, 
Batan, Catanduanes, 
Coeeegldor, Marinduque, „ ^ n 
MasbatejMindorojRombion^Ticao 3*o2 2-10 2.01 i- u 
ALL OTHER OFFICES ;- 3*62 2- 10 2.01 1- 7- 0 
PORTUGESE TIMOR 3*16 2- k 1*905 1- 6-0 
RUSSIA -IN-ASIA via Europe. Same as ^upsia in Europe. 
SARAWAK 

1 1.385 1- 0-0 
SYRIA REPUBLIC 2.82 2- 0 1.56 1- 2-0 
TAIWAN 3.535 2- 9 2.0175 1-7-0 
THAILAND... AlW. "JM. ft! 1 /* " 
TURKEY IN ASIA Same as Turkey in -^rope. 

PACIFIC ISLANDS. 
(Via Manila ) + 

GUAM 3.82 2- 12 2.505 1-13- 0 
HAWAIIAN ISLANDS 
Honolulu and other Offices ) 
on Oahu Island.. ) 
Hawaii, Kauai ,Lanai ,Maui ) See sheet 11. 
q pd Molokai Islands..••• • " 
MIDWAY Island ) 

AUSTRALASIA. 
Ooramonwealth of AUSTRALIA, o a * 9 AO 1-8-0 

( Including^ TASMANIA, Flinders) 3.9U / 2-1 3 2.10 
King, & Lord Howe Islands...) 
WILLIS ISLETS ^• 10 2 *' 15 2#i8 1 ~ 0 

NEW ZEALAND ^ ^ ^ 

+ For Pacific Islands, via America, See Sheet 
For other Pacific Islands, see Sheet .6. 

1 
j fas &J IK 
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"ملف 1/50 الروتين المكتبي" [٨٧و] (٢٠٦/١٧٣)

- 

TABLE SHOWING RATES TO BE CHARGED AT BAHRAIN . 
ON AND AFTER THE 1 at JULY 1950 ̂ 3HEET >6 > 

PACIFIC ISLANDS: QEDpfARI Full Rate 
BRITISH 
GOVERNMENT. 

F.c. Rs« as # F • c . Rs. as. P. 
BRITISH ISLANDS 
Chatham Islands*•• ••• 4.6825 3- 6 2.7525 1- 15- 6 
Cook Islands - NIUE... 5.1Q25 3- 12 2.7775 2- 0- 0 

RAROTONGA 5.03 3- 10 2.645 1-14- 6 
Other Offices.... 5.27 3- 13 2.765 2- 0- 0 

FANNING ISLAND 5.U3 3- 15 2.845 2- 1- 0 
FIJI - Suva U. 32 3- 2 2.29 1- 10- 6 
Other Offices U.W 3- 4 2.45 1- 12- 0 
Gilbert and Ellice Islands 4.80 3- 7 2.53 1- 13- 0 
Kermadec Islands- Raoul 4.4725 3- 4 2.5425 1-13- 6 
Marshall Islands - Nauru 4.89 3- 8 2.34 1 r 11- 0 
NEW GUINEA TERRITORY 4.34 3- 2 2.30 1-10- 6 
Norfolk Island 4.09 2- 15 2.175 1- 9- 0 
Papua territory 4.34 3- 2 2.30 1- 10- 6 
Rotuma Island 4.48 3- 4 2.45 1- 12- 0 
SAMOA - Apia 5.03 3- 10 3.00 2- 2- 6 
OTHER OFFICES(EXCEPT TUTUILA) 5.27 3- 13 3.24 2- 5- 6 
Solomon Islands.. 4.80 3- 7 2.53 1- 13- 0 
Tonga Islands 5.03 3- 10 2.77 2- 0- 0 

FRENCH ISLANDS 
Loyalty Islands 4.98 3- 9 2*62 1- 14- 0 
Bora-Bora, Makatea,Mangareva, 
Marquesas 9 Raiatea and 
Rurutu Islands. 5.32 3- 13 2.79 2- 0- 0 

^ NEW CALEDONIA 4.98 3- 9 2.62 1- 14- 0 
TAHITI 5.32 3- 13 2.79 2- 0- 0 
WALLIS ISLAND 5.32 3- 13 2.79 2- 0- 0 

OTHER ISLANDS 
New Hebrides - Port Viala 4.80 3- 7 2.53 1- 13- 0 
SAMOA - TUTUILA + 5.03 3- 10 3.00 2- 2- 6 

+ LETTER TELEGRAMS NOT ADMITTED. 

is 
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"ملف 1/50 الروتين المكتبي" [٨٨و] (٢٠٦/١٧٥)

TABLE 
THE tat JULY 1950. SHEET 7 , 

•» 

— 

SOUTH AMERICA. 
ORDINARY 
Full Rate 

BRITISH 
GOVERNMENT 

(Southern Part ) ^•c. Rs« as® F • c • Rs. as. p. 

ARGENTINE REPUBLIC 3.36 2- 12 2«0d 1- 8- 0 
BOLIVIA- 
Corocoro and La Paz ^.16 3- 0 2*03 1 - 3- 0 
Other Offices ^•16 3- 0 2*03 1 - 3- 0 
BRAZIL 3.50 2- 3 1.75 1 - u- o 
CHILE 3.36 2- 12 2.0k25 1 - 7- 6 
Falkland Islands and 
dependencies*••••••• 
Paraguay. 

3.36 
3.66 

2- 
2- 

12 
12 

1.93 
2.03 A M 

6- 0 
8- 0 

PERU:- 
Tacna.••..••• 3 .36 2- 12 1.93 1 - 6- 0 
Other Offices 

South Georgia 
^.235 
U.31 

3- 
> 

1 
2 

2.1175 
2.155 

1 — 8- 6 
9- 0 

< URUGUAY U.335 3- 3 2.1925 9- 6 

NORTHERN PART. 
British Guiana- 
Georgetown. ... ...• •.•• 
Other Offices 

k.3^ 4.39 3- 3- 
2 
3 2.155 2.195 

1- 1- 9- 0 
9- 6 

COLUMBIA REPUBLIC:- 3*57 2- 9 2.U65 1- 12- 6 
ECUADOR- ' 
Esraeraldas, Guayaquil 9 Quito\ 
and £>anta Elena • • 3.96 2— 14 2.655 1- 1U- 6 

OTHER QPPICES k.20 3- 0 2.395 2- 1- 6 r FRENCH GUIANA U.34 3- 3 2.k2 1- 12- 0 
SURINAM 3.37 2- 7 1.305 1- 5- 0 
VENEZUELA 3 .36 2- 12 1.93 1- 6- 0 
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"ملف 1/50 الروتين المكتبي" [٨٩و] (٢٠٦/١٧٧)

f 
TABLE SHOWING RATES TO BE CHARGED AT BAHRAIN , 

ON AND AFTER THE 1st JULY 1950 > SHEET. 8 > 

NORTH AMERICA, 
ORDINARY 
Full Rate # 
P.c Rs. as* F»c« 

BRITISH GOVERNMENT 

Rs* as* Po 

CA^.J^DA ! — 
Alberta and Saskatchewan 
British Columbia-lst Zone 
" 2nd ,3rd, and Uth Zones\ 

YUKON 
North West Territories*.. 
Manitoba.......•**••••••« 
New Brunswick...•****•••• 
Nova Scotia and Cape Breton 

(Toronto\ 
(A 2*30 Ontario and Quebec ( Montreal ) 

OTHER OFFICES jaOUDt..^ 
Prince Edward Island* ) 
Newfoundland- Labrador.....*) 
" Other Offices ) 

1- 10 1*15 0-13-0 

MEXICO 
St Pierre and MiqueIon 

UNITED STATES ; 
Alabama 
Alaska,via Sitka Cable 
Arizone 
Arkansas 
California -S.Prancisco+ " Other Offices 
Carolina (North and south) 
Colorado . 
Columbia (DISTRICT OP) 
Connecticut 
Dakota ( North & South ) 
Delaware 
Florida - Key West 
u Pensacola M Other Offices 
Georgia 
Idaho 
Illinois & Indiana 
Iowa 

3.03 
2*30 

2*105 
2.565 

2.105 

2- 3 2.00 
1- 10 1.15 

1_ 8 1.1675 
1- lit 1.6275 

1- 8 1.1675 

1- 7- 0 
0-13-0 

0- 13- 6 
1- 2-6 

0-13-6 

+ Including all Offices subdect to Tariff for San Prancieco 
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"ملف 1/50 الروتين المكتبي" [٩٠و] (٢٠٦/١٧٩)

3 

TABLE SHOWING RATES TO BE CHARGED AT BAHRAIN. 
ON AND AFTER THE 1st JULY 1950 > SHEET >9. 

NORTH AMERICA. 
ORDINARY BRITISH 
Full Rate GOVERNMENT. 
F#c# Rs# Rs. 6t.s# p# 

UNITED STATES :(continued) 
Kansas 
Kentucky 
Louisiana - New Orleans n other Offices. 
Maine 
Maryland 
Massachusetts - Boston " Other Offices 
Michigan 
Minnesota -Duluth, Winona* 

Minneapolis, St.faulj St.Paul Stockyards, \ 
South St.Paul •• OTHER OFFICES. 

Mississippi 
Missouri -St.Louis 

2.105 1- 8 1.1673 0-13- 6 

Other Offices 
Montana 
Nebraska and New Mexico 
Nevada 
New Hampshire 

iHoboken, 

Jersey 
City, North Bergenj 
Union City, Wee- 
hawken, and West 
Newyork 

99 OTHER OFFICES 

NEW YORK - New York City.-t- 

New York - Other Offices 
Ohio 
Oklahoma 
Oregon 
Pennsylvania 
Rhode Island 
Tennessee 
T 0 X 9. s 
Utah & Washington State 
Vermont 
Virginaiaand West Viginia 
Wisconsin 
Wyoming 

1- 6 .9375 0-11- 0 

2.105 1- 8 1.1675 0-13- 6 

^ CK^LL r 
to 
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SHOWING RATES TO BE CHARGED AT BAHRAIN# 
QM AND AFTER THE 1 at July 1950 # SHE£T f 1Q 

BAHRMAS, BERMUDAS AND 
WEST INDIES , 

BAHAMAS 
BERMUDAS 

BRITISH WEST INDIES 

^ r 

ORDINARY 
Full Rate # 
F.c. 

ANTIGUA U.31 3- 2 
BARBADOS 3 .36 2- 12 
CARRIACOU U.U6 3- 3 
CAYMAN ISLANDS U.31 3- 2 
DOMINICA 4.31 3- 2 
GRENHfiA U.31 3- 2 
JAMAICA 3.S6 2- 12 

MONTSERRAT U.31 3- 2 
St.KITTS k.3^ 3- 2 
St.LUCIA 4.31 3- 2 
St.VINCENT U.31 3- 2 
TOBAGO k.5k 3- 4 
TRINIDAD- Port of s pain 4.31 3- 2 
« Other Offices 4.31 3- 2 
TURK ISLAND 3.36 2- 12 

nethf.RT.A.NDS ANTILLES;- 
ARUBA, Bonaire 3.37 2- 7 
CU1ACA0 3.37 2- 7 
SABA, St.Eustatius 3.37 2- 7 
S.MAARTEN 3.37 2- 7 

BRITISH GOVERNMENT , 
F*C« Rs. 8.8 # 

FRENCH WEST INDIES ;- 
GUADELOUPE 
LES SAINTES,MARIE GALANTE 
MARTINIQUE 

For "Other West Indies M - see Sheet 11. 
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"ملف 1/50 الروتين المكتبي" [٩٢و] (٢٠٦/١٨٣)

TABLE SHOWING RATES TO BE CHARGED AT BAHRAIN . 
ON AND AFTER THE 1 at JULY 195Q > SHEET.11 » 

WEST INDIES 
( West Indies ) 

Continued* 

ORDINARY 
Full Rate 
^cs«c* Rs^as* 

BRITISH 
GOVERNMENT . 
-f 1 • c Rs # aso 

OTHER WEST INDIES:- 
CUBA -Havana, Santiago de Cuba 
" Other Offices 
Hayti- Cap Haitien. Port -au- Prince 
" Other Offices 
PUERTO RICO 

SAN DOMINGO ( REPUBLIC ) 
Ciudad Trujillo, La Vega 9 ) Puetro Plata, S.^edro de ) de Macoris, Santiago j Rep • Domini cana ) 

Other Offices 
ST.CROIX 
ST.THOMAS 

CENTRAL AMERICA . 
Costa Rica- Limon, 

2.85 
3.00 

3.79 
k.ok 
3-19 

2- 1 
2- 3 

2-12 
2-15 
2- 5 

3.79 
3.9k 
3.76 
3.19 

2-12 

2-13 
2-11 
2- 5 

kJ K <1: .OC 

Z 
<*. 
o 

U. 

Puntarenas San Jose..' 3.61 2-10 2.505 1 - 13- 0 
" Other Offices 3.80 2-12 2.695 i — 0 1 
GUATEMALA-San Jose de 

Guatemala 3.61 2-10 2.505 4 — 13- 0 
" Other Offices 3.80 2-12 2.695 1 " 15- 0 
HONDURAS ( REPUBLIC OP ) 3.80 2-12 2.695 1 — 15- 0 
99 (British) - BELIZE 3J+9 2- 8 1.745 1- 4- 0 
NICARAGUA -San ̂uan del Sur 3.61 2-10 2.505 1 — 13- 0 " Other Offices 3*86 2-12 2.755 1 - 15- 6 
PANAMA ( REPUBLIC ) 

Ancon,Balboa,Colon, \ 
Cristobal and Panama ' 3.46 00 1 CM 2.355 1 - 11- 0 

" Other Offices 3.57 2- 9 2.465 1 - VD 1 CM 
Salvador 4.02 2-14 2.915 2- 1- 6 
St.ANDREWS ISLAND 3.57 2- 9 2.465 1 - 12- 6 

PACIFIC ISLANDS:- 
(Via America) 

GUAM ... 3.99 2-14 2.8^5 2- 1- 0 
HAWAIIAN ISLANDS:- 
Honolulu and other Offices^ on Oahu Island.... 3.41 2- 7 2.305 1- 10- 6 

Hawaii, Kauai,Lanai, Maui 
and m Molokai Islands 3.80 2-12 2.695 1- VJI i o 

MIDWAY ISLAND 3.79 2-12 2.685 1- 15- 0 

I: 
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"ملف 1/50 الروتين المكتبي" [٩٣و] (٢٠٦/١٨٥)

Wo. 5/1W100/50 

i>Bar Agency, 

British Consulate and 
Political ^geaoy. 

Muscat, Novmber 13, 1^50. 25 NOV 1950 6s^s 
rleaee aodroaa teXsgraaa to the dritiah 

^gent asnftfar at Ovadurs* 
"BKITiai AJ13KT GSADUir and not^BRITAGK?^ 

or "irl/x*!/ HX a XJ *^ "jjoaingo C3weulur B will find the 
present incumbent. 

Youra ever, 
Ctonauiato and Jtyeaay, 
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Sibjwt, 
OFFICE I-JUTIV-. 

ffotea &ad Ordtrt. 
D. 0. lo. 510-64/292 dated the 31st January, 1345 froj 
ir.R.G. Daubeny, Secretary, Bushire. 

A. P. A. 
Should be circulc ted to all cler'cs 

ltd. T.H. 
7-2-45 

Please circulate 
Itd.R.-l.n. J. 

11-2-45, 
Circulated 
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"ملف 1/50 الروتين المكتبي" [٩٧و] (٢٠٦/١٩٣)

ROUTINE. 

I think it is usually unnecessary to use the x.L. 
form in communications between this Agency and the Resi 
dency. if the file concerning the initiation of memoranda 
(in 1900 or thereabouts) is consulted, it will be seen that 
they can be worded, attested, etc., in exactly the same way 
as express letters. Express Letters should, therefore, only 
be used when there is real urgency, and they should be treated 
as such — i.e.*, expedition should be shown in every stage 
of dealing with them, fairing, attestation, issue from office 
and actual physical carriage from here to jufair. 

Memoranda and letters should ordinarily reach jufair 
a day or so after drafting so that they are quite adequate 
except where real urgency is required, and, incidentally, 
should be displayed. 

J||| 
I I I I 

| 
I 

(The use of express letters from Bushire to Muscat 
especially during the war where they might lie in office 
after drafting for a month before being transported — 

nullified, in my opinion, their whole purpose. 

sd. c. 
10.6, <47. 

Supdt . 
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(ioo) 

/Ve are Ftill employing the 1 Express Letter' in our 
correspondence. As this is a spec ally Govt., of India form- 
of correspondence, I think we mi^ht now replace it by the 
Saving Telegram which involves a c lange of name more than any- 
-thing else. 

Our fir-t paving Telegram to^F.O. should bear the 
^number 1 No.l Saving' and a separate register should be kept of A 1 Hour Saving Telegrams. Paving Telegrams to other addrerses 
{might, I think, continue to bear the appropriate registry {number of the file. We should show opies offFtving Telegrams 
{on the circulating file of ' Bible Telegrams '. 

I consider Express Letters might continue to be 
used in communic^ tion with the Governments of India and Pakistan 

I should be gf&teful for yo^r views. 

ltd. P.D.S. 

I agree with you. I use the ! emo. form rather a lot, particularly to the iesi^ ency. Is it used in the F.O.? 

ltd. C.J.P. 
11-9-'48. 

The memora'ndum forms, according to Mr.Johnson, is not very much u^ed in F.O.posts. le says that whilst there is no parjfeicula objection to the continued use between Agencies 
3 I and the Residency, it should not, of course, be used to the F.O. He' su gestr however thet we replace it by the D.O. and the Chance -y letter. 

He also suggests that the chancery letters, which bear no righature, might be authenticated by the origiantor 
put ting his initials over the arency stamn at the bottom of the 
page. 

I notice, incidentally, that missions such as Xinfexs: 
mbasry, Tehran, Baghdad etc., addrers ur mainly by despatch. 

ltd. P.D.S n-g-^s. 

Thanks. 
ltd.C.J.P. 
11-9-'48. 

'A' -nd 'B' to be brought into effedt. 
PI. circulate th4s note amongst staff. 

Itd.J.E.H. 14r-9- '48. 
t 0 K 

\X\ 
\t AT /\CVrWA-> 

- y sy 
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