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MR. WICKS

1987/1988 ELECTION: ORGANISATION OF CONFIDENTIAL FILING IN THE
EVENT OF A CHANGE OF GOVERNMENT

You asked me to consider contingency arrangements for

Confidential Filing should there be a change of government

following a general election. There are no authoritative

written instructions so the following is my interpretation.

The attached list identifies those files which were brought
forward from previous administrations at the start of the
present government's term of office in 1979. I would suggest
that these files should similarly be carried on to the next
government.

Completely new files would need to be made up for the storage
of all policy papers produced by a new government. The same
rule would apply to the flimsies and cross-referencing system.
Obviously if the present government were to be re-elected, the
current files would simply continue in use through the next
term of office.

The main problem imposed by a change will be to find

sufficient storage space for the present government's files.
We would normally expect these to be stored in the roly-poly
files in CF's dungeon. We shall also need at least one more

combination-lock cupboard for storage of 'Cabinet One' files.

At present, we have some JC files in our dungeon and others in
the secure room beside the kitchen. Previous administrations
files are stored in a dungeon in the Cabinet Office prior to
transfer to Public Records. There is no spare capacity in
either of these locations.

May I suggest that this problem is considered by yourself,
Mr. Fountain, Mr. Taylor and Sir Robert Armstrong's office.
Further storage space must be found at some point in the
future, but we will be under immediate pressure if there is a

change of government.

Jlie Baowders.
JULIE BOWERS
(DUTY CLERK) 10 May 1987




FILES BROUGHT FORWARD IN 1979

CARS: Replacement of cars at No. 10 ) Part Z
Protection of PM's cars. Use of No. 10 cars )

DEATHS: Action by PM on deaths of eminent persons: part 1
DOWNING STREET: Security lectures in No. 10: May 1967

DOWNING STREET: Access arrangements for telephone engineers
and communications: Nov 1967

DOWNING STREET: Policy on inviting personal guests into
No. 10: Aug 1970

DOWNING STREET: Vaccination for members of No. 10 staff: Sept.
1970

DOWNING STREET: Flood precautions in No. 10: Feb. 1971

DOWNING STREET: Installation of bomb and fire alarm systems at
10, 11 and 12: Sept. 1974

DOWNING STREET: Maintenance of an up-to-date range of

statistical publications in private office: Nov. 1974

DOWNING STREET: Interdepartmental circulating boxes between
No. 10 and Buckingham Palace: Dec. 1977

DOWNING STREET: Procedures for handling Cabinet papers within
No. 10: Part 1

DOWNING STREET: Physical security of Downing Street complex:
Part 1

ELECTIONS: Action to be taken in No. 10 during and after a
general election: Aug. 1970

SL2ALV




GOVERNMENT MACHINERY: Preparations for war: Nov. 1973

SECURITY: Low flying over Chequers: Oct. 1966

SECURITY: Security checks on parliamentary Private
Secretaries: Feb. 1974

SECURITY: Transport of Boxes to Chequers: Sept. 1976

SECURITY: Fire precautions at Chequers: Feb. 1978

SECURITY: Security at Chequers: Part 2

SECURITY: Security arrangements for ceremonial and military

events. Horse Guards Parade Security: Part 1

SECURITY: Procedure on receipt of suspicious letters and bombs
at No. 10: Part 1

USA: Presentation of moon rock on close of Apollo lunar
landing programme: July 1973

SL2ALV




cc Mrs Richards

OGRESS CHASING

Following the recent review of progress chasing arrangements

in No 10 it has become clear that we need to tighten up somewhat
the procedure for following up overdue responses from Departments.
In particular, we need to keep a more careful eye on the weekly
Garden Rooms reminder list which, though it appears routine,

can conceal a number of important items of correspondence.

In future, Mrs Richards will ensure that the weekly summary

of outstanding replies is circulated to all those Private
Secretaries who have sent one or more letters to a Department
for action, and when the reply is overdue. When two reminders
have been sent and a reply has not been received, the item
will be asterisked. The Private Secretary concerned should
look particularly carefully at asterisked items and consider
whether a personal approach to the Department at Private Secretary
level is called for. He should also consult, if appropriate,
the Private Secretary with the lead responsibility in that
area.

Mo Acala~

MARK ADDISON

4 February 1986
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MI HOLT

FILE REVIEW

ol =
Since my minute"on the subject dated 29 January I have seen
the files "Handling and Destruction of Classified Documents"
and "Document Security Inspection at No. 10 Downing Street
and Chequers August 1980". These files overlap with each other
(e.g. there are papers on breaches of security on both) and with
my proposed new file "Document Security". Would it not be
possible to amalgamate the two existing files into one entitled
on the lines "Document Security - handling and distribution of
classified documents including document security inspections"
The Bapeuearmarked for the new file (a) in my minute dated
29 January should be filed in this new file.

29 January 1986
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Miss Holt
FILE REVIEW

The attached file - Downing Street: examination of the
physical aspects of the Downing Street complex. Working Party
on protection of Downing Street - has become a repository for
a number of different aspects of security affecting Nos. 10,
11 and 12. This is becoming increasingly unsatisfactory and I
should be grateful if you would open three new files with the
following titles - or something on these lines:

(a) Document security

(b) Security arrangements for access to Downing Street
including Nos 10, 11 and 12, by the press, radio
and TV, photographers and interviewers.

Acquisition, use and maintenance of security
containers, locks, keys and allied equipment.

It would be wasteful of your time and mine to transfer papers
under the above subject headings from parts 1 and 2 of this
file to the new files. 1985 would seem a sensible starting
point and I have therefore flagged accordingly those papers
which I would like transferred to the new files. Papers with
'A' flags should be transferred to the new file (a) above;
with 'B' flags to file (B) and so on.

There is a minute of mine dated 23 January to Mr. Taylor

headed Security Equipment awaiting filing. This should be
filed in file (c).

29 January 1986




cc: Mr. Addison.

L st se a7y

PRIME MINISTER

MeA 23/,
PROGRESS CHASING ARRANGEMENTS IN NO. 10

Before Christmas you expressed disquiet about the adequacy of
our progress chasing arrangements. I therefore asked Mark
Addison to review them. His main findings, culled from his
extremely thorough report attached, (which you need not read)
are:

1) Though systems for progress chasing are generally
adequate there are two potential weaknesses:

a) Departments do not always act on repeated requests
from No. 10 for replied to letters, etc. So, we are
going to tighten up our chasing arrangements,
bringing a Private Secretary to bear where delays
are flagrant.

When documents move between different sections of
No. 10 for action (eg Private to Political Office),
responsibility for further action can become
blurred. So it will be made a rule that when a

document is passed between sections here, it would

be clearly indicated that responsibility for dealing
with the document is changing hands.

Mark's review has also suggested some small, but useful, ways
of speeding up the processing of letters in Correspondence
Section.

Finally, prompted by our experience with Sir Austin Pearce's
letters, we have considered whether our systems can be
improved so that important letters delivered to No.l0 are
drawn more quickly to the attention of the relevant Private
Secretary. Sir Austin's letter arrived here, we think, around
noon. It was not however seen by a Private Secretary until
between 2.00pm and 2.30pm, and so could only be brought to
your attention a little before 3pm after your lunch with the




Japanese.

I do not believe that there is any system which can ensure
that letters are brought to a Private Secretary's attention
within minutes of its arrival. We receive many hundreds of
letters each day, including many which are hand delivered.
Wise correspondents telephone us to warn of the imminent
arrival of their letter. Sir Austin Pearce did not. But we
will tell all staff concerned that they should be on the look
out for topical letters and draw them to a Private Secretary's

attention very soon after they arrive.

N W,

21 January 1986




MR. WICKS

PROGRESS CHASING

You asked me to review the arrangements in
the office for progress chasing in your minute
of 10 December.

I have consulted the Political Office, the
Garden Rooms, Confidential Filing and the
Correspondence Section. On the basis of their
assessments I have drawn up the attached short
report.

I have not in the report referred to the two
incidents which I think gave rise to concern
about the adequacy of our procedures. I should
be happy to have a word with you about these

if you wish. The recommendations that I propose,
modest though they are, should help us to

avoid similar lapses in the future.

MARK ADDISON
16 January 1986

ECL/37
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PROGRESS CHASING ARRANGEMENTS IN NO. 10

My remit was to review the progress changing arrangements in
No. 10, to consider their effectiveness, and to make
recommendations for improvement where necessary. By
agreement with Nigel Wicks, I focussed on arrangements in the
following sections:

Confidential Filing
Garden Rooms

Political Office
Correspondence Section

Picking out some parts of No. 10 for scrutiny leads naturally
at times into considering other areas too. I have resisted
that temptation as far as possible, though I have included
some more general reflections at the end of the report.

Systems in use

Each of the four sections uses a well tried system to
identify, bring forward and follow up those items which need
to be chased.

Confidential Filing: When a document requires follow-up (eg
because a Department has been asked for advice, or because No.
10 itself needs to take further action) it will be identified
by the Duty Clerks as needing to be brought forward on a
certain date. The appropriate identification is made when the
Duty Clerks read the document as it is sorted for filing;

sometimes the Private Secretary will also give a separate

instruction. When a Department is asked for a reply, they are
normally given a two-week period to respond. If no response
has been received by the set date, the Duty Clerks will ring
the Department. If the reason given for the delay is
unsatisfactory, the Duty Clerks refer the matter to the




Private Secretary. To ensure no document requiring follow-up
is missed, each document is read through a second time by the
Duty Clerks before it is placed on the file.

Garden Rooms: All letters sent on to Departments for a draft
reply carry a deadline, normally of two weeks. A list of
letters which has not been responded to by the set date is
circulated to the Private Secretaries concerned, who write to
the Department identifying outstanding replies and asking for
further action to be taken promptly. The Private Secretary at
this stage has the opportunity to decide if a delay on any
reply is serious enough to warrant a separate approach to the
Department .

Political Office: A similar procedure is followed in cases
where Departments, or Central Office, are asked for a draft
reply.

Correspondence Section: Most of the large volume of letters
dealt with by the Correspondence Section are forwarded to the
appropriate Department for reply. When a reply needs to go
from No. 10, the Department is given an 8 working day

deadline. A bring forward system then operates. If no reply
has been received by the due date the Department is
telephoned.

General Assessment

In the reports I commissioned from each of the sections I
asked them to assess the adequacy of their systems. All were
content that their arrangements were comprehensive and
effective. There was no evidence that the systems we use fail
to identify documents to be followed up, nor that we fail to
bring them forward at the appropriate time. When delays and
mistakes occur, this is not because No.l0 fail to chase a
reply. The main reasons for delay are:

(i) Departments do not act on repeated requests from No.l0
for a response;




Gai) Overlapping responsibilities between different parts of
No.l0 sometimes mean that delays can occur in handling
correspondence within the building.

Ways in which the procedures might be improved

Delays in departments: CF rings departments for, on average,
some 10 items every day; the Garden Rooms list each week
contains some 40 outstanding replies. Departments are also
chased by Appointments, Honours, the Political Office and the
Correspondence Section among others. A Department is chased
because it is late, though there may of course be good reasons
for this. Whatever the merits on any particular case, the
fact is that Departments receive many calls from No.l0 of this
kind, and there is a danger that the currency can lose its
value if it is overused. We have taken a significant step to
keep the total number of reminders down by dispensing earlier
this year with issuing reminders to Departments when a reply
falls to them.

Nonetheless, the danger remains. It is therefore particularly
important that letters which are significantly overdue, or
which have some special urgency, are followed up separately,
at an appropriately senior level. Discretion here rests with
the Private Secretary as he responds to notes from CF, or from
the Garden Rooms. These reminders, particularly the weekly
list from the Garden Rooms, need to be scrutinised carefully.
The general rule should be adopted that the Private Secretary

himself will follow up cases where two reminders have already

been sent, following consultation with the Private Secretary

with policy responsibility in that area (if different). Cases

falling into this overdue bracket would need to be identified

on the weekly list. When a Private Secretary chases a
Department on his own initiative CF/GR should also be informed
to prevent two separate approaches for the same purpose.

Handling correspondence within No.10: Often, more than one

section here will need to be involved in follow-up. In
particular the Political Office and the Private Office are




often jointly concerned. Introducing a follow-up system to be
used when documents and letters are passed to other sections
in No.l0 would however be costly in terms of time and
bureaucracy, and could not be justified. But it is important
that clear responsibilities for dealing with a particular
matter at each stage should be identified. We are already
seeking to clarify allocation of responsibility so far as
arrangements for meetings are concerned. Correspondence
should similarly be clearly identified as falling to one
office or another to take the lead at each stage. When a
document is passed between offices, it should therefore be

clearly indicated that responsibility for dealing with the

document is changing hands, and an indication of where it is

being transferred should always be given.

Summar

Different sections in No.l0 necessarily operate separate
progress chasing arrangement. These generally work
successfully. The right documents are identified for
follow-up, reminders are issued at the appropriate time, and

action is then taken. But any system, however well designed,

depends for its overall effectiveness on the discretion of
those operating it, on the willingness of Departments to
respond to requests on time, and on responsibility for action
being clearly within No.l0. Two modest improvements to the
systems need to be made:

(i) Private Office should scrutinise more carefully the
standard list of outstanding replies and select those
requiring follow-up at Private Office level;

when documents are moved between different sections of
No.1l0 for action, the transfer of responsibility should
be clearly identified.

I recommend that a circular be issued to the appropriate
sections, accordingly.




Office procedures in general

This review has prompted me to consider further, more general,
matters relating to office procedures, and the handling of

correspondence.

Correspondence Section: A heavy, but variable,
workload in the Correspondence Section has
contributed to unacceptable delays in forwarding the
bulk of No.l0 mail onto other Departments for
action. We have taken steps over the past 9 months
to speed matters up. Temporary help has been
drafted in when the backlog has risen; new
microfilming equipment has been installed in order
to avoid sending letters outside the building to be
filmed; and overtime has helped.

Two further steps should also be taken. First, the
burden of signing should be eased by arranging for

letters to be typed onto reproduced signéd paper.

This system is already used in the Honours Section.
It could save up to 6 man hours a day. Second, a
staffing review should be conducted. The last such

review was undertaken in 1983 when the computerised
system was installed. Since then, mail volumes have
increased somehwat, and the new system has had a
chance to establish itself.

Computerising Correspondence: it seems curious to
the newcomer that computer technology has not been
installed more extensively at No.l0. So far, if one
discounts word processors, computer technology in
the office as a whole is deployed extensively only
in the Correspondence Section. Honours have not
been covered, because no special exemptions could be
gained for them in the data protection legislation.
CF records were considered for computerising in

1983 but on grounds of security, of cost




effectiveness, and because the existing system has
worked well over a long period, the idea was not
pursued. No similar study has been undertaken for
the Garden Rooms, though many of the same arguments
would apply.

Experience in the Correspondence Section can be
marked up as a modest success. However, staff
savings have been minimal. Any such savings are
likely to be similarly modest in CF or GR if
computerisation were introduced. Computerisation
would clearly offer the prospect of automating the
bringing forward of all overdue items. But it could
not be justified on those grounds alone, and I do
not believe that the argument for a further general

review in this area is yet convincing.

Identifying the right section for incoming mail:

A centralised system for handling, and keeping track
of, all incoming mail has its attractions. At
present, seeking to identify the office in which
earlier correspondence has been dealt with can take
some time. Letters with no obvious home are

passed from section to section until the right
place is found. But a centralised system would
involve a new tier of office organisation, more
staff, and extra delays. I do not believe the
advantages justify the change at this stage.

There is nonetheless a need to improve procedures.

I propose that a circular should be issued reminding
staff:

(@) to give priority to determining whether
they are the correct section to deal with a
piece of incoming mail ( no acknowledgement
from No.10 is, rightly, sent until previous
correspondence has been located);




(ii) when a section has read through a
letter, if it is clear that action does not lie
with them, the letter should be passed to the
section which seem most likely to hold the

previous papers, and it should be made clear

from whom the letter has been referred;

(iii) a list of all those sections in No.1l0
who deal with correspondence, and who have
records of it, should be included on the

circular.

(iv) the staffing review in the Correspondence
Section should pay particular attention to the
importance of determining whether or not they
hold the previous papers.




Seerms €ne
Miss Holt
T e [t cc: Mrs. Cole
Mrs. Richards e /8'6
Mrs. Cross

Mr. Sherbourne

PROGRESS CHASING ARRANGEMENTS IN NO. 10

On the basis of your responses to my earlier
minute, I have now drawn together a short
assessment with my recommendations.

I shall be grateful for any comments you may
wish to make by the end of the week please.

A

Mark Addison

7 January 1986
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MR ADDISON cc Confidential Filing

PROGRESS CHASING

You asked for a note on CF's system of progress chasing or
BF system. A version from the Duty Clerk's Training Manual
is attached at flag A, which outlines the general procedure
which CF follows. A more detailed analysis follows under
the headings suggested in your minute 12.12.85.

(1) Arrangements for identifying items which need to
be followed up

1) A paper is annotated by the Private Secretary
eg: 'BF with Treasury response', 'Await replies from
colelagues', 'BF with Policy Unit advice'.

2) The Duty Clerk/Clerical Officer responsible for
linking loose papers to appropriate files each day
will check outgoing letters/papers to see if a reply
from a Department is required.

3) When doing 2), any mention of future meetings
will also be noted and treated as BF's, in order
chase briefing in good time.

If the person linking the papers happens to miss a possible
BF there is a back-up system in that the person actually
filing the papers would also check to see that nothing

has been missed. BF files are treated separately at all
times during CF procedure, are given priority when filing,
and are kept in trays in strict BF date order separate

from PA or TPM files. They are immediately identifiable

by slips of paper attached to the front of the files which
have the date of the BF and the details of the paper/letter
concerned eg NW to RTA 5.12.85. If any BF file is sent

to the Private Office for any reason, then a slip of paper




is placed in the appropriate 'BF Tray' identifying the

file, so that if the file has not been returned to CF on

the date the BF falls due, the Duty Clerk on the early

duty knows there is a file upstairs requiring action.

This ensures that a BF is not missed because the file happens
to be absent from the 'BF Tray'.

(ii) Methods of Progress Chasing items

Step-by-step procedure:

1) Duty Clerk rings Departments to chase replies
or briefing, including Policy Unit.

2) Whatever reply the Department gives is written
on the BF slip.

3) If the Department cannot give an immediate answer
they are asked to phone back the same day.

4) If the reply has a definite deadline and the
Department has not been forthcoming with a reply

or is prevaricating, the file is sent to the Private
Secretary who can take action as necessary.

5) Once the Department has given a date when it
thinks a reply may issue, the BF slip is noted and
the file BF'd for the later date, when the Department
is chased again.

6) If the BF has gone on for 4-6 weeks and there
is still no reply, the file is also referred to the
Private Secretary to ask what further action they
would like CF to take - the Duty Clerks should not

take the Department's word that something is not

urgent. However, in general most replies come back




within 2-3 weeks of the date of the outgoing letter/
paper.

7) The BF slip is noted every time a Department

is rung and with every response that they give until
the actual reply is forthcoming. This can show the
Private Secretary the action that CF has taken, and
also provides the necessary record of events in view
of the fact that the Duty Clerk doing the BF's changes
every day and needs to know what his/her colleagues
have been told previously.

Systems for assessing what further action may be
necessary

This has really been covered in (ii). CF refers to the
Private Secretary all cases where inadequate replies are
given by Departments. If a Department decides that they
are not going to reply or are not going to comment then
the Private Secretary is so informed. It is always left
to the Private Secretary to decide any future action that

is required and to inform CF of that action.

I feel that the system that CF uses for Progress Chasing
is both comprehensive and effective. Departments are extremely
well versed in our daily 'ring-round' and on the whole
are very co-operative. If a Department is uncooperative
at any time they find that they are rung every day and
often twice a day until we get an answer. I would like
to make one plea from CF to the Private Secretaries.
If a Private Secretary has been chasing a reply independently
from CF it would be helpful if they could let CF know so
that we do not 'double-up' on the action. Departments
get extremely annoyed when boht the Private Secretary and
a Duty Clerk rings them constantly about the same subject.




It makes our internal communications look inefficient.

If our Progress Chasing system is working properly (and

it very rarely doesn't) then this should not be necessary.

S. M. HOLT
16 DECEMBER 1985
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EARLY DUTIRS

The early shift Duty Clerk works from 0900 to 1700, when
he or she hands over any outstanding work to the late shift
person. It is the job of the 'early' Duty Clerk to chase on
the bring-ups, relieve the Duty Clerk on the desk for coffee
and lunch breaks, and prepare meeting folders for the Prime
Minister's meetings on the following day.

When papers are filed, any further action required is
given a BF notation for an appropriate date. It is the early
Duty Clerk's task to take the action indicated on the BF slip.
'Bring-up' markings are either the result of the relevant
letter/document asking for a reply by a definite date or
simply that sufficient time (usually 10 days from date of
despatch) has elapsed since the letter was sent out. The
early Duty Clerk decides what action is required and
telephones the Private Office of the department concerned.
The answer that is given is then noted on the file and where
necessary a further BF date is given. Occasionally it may be
necessary for the file to be referrd back to the Private

Secretary for further instructions or where insufficient
reason has been given for delay in replying. Any action on
files which are on BF for a given day is controlled by the
Duty Clerk doing the early shift that day i.e. he or she does
all the filing and deals with any pps. It is in your own
interests therefore not to hold on to files unnecessarily.

During the day the Duty Clerk should check the diary for
the forthcoming day to see for which of the engagements the
Prime Minister will require meeting folders. Meetings of the
Cabinet and Cabinet committees are obvious examples. For
these meetings an agenda will be circulated in advance by the
Cabinet Office. It lists the subjects to be taken and the
relevant papers that will be discussed. The Duty Clerk makes
up a folder for the Prime Minister's use and a duplicate blue
folder for the Private Secretary. The folders should contain
a separate manila folder for each item, numbered as per the
agenda. Any previous references should be checked and




MR SHERBOURNE
MRS RICHARDS
MISS HOLT
MISS BRINE

PROGRESS CHASING

I have been charged by Nigel with the task of conducting a
review of the office arrangements for progress chasing. A
copy of his commissioning note is attached.

The review will need to cover the arrangements in Confidential
Filing, the Garden Rooms, the Political Office and the
Correspondence Section. As a first step, I should therefore
be grateful for a note from each of you, by the end of next
week at the latest, which explains the current procedures in
your section, and which in particular identifies, as Nigel's
note suggests:.

(i) the arrangements for identifying items which need
to be followed up;

(ii) methods of progress chasing those items;

(iii) systems for assessing what further action may be
necessary.

I should also be grateful for your assessment of the
comprehensiveness and effectiveness of the existing procedures
and to know whether, and if so how, they might be improved. I
should like your reports to be kept as short as possible, and
in any case to less than three sides.

When I have your responses, I shall put together a short draft

report, which I will circulate to you for comment. I will be
submitting a final report to Nigel by Friday 17 January.

Mour Adolan_

MARK ADDISON
12 December 1985




MR. ADDISON
PROGRESS CHASING

I told you this morning that the Prime Minister would like a
review of our arrangements throughout the office for progress
chasing of outstanding letters, remits to departments, actions,
etc.

I should be glad if you could carry out a review of our arrangements
with a view to preparing a report which we could discuss with
the Prime Minister.

I suggest that your review concentrates on the following:

= arrangements for picking up and identifying outstanding
actions, etc. so that the office machine knows that there is
an item to be chased;

& arrangements for chasing any item so identified;

= arrangements whereby the office judges whether progress
on any particular action is adequate.

Your review should, in particular, identify the existing systems
for progress chasing, should evaluate their effectiveness and

make recommendations, where necessary, for their improvement.

Could you please aim to produce your report by, say, the first
fortnight in 1986.

N.C Y

N L WICKS
10 December 1985

SLH/16




©c Mrs Richards
Mr Cameron Taylor
Mr Peter Taylor
Mr Joce

You kindly sent me an estimate on
plying and
and Confi

No 36.

The sample card is returned.

(Miss J D Drever)

elanie Winters




MR. BU! R v
MR. POWELL
MR. TURNBULL
MR. FLESHER
MRS. RYDER

CONFIDENTIAL FILING

PRIME MINISTER'S BOXES

You will see from the attached note that the Prime Minister

has agreed our proposal for ensuring that notes which have slipped

to the bottom of the box receive attention.

We shall implement the new arrangement forthwith.

Mowe  Astalas_

15 July, 1985.




PRIME MINISTER

You had a word with Caroline about finding a way to ensure
papers which you needed to see for the following day, and
which may have been carried over from earlier boxes, were

marked appropriately so they could not be missed.

I think the simplest way to deal with this would be for us to
ensure that papers which went into "Folder One" which have not
been seen by you overnight should be sifted and those needing

your attention for the following day would then be placed in
a "priority folder" in the folder 1 for that night. When

there are two or more boxes, the one containing the priority
folder will be identified with a label. (Of course, notes
;E?EE4;5;7;;EZE_EZvEZETiEEEE_EEE"EEy have to be dealt with
separately by the Private Secretary responsible, picking them
out and bringing them to your attention: this is the reason
why we need to recover uncompleted boxes from the flat or the

study when you start you;jﬂgﬁg_;ngagements, though I know
—

that this sometimes irritates you!).

This fall-back system will I hope ensure that notes you need

for the next day or the weekend, and which may have slipped to
—_— —_ i foe

the bottom of the box, will be clearly identified. As an

extra precaution we shall ensure that notes dealing with your

engagements for the weekend (e.g. for the Wimbledon match)

are placed in a separate meeting folder on the Friday night.
SRS S S A B R e

e +?

i Aolalen 7l £

(MARK ADDISON)

12 July 1985




10 DOWNING STREET

Mrs. Macdonald,

Great George Street.

You asked one of my colleagues last week about how the Duty
Clerk rota works in detail, and we undertook to write to you.
The two main elements of the system are the night and weekend duties
of which a Duty Clerk expects to work four of the former and one

of the latter within a six week cycle.

20 Night duties take place from Monday to Thursday, and
normally begin at 3.00 p.m., ending at 1.20 p.m. the next day.
Within that period, the bulk of our time is spent in the Private

Office - from 3.00 p.m. until the Private Secretaries leave (generally

10.00 p.m.), and from about 8.00 a.m. until 1.20 p.m. the next

day. Between those times we expect to eat, sleep and deal with

any urgent business which crops up.

S50 Weekend duty begins at 5.30 p.m. on Friday and ends at
10.00 a.m. on Monday morning. During that time our work varies,
but we spend the whole time at No.10 and are, again, expected to
deal (in consultation as necessary with the Duty Private Secretary)
with any urgent business.

4. When not working nights or weekend shifts we work from
9-5, 10-6 or 12-8 as appropriate. During those times we provide
lunchtime and teabreak relief in the Private Office, and provide

clerical support for the Duty Clerk currently in the Private Office.

5 I hope you find this rather simplistic and generalised
explanation helpful. If you have any further queries please do

not hesitate to contact us again.

DUTY CLERK
10 July, 1985.
SPAPF N CONFIDENCE—




BUTLER cc Mr. Taylor
POWELL

FLESHER

TURNBULL

The Prime Minister is concerned that some notes going into the

box which relate to arrangements for engagements, particularly

at weekends, are not sufficiently clearly identified. The particular
example last week was a note about the arrangements for the Wimbledon
match on Saturday which was put into the box mid-week but which

the Prime Minister did not come across before she went to the

game .

Contr
I have had a word with Gaw=eline, and we agree that the modest

proposal suggested in the draft minute attached is probably the
simplest way to deal with the problem.

I should be grateful for any comments.

MARK ADDISON
10 July 1985




PRIME MINISTER

You had a word with Caroline about finding a way to ensure

papers which you needed to see for the following day, and

which may have been carried over from earlier boxes, were
marked appropriately so they could not be missed.

I think the simplest way to deal with this would be for us to
ensure that papers which went into "Folder One" which have not
been seen by you overnight should be sifted and those needing
your attention for the following day would then be placed in
an "immediate folder" in the hot box for that night. (of
course, notes which you needed to see during the day would
have to be dealt with separately).

LATES

This fall-back system will I hope deal—effeetively with—the

difficulty that notes you need for the weekend, and which may
have slipped to the bottom of the box during the week, will be
clearly flagged up. As an extra precaution we shall ensure
that notes dealing with your engagements for the weekend (eg,
for the Wimbledon match) are placed in a meeting
folder on the Friday night.

(MARK ADDISON)




THE COMPLETE (IDIOTS) GUIDE TO TRIPS

1. Who from No.l0 is going? The Foreign Affairs PS, the
PPS, the Press Secretary, at least one Garden Room girl and
a party of Detectives normally go. Will Mr. Thatcher? How
many GR girls? Check the composition of the party with the
Foreign Affairs PS.

2. Who in FCO Protocol will make the arrangements for the
trip? Whichever Conference Officer it is will use you as a
"hot line" into No.1l0 for day to day queries. He or she

will have a mass of useful information at their fingertips -
so be nice to them!

3. Are all the passports still current? We hold most of
the passports in a box in CF. If new or renewal passports
are needed, the contact number in the Passport Office is

213-3401. We have a supply of forms in CF. Remember that

during the trip, you are responsible for all the passports -

so don't

4. Are Visas required? FCO Protocol will provide

application forms which should be returned to them when
completed. You can complete the PM's (and Mr. Thatcher's)
forms on their behalf. If photographs are required, they
can be obtained through COI - contact is Mr. Scott-Robertson
928-2345 Extn 621.

5. Are injections required? FCO Protocol will advise you
what is required. The Civil Service Medical Advisory
Service at Tilbury House (213-4111) will give the

injections, and normally come to No.l0 to do so if quite a
few people are involved.

6. OQueen's Permission The Queen must give her permission
for the PM to be out of the country, and the usual procedure
is for the Foreign Affairs Private Secretary to write to The




Queen's Private Secretary giving details. Always remind him
to do it well in advance.

7. Will the office at your destination be adequate? FCO
should tell the host Embassy what is required but some
essentials are access to a photocopier with a sorter; a
combination lock cupboard; a 'safe-hand' courier service
(you may have to take safe-hand boxes with you, so check
with FCO Protocol); a 24 hour cypher watch; electric

typewriters (Garden Rooms can take their own if necessary).

8. Communications FCO and Cabinet Office liaise directly
on what is required, but make sure you know what is
happening. A direct line from No.l0 to your office is very
useful. We normally take portable secure speech equipment
with us (it is called Brahms, and is obtained from Fred
Campbell or Leslie Wright in the Cabinet Office - Garden
Rooms will issue you with“kef‘material), and a secure

telegraphic link is installed in the aircraft if the flight
time merits it.

9. Do you have a current Couriers Passport? If not, one
can be obtained through Gordon Macleod in the Foreign Office
(233-5502). To take red boxes etc through diplomatic
channels you need a Couriers Passport and a Waybill listing
all the diplomatically 'sealed' items. Obtain a Couriers
Passport (they are valid for a year) well in advance, but
the usual time for the sealing of boxes is the day before
departure. To get boxes sealed, contact Julie Rowan in the
Foreign Office (233-3706). Give her a few days notice and
let her know where you are going, what your Couriers

Passport number is and how many items you have for sealing.
Remember that anything which will contain official papers
should be sealed, so check with the Private Secretaries,
Press Office and Garden Rooms.




10. which official papers are ded? You should always
take a spare set of the briefing for the trip, and make sure
that everybody's copies are up to date. You should also
take any relevant CF files with you - check with the Foreign
Affairs Private Secretary.

11. Are any gifts to be taken? Garden Rooms normally look
after these, but check. You should keep a list of all gifts
received during the trip, and make sure that they return
safely to the UK. You should also arrange for Customs
clearance of all gifts (see PM Tours Abroad: Procedure for
Customs Clearance of Official Gifts: November 1981).

On return to London, a list of gifts received should be
put on the Admin. file for the trip, and the master list of
gifts on "Prime Minister: Gifts Received by the PM Since
Taking Office: July 1979" should be updated.

12. Transport FCO Protocol will arrange all transport at
your destination, but check the details with them. You are
responsible for getting the No.10 party to and from the

airport in the UK (but make sure you have some knowledge of

everybody else's arrangements too!). Always have a car plan
typed out, and make it as clear as possible. Remember that
those coming into the office before going on a trip should
have a car to take them and their luggage here. Talk to our
drivers before finalising the car plan, as they will advise
on timing and which driver will do which job. On the return
journey, use No. 10 cars for the PM, the Principal PS and
the Foreign Affairs PS, in that order of precedence. The
cars should be booked, as normal, through the Government Car
Service (extn. 3009).

Both personal and diplomatic baggage normally goes to
the airport in an Fco Security van. Opinions differ on
whether to accompany the van, but you may feel happier
knowing where the luggage is being put!




13. Close to the time of departure, the FCO Conference
Officer will send you a set of Admin. plans and baggage
labels. Each member of the Party, plus the Duty Clerk on
the Desk, and the Switchboard (2 copies) needs to have a

copy of the Admin. plan. Always read it very carefully.

Labels should be distributed as appropriate - it is vitally
important that all the luggage is labelled correctly,
particularly that all "Cabin Load" items are clearly marked.

14. On arrival at the airport you have two main tasks. The
first is to get the luggage safely stowed on the aircraft,
after the RAF police have searched it (diplomatically sealed
items cannot be searched). The second is to check in the
No. 10 passports. The next thing to do is to relax and have
some coffee.

15. Miscellaneous

(a) On long trips make sure that Garden Rooms take the
following reference books: Who's Who, Roget's Thesaurus,
Oxford Book of Quotes, a good dictionary.

(b) On the return jounrey, remember to compile a Customs
declaration for the No. 10 party, to hand to Customs on
arrival. During the trip, you will be expected to obtain
duty free goods for the party (get people's requirements
before you leave - it's much easier that way).

(c) At least two RMPs normally travel with you. Ask them
to look after the personal baggage - they expect to be
asked. Make use of them as much as you can, as they are
both experienced and helpful.

(d) For your own personal comfort, take a change of
clothes (casual) for the flight if it's a long one.




16. Most Important Advice: DON'T PANIC. There are lots of
people from whom advice can be sought. Just try and relax
and enjoy yourself,

o : ;mj 9¢5




3 fk, )E*f

MR TAYLOR cc Mr Butler
CF
We spoke recently about a number of CF matters.

On training of new recruits to CF we agreed that you (with
your colleagues) would draw up a manual which would contain:

i) An outline training programme which would be passed
to the new recruit on arrival. This would consist of
a description of the duties and responsibilities of
the post together with a timetable for the training
period.

A training 'standard' listing the knowledge and
skills which the fully trained Duty Clerk should
possess. This would refer as appropriate to the
relevant section in the 'Bible' on procedure. The
standard would not be used formally to test new
recruits, but it would help in identifying the strong
and weak points in performance as the end of the
training period was approached. This in turn would
enable the new recruit to concentrate on improving

those areas where he or she was weakest.

You would consult all those in No.l10 who have regular
dealings with CF before finalising this standard. In
particular, you would need to discuss it with all
those in the Private Office, with the Garden Rooms,
with Correspondence Section, and with the
Parliamentary Section and the Policy Unit.

We agreed there was a need to update and rationalise the
'Bible' on procedure. This would be a fairly major piece of
work,and it would probably be difficult to absorb it within
the normal CF duties. One option might be to arrange for a
Duty Clerk to take the job on as a special project between
leaving CF and rejoining their home department. While we

agreed on the importance of this work, however, we also agreed




that the development of a training manual should take priority
at this stage.

You are discussing with Peter Joce the question of access to

CF. You and your colleagues were concerned that there was a
tendency for other No.1l0 staff to visit CF even when there was
no real need to do so. This was a practice you rightly wished
to discourage. One possibility you are considering is to
arrange some kind of flap system in the door so that papers
can be passed in and out without the individual needing to
enter the room.

In addition, we agreed there was a need to ensure all at No.1l0
are aware that Duty Clerks are charged with guarding on a
day-to-day basis the confidential files used by the Private
Office, some of which are highly classified. Access to all
files must therefore be strictly on a need-to-know basis, and,
in any case, before access is granted the permission of the
appropriate Private Secretary needs to be obtained.

To summarise:

i) You will be supervising the drawing up of a training
manual for CF.

We shall bear in mind the need for a revision of the

'Bible' on procedure.

You will discuss with Peter Joce possible ways of
restricting access to your room.

You and Peter Joce will draw up a draft Office Notice

on access to information held by CF which we can all

then discuss.

Mark Addison

27 June 1985
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DUTY CLERK

MEETINGS WITH THE CHIEF WHIP, LORD PRESIDENT,
ETC ON MONDAY MORNINGS

Could I ask that in preparing the folders
for these meetings we include some standard
documents every week - namely, in the Prime
Minister's folder, the Whip and Bernard
Ingham's weekly note on "The Week Ahead".
The backup folder should include these
documents plus the list of those attending
the lunch for colleagues and a copy of

the Prime Minister's weekly and yearly
diaries.

These are regular documents: you should
also ask me on Friday whether there are
any other particular documents to be included.

A single meeting folder should be used

for both the meeting with the Chief Whip

at 1200 and the meeting with the Lord President
and others are 1215.

AN

10 June 1985




‘MP@ TRAWL NOTICE Y TULNA 85/118

XHREXNEWVACANCIES FOR Duty Clerks (EO level) in the Prime Minister's Office

FOR COMPLETION BY MPO, PM3 DIVISION, GREAT GEORGE STREET, SW1P 3AQ
DATEOF ISSUE 10,  June 1985 MPO FILE REFERENCE: PMB 31/1985/E0 Pt.11

CLOSING DATE FOR APPLICATION 6 weeks from date of issue

Details for the post above should be completed in typescript on the form below
CONTACT FOR ENQUIRIES AND APPLICATIONS

Completed forms E117 for officers who can be made available for release, have the requisite qualifications and experience and can
be recommended for transfer in their present grade orompremesien should be sent via Establishments/Personnel Divisions to:

NAME Mrs F E McDonald
DEPARTMENT Cabinet Office
DIVISION/BRANCH Personnel Services, Branch 3
ADDRESS Room 72A/2
Government Offices
Great George Street
LONDON SWIP 3AQ
TELEPHONE NO. 01-233 8593

It is planned to hold the interview board en-fi-kmewn during August/September 1985

Successful candidate(s) would be expected to take up appointment by as vacancies arise during 1986

X and early 1987
Questions on this notice should be made through departmental Establishment Branches to the above named contact,

TRAWL ADVICE

GRADE(S) TITLE(S) AND NUMBER(S) OF POSTS

Vacancies for Duty Clerks (at Executive Officer level) in the
Prime Minister's Office

DEPARTMENT BRANCH AND GEOGRAPHICAL LOCATION OF POST(S)
10 Downing Street, London SW1

ELIGIBILITY (to include references to seniority dates where relevant)

Executive Officers and corresponding departmental grades on level
transfer.

28-2202(E115/E116)Rev.1981
HMSO Btl 289720/1




QUALIFICATIONS AND/OR EXPERIENCE REQUIRED

Successful candidates will have the opportunity to develop an outline
knowledge of the whole range of Government business. They will
need the ability to respond ‘promptly and efficiently under pressure,
and be able to deal tactfully and effectively with people (including
VIPs) both in person and on the telephone.

Long experience in the service is not necessary. Those most suitaple
would be young Executive Officers who will not enter the promotion
field until towards the end of their second year of duty there.

JOB SPECIFICATION/DESCRIPTION OF DUTIES

A team of six Duty Clerks work on a rota system so the Private Office
is continually manned. Over a six week cycle just over 300 hours will be spent at No. 10.
There is an allowance, currently £3,307 a year, in recognition of night and weekend
working, and to cover meals allowances.

The Duty Clerks aré expected to turn their hand, as the need arises, to a wide variety
of duties. Their main responsibilities include:

(a) Circulating papers within the Private Office and handling the receipt and
despatch of correspondence; maintaining communications between the office and
the Prime Minister wherever she may be. At nights and weekends (when the Duty
Clerk sleeps at No.10) they deal with urgent business which may arise, in consult.
ation as necessary, with the Duty Private Secretary. A little over half of
the Duty Clerk's time (including sleeping time) will be spent on these duties.

(b) With the help of two clerical officers filing the more important and
classified documents in the Prime Minister's Office. The Duty Clerks prepare
folders of papers and briefs for the Prime Minister's meetings and engagements,
and in consultation with the Private Secretaries ensure outstanding business

is followed up promptly. Nearly half of the Duty Clerk's time is spent on
these duties.

{¢) On occasion, accompanying the Prime Minister on overseas visits. The Duty

Clerk is responsible for organising the Prime Minist

er's temporary office and
for maintaining communication links with No.10.

ADDITIONAL INFORMATION ON THE WORK OF THE BRANCH

Although on appointment Duty Clerks must be positively vetted,
not have been at the time their names are put forward;
served in a Government Department long enough to enable a
to be made of their security standing.

candidates need
but they should have
reasonable judgement

When submitting application forms, departments should indicate the

date of
expected entry to the field of promotion.

SALARY SCALE APPLICABLE ALLOWANCES PAYABLE

) Inner London Weighting when permanent
National
transfer terms apply plus £3,307 per annum.

TERMS OF TRANSFER (eg loan, with expected duration, or permanent transfer, removal expenses, saperanmustion terms)

Loan of between 2 and 3 years. The first 3 months will be regarded as probation

period.
HMSO Btl 289720/1/8424272 11m 9/83 TL




IAN PARKES : 3 JUNE TO 28 JUNE

Monday 3/6 10-6 SUSAN
Tuesday 4/6 (Night Duty 3.

Wednesday 5/6 ( it MRRSD
Thursday 6/6 10-6 SUSAN
Friday 7/6 9=5 CAMERON

Monday 10/6 HE0=3; SUE
Tuesday 11/6 95 CAMERON
Wednesday 12/6 (Night Duty 5.

Thursday 13/6 ( 1 CanERoN
Friday 14/6 10-6 NIGEL

Monday 17/6 NIGEL/PETER
Tuesday 18/6 MARTIN
Wednesday 19/6 SUE
Thursday 20/6

Friday 21/6

Monday 24/6
Tuesday 25/6
Wednesday 26/6
Thursday 27/6
Friday 28/6




Tuesday
Wednesday

Thursday

Friday

Week 2

Monday

Tuesday
Wednesday
Thursday

Friday

Week 3

Monday
Tuesday
Wednesday
Thursday

Friday

11 December
12
13

14

Susan/Peter
Sue

Night Duty Sue
(start 3 pm)

Finish night
duty 1.20 pm

10-3 duty Martin
(finish 6 pm)

9-5 Mark
10-6 Nigel
10-6 Margo

12-8 Sue
(start 1.30 pm)

Privilege Leave
Christmas Day
Boxing Day
Leave? (or 10-6)

Leave? (or 10-6)




Week 4

Monday 31
Tuesday 1 January
Wednesday 2
Thursday 3

Friday

Week 5

Take over Mark's Duties

Leave? (or 9-5 with Sue)

Bank Holiday
9-5

10-6 (Box)
Night

(half a weekend
start 5.30 pm)

Susan
Peter

Cameron




MR BUTLER

Thirty Year Rule Files

I have consulted my colleagues and Miss Drever on the
feasibility of CF undertaking this review work on a more
permanent basis.

Those of us who have been able to make a start on
clearing the backlog have, as you said, found it most
interesting - from the historical point of view. And it
does of course help to add some variety and quality to our
work but having said that any reading has to be done either
during quiet periods or at the expense of normal CF work.

Since you first asked me to help on this front the
actual amount of time devoted to this reading has been
minimal - to the extent that no more than nineteen files
have been seen. To the inexperienced reader it involves a
lot of cross referencing to the instructions and is

consequently time consuming. This progress is clearly

unsatisfactory from Miss Drever's point of view - although I

understand that the Lord Chancellor's Office are prepared to
be flexible in their deadline, and give No.1l0 until the end
of the year.

CF is now entering a period of annual leave commitments
~ these go through until mid-October which together with
staff changes (myself, Nicky to Questions, and possibly the
loss of one CO depending on his recent promotion board)
means that our resources will be stretched even taking into
account the recess period. This is apart from our long term
work usually reserved for the recess (weeding of files for
storage in the Cabinet Office, etc.).

In all honesty I do not feel that it is a practical
solution to have one designated Duty Clerk. The Duty Clerks




and 1, feel that this would be a hinderance to the working

effiency of this section - which we adapted last September

to take into account the departure of Alan Davies-Jones.
The filing is a chore, at times, but nevertheless an

essential aspect of the job to be shared by all.

My feelings therefore are that I would be reluctant to
see this opportunity to disappear altogether - during slack
periods the Duty Clerks would certainly be only too pleased
to assist Miss Drever (or whoever) with the reading but it
is difficult to predict those opportunitiges and certainly
the present is not the ideal time.

0f course, whilst my future is in the balance I should
be only too willing, next week, to continue with this
reading.

P _Ewing

12 July 1984




Duty Clerk Trawl 1984

Thank you for letting CF have an opportunity to comment on
the draft trawl notice.

Our greatest concern is directed more towards the recruitment
policy than the notice itself. Most of us have experienced extensive
delays in waiting to take up appointment - which is very frustrating.
More so if your parent Department puts you in a 'temporary' post
until No.1l0 is ready. Any merit in delaying the trawl and maintaining

a shorter waiting list?

A number of us would be in favour of candidates being told that
they would be expected to stay for a minimum of two years - provided
seniority would not be lost in the event of promotion. (MAFF already

operate on basis of seniority date commencing on date of promotion.)

My greatest fear - shared by all - is that the job description
cannot provide :a squJ(‘lently clear picture of what we do. I am not
certain \"hat 1nterv10w board rules are but it is essential that
at some stage 2 CF representative has the opportunity to outline our
duties. The Board members can give the broad picture but lack the
detail of our work - especially in CF. If, within the rules, a CF
representative cannot sit in on the interviews I would suggest two
alternatives:

- candidates after interview have a brief opportunity
(if they wish) to see CF in operation and talk to the
Duty Clerks. Senior Duty Clerk could, at the end of
the interview, be called upon to personally show him/
her round our operations. Appropriate security
precautions would need to be taken.

- 1/2 Duty Clerks i ifsally chat to candidates,

individually or collectively after interviews.

Hopefully candidates would not therefore take the job for the

wrong reasons, and we would have the opportunity to see future

/colleagues




colleagues - who may react quite differently away from the tensions
of an interview situation.

P. Ewing
25 May 1984




ANNUAL LEAVE

With staff changes on the horizon you may find it useful to
have to hand our future leave commitments. There has been
an attempt to avoid problems of previous years when because
of the restriction of only taking leave during the recess,
staff have either had to scramble for days off or have
simply 'lost' leave.

MAY
14-18 Nicky
18 Sue
21-25 Peter L.
29-1 June, Sue

7-8'Peter E
18-6 July, Peter E *

2-13 Susan

6-20 Nigel

19-5 August, Cameron
30-10 August, Sue

AUGUST
6=17 Peter Lo
13-17 Peter E.(OU summer school)
20--7 Sept, Mark
I3 - S EUTE
*1f the office is busy I am quite prepared to come in on
6 July.

Dl
6

P. Ewing
14 May, 1984




MR B@c{w

EASTER RECESS
STt
Confidential Filing will be manned as follows over the
Easter period.

For week beginning 9 April we will have a virtually full
complement with the exception of the Wednesday when I shall
be on leave, and the Thursday when Nigel will be away. Susan
will of course be fully occupied on the Portugal work.

The following week will be dominated by the Portugal trip.
Sue Holt will be on leave on the Monday. On Maunday Thursday,
I see little need for more than two people coming in during the
day. On this basis Cameron and Peter will do the 9-5 duty.
Mark having worked Wednesday night will finish as usual at
1320.

I shall cover from 1500 on Thursday through until 1730 on
Good Friday when Sue will take over until the following Tuesday.
There will be no other staff cover during this perdod.

Mark and I will be on leave from Tuesday 24 to Friday
27 inclusive.

Content with these arrangements?

Vi

P_EWING

4 April 1984
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SECURITY FURNITURE

I should be grateful if you would order as soon as
possible, for Confidential Filing, two Office Storage Units
DOE Code number 01-27-3810 (standard fitting).

Once these Units are in situ, C.F. will be able to
release to store here two four drawer vertical filing cabinets.
If you cannot find the necessary storage space, these cabinets
will have to be returned to DOE.

C.F. also have a two drawer index card cabinet which they
do not need. This can be returned to DOE unless you have use
for it elsewhere.

In connection with these changes would you also please

arrange the following works services:

(a) install an emergency keybox (code'number 25.17.1064)
on the reveal of the escape door in room SB2 and remove
existing obsolete keybox.

remove locking bar for '"roly poly'" container.
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Collection of classified waste

5l In anticipation of the issue of the approved new Security
Instructions I should be grateful if the Iolloﬁing arrangements

could be made for the bagging, sealing and disposal of classified
waste (sub-paragraphs (a) and (c) by Mr. Taylor and (b) by Mr. Ewing)

a) Classified waste stored in the teleprinter room (B52)

Late on Thursday afternoons a messenger should tie and seal
all the sacks (whether for burning or pulping) containing
classified waste with special string/;ead seal ties. W hen
securely tied, the seals should be crﬁmped. Shreddings

from the shredding machine should be placed in a 'burning'
sack. There is no objection to mixing the shreddings

with torn paper to fill a sack. To meet trade union
requirements sealed sacks should not weigh more than 24 lbs.
As a rule of thumb this means that each sack should be filled
to a little less than two thirds capacity.

b) Classified waste stored in CF

»
Late on Thursday afternoons a member of CF should take
action similar to that outlined in (a) above in respect of
classified waste held in CF.

c) On Friday mornings, the sealed sacks should be collected
by a messenger or porter from the teleprinter room and CF

and stacked in the area outside the teleprinter room to await
collection by FCO staff. The messenger or porter should
enter in the register (see paragraph 2) the date and number
of sacks to be collected. The sacks should be handed over
against signature.




2. A register, which can be an ordinary HMSO bound book, should

show the date of collection, the number of sacks, by type (e.g., 2B 3P),
collected and the signature (and name in blocks) of one of the FCO
staff taking delivery.

3. For the present only 'burning' bags should be used although
any 'pulping' bags'now containing classified waste can be sealed
and despatched this week. It is importnat that tins, bottles and
general rubbish are not included with classified waste which is to
be burned or pulped.

4. Until the ties and crﬁmping pliers ordered by Mr. Taylor

arrive, the messengers will use the equipment held by CF.
This new procedure should operate with effect from 26 January.

6. The Head of Security Guards, FCO, has been notified of this new
procedure.

25 January, 1984.




10 DOWNING STREET

23 January 1984

Forthcoming Trips

I thought you might appreciate having to hand a list of
which Duty Clerks are looking after the trips that we know of
at present.

Anglo/Italian, Rome 26-27 January Nicky Roche

Hungary 2-3 February Mark Kerr

European Council, 19-20 March Cameron Taylor
Brussels R IL S e

European Council, 25-26 June Susan Chappell
Paris

Far East 14-28 September Cameron Taylor
Susan Chappell

In all probability, Susan Holt who recently joined us will
look after the London Economic Summit but for the meantime I
suggest you contact me in the first instance.

I am copying this letter toMike Hall in Protocol.

PETER EWING

Miss Lindsay Wilkinson
Cabinet Office.




MARK

NICKY

SUSAN
CAMERON

SUE

NIGEL
PeelR L.

1. Duties

I have re-organised the duties to take into account the trips

up until Easter, for which the allocation at present stands at:

Paris: 23 January Susan
Rome: 26-27 January Nicky
Hungary: 2-4 February Mark
Brussels: 19-20 February Cameron
Portugal: 17-19 April Peter

The changes will be:

23 January Box: Nigel
24 January 9-5: Peter
26 January Box: Cameron
1 February 9-5: Susan
2 February 9-5: Sue

2 February night: Beten:
3 February 12-8: Sue
13 March 9-5: Peter
19 March 9-5: Nicky
19 March Box: c.o.
20 March Box: Mark
18 April 9-5: Mark
19 April night: Mark
20-24 April (EASTER): Sue

2. Annual leave
Are there any more bids on this front? Leave booked so far

stands at:

23-27 April: Peter g




2-13 Jume: Susan
}d uly k
6-20 June: Nigel

I intend to have a go at working out the duties up until
the end of August, so some guidance from you would be appreciated!

Peter

18 January 1984




2. Presd,
Job Title (if any)c..DUEY..

(a) Job Description vl

(Set out, broadly in order of impartance, the main duties performed during the period of the

report; distinguish those of a continuous nature from particular projects and indicate where

possible the approximate percentage of total time spent on each duty.) ':e;:""ai“
otal timi

One of a team of six Duty Clerks working a rota system
so that the Private Office is continually manned twenty four
hours a day.

puties include:-

(a) being available at all times (especially during the
silent hours and at weekends) to deal with the Prime
Minister's requests for information and papers on
domestic and international events in consultation with

private Secretaries.

acting as a general information point for both the
staff of No.10 and other Government Departments.

assembling the prime Minister's workbox and ensuring
that her folders of papers for meetings are complete.

dealing with incoming and outgoing classified documents,
ensuring an orderly flow of paper work .

ascertaining all the Prime Minister's movements and co-—
ordinating messengers, drivers and secretarial
assistants accordingly.

assisting all the prime Minister's Private Secretaries
as required.

ensuring that security procedures for classified papers
are carried out.

being res%onsible for the co-ordination of secur

e &
comminications between the PM and her staff at all timesi
Do you and the person reported on agree the job description and the order of importance?  YES/NO®
(If not, please discuss the changes with h myher and record any unresolved differences here )

When not on duty in the Private office I work in the
confidential documents filing section. Duties include pre-
paring briefing material and meeting folders for the PM, doing
research work for the Private Secretaries, following up with
other Government Departments any outstanding pbusiness and
maintaining, with clerical support, the filing of all class—
ified documents and other important Prime Ministerial
correspondence.

A Duty Clerk also accompanies the PM on overseas yvisits.
On these occasions duties involve liaising with the Foreign
Office on the administrative details, arranging some of the
transport, ensuring the safety of all classified documents
and maintaining the PM's Private office abroad. During the
last twelve months 1 have accompanied the Prime Minister to
European Councils in Brussels and Athens; and Canada and the
United States.

*Delete whichever is not applicable




STAFF IN CONFIDENCE

17 May 1983

Thank
with which
notice for

you for your letter of 6 MMay
you included a cor of the trawl
Duty Clerk vacancies next year.

We have slightly amended the draft and

I enclose a copy of the amended paragraphs
4, 5 and 6.

(Timothy Flesher)
ss J.B. Turner,
idanagement and Personnel Office

CONFIDENCE
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MR. FLESHER

The role of the Duty Clerk

You asked me for my views and proposals about how I
thought the role of the Duty Clerks could be improved to give
better job satisfaction without reducing the present level of
efficiency and effectiveness.

The following proposals, therefore, constitute in the
main, my own thoughts on this matter although obviously I
have drawh on comments made by my colleagues during my time
at No. 10.

I have considered two broad possible ways of achieving
this:

(1) Maintaining the present grade at EO level and substituting
some of the more tedious and repetitive work with more interesting
and demanding work, and reallocating the tedious work to more
appropriate grades.

(2) Regrading the job and reallocating some of the work proper
to EO level to other EOs in No. 10.

However, before deciding upon which option is better it is
necessary to consider the work which is presently carried out

by the Duty Clerks. I have listed this below in two categories.

Work in the Private Office

47 Processing incoming mail i.e. opening post, distributing
to GR or CF for previous pps/copying or direct to appropriate
Private Secretary.

2. Clearing out trays, either despatching or forwarding to
GR for despatch, maintaining records of material classified

Secret or above, maintaining a record of papers for the PM's box.

3. Responding to Private Secretaries' and Prime Minister's

requests/enquiries for pps/ files, information etc. i




4. Dealing with telephone enquiries from members of the public,

other Government departments and elsewhere in No. 10.
5. Being aware of PM's movements at all times.

6. Compiling the Prime Minister's work box and ensuring that
meeting folders are complete.

T Being available at all times (including silent hours and
weekends) to handle any situation which may develop as a result
of both domestic and international events. This involves
liaising with other government departments and, during silent
hours and weekends, informing the PM in consultation with the
Duty Private Secretary as necessary.

8. Maintaining communications between No. 10 and the PM when
she is away from No. 10

Informing appropriate members of staff of any changes to
PM's diary and movements.

10. Booking car requirements for members of staff.

Duties performed when notin the Private Office

11. Preparing PH's meeting folders with appropriate briefing
material.

12. Carrying out research work for Private Secretaries.

13. Following up with other government departments any outstanding
business on file.

14. With clerical support retrieving previous correspondence
relating to incoming classified and other important Prime
Ministerial papers which need Private Secretary attention.

15. Accompany PM on overseas visits when duties involve liaising
before departure, with the Foreign Office over administrative

/ arrangements,




arrangements, acting as Special Courier for classified documents

throughout the visit, setting up and manning the PM's temporary

Private Office whilst overseas.

The more tedious work can, therefore, be identified as
1,2 & 14 but in my experience the majority of the work carried
out during office hours could easily be handled by a capable
Clerical Officer as it requires little executive ability.

Leaving aside the silent hours and weekend cover consider
option 1) above. This has been considered on numerous occasions
and various suggestions made e.g. delegating work by Private
Secretaries to the Duty Clerk viz drafting of general correspondence
replies, handling PM's diary, other EO work presently carried
out elsewhere in No. 10. The main objection or stumbling block
to these suggestions was lack of continuity because of the shift
pattern of the Duty Clerks. Whilst it would be possible to alter
the shift pattern so that more continuity was achieved i.e. longer
periods without break in the Private Office and longer periods
in CF, this still doesn't alter the fact that a great deal of

the work is tedious albeit necessary.
Consider option 2:

As already stated the majority of the work carried out
by the Duty Clerk could easily be carried out by a capable
Clerical Officer and further that, in my opinion, EO ability

is really only required during silent hours and weekends.

I therefore propose an alternative system operating along
the following broad lines:

Replace the Duty Clerk during office hours with an
Assistant Private Secretary who would deal with the PM's diary,
answer general telephone enquiries from members of the public

and elsewhere in No. 10 and handle car requirements.

Private Secretary "In" and '"Out'" correspondence could be

dealt with by a messenger or Clerical Officer who would

/ maintain




maintain a steady and regular flow of papers between the Private
Office and CF, where opening of mail, despatching and retrieval
of files /pps would be dealt with. Thus CF could be manned by
COs as a clerical back up section for the Private Office in
similar fashion to present procedures. I would also replace

the present HEO post in CF with an EO which in my opinion is the
more appropriate grade. Private Secretaries could then approach
CF direct for pps/information without going through the present
Duty Clerk channel. This would not, in my opinion, result in

a deterioration of the service presently provided. In fact

it may prove beneficial because it would, I believe, result in
maintaining more contact with lower grades of staff which is

something to be encouraged.

Cover during silent hours and at weekends needs, as at present,
to be pitched at EO level but I do not really see the need for
that person to have worked in the Private Office during normal
office hours in order to function as what is essentially a
Duty Officer.

At present considerable emphasis is placed on the necessity
for Duty Clerks to have good experience of filing pps and retrieval
of files before he or she can function efficiently or effectively
in the Private Office. I don't entirely agree with this view.
Knowledge of CF's filing system is certainly necessary and I would
envisage a Duty Officer spending a training period in CF to
become acquainted with the system but I don't think that there
is all that much benefit gained by actually filing papers (other
than, of course, general interest and experience of reading
briefing produced by highly graded staff from which COs under the
proposed scheme would benefit). There are two main reasons for
this:

1k Because of shift patterns no one person can be responsible
for any one subject of subjects:

2. No contribution is required of the Duty Clerk by way of
comments on the pps being filed.

/ With




With Clerical Officers carrying out filing any difficulty

experienced in finding papers on files during out of office
hours could be referred to Clerical Officers operating on an
"on call at home" type of rota.

There are, of course, other things which a Duty Officer would
need to be familiar with viz special telephones, tape recordings
etc. This training, as at present, would be required before a
Duty Officer could become effective.

The Duty Officer would, as at present, still be responsible
for keeping the Duty Private Secretary and the PM informed as
appropriate during these hours.

There would, therefore, still be a need to operate a rota
system of such Duty Officers and I would envisage the pool being
drawn from EOs currently employed in other areas of No. 10 e.g.
Appointments, Honours, Press Office, Correspondence Section etc.
This night and weekend work would be in addition to normal work
along the same lines as Duty Officers employed in other Departments.
As far as hours worked are concerned I envisage e.g. 6 p.m. - 9 a.m.
during the week and 6 p.m. on Friday evening until 9 a.m. on
Monday morning. The number of nights and weekends to be worked
will depend, of course, upon the number of Duty Officers employed.

As far as overseas trips are concerned I see no reason why
the proposed Duty Officer could not accompany the PM's party
in the same way that our present Duty Clerks do.

Conclusion

The above is therefore a very broad outline of my thoughts
on a subject which, as you know from the various suggestions which
have been made in the past, many of the Duty Clerks have felt
rather strongly about.

My arguments for the above proposals are twofold:

1.5 As already discussed with you I strongly believe that simply
because the end result is satisfactory this is not sufficient

/ Jjustification




Justification for the type and level of work, which an EO (in
case the Duty Clerk) or any grade for that matter is required
do, to remain as it is forever more. We should always strive
only to achieve a high standard of the work which is produced
ensure that the work is pitched at the right level.

2. Whilst the last Staff Inspection in 1975/76 recommended
several changes, some of which accord with the points I have
stated above, no real alternatives or solutions were suggested to
tackle the main problem of the type of work the Duty Clerk is
required to carry out.

I fully realise that these proposals would involve changes
elsewhere in No. 10 but if it is the intention to 07233233939
trawl from other Government Departments where an EO.is involved
in-many cases, and will return to work unrelated to that of No. 10,
I feel that an attempt should be made to ensure that the quality
of that work will benefit not only No. 10 but the officer and the
department to which he will eventually return.

Submitted for your consideration.

A. Logan
16 May 1983
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Successful candidates will have the opportunity to develop an
Pline knowledge of the whole range of Government business. They will
need the ability to respond promptly and efficiently under pressure,
and be able to deal tactfully and effectively with people (including
VIPs) both in person and on the telephone.

Long experience in the service is not necessary. Those most
suitable would be young Executive Officers who will not enter the
promotion field until towards the end of their second year of duty there.

5. JOB DESCRIPTION

A team of six Duty Clerks work a rota system so that the Private
Office is continually manned. Over a six week cycle just over 300 hours
will be spent at No. 10. There is an allowance, currently £3,039 a year,
in recognition of night and weekend working, and to cover meals
allowances.

The Duty Clerks are expected to turn their hand, as the need arises,
to a wide variety of duties. Their main responsibilities include:

a) Circulating papers within the Private Office and handling the
receipt and despatch of correspondence; maintaining communications
between the office and the Prime Minister wherever she may be.

At nights and weekends (when the Duty Clerk sleeps at No. 10) they
deal with urgent business which may arise, in consultation as
necessary, with the Duty Private Secretary. A little over half of
the Duty Clerk's time (including sleeping time) will be spent on
these duties.

b) With the help of two clerical officers filing the more important
and classified documents in the Prime Minister's office. The Duty
Clerks prepare folders of papers and briefs for the Prime Minister's
meetings and engagements, and in consultation with the Private
Secretaries ensure outstanding business is followed up promptly.
Nearly half of the Duty Clerk's time is spent on these duties.

c) On occasion, accompanying the Prime Minister on overseas visits.
The Duty Clerk is responsible for organising the Prime Minister's
temporary office and for maintaining communication 1links with

No.

6. The loan period is between two and three years. The first three
months will be regarded as a probation period.

Although on appointment Duty Clerks must be positively vetted,
candidates need not have been at the time their names are put forward;
but they should have served in a Government Department long enough to
enable a reasonable judgement to be made of their security standing.

When submitting application forms, departments should indicate

the date of expected entry to the field of promotion.




STAFF IN CONFIDENCE

Management and Personnel Office
Whitehall London SW1A 2AZ

Telephone (Direct dialling) 01-273 3043
GTN 273 (Switchboard)  01-273 3000

Your reference

Mr T Flesher Our reference
Prime Minister's Office
10 Downing Street Date

& vay 1983

LONDON SW1

e I oo,

TRAWL FOR DUTY CLERKS

I enclose a draft of the trawl for Duty Clerk vacancies next year and should
be grateful if you would look through it.

If you compare it with last year's notice you will see that we now have
different forms and less space. Most of the details about people requested

in paragraph 6 are shown on the candidates application form in any case

so I have omitted the request except for 'Date of expected entry to field

of promotion'. Tim Fuller has said he will quickly check the PV status of

all those we wish to interview so I have omitted 'PV Status'. Some departments
security sections would only give the PV status to Tim Fuller last year so it
is probably better if it is dealt with by him. I hope you will agree,

I should be grateful for your comments and for suggested alterations to the
notice.

Yours sincerely

Rot e

MISS J B TURNER
Personnel Services 1

Enc

STAFF IN CONFIDENCE




MPO TRAWL NOTICE

VACANCY/VACANCIES FOR

FOR COMPLETION BY MPO, PM3 DIVISION, WHITEHALL, SW1A 2AZ

DATE OF ISSUE MPO FILE REFERENCE: PM

CLOSING DATE FOR APPLICATION 6 weeks from date of publication

Details for the post above should be completed in typescript on the form below
CONTACT FOR ENQUIRIES AND APPLICATIONS

Completed forms E117 for officers who can be made available for release, have the requisite qualifications and experience and can
be recommended for transfer in their present grade cmemspassmesion should be sent via Establishments/Personnel Divisions to:

NAME Miss J B Turner
DEPARTMENT Management and Personnel Office
DIVISION/BRANCH Personnel Services 1
ADDRESS Room 1/107
0ld Admiralty Building
London SW1A 2AZ

TELEPHONE NO. 01-273 3043

Itis planned to hold the interview board ‘during October 1983

Successful candidate(s) would be expected to take up appointment by~ during 1984

Questions on this notice should be made through departmental Establishment Branches to the above named contact.

TRAWL ADVICE

1. GRADE(S) TITLE(S) AND NUMBER(S) OF POSTS

Vacancies for duty Clerks (at Executive Officer level) in the Prime Minister's
Office

DEPARTMENT BRANCH AND GEOGRAPHICAL LOCATION OF POST(S)

10 Downing Street, London SW1

ELIGIBILITY (to include references to seniority dates where relevant)

Executive Officers and corresponding departmental grades:on level transfer.

282202 (E115/E116) Rev. 1981




ul candidates will need to have the ability to respond promptly and efficiently
ressure. They must be alert, accurate, quick on the uptake and able to deal
=1y and effectively with VIP's both in person and on the telephone.

JOB SPECIFICATION/DESCRIPTION OF DUTIES

Ine post is graded at Executive Officer level. A Team of Duty Clerks work a rota system
which involves night and weekend duties at 10 Downing Street, but also time off in lieu

during the week. There is an allowance, currently £3039 a year, in recognition of night
and weekend working and to cover meals allowances.

The Duty Clerks are expected to turn their hand, as the need arises, to a wide variety
of duties. Their main responsibilities include:

a.  Keeping the Private Office at No. 10 continuously manned on a rota basis.
This involves maintaining communications between the office and the Prime
Minister, wherever she may be; circulating papers within the Private Office
and handling the receipt and despatch of Private Office correspondence; taking
turns in undertaking night and weekend duties (when the Duty Clerk sleeps at
10 Downing Street) and dealing with urgent business which may arise during
those times, in consultation as necessary with the Duty Private Secretary.

(During a six week cycle of duties, a Duty Clerk will normally be at No. 10
for just over 300 hours; of this, about 175 - including seven nights sleeping
time - would be spent on these duties).

b.  Maintaining, with the help of Clerical Officers, filing arrangements for
more important and more highly classified documents, and preparing folders of
papers and briefs for the Prime Minister's meetings and other engagements.
The Duty Clerks must ensure that papers are kept systematically and readily
available at short notice; and, in consultation with the Private secretaries,
that outstanding business is followed up promptly.

(Over a six week cycle, about 135 hours are spent on these duties).

c. On occasion, accompanying the Prime Minister on overseas visits. The Duty
Clerk is responsible for organising the Prime Minister's temporary office and
for maintaining communications links with No. 10.

6. ADDITIONAL INFORMATION ON THE WORK OF THE BRANCH
Duty Clerks are very important to the efficient running of the Prime Minister's Office
and it is emphasised that a high standard will be looked for. They can develop-an outline

knowledge of the whole range of Government business and the job provides excellent experience
for the promising EO who may be expected to reach Principal or beyond.

Long experience in the service is no;becessary‘ It is considered that those most
i

suitable would be young Executive Officers who will not enter the promotion field during
their term at No. 10 - or at least until the end of their second year of duty there.

Although everyone appointed to the Prime Minister's Office must be positively vetted,
candidates need not have been positively vetted at the time their names are put forward;
but they should have served in a Government Department for long enough to enable a
reasonable judgement to be made of their security standing.

When submitting application forms departments should indicate the date of expected
entry to the field of promotion.

7 SALARY SCALE APPLICABLE 8. ALLOWANCES PAYABLE

National Inner London Weighting when permanent
transfer terms apply plus £3039
per annum.

9. TERMS OF TRANSFER (eg loan or permanent transfer; removal expenses, superannuation terms)

Loan period of 2-3 years. The first 3 months will be regarded as a trial period.

Btl 1645/1/8312731 8m 12/81 TCL
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Attached is a schedule
showing CF's staffing over the
Christmas and New Year holiday
period.

A. Davies-Jones
29 November 1982




CONFIDENTIAL FILING STAFFING ARRANGEMENTS OVER CHRISTMAS AND NEW YEAR

DECEMBER 1982
Wednesday 22nd

Thursday 23rd
Friday 24th
Saturday 25th
Sunday 26th
Monday 27th )

Tuesday 28th

Wednesday 29th

Thursday 30th

Friday 31st

JANUARY 1983

Saturday 1st
Sunday 2nd
Monday 3rd

Tuesday 4th

PRIVA OFFICE

Normal staffing
Normal staffing

Normal staffing

Mark Kerr

(on call at home
on: Guildford
62814 from 0900-
2000 hrs.)

Peter Ewing from
1000 hrs.

S. Geary
N. Roche
A. Coombes

Normal staffing

Normal staffing

S. Geary

Normal staffing

C.E.
Normal staffing

Normal staffing

Normal staffing

None

S. Geary
N. Roche

Normal staffing

Normal staffing

Normal staffing
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MANAGEMENT IN CONFIDENCE

ALAN DAVIES-JO! cc Mr Whitmore

We spoke the other day about certain aspects of CF's

As you know, the CCTA have been doing a study of

the possibility of introducing new technology into
private offices throughout Whitehall. I have told
them that there may be scope for extending the

system that will be installed in Correspondence
Section into the Garden Rooms and into CF, so as to
improve our information retrieval. Steve Mumby of
the CCTA may wish to talk to you about this. He will
simply want to know how your filing and cross-
referencing system works at present. You agreed with
me that you would talk to the Duty Clerks and see whether
you could think of any areas where new technology
might help you, and how.

You also agreed to consider whether there was any

case for changing the distribution of clerical and
executive staff in CF, for instance by having one more
CO and one less EO. This might only be possible with
the introduction of new technology; and I am not

sure any case can be made for changing the existing
system; but it would be useful for me and my successors
to have your thoughts on this;

I mentioned that some of the Duty Clerks were concerned

that they were not properly informed about goings on
in their own departments, and that they did not know

who their personnel managers were. As you will have
seen from my recent minute to Dennis Burkhard, I am
trying to remedy this.




We discussed whether CF might take on any extra

tasks to improve job satisfaction. I said I was
reluctant to give CF any work dealing with the Prime
Minister's correspondence, since the shift system
worked by CF would make it difficult for them to

devote sufficient time to this, and partly because
there could be an element of job creation in this.

But I am willing to reconsider the suggestion. There
are other useful tasks, such as improving the filing
system in the Garden Rooms, on which CF could help, and
I certainly hope that CF will be able to give some
assistance to Correspondence Section to help them

over the introduction of their new technology. But I am
not in favour of needless job creation and there

ought to be some identifiable gain for the office

in any new tasks taken on by CF. Have you any ideas ?

How are you getting on with your study of allowances ?
As you know, the MPC have offered expert help on this,
but it would be useful to have your assessment of
whether it would be worthwhile, or sensible, to
involve them. I have some back papers on this subject
which you might find useful. I appreciate that this

is a very sensitive subject.

ALY

5 April 1982
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From the Private Secretary

MR BURKHARD
MANAGEMENT AND PERSONNEL OFFICE

I am conscious that I have not come back to you on
the question of a trawl for duty clerks. Daphne Edmunds also
reminds me that we need to decide on when to hold a trawl for
Personal Secretaries.

It seems likely that I will be taking over from Mike
Pattison in the Parliamentary affairs seat here at the end of
May. There is therefore no question of our completing either
of these trawls before I move. In which case I would like to
ensure that my successor is given time to get settled in before
he and I have to get stuck in to the process of interviewing.
Moreover, while Parliament is sitting I will have very little
time to help my successor in the selection process.

While these considerations are clearly not overriding in
determining the timing of our trawls, I think they suggest that
we should issue notices for both trawls before the end of May;
and that we sift the applications over August and September
in time for all the interviews to be completed by the middle
to end of October. This is a fairly relaxed timetable, although
last year the process of trawling for duty clerks was started
on 11 February and took until 20 May to complete.

This timetable should cause no operational problems. Gus
Collings was the next duty clerk due to leave. He has decided
to stay until the results of the Customs and Excise board for
promotion to HEO is known in June, and is quite happy to stay
on after that. Alan Davies-Jones would like him to stay at least
until after the Prime Minsiter's overseas travel in September
and preferably until later in the Autumn. I intend to replace
Teresa Rolleston as Parliamentary Clerk by promoting one of the
duty clerks, and it would be best for her replacement to take
up post at the beginning of the next session of Parliament in
early November. We will therefore need to replace one duty
clerk towards the beginning of November, and one between then
and the end of the year. 4
\
We have one candidate, Mr Kerr, left from those selected
at the last trawl, and two reserves. If we replace the duty
clerk promoted to Parliamentary Clerk with Mr Kerr, then Gus




STAFF IN CONFIDENCE

Collings can go as soon as we have selected candidates from

the October interviews, and been through the process of positive
vetting. If Gus has good reasons for going earlier, we can
replace him with Mr Kerr, and aim to replace the new Parliamentary
Clerk with the first of our new selection. 1In case of emergency,
we can call on the two reserves: of these, Alan Davies-Jones

has a preference for Miss McCormack, and I am bound to support

his choice.

I would prefer to carry out the trawl for personal secretaries
on the same sort of timescale, unless you feel there is more
urgency in this.

The notices for the last trawls for duty clerks and personal
secretaries seem to me to be perfectly adequate, and can be used
for this year's trawls.

While I am writing, I should raise two other issues. First,
a number of the duty clerks have mentioned that their home
departments no longer send them establishment division notices,
trawl notices, staff movement notices, notices of promotion
boards, and so on. Customs and Excise seem to be particularly
remiss in this way. Some of the duty clerks also are unsure
of the names of their establishments and welfare officers in
their home departments. Would it be too much to ask if you
could let me know the names and telephone numbers of each of
the duty clerks' establishment officers (working level). We
can then make sure they receive sufficient information about
goings on in their own departments. It is wrong that they should
learn about trawl notices and promotion boards from friends in
their departments.

Secondly, I have been looking at the figures for our staff
in post and at our staff allocation for 1982/83. As background,
Clive Whitmore has asked for figures on the numbers and grade of
staff in post at 4 May 1979, 1 April 1980, 1 April 1981 and
1 April 1982; and I am not sure I can glean these from our
records very easily. Perhaps you, or others in the MPO, could
help me with this.

CoF

1 April 1982




10 DOWNING STREET

MR. RICKETT

Attached is a schedule
showing Confidential Filing's
staffing arrangements over
the Christmas and New Year
holiday period.

27 November 1981




CONFIDENTIAL FILING STAFFING ARRANGEMENTS OVER CHRISTMAS AND NEW YEAR

DECEMBER 1981 PRIVATE OFFICE CONFIDENTIAL FILING

Tuesday 22 Normal staffing Normal staffing
Wednesday 23 Normal staffing Normal staffing
Thursday 24 Normal staffing Normal staffing
Friday 25 N. Mitchell -

(On call at

Charlotte Stevens's

HWoME
from 0900-2000 hrs

Tel: 01 254-8615)

Saturday 26 \
Sunday 27 N. Mitchell

Monday 28

Tuesday 29 Normal staffing -
Wednesday 30 Normal staffing Normal staffing

Thursday 31 Normal staffing Normal staffing

JANUARY 1982

Friday 1 A. Coombes and
Saturday 2 A. Logan
Sunday 3 3

Monday 4 Normal staffing staffing
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1ld like to see
clearer impressi

have in mind something along

in present draft.]

Duty Clerks are expected to turn
d arises, > riety of duties,

ponsibilities include:-

the Private Office at No. 1
inuously manned on a rota basis.  This
involves maintaining communications between the

office and the Prime Minister, wherever may
be; circulating papers within the Private Office
and handling the receipt and despatch of Private
e corresp SNC taking

weekend duties (when the Duty

10 Downing Street) and dealing with urgent
business which may arise during those times,
consultation as necessary with the Duty Private
Secretary.
(During a six wee ycle of duties, a Duty Clerk
will normally be at No. 10 for just over 300 hour
of this, about 175 - including seven nights
sleeping time - would be spent on these dut
(b) Maintaining, with the help of Clerical
Officers, filing arrangements for moreimportant
and more highly cl fied document and prepacin
folders of papers and briefs for € ~ime Minister'
meetings and other engagements. The Duty Clerks
must ensure that re kept systematically

availabl notice;

tion with ¢ ivate cretaries, that outstand

business is followed up promptly.




k cycle, about 135 hours are
duties.)

(c)' On oc sion, accompanying the Prime Minister

on overseas visits. The Duty Clerk is

responsible for organising the Prime Minister's

temporary office and for maintaining communica-

tions 1i with No. 10."

3 February 1981




CONFIDENTIAL FILING STAFFING ARRANGEMENTS OVER THE CHRISTMAS AND

NEW YEAR PERIOD 1980/81

December 1980

Monday 22
Tuesday 23

Wednesday 24

Thursday 25

Friday 26

Saturday 27
Sunday 28
Monday 29

Tuesday 30

Wednesday 31

January 1981

Thursday 1

Friday 2

Private Office Confidential Filing
Normal staffing Normal staffing
Normal staffing Normal staffing
N. Mitchell to 1700 D. Pritchard
C. Stevens 1700 to

0900 on 25.12.80

Stevens on call at
home 0900-1900

Stevens to 1500
Collings

Collings
Collings
Normal staffing . Jess, N. Mitchell
Normal staffing . Jess,
Banner
Collings

Normal staffing . Banner
Jess

N. Mitchell

Normal staffing . Pike
Collings
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THE FILING SYSTEM

The Confidential Filing system is a proven system
which has evolved over many years. Its main requiremen
are that papers should be readily available, speedily found
and complete according to subject. The papers of ez i
Government are kept separate although when elections oc-ur
within a short space of time and the same party is retu.n
to office it is not the practice to separate the files.

Since duty clerks change within a few years the
importance of keeping to the same system must be stressed.
Changes should only be made where they would bring a

- substantial improvement into the system. In this way
duty clerks can look back over twenty years of prev
files and still locate papers with a minimum of delzy

A set of "flimsy books' list the subject headings
alphabetically. For reasons already explained we usa
same headings all the time, although occasicnally new
titles are added where a need is shown or others m
Each heading is further divided into separate file.

Where files become too large, separate parts are ma,

these too are flagged in the flimsy books for easy
reference. The flimsy for the file lists every document
on that file and after the last entry it shows (in pencil)
where the file is and the date that it was so placed.

Files that are marked PA have been put away in the
cabinets as there is no further action on them. They are
kept in boxes according to subject heading in the lockable
cabinets arranged around the room. Within the boxes the
separate files are kept in order of the date of the
last entered document which is shown on the front cover
of the file. Separate parts of files have separate bo
and these can be identified by their orange labels.
marked TPM can be found in the four-drawer cabinet to the
right of the stairs leading to the dungeon. _ They are
arranged alphabetically in the top drawer. | (The next two
drawers contain the folders of Prime Ministers speeches
and broadcasts. These are arranged in date order arcd are
kept (PA'd) here rather than in the cupboards sinc
voiume is increasing throughout the term of o{i@cei
marked B/F are kept in the trays in cabinets(11) twmwsd
according to B/F date. These files have been”ma <
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because there is action on them and correspondence is
expected in the future. Other flimsies may be marked with t
name of the private secretary tn whom the file was sent.

When files are sent out of the Confidential Filing room
the details are also entered in the "Marking Out Book'
which is kept by the PP tray'. Details of files returned
are deleted from the book so that it provides a record
of all files that are not in C/F.¥

The filing box by the duty clerk in the Private Office
is emptied periodically and the contents sorted. e
which have been thrown out by private secretaries are
X "marked back" and then a decision must be made on where

they should-'be placed, Any papers attached to the file
should be read through to check that they are relevant

to the file before their details are entered on the flimsy.
If there is any further action to be taken or if a
Secretary has written a letter which demands a reply

then the file must be given a B/F date accordingly.

If there are papers missing from the file and no other
indication of further action apart from the return of the
bapers they are marked "TPM" and put into the "Top Papers
Missing'" cabinet. Files that are complete and those upon
which there is no further action are marked PA on the
flimsy and returned to their appropriate box. It is
important to check that the date of the most recent document
-has been written on the front cover of the file as this

is the date which governs the placing of the file in the
box when it is put away. When files are put away it is
also the custom to write the subject heading of the file
in the top right-hand corner of the last entered document.
This is to show that all previous documents have been
entered on the flimsy. 5 sl A,
S e

Loose papers from the private office are Eor&arinto

the filing trays which normally reside in Cabinet 2

Papers which need to be made into new files are put into

the appropriate tray with a note i

heading is appropriate.

and a suitable title made up. When making up file titles
_it is important to_ vm?‘kg,,g_r‘o,ss,_rmgr—gmﬁp :

LOL any,

names or places that may be included in the title-
s oo HISC AN TChE titiesy




. . =3 -
These crosses are kept in a separate set of books and are
useful for locating files on which previous papers have
been filed in cases where it is not readily obvious.
A separate tray is kept for filing papers on which there
are bring-ups. This is so that the action on them is
not overlooked. The procedure for entering the
documents on existing files or for making up new files
is the same, but when complete the file will be put into
the Bring-ups for the appropriate date.

Care must be taken when filing to make sure that all
‘previous references are on the file, including Hansard
references and cuttings from newspapers. Telegrams
should be checked carefully for previous telegram
references which may also need filing.

Incoming letters which require linking up with our
existing files on the subject concerned are sent down from
the private office by the duty clerk who gives a "double
buzz'" on the internal telephone to draw attention to the
fact that "PPs" are in the 1lift. From the 1ift they are
put into the "PP tray'" to be dealt with in turn. They
are linked with the appropriate file and the file is then
marked out to the private secretary who deals with the
subject on the flimsy and in the marking out book.

The new paper is put on the top of the file with a TPM

slip giving the date and details of the paper. This

is a contingency in the event of the Secretary taking the
paper off the file - we still have a record of the paper's
existence within the office. Thus when the file is
returned to C/F the TPM slip indicates that the file
should not be put away.

Secret and Top Secret documents must be recorded
in the secret book at the same time as they are linked
with the file. The heading of the file is entered in
pencil. When the.paper is filed the title is inked in.
All secret and top secret documents are numbered
consecutively in the top right hand corner and on the
flimsy with a red pencil. Duplicate copies must be
accounted for at the time of filing and destroyed by
shredding. Two signatures must certify the destruction
of the document in the secret book.

o ~
( Ui




Aide Memoire for C/F Procedur

Key' to system - the Flimsy Books
(a) Yellow labels - actual file titles
(b) White labels - cross references

A confidential file - records (a) wain file titlc, B
o Subject, eg Internal situation
Date of first papers on file
Date of last papers on file -
this is the date which gove
where the file is "put away

The PPs tray - new papers entering the office are placed in the
red box in the 1lift and then put in the tray by
the 1ift. These papers have priority over all
filing and must be linked with appropriate files
and sent to the Private Office.

The B/F trays - there is a bring-up system of 9 trays which
contain the files of the same date for action.

Filing trays - (a) B/F filing - files which need to be .
transferred to B/F system above
(b) New files
(c) Ordinary filing - 3 trays in alphabetical orc

TPM Cabinet — Files which are incomplete because bapers have
been removed or top copies are not available.

The MafXing Out Book - All files leaving confidential must be
entered in the matXirg cut book and
likewise on their return to C/F they
must be 'marked back'.

Ministers' Absences - Green plastic covers filed in Cabinet in
dungeon - see separate note on procedurs.

B/F filing - IT IS MOST IMPORTANT that when letters are fileg
they are read for any bring-ups or further :
required. Be particularly careful with "MARK
BACKS" .




The Filing of Papers

1. Secret and Top Secret: Incoming documents are entered in

s 4 the Secret Book
Destruction is noted and countersigned
in S/Book
Filing of secret papers:
a) Numbered on the filesvon the flimsy
b) An entry in the secret book
Top Secret Telegrams (only) are entered
in Secret Book.

2. Records of P.M.'s These can be straight forward notes of
Meetings: meetings or a letter to a department
recording what was said. In all cases
they must be read and copied to files
as appropriate
A copy must be made for the MASTER set,
with a note where original is filed.

3. T - Messages: Messages to and from Executive Heads of
State - can be telegrams, letters or «
records of telephone calls.

Entered in T-Book and a number allocated.
Copies:

1) Subject

2) Master - with a note where subject filed |
3) Ops o " " i

4) Spares

4. M - Minutes: Minutes sent by the PM,
Entered in M-Book and a number allocated
Copies:
1) Subject
2) Master - with a note where subject filed
3) Ops ] " " "

5. Cabinet Papers and Registered in the Cabinet Book (instructions
Minutes: inside back cover) filed in the dungeon.
Papers - first copy marked ACTION

Minutes and conclusions - first copy marked

REI
& A




8S & BRO:DCASTS.

There is a separate flimsy book for Pii's Speeches & Broadcasts.
Speech flimsies are put away_in order of the date of the speeci.
Fepers reierring to each speéon are kept in their own brown
Sgeeci Folder.

All previous speeches are FA iu the last section of the Rroly-
Folys, in date order.

Speech material arrives; it is usually in the form of:

i a letier to & deportment re.u¢suins spsech material.

1i. & letter notins that the Pi will be making a speech

at some time in the future.

Meke out a new brown folder for each speecil.

Make out a new flimsy for each speech, cross the relevant
JOrds Ior casy ReiErence.

IT there is action clearl; indicated on the papers,BF

the folder accordinzly.

If no action is indicated)BF folder for a date a couple
of nonths before the speech iz due to be made. The BF
action is to reqguest "Speech Material'". The file should be
sermt up to a Private Secretary to chaeck that a letter has
gone out and that the speeci is not overlooked.

Place the folder in BF Trays, as Lormal, mark wieresbouts
of folder on rlimsy. (The Duty Clerks will take the BF
action). .

tinen all the advice aos been received and spceca fas been
yeitten — ie. when the folder is finished with — BF the
folder for a date aiter the speech has been delivered, for
copying.




afler tihe speecir hos been nade;

Sort out the papers.in the rolder.
Keep a copy of the various stages oi the draft speecin —

SHIAY. sy - unnccessary duplicries
lokke copics of the speeci cards. (Tne text of
as used by the Pl when delivering the speech. )
Copies for i. David-Linsey.PoumcaL cfeice
ii, PM's set in the Study.
11300 P, Lapkester!s own set?
iv. Spares to be keot in speech folder.
y Clerk oi the Desk will send the copies
o+, ir respecuivesh

Keeps iis cet dn nis desik dray Update tie inGex to tnis

set and add the speeci

hark tne 1limsy vith a red v to indicate tne speech ihas
been copied.
Mark flimsy that speech is PA. Place in dungeon Roly-poly.

It is necessary only to mark on the flimsy the whereabouts
offspeechitolders,

If copies of & speeca are reguested by other departments
try to send out & copy of the press release, rather tnan
a copy of the Pli's speech cards.

The Press Office should ensure that, wherever pous1ble Ve
peqeive a copy of the Press Notice.for Pli's Speeches.




PROCEDURE FOR HANDLING. MINISTERIAL ABSENCES

Cabinet Ministers

When a new letter arrives:-

1. Note visit in diary

2. B/F file for FCO advice (7 days after date of letter,
unless more urgent)

3. Send letter up on green folder to Mike Pattison

When file returned to C/F
1. B/F file as normal, unless MAP comments otherwise.

2. Chase FCO on the B/F date.

When FCO advice arrives

Draft approval letter

Attach to file and send up to MAP fcx his approval
Give to Garden Rooms for typing

When typed up, PA the file in dungeon

Junior Ministers

FCO handle all visits by Junior Ministers, copying to us
their approval/refusal letter

Note visit in diary

An acknowledgement letter is sent from No.10 for Junior

FCO Ministers

No.10 only handled the visit of Junior Ministers, df 8t he
Minister wishes to take his/her wife or PPS at public expense

Contact ¢

The contact in the FCO is Malcolm Adams (233-4650)

Friday

Every Friday, a list of Ministers' absences for the following
week, beginning Saturday, should be typed up for MAP to go in
the PM's weekend box.




LDATTSTICS

Papers are taken {fosu thé B/F End Tray.

Sort papers into appropriate piles.

Lirk to Statistics files & other appropriate iiles.
Check on Tlisics to see if the prpers that ace
placed on iiles need entering. (liany do not).
"Weekly note on Econoimic Statistics" & "Statistical
Checklist" are kept in a brown folder. Tais lives
with main Statistics files in filing cabinet No.S8.
Ircland Situation Reports are destroyed after weins
kept for a £ Se

There iz & separate Blue Box for miscellaneous
Press notices.
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