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COPY/EOR THE NQ1K UJ ^BLEJTl E^COLOl lL L SEC ^ETARY.

Treasury a&d Customs .irepprtrent*

whenever possible
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department should be passed to them, 
,:3?ovm Agents, : " ’ ’ „
the Treasury /recounts.

dr p*/.pound, Thire Clerk*••rhe following duties are allotted:-
/reunter duties : retting of receipts and receiving and paying all 

monies, Treasury Cush Book, Gaily Abstract of 'receipts and ayrents, 
Court Monies Gush Book, recovery of Advances though the Crown gents, 
and occasional Trade harks on arrival from U.K. He will satisfy himself 
that all vouchers paid are in order and within the vote, by consultation 
with the undersigned or the second Clerk.

Cash to balanced each day at the close of operations.
vesting to Daily Abstract should be called over end checked with the 

Clerical Assistant*
Collection of Stanley Rates and hater dates. Record of unpaid rate© 

taxes to bo kept available, collection of Gun Licences*
•avings Bank Day Book and (mrrsnt ccount Ledgers to be kept posted 

daily* Checking of postings and pass books to be done daily with : :r Lolixaan 
pass Books will be signed by the t'X’ three days weekly Tuesdays,Thursdays ©v^ 
Saturdays*Each day at W a.m. treasury Cush Book and vo rehers to be called over 
and checked withuOIC.Ar l.Biiys,. Clerical -^gsletaixt and Treesender*

Sesponsiole ¥or tne filing of all docuiasnus of the Department, 
see that files are kept in good order and .n their reopre place. Dips 
IK and OUT to bo cleared each day at iU a.ra. and 2 p.m. Preparation and 
copying of vouchers, doily statements,letters and documents, General 
typing, posting of cun /Register, Calling over of Abstract figures with 
-r Bound, Delivery of letters, docwi uts Ac.,Office clock to be adjusted

It haw been coiisidreed necessary and convenient to readjust the various 
duties of the staff of this department, in order to prevent overlapping 
of offo.rt, and at the same time inorovo its officincy* The folioc/ing remarks will apply to fill concerned General

■’veryone is expected to keep punctual hours.
Economy should be practised in all directions* -.ill unnecessary 
work should bo eliiainated and care should be taken to avoid waste of 
stationery and office requisites.
.J.1 wop/ should be opt up to date, when;over possible, and under no 
circimistances should it be allowed to get into arrears. In such 
oasos whore delay accurs due to lack of data frem othex* departments 
steps should be taken to overcome the difficulty as soon os possible. 
In the case of th/ Grown agents1 ..ecounts, as so on as received from 
London these should be attended to without delay.

ths usual office hours cmoLxnt to 33l hours a reek, when nccescity 
arises, in oi'der to work up to date, ovoi'ttae should be put in, but 
every effort should be made to get things done within the stljyulated 
official hours, without having to resoi’t to overtime.
11 raembers of the staff are requested to co-operate, 

anothe?? in order to brin._. about th© Jesix'ed insults.
.Tn the event of any difficulty arissing in connexion with the work, 
all are requested to consult the undersized*

following will define The principal duties corresponding to each 
individual member of the staff

...r .■■;»■/*:■ /aliman, hecond C. erk.
’r AeilCian a3 Becond nlork will be in charge of t>.e ..uter Office, and 

stali’, and will be .responsible to the unde?rsigned for the carrying out of 
all the work in connexion thereto.

Ar Lellman, personally will undertake the following vrork:-
Oontrol of .avings hank Ledgers and Journal, and preparation of 

Annual /report, . .nnual interest calculations, ill call over postings each 
day with dr Bound,. revident fund Ledger and Jouxreal, and annual ..report, 
•rown rents . cc rents-Treasury he Agers,. oiithly bstract, ..djuatiacnt Vouchees, 

• fote eeuidty , 'und redrew Journal, .;snd alec. Tunl Aedgex’, .'.onthly 
bstract of receipts and reyments? tompavative taterents, Checking of
Vouchersjddacellaneous clerical duties and general su.rex'vision* ill 
report to and consult the undersigned, e ch cW, when necessary, on 
completeingeach month’s accounts a note y..: the total expended by each  together with any debits from the 

in ox^dcr that they may maintain their accounts in line with



fox1 financial secretary.

&

Stanley,
1 Sth Sep 'c-exber, 1SM ♦

morning,Responsible for all books, documents and papers being in 
their proper place and the Office generally kept in neat order*

carrying out the foregoing, as outlined, 
increase the efficiency of the Department, 
widersigned on all subjects in doubt will*

Mr R * Kip.£>j, • x*ime.
Mil attend personally to duties of:-Income pax Commissioner, Competent Authority .forms,Collector of customs, Commissioner of Currency, commutation of Yearly financial Report and other statements,Control of all matters affecting accounting* further to the foregoing and in order to arrive at a more complete and better understanding of the work in general, and to provide against delays, or a temporary breakdown of efficiency, brought about by the absence of any Riombe?? of the staff, through illness or othex3 cause, the following procedure should be put into practice, without delays- Mr E.P.Leliman should take steps to familiarize himself with the details of the work done personally by Mr King~??rime, such as Xncpi-ie T.>x,Forms, Customs, Corioissionsr of Currency, Yearly Reports and all accounting control matters, and should be in a. position to carry out these duties at any moment.Hr II.L*Bound should take steps to familiarize himself as oppox*tunity occurs with all Mr bellman's work, in order to be able to carry on these duties as far as possible at any given moment.fir P* Biggs should familiarize himself with the work of handling the ’xx^asury Gash Book, Vouchers, Collections of Taxes,c?,e., and other duties carried 
out by Hr Bound*It is earnestly requested that all concerned co-opei’ate inthe sole aii i of which is to Consultation with the be Welcomed* / /


