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RESOLUTION OF THE BENATE ADOPTED MARCH 2, 180T.

Resolved, That in carrying out the resolution of the Senate of Febroary 1, 1907,
requesting the Secretary of Btate to furnish to the Benate & copy of all rules and regu-
lations governing the Department, and the resolution of the Senate of Febroary 28,
1907, ordering the printing of the report thus fornished as a Senate document, the
following papers shall be omitted from such document:

1. The United States consolar regulations;

2. Imstructions to the diplomatic officers of the United States;

4. The register of the Department of State; and

4. The copy of the pamphlet giving the history and functions of the Department
of Btate,
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MESSAGE FEOM THE FREBIDENT OF THE UNITED BTATES.

To the SeNaTE:

I transmit herewith a report by the Acting Secretary of State, with
accompanying papers, in response to the resolution adopted by the
Senate on February 1, 1907, requesting to be furnished with a copy of
all rules and regulations governing the Department of State 1n its
various branches.

TueoDORE ROOSEVELT.

Tue Wurre Housg,

February £8, 1907.

REPORT OF THE ACTING SECREETARY OF BTATE.

To the PrRESIDENT:

In response to the resolution adopted by the Senate on February 1,
1907, requesting to be furnished with a copy of all rules and regula-
tions governing the Department of State in its various branches, the
Secretary of State has the honor to lay before the President the fol-
lowing documents:

1. Copy of the United States Consular lations, 1806,

2, G{Ppy of Instructions to Diplomatic Officers of the United States, 1897, with
appendix.o

EBCD[}}F of the Register of the Department of State, corrected to September 16,
1806, in which is given, at pages 19 et seq., & briel outline of the duties of each of the
bureaus of the Department. =

4. Copy of & pamphlet giving the history and functions of the Department of
Btate, compiled in 18930

5. Copy of rules and regulations for the lpovemtuent. of the Department pmg)er,
imsued in January, 1871, by the Hon. Hamilton Fish, then SBecretary of State. These
regulations have been modified from time to time in order to meet the changed con-
ditions and to conform to the provisions of the statutes.

6 to 23, inclusive. Copies of recent orders of the Becretary of State modilying the
duties of the various bureans of the Department, and copy of Executive order of
June 27, 1908, governing appointments and promotions in the consular service,

A description of the duties and functions of the Department of State
is given in 4 report made by the Secretary of State to a select com-
mittee of the Senate in 1887, which has been published as Senate
_Raellnr_t 507, part 3, Fiftieth Congress, first session, pages 1 to 36,
inclusive. '

It is impracticable to furnish a copy of this document, as the only
copy in the possession of this Department is the file copy in the Bureau
of Rolls and Library.

Respectfully submitted,

Roperr Bacoxw,
Acting Secretary.
DEPARTMENT OF STATE,
Washington, February 27, 1907,

By resolution adopted March 2, 1907, the Senate directed that this document
shoulil not be printed a8 one of the papers accopanying the report of the Acting
Becretary of State,
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RULES AND REGULATIONS OF THE DEPARTMENT OF STATE.

+ DEPARTMENT OF STATE,
January 3, 1871.

L. The office hours of the Department are from 9.30 a. m., at which
hour all tlemen are expected to be at their desks, to ¢ p. m., and
until such later hour as the exigency of the public business shall
demand. A satisfactory explanation will be required for all absences
between these hours. rﬂ is expected that the reading of newspapers
in the Department will be dispensed with during business hours.
Clerks n.hgﬂ. employees are not permitted to visit each other or to
receive visits during business hours. Clerks and others in the Depart-
ment are not to give information of any of the business or corre-
spondence of the %ﬂpﬂﬂment, or any information or advice as toany
vacancies to be filled or that may be likely to occur, or as to appoint-
ments to be made. No smoking will be allowed in any parts of the
‘buildiﬁ that are free to the public.

II. The chief of each bureau is responsible for the observance of
these rules by the clerks and employees under him, as well as for the
condition of the archives, curma;gondenm, and records in his charge.
If at any time his force is insufficent for the work assigned to him,
or if any gentleman in his bureau fails to mmﬁj with these regula-
tioes, or to satisfactorily discharge his duties, he will report to the
chief clerk in writing, whose duty it will be to transmit the report
without delay to the Secretary.

I11. Monthly reports on the first day of each month will be made
by the chief of each bureau (except the Bureau of Accounts)to the
cgief clerk of the condition of his bureau, showing the amount of the
correspondence of the previous month, the number of pages yet to be
recorded or compared, and the number of pages yet to be indexed.
These reports should be in tabular form and uniform in size, and
should be transmitted to the Secretary by the chief clerk, with a like
report as to general work in the Department not embraced in the
general bureaus, and with a tabulated abstract of the several reports,
the whole to be attached together, folded, and indorsed **Monthly
re 187—.7

ﬁl:thhe Chief of the Bureau of Accounts will, on the 10th day of each
month, make a report to the Secretary showing the exact condition of
each appropriation and account on the 1st day of the month; and as
to each appropriation and account stating: (1) The amount appro-
priated; (2) reference to statute making appropriation; (3) amount of
appropriation in the statute; (4) amount of appropriation remaining
in the Treasury; (5) amount drawn during the month; (6) amount
remaining unexpended; (7) amount expended during the month; (8)
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8 BULES AND REGULATIONS, DEPARTMENT OF BTATE.

amount in the hands of disbursing clerk; (9) where amount in the
hands of clerk is deposited. Also with respect to trust funds or other
moneys in his possession: (1) Statement of trust and other funds (not
appropriations) in the custody of the Chief of Burean of Accounts;
(2) date when received; (3) origin of fund; (4) original amount; (5)
amount of interest, and when received; (6) present amount of fund;
(7) nature of investments, and where d:::lmuitaed; (8) amount in his
hands; (9) where amount in his charge is deposited. In all cases the
total of balances in hand to be footed up.

V. Reports and abstracts prepared for the use of the Secretary, or
either of the Assistant Secretaries, should be made on blanks ﬁre;m.red
for that purpose, and should concisely and ful]:l.' present the facts,
issues, and points of argument, and nemllg' all information neces-

to the complete understanding of the subject, with all necessary
references. The labor of reviewing the murres[;:andenm should not
devolve upon either of the Secretaries, but must be performed by the
clerk who may be directed to make the report or abstract.

V1. The pouches containing the mails shall be opened immediately
upon their arrvival in the Department and the official mail delivered
without delay to tbe Bureau of Indexes and Archives, where it will
be opened, indexed, and delivered to the chief clerk and by him laid
before the proper Assistant Secretary. All papers sent out by the
Sacretarg and the Assistant Secretaries will be taken to the chief
clerk and referred by him to the proper Bureau. A note of each ref-
erence will be made in the Burean of Indexes and Archives, so that no
difficulty will arise in tracing any er if called for before it is
returneg to be permanently filed. _E?rmrreslmndenm requiring the
signature of the retary or the Assistant Secretaries must be pre-
gﬂ'ﬁ:d and delivered to the chief clerk by 2.30 o¢’clock and by him

elivered for signature at 3 o’clock.

VI1I. All dispatches and correspondence, both to and from the
Department, not of a personal character, will pass to the Secretary's
table through the room of the proper Assistant Secretary. In return-
ing letters and instructions sent to the Secretary for signature an
opportunity will be given to each Assistant Secretary to see the cor-
respondence which bas not been submitted to his inspection.

\Pfll. The Bureau of Indexes and Archives shall be the depository
for the archives, the dispatches, notes, and letters to the Department,
except those relating tolﬁnuspﬁrtannd to applications for office and for
the records of the official and other correspondence from the Depart-
ment. Dispatches and letters received must be acknowledged at the
earliest practicable moment after their receipt in the various bureaus
and returned to the Bureau of Indexes and Archives, to await final
reply, if further answer is necessary.

. Detention of papers, either on desks or shelves, of any of the
various bureaus, excepting drafts of instruction, is prohibited, with-
out special approval of the Assistant Secretary who has charge of the
burean. All communications should bear indorsement of the dates of
the action of the Dﬁimrtme.nt. On all copies of papers addressed to
the DeP@.erent should be noted the date of their receipt.

X. Clerks finding it necessary to withdraw papers or records from
the Bureau of Indexes and Archives shall leave in the place thereof
a signed memorandum describing the hook or paper. When the course
of business may require the reference of a paper from one bureau to



BULES AND HREGULATIONS, DEPARTMENT OF STATE. 9

another a memorandum showing the date of such reference should he
made and deposited in the Bureau of Indexes and Archives by the
clerk making the reference.

XI. It is desirable to keep the Bureau of Indexes and Archives free
during office hours so far as possible, therefore clerks wishing papers
will send for the same through messengers when practicable, and all

nisitions from the Secretary or Assistant Secretaries for papers
will be referred to that Bureau.

XII. All instructions, notes, or letters from the Department con-
taining inclosures will be accompanied by a ‘*list of inclosures™ show-
ing from whom received and to whom addressed (or their general
subjects if not particularly addressed) and their date. This list will in
all cases be recorded with the dispatch, with a marginal reference to
the book or file in the Department where the inclosure cun be found.
A single inclosure must be noted in the same manner. The clerks
will also insert in the record books such marginal references as to the
inclosures in the correspondence since March 12, 1869,

Haxivron Fisn, Secretary.

EXECUTIVE ORDERS AND ORDERS OF THE SECRETARY OF S8TATE.

DIFLOMATIC BERVICE—AFFOINTMENT OF unnrum'ur EMBABEY AND
LEGATION.

EXECUTIVE ORDER.

It is hereby ordered that vacancies in the office of secretary of
embassy or legation shall hereafter be filled—

(a) By transfer or promotion from some branch of the foreign
service, or

(b) By the appointment of a person who, having furnished satisfac-
tory evidence of character, responsibility, and capacity, and being
thereupon selected by the President for examination, 1s found upon
such examination to be qualified for the position.

Tureopore RoosevELT.
Tee Wruirte Housg,
November 10, 1905.

EXANTNATION OF SECEETARIES OF EMBABSY AND LEGATION.
ORDER.

In pursuance of the Executive order of November 10, 1905, the
Second Assistant Secretary of State, the Solicitor for the Department
of State, and the Chief of the Diplomatic Bureau, or the persons for
the time being respectively discharging the duties of said officers, are
bhereby constituted a board, whose duty it shall be, by appropriate
examination, to determine the qualifications of persons aell;ut.ed by
the President therefor, to be appointed as secretarica of embassies or
legations. Vacancies occurring in said board, or such changes in the
membership thereof as experience may prove to be desirable, will be
dealt with by additional regulations as occasion may require.

The examination herein provided shall be held from time to time at
the Department of State, in Washington, upon such notice to candi-
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dates as shall give them reasonable opportunity to attend for the pur-
pose in question. .

Such examinations shall be both oral and in writing. The subjects

to which the examination shall relate are to be:
1. Blt.a]rnatiunal law.
2. Diplomatic usage.
3. M:E]dern languages.

Familiarity with at least one foreign language will be required.
This language may he either the language spoken in the country in
which the embassy or legation is located or French.

The examining board is authorized to issue such notices and to
make all such rules as it may deem necessary to accomplish the objects
of this regulation, and immediately upon the conclusion of such
examination shall make to the Secretary of State a report, in writing,
stating whether in its judgment the candidate is or is not gualified for
the particular position applied for, and if the decision is adverse to
the candidate, also briefly summarizing the grounds of such decision.

' Evmau Roor.

DEPARTMENT OF STATE,

Washington, Novenber 10, 1905,

THE SIGNING OF INVOICES.
ORDER.

The chief clerk of the Department will hereafter sign invoices of
supplies sent to consular officers as follows:

Euiav HRoor,
Secretary of State.
By Coarres Denny,
Chigf Clerk.
Evinu Roor,
Secretary of State.
DEPARTMENT OF STATE,
Washington, November 18, 1905,

LEAVEE O0F ABEENCE—DEFPARTMENT OF BTATE.,
ORDER.

The provisions of law now in force regarding leaves of absence are
as follows:

Thirty days' annuoal leave with pay may be grantsd to each employes of the
Department.

Bick leave, not to exceed thirty days annnally, may be granted to an employee in
case he is plfllyaicall unable to perform his doties, or & member of his immediate
family is suffering {rom a contagions disease and requires his care and attendance, or
where hig presence in the Department would jeopardize the health of others.

Agplil:a.tiunﬁ for leave are granted by the chief clerk, after approval
by the bureau chief under whom the applicant serves, and leave may
not be taken in advance of the chief clerk’s action.
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A statement of sick leave covering more than one day at a time
must be supgrtad by the certificate of the attending physician or, if
a physician be not consulted, by an affidavit of the fact of illness.

Ahbsence from the Department, except as provided for above, is with-
out pay; and leave Witg:ut. pay, while not to be considered as a righ
may, in exceptional cases, be granted when the public business wil
not suffer thereby.

In counting absence on annual leave Sundays and holidays are
excepted; but an employee who is not on duty during the business
hours of Saturday is charged with a full day’s leave, notwithstanding
the early closing of the Department on that day during a part of the

ear.
Y In c.dumpuﬁng sick leave every included Sunday and holiday are
counted.

The following certificate on the monthly pay roll must be executed
before any payment thereon can be made:

DEPARTMENT oF BTATE,
y 190—.

I certify that the foregoing pay roll ie correct; that it appears from the records of
my office that the persons named thereon were legally appointed, and that each has
the service required by law and the regulations of the Department of
tate during the period mentioned; that such services, except as otherwise indicated,
have been performed under mEf supervision, and that no person whose name aPp-ear:
on the foregoing pay roll is paid for any period of abeence in excess of that allowed
by law; that they are severally entitled to the amoonts o:ﬁpny pet opposite their
respective names; that all details, from my personal supervision, are indicated in
the column of * Remarks,” and that the full period of serviee covered by this pay
roll has expired prior to the actual signing hereof.

Chief Clerk.

To enable the chief clerk to execute the dn.hova certﬁﬁcn.ta it is
imperative that a time report be kept, day by day, by each employee,
which report must be mP:saihle u.l?atll n};ues to the chief of ur:éau,
80 that at the end of the month, in ecase of unexpected absence, the
bureau chief can report definitely on the service of the employee for
the month.

All time reports must be in the hands of the chief clerk at 9 o'clock
on the 1st day of each succeeding month.

Evau Roor,

Secretary of State.
DeceMser 19, 1905.

ADVIBORY COMMITTEE ON PRINTING AND PUBLICATION.

EXECUTIVE ORDER.

It is hereby ordered that there shall be appointed by the head of
each of the Executive Departments an advisory committee on the
subject of printing and publication. The chairman shall be an Assist-
ant Secretary, or other qualified official, and at least one member of
the committee shall have had practical experience in editing and
printing.

It shall be the duty of such committee, under direction of the head
of the Department, to see that unnecessary matter is excluded from
reports and publications; to see that copy is carefully edited before






