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mM STATUS 

/. Ta/pea of documents 

The documents of the Cabinet and i t s Committees ("Cabinet 
documents" or "Cabinet papers") are of three main kinds 

( i ) Memoranda, submitting questions f o r decision o r 
g i v ing general information; 

( i i  ) Agenda, s ta t ing the business before a meeting; 

( i i i  ) Minutes or Conclusions, recording proceedings 
and decis ions. 

There are a lso various subsidiary 
documents, e . g . not ices r e l a t i n g to meetings, 
corrigenda and addenda no t i c es , schedules, 
indexes. See p. , and, f o r d e t a i l s , the 
Cabinet Of f ice Handbook and the Handbook f o r 
Committee Clerks. 

j Jtfltus, Ownexsfrjp and, Copyright 

A l l Cabinet documents are o f f i c i a l documents and 
the property of the Grown and they remain the property of the 
Crown throughout the i r ex is tence. Likewise the draf ts of 
Cabinet memoranda are o f f i c i a l documents: once any document 
i s i n i t i a l l e d f o r an o f f i c i a l purpose i t becomes an o f f i c i a l 
document and the property of the Crown. 

See Law O f f i c e r s ' Opinion (193h) noted 
on p. V3 . 

3. £very document bears the heading "This Document i s the 
Property of His Britannic Majesty*s Government". 

The pract ice of marking documents in th i s 
way was introduced in respect of Foreign Of f i ce 
documents in 1692 by an administrat ive decis ion 
of Lord Rosebery, then Foreign secretary. The 
pract ice was therea f ter general ly adopted fo r 
seer t and conf ident ia l documents, including 
Cabinet memoranda (see F i l e L/ l/56) . I t was 
confirmed by the ,.ar Cabinet in 1917 ("ar 
Cabinet 217)* 

In 1931 prolonged interdepartmental discussion I 
took place on the poss i b i l i t y ot f inding an 
a l t e rnat i ve formula which would avoid the use 
of the word "Br i tannic " . The matter was 
re ferred to the Law Of f i cers (Jowitt and Cripps) 
in May, 1931* They recommended the phrase 
"Secret and Conf ident ia l . This document i s 
the property of His Majesty". Objections were, 
however, retred and although i  t was intended 
to r e f e r the matter to Min is te rs , i  t was not 
in fact pursued.. 

A modified formula has on occasion been used 
. , on documents prepared by the Cabinet Of f ice f o r 

^Lrv ' *C Imperial and internat ional conferences; and in 
"T^JA^/IAZ October, 19U8 at the time of the Commonwealth 
t^^^i^ctt- c^uL^. rrime Ministers Conference i t was decided that 

/ww , the Conference documents should not be given the 
customary headings. F i l e s U/3/307 and 10AA5/1&I 



The copy-r ight of a l l Gabiact documents (as of other 
o f f i c i a l documents) belongs t o the Groan. 

For Lav O f f i c e r s 1 Opinion (1933) bearing 
on th i s see P i l e 28/2/79 P t . I I and 
P i l e I4/3/SA (minutes of February, ljkB)*
The relevant provialone of the *eee*m Copyright 
Ac t , 1J11 ( l e c t i o n 18) a res ­

"Wlthout prejudice t o any r i gh to or 
p r i v i l e g e e of the Crown, where any work has, 
whether before or a f t e r the coaniencement of 
the -act, been prepared or published by or 
under the d i r e c t i on or oontrol of His Majesty 
or any Government department, the copyright 
i n the work aha l l , subject t o any agreement with 
the author, belong to His Majesty) and in such 
case shal l continue f o r a per iod of f i f t y years 
from the date of the f i r s t publ icat ion of the 
work." 

(On the in te rpre ta t ion of the words 
"subject t o any agreement with the author? see 
minute of 17th February, 19U8, F i l e U/3/8A.) 



The proceedings of the Cabinet and i t e Gomaittees 
( including O f f i c i a l Committees) are con f iden t i a l , and the i r 
documents are therefore " c l a s s i f i e d " anu bear security 
markings according to current ru l es . The marking assigned 
to a part icular paper depends on the degree of secrecy with 
which i t uiust be handled^ The security c l a s s i f i c a t i o n of 
Cabinet memoranda as such i s normally ' s e c r e t ' or ' top secret 
but they are sometimes marked " con f i den t i a l " , part icular notes 
on procedure. Most Cabinet Committee memoranda are marked 
" s ec r e t 1 . The minutes of the Cabinet are invariably marked 
" s e c r e t ' , and most Cabinet Committee minutes are marked 
" sec re t " , The marking " r e s t r i c t e d 1 i s used on cer ta in 
corrigenda and on not ices c i rcu la ted to O f f i c i a l Committees on 
changes in membership, e t c . The security marking i s placed on 
the le f t -hand s ide of the document immediately above the s e r i a l 
number and the date. For "top sec re t " documents spec ia l l y 
headed paper i s used. 

See general ly F i l e h/3/108. 

oome documents of O f f i c i a l Committees, 
par t i cu lar ly notes covering published documents, 
are marked "unc lass i f i ed ' , but th is i s to be 
deprecated and such documents should be marked 
" r es t r i c t ed * . 

The current security markings were introduced 
in A p r i l , I9kh, when the marking "most secre t " was 
abolished in favour of "top s e c r e t 9 in accordance 
with United otates p rac t i ce . See T.C. Ho. 6/kk;
F i l e U/3/108 (Part 2 ) . 

For the standard de f in i t i on of the current 
markings see Cabinet Of f i ce Handbook, pp. 13-21. 

In May, 1949 the pract ice was introduced i n 
the serv ice Departments, Ministry of Defence and 
Ministry of Supply of placing the security marking 
i n a central pos i t i on at the top and bottom of eaoh 
separate page of a document. The appl icat ion of 
t h i s pract ice (which i s ident i ca l with the current 
United states method) t o the uoouments of the Cabins 
and of c i v i l departments was discussed by the 
Inter-departmental Committee on Security in 1948. 
(See F i l e h/3/108 (Part 2 ) ) . I t was decided, 
however, not to adopt i  t for Cabinet and Cabinet 
Committee documents, and the Departments 
which adopted i t f o r the i r own documents conform 
to Cabinet O f f i ce pract ice in submitting documents 
to the Cabinet and Cabinet Committees. 

Unt i l June. 1943 part icu lar ly secret documents 
iven a r e s t r i c t ed c i r cu la t i on were described as 

"Lock and f.ey" papers and carr ied in red a warning 
on the specia l precautions needed in the i r handling. 

On Ministry of Defence and certa in other 
Departmental uocuments which i t i s important that 
United otates representat ives should not see i t i s 
usual to include in the heading the marking GU-oiD, 
in addit ion to the appropriate security marking, 
bee F i l e 8/3/59. 



The current notes on procedure state 

Memoranda f o r the Cabinet should be as b r i e f and as 
c l ea r as poss ib le . The model memorandum explains at the 
outset what the problem i s , indicates b r i e f l y the re levant 
considerations and concludes wi th a prec ise statement of the 
decis ion sought. While i t is sometimes useful to Include a 
summary of the main points brought out in the body of the 
memorandum, such a summary should never exceed a few l i n e s ; 
any longer summary defeats i ts purpose and simply means 
r epe t i t i on . So far as possible prefatory covering notes 
should be avoided. To f a c i l i t a t e reference in discussion, 
paragraphs should be numbered. Supporting data may often be 
relegated to an Appendix. I f authority i s sought to make 
a statement or despatch a telegram a dra f t may be attached. 
Time spent in making a memorandum short and c l ear w i l l be 
saved many times over in reading and in discus d o n ; and i t 
is the duty of Ministers to ensure that t h i s i s done by 
personal scrut iny, and where necessary r e v i s i on , of the 
memoranda submitted to them by the i r o f f i c i a l s . Ta-J****X*A** /4 -%t 

( C P . (49)95, paragraph 10) 

7- A l l cabinet documents, including those reproduced in 
Departments, carry a standard heading showinb the i r date, 
the Committee or body concerned, the i r subject , and the i r 
authorship. Addi t iona l ly they are a l l marked "This 
document i s the property of Els Britannic Majesty*s Government" 
carry a security marking and, with few exceptions, a s e r i a l 
number and a copy number. At the end of every memorandum 
tire g iven the author*s name or i n i t i a l s , the o f f i c e of 
o r i g in and the date. 

In June, 1940 the Prime Minister 
(Mr. Churchil l ) ruled that the date should 
appear on the f ront page immediately under the 
s e r i a l number, and a l so a t the end. The date 
given should normally be that on which the 
memorandum was signed. See minute of 
22nd June, 1940, F i l e 48/1/5. 

I t was l a i d down in December, 1931 that the 
pages of Cabinet memoranda oust be numbered. 
(CaL 89 (31 )3 ) . 

In 1942 the Prime Minister (Mm Churchil l ) 
ruled that in s t a t i s t i c a l tables the t o t a l s 
should be shown e i the r at the r i gh t hand side 
and/or at the bottom of the page. This rule 
was enforced in a l l Departments, except in the 
Registrar-General*s O f f i c e , where f o r spec ia l 
reasons a d i f f e rent layout was reta ined. 
See F i l e 48/x/33. 

S**. Rttr /fi/z/i.m ****** ^ / j / ^ ^ - , 



A standard form i s fol lowed in the agenda f o r meetings of 
Cabinet Committees: there are ce r ta in s l i gh t d i f ferences in 
Cabinet Agenda. I n addit ion to the customer., headings 
and an Indicat ion of the p lace , date and time of meeting, 
the Agenda paper l i s t s the subjects t o be discussed in the 
order i n which they are to be taken, wi th references t o the 
l a s t discussion of the subject ( i f a n y ) , and to the memoranda 
to be considered. The Agenda carry the signature of the 
Secretary. The Cabinet Agenda are normally seen in draf t by 
the Prime Minister , and in the case of ce r ta in Committees the 
Chairman l ikewise approves the d ra f t . Prov is iona l agenda are 
not normally issued. 

The "Previous Reference" , i f any, i s normally 
t o the minutes of the body concerned, but in 
spec ia l circumstances i  t may be t o the 
proceedings of a d i f f e r en t body. The 
reference i s never to an e a r l i e r memo random. 
I f i t i s desirable to r e f e r to such a memorandum 
i t i s expressed as " re levant " to the discussion 
i n a note below the reference t o the 
memortiadnm t o be discussed. Occasional ly, 
on Cabinet agenda, the "Previous Reference* i s 
not given i f i t i s l i k e l y to provoke requests for 
e . g. copies of a Conf idential Annex not general ly 
c i r cu la ted ; the reference i s  , however, given 
when the r e l a t i v e minute i s prepared. 

"Previous References" to the minutes of 
Ian e a r l i e r administration should not be g iven. 
Except ional ly , previous references from the 
Cabinet minutes of the Caretaker Government were, 
i n a few instances, quoted i n the documents o f 
Mr. A t t l e e * s administration. See note of 
17th January, 1946, P i l e 7/3/1. 

The order of items i s determined by the 
Secretary under the authority of the Chairman. 
The headings of the items are determined by the 
Secretary; they may not necessari ly be the same 
as the t i t l e s of the memoranda to be discussed. 
On grounds of security a general ised heading i s 
sometimes to be pre ferred. 

f. The Agenda paper a lso constitutes an inv i t a t i on to the 
meeting. I n the case of the Cabinet and of Ministerial 
Committees, the Agenda paper g ives i n a note at the foot the 
names of Ministers who are not Members required to be present, 
together with an indicat ion of the items fo r which they are to 
attend, and, i f necessary, a note of the approximate time. 
On abinet Agenda Ministers are given by name and not by 
o f f i c e . I f -the o f f i c i a l s are asked to be present at Min is te r ia l 
Meetings they are usually shown on the Agenda by o f f i c e and 
not by name. 

lo. On the Agenda f o r meetings of O f f i c i a l Committees the 
attendance of o f f i c i a l s who are not members may be indicated 
e i the r by l i s t i n g the i r names or by a general re ference, 
e . g . " representat ives of " 

P r i o r to the Second World War i t was 
usual, when addit ional business was to be 
taken at a Cabinet meeting, to c i r cu la t e a 
supplementary Agenda. The current pract ice i s 
to i ssue , i f time permits, a Revised Agenda o r , 



i f necessary, a second ev ised Agenda, 
^dternat ive ly a momoranduin c i rculated for 
consideration at a Cabinet meeting f o r 
which the agenda paper has already been issued 
iaay carry a note ind icat ing that i t i s to be taken 
under a part icular item or as an addit ional 

sUfiU&ftfi 
The front or outside pfigft of the minutes glTes in aduit ion 

to customary headings, the p lace , date and time of the meeting; 
a l i s t of those present, d ist inguishing between members and 
others; and the names of the members o f the secre tar ia t 
present. he l i s t notes the chairman and the items f o r 
which those present attended, i f not present throughout. 
The names of Ministers ore given in order of precedence; 
of o f f i c i a l s in order of precedence of the i r Departments 
and rank. The names of the members of the secre tar ia t 
are given in order of rank. Le t t e r s of honours or 
d i s t inc t i ons are not g iven, except, where appropriate: 
"The Rt . non", "M .P.", "K .C . " 

The formula Introducing the l i s  t of those 
present who are not members i s "The fo l lowing 
were also present" , but i f the number i s only 
one or very small i t i s "A lso Present" . L i^e ­
wise , i f the secre tar ia t consists of only 
one member he i s shown as "Secretary" . 

In the l i s t i n g of o f f i c i a l s i t i s sometimes 
desirable to fo l low the order of rank and not 
of precedence of Departments. 

Before the second World ..'ar i t was customary 
to include l e t t e r s of honours and d is t inc t ions 
genera l ly . In September, 1939 the King 
agreed that th i s was unnecessary. See l e t t e r 
of l l t h September, 1939, F i l e V 3 / 7 . 



Before the body of the minutes a table oft contents, with 
references to numbers of items and pages, i s g iven. I f only 
one subject i s deal t with th i s table i s headed "Subject" and 
not "Contents", 

The contents l i s t was f i r s t introduced, 
f o r Cabinet minutes, in January, 1939* 
P i l e 4/5/24. 

/3 
The indiv idual minutes are numbered s e r i a l l y in the order 

in which the subjects were in fact discussed at the meeting. 
i . e . not necessari ly the order of items given on the 
Agenda. The headings are chosen by the Secretary. In 
Cabinet minutes they are given at the s i de , with the previous 
reference below; in other minutes the headings are g iven 
immediately above the body of the minute. Sub-headings 
are g iven i f appropriate: i f g iven, they are normally 
embodied also in the table of contents. 

The use of side headings i n Cabinet 
minutes fo l lows long t rad i t i on and i s j u s t i f i ab l e 
since they are subsequently thus pr inted. Some 
Committee minutes occasionally g i v e side 
headings, but the pract ice i s uneconomical 
of space and inconvenient when the papers are 
bound. 

/V- Sach minute consists of ( i j a statement of the - j i t t e r 
before the meeting wi th references to any memoranda; ( i i  ) a 
summary of the main points in discussion; and ( i l l ) a s t a t e ­
ment of the conclusions o f dec is ion. 

On the form of Cabinet conclusions the current notes on 
procedure state 

I t i s an instruct ion to the Secretary, in dra f t ing 
Cabinet Conclusions, to a vo i d , so f a r as p rac t i cab l e , reference 
t o opinions expressed by part icular Ministers . The record 
in respect of each item w i l l be l imi ted to the decis ion of the 
Cabinet, together with such summary of the discussion as may 
be necessary f o r the guidance of those ca l l ed upon to tate 
act ion on the dec is ion . Matters of exceptional secrecy may 
be recorded in a "Conf ident ia l Annex". 

( C P . (49)95, paragraph 19) 

This instruct ion, with minor changes, has 
appeared in successive versions of the notes on 
procedure. When the f i r s t Labour Cabinet took 
o f f i c e in 1924 the Secretary was instructed to 
record conclusions only *with necessary explanatory 
notes 1 (Cab. 7(24)1), but somewhat f u l l e r 
minutes were gradually introduced. 

On the general s t y l e of minutes see the 
notes c i rcu la ted by the secretary of the Cabinet 
and P i l e 4/2/20. 

Inc idental references to purely p o l i t i c a l 
s e t t e r s are normally not recorded, and on such 
matters and other de l i ca te references the Cabinet 
Sec r e ta r i a t exerc ise d i sc re t i on . I t i s open to 
the Prime Minister to g ive express direct ions 
that certa in matters under discussion are to ce 
excluded f roa the formal record, but th is i s rare. 
On the general pract ice as regards omissions see 
S. and P. 695. 



Where a subject discussed by the Cabinet i s of particular 
secrecy the Cabinet minutes may contain only B token minute, 
the substatire minute being prepared l a the form of a 
Confidential Annex and given a vary restricted circulation. 
The token minute usually consists of a brief statement of the 
matter before the Cabinet, followed by the formula The 
Cabinet'e discussion and the conclusions raaahad are recorded 
in the Secretary Standard Fi le of Cabinet Conclusions". 
(Sometimes the conclusions, in whole or part, are included 
in the "open" minute). The substance of the Annex l a often 
embodied in the printed version of the minutes of the need 
for special secrecy has disappeared. Ia the case of 
Committeea a discussion of particular secrecy may likewise 
be recorded in a Confidential Annex: the token minute after 
a statement of the subject discussed, indicates that "the 
Committee's discussion and the conclusions reached are 
recorded in a confidential annex". Confidential annexes 
are normally fop Secret. 

For circulation of Confidential Annexes 
B O O p. i 

Tho "Secretary's standard F i le " of 
Cabinet Conclusions i s the set of minutes and 
confidential annexes maintained for tho use of 
tho Secretary of the Cabinet. The current 
parts of this aet are takes to meetings of the 
Cabinet for reference. In due course minutes 
aad annexea are bound and kept in the Private 
Office. 

^ When a matter disc us Bed by tho Cabinet (or by a Ministerial 
Committee) i a of exceptional secrecy snd delicacy no record 
at a l l may bo made. Sometimes a "ao circulation record" ia 
made, i . e . a typed note which i s kept io tho Secretary'a 
volume of minutes and confidential annexes. Very occasionally 
a copy of such records la given to the Prime Minister or a 
Minister particularly concerned. Some such records are 
preserved in sealed envelopes (bound with the Secretary'a 
volume) to bo opened only by him or his deputy. 

f 7 The minutes of tho Cabinet and i t s Committees are not 
now expressed as drafts when they are circulated. Effect i s ^ / A  

however, given by means of a corrigendum notice^ to/amendments 
sabaequently agreed, I f the Secretary feels doubt about a 
particular suggested amendment he normally submits the matter 
to the Chairman. 

Until tho appointment of tho War Cabinet 
in September, 1939 i t was customary for the 
draft of tho Cabinet Conclusions to be 
submitted to the Prims Minister for approval. 
They wore thereafter circulated la draft, 
final copies being issued later . 

Hiring the period 1939-45 the minutes in 
several Committee series wore circulated in 
draft. 

O  B the amendment of Cabinet minutes the current notes on 
procedure states-

Any suggested amendments to Cabinet Conclusions must 
reach tho Secretary not later than the next day but ono 
following that on which the Meeting was held. Thereafter tho 
Conclusions wi l l bo seat to be printed 1 B final form. 

(CP.(1*9)95, paragraph 21) 



Miscellaneous documents issued by the Cabinet Of f ice 
Include notices r e l a t ing to meetings ( e . g . prov is ional no t i ce , 
cance l la t ion , change In place or t ime ) ; not ices op corrigenda 
to memoranda and minutes, schedules of outstanding conclusions, 
and indexes. A l l these documents bear the custo ary headings. 

Meeting not ices ( i . e . not ice of a meeting 
i n advance of the c i r cu la t i on of the Agenda) 
are not normally iesued unless delay i s l i v e l y 
t o be incurred in the c i r cu la t i on of the Agenda. 

Schedules of outstanding conclusions 
("Black L i s t s " ) are not Issued in a l l Committee 
s e r i e s . For the Cabinet schedule see Part I . 

For indexes and indexing see p. 



I t la usual far a l l documents to carry , In addit ion to 
too appropriate headings, a d ist inguishing symbol f o r 
reference purposes. For standing committeea, and ad hoe 
committees which are l i k e l y to l a s t f o r a f a i r l y substantial 
t ime, the symbol customarily consists of two par ts : (a ) one 
or more l e t t e r s from the I n i t i a l s of words in the t i t l e of 
tho Committee and (b) the l a s t two f igurea of tho year l a 
braokets, e . g . P. G. (1*9). Tho same symbol cannot ho given to 
more than one Committee, at l e a s t while they are contemporary 
wi th each other; a r eg i s t e r of symbols i s therefore kept 
by the Heoords Bootion, and i f i t i s found that the l e t t e r s 
f i r s t choaon have boon already used far a committee which 
was ac t i ve within a recent period other l e t t e r s must be found. 

Whore two Committees are aot up on tho same subject , one 
o f Ministers and the other of o f f i c i a l s , I t is usual to use 
the same symbol, dist inguishing the O f f i c i a l Committee by the 
addit ion of " 0 " . Sometimes the M in i s t e r i a l Committee i s 
distinguished by the addit ion of "M" but t h i s i s not 
nooeseary unless the pMn symbol is already in use f o r another 
Committee. 

For sub-committees i t i s quite common to use symbols 
Incorporating the symbols of the parent committee, but the 
mul t ip l i ca t ion of i n i t i a l l e t t e r s l a l a general t o be 
avoided. 

I n tho Cabinet ser i es tho symbol used f o r memoranda 
( " C P , " ) l a d i f f e rent from that uaod f o r minutes ( " C M . " ) . 
Committees, however, use tho earns symbol f o r a l l t h e i r 
documents, d ist inguishing between tho d i f f e r en t kinds by 
using plain a e r i a l numbers f o r memoranda ( e . g . F.O. (49)1, 2, 
3 e t a . ) and ordinals f o r meetings ( e . g . P.c(49) 1st Meeting, 
2nd Meeting, e t c . ) (Tho same symbol la ueed f o r the 
corresponding Agenda paper ) . 

Committees re ta in the same symbol throughout the i r U f a 
even i f the i r t i t l e s changei thus tho former home Po l i cy 
Committee i s now known as the L eg i s l a t i on Committee, but the 
symbol la s t i l  l "H.P.C.* 

I f , a f t e r a change of Government, tho now Government appoints, 
Committees with the same terms of re ference as those of tho o ld 
those committees have been given the same t i t l e s and symbol. 
This makes i  t necessary* in order to avo id confusion, to 
begin the ser ies of the new Government'e Committee with the 
s e r i a l numaer next fo l lowing the laa t o f the old Government's 
soMes . 

When the Leg i s l a t i on Committee was r e ­
appointed by the present Government the 
memorandum announcing i t s appointment was 
H.P.C. (45)67 and the f i r s t meeting under 
the new administration wae H. P. 0. (45) 16th Meeting. 

A o . At the beginning of each calendar year the s e r i a l 
numbering of a l l Committee document8 l e recommenced. 

Committee of Imperial Defence documents 
were numbered continuously in four ae r i e s . 

Pr io r to the establishment of the Cabinet 
Secretar iat in December, 1916, Cabinet documents 
were not numbered. Memoranda ware numbered 



continuously from 1919 unti l the end of 1922, 
(too l as t was C P . 4379). The year number 
was thereafter Included in the symbol; thereafter 
the numbering has been recommenced annually. 
The meetings of the Var Oabinet of 1916-19 
wore numbered ser ia l ly throughout the period. 
Thereafter the minutes of Oabinet meetings have 
been numbered ser ia l ly within each calendar 
year, but symbols were not used unti l the 
appointment of the ar Cabinet in 1939* when 
the symbol tf-M. was introduced. 

At the beginning of the second -orld ar, 
.ar Cabinet memoranda were circulated in three 
series W.P. - papers of a very secret character; 
W.P.(G) - papers of a less secret character; 
**.r. (B) - periodical reports submitted to the 
.*ar Cabinet. The series w.p. (0) and ft'.P. (..) 
did not persist, the last documents in their 
series being issued in 1941 anu 1942, """" 
respectively. Pi le 48. 

When the Caretaker Government succeeded the 
Coalition Government in May, 1943 and War 
Cabinet was dissolved, the symbols C P . and CM. 
superseded w.p. and w.M. and the numbering 
was recommenced. On the. appoiatmsnt of the 
Labour Government the ser ia l numbering was 
carried on. Thus the f i r s t meeting of the 
Labour Cabinet is recorded as CM. (45) 18th 
Conclusions; and the f i r s t Cabinet paper of 
Mr. Attlee 1 s administration i s C P . (45)^C 

3/. spaoial arrangements are in force for al lott ing reference 
numbers to the documents of Committees or Conferences which 
are neither of an Informal character or of a s t r ict ly sAJMtft 
kind. The symbols consist of the letters GSM followed by a 
number which ie the individual number of the Committee. The 
year number is not used since i t is assumed that none of these 
Committees wi l l last long e ough to make this necessary. 
In practice, however, several of the Committees in the GSM 
series have lasted more than one calendar year. 

The present GNH series started in 
December, 1942* Previously the symbol 
employed was MISC. See Pi le 4/5/39* 

Sometimes memoranda (particularly reports from Committees) 
are circulated simultaneously in two series. In that event 
they carry the symbols and seria l numbers appropriate to both 
bodies, with the necessary adjustments in the order and in 
the headings. I t i s very rare for a memorandum circulated 
to the Oabinet to be expressed also as the document of a 
subordinate body. An appendix to a Cabinet memorandum may on 
occasion be circulated to a subordinate body, but i t i s 
usually accompanied, when so circulated, by a note by the 
decretar^ of the Committee concerned. 



* Memoranda for the Cab5.net are normally sent l a draft to 
the Cabinet of f ice, and they are then either sent to the 
Foreign Offloe Press for printing or, i f there i s insufficient 
time for printing, reproduced by stencil duplicating. 
Memoranda for Cabinet Committees are, save in special oiroum­
stances, reproduced in the Departments responsible for them. 

See paragraph 11 of O.P. (49)95 and, 
generally, F i le 4/3/151. The responsibility 
of Departments for the reproduction of their 
own Committee memoranda wat rtated in a circular 
let er of 26th March, 1947 from the Secretary 
of the Cabinet to private Secretaries 
(F i le4/3/15D. Previously the Cabinet Of f loe 
and Departments had shared the work of 
reproducing Cabinet Committee memoranda. 
Before and during the Seoond vorld War i t was 
usual for Departments to reproduce their wn 
memoranda for the Cabinet as well as for 
Committees. 

2 V Memoranda, where printed, are prepared on pale green 
foolscap paper, except procedural memoranda by the Prims 
Minister which are printed on white quarto. In addition 
to Cabinet memoranda some few Committee memoranda especially 
long reports, are printed. Sometimes a memorandum In i t ia l ly 
duplicated is subsequently printed for permanent record, the 
duplicated copies being recalled. 

The use of Foreign Offloe Press for printing 
Cabinet memoranda hae a long tradition behind i t . 
See historical notes in Fi le 4/1/56. 

In the past some Departments (Foreign Office 
India Office, Dominions Offloe. Colonial Office) 
have dealt direct with the Foreign Offioe press. 
This has, however, deprived the Cabinet Offioe 
of an opportunity of seeing the text of memoranda 
before they are reproduced and i t is now the 
normal practice for the text to be seat to the 
Cabinet Office in the f i r s t instance. (The War 
Offlee s t i l  l sometimes print Cabinet memoranda 
on their own press.) 

-2 3" Where draft B i l l s are to be attached to memoranda ooplea 
are provided by Parliamentary Counsel. White Papers for submie­
sion to the Cabinet are printed either by the Stationery Offioe 
or by the Foreign Offioe Press (which i s run by the Stationery 
Off ioe) : the Department concerned i s responsible for ensuring 
that the necessary copies are provided. To avoid double 
type setting they should be set up from the outset for ootavo 
printing. 

U, when memoranda are to be reproduced in the originating 
Department, the Department apply to the Cabinet office for the 
serial numbers.
Cabinet Office. 

 They are required to send a l  l copies to the 

See paragraph 11 of C P  . (49)95* 

Periodic returns are -ade of the number 
of memoranda in the several series reproduced 
In the Cabinet Offioe and in Departments. 
See File 4/3/151. 

http://Cab5.net


2/- These documents are always reproduced in the Cabinet O f f i c e . 
A f t e r a lapse of time f o r any necessary correct ions the minutes 
of the Cabinet and the Defence Committee are pr inted and the 
duplicated versions are r eca l l ed . Any amendments required are 
embodied in the printed version ( s i gn i f i c an t amendments are 
c i rcu la ted in advance of pr int ing by means of a corrigendum 
n o t i c e ) ; and the opportunity i s sometimes taken o f incorporating 
the substance of conf ident ia l annexes i f the need f o r spec ia l 
secrecy
are not

 has in the in te rva l
 themselves pr inted. 

 been reduced. Conf idential annexes 

On the c i r cu la t i on of Inutes in dra f t see 
p. 

Mathoda of Reproduction 

0.8. Unt i l A p r i l , 1940 memoranda and minutes reproduced by s tenc i l 
dupl icat ing were typed in double-spacing. I n 1948 I t was 
decided that memoranda of O f f i c i a l Committees should be 
reproduced on both s ides of each sheet of paper. 

See P i l e 48/25 (Part 3 ) -

In 1949 methods of reproduction were 
examined by an informal Committee under the 
chairmanship of an o f f i c e r of the Treasury 
Organisation and Methods D iv i s ion . See 
F i l e 4/3/310. 



General 

The documents of the Cabinet and M in i s t e r i a l Committees 
are issued primari ly to the King and Ministers . 

The need f o r secrecy c a l l s f o r spec ia l care i n c i r cu la t i on 
and handling. The c i r cu la t i on of the documents of the Cabinet 
i s the respons ib i l i t y of the Secretary of the Cabinet, subject 
to the general approval of the Prime Min is ter . The c i r cu la t i on 
of Cabinet Comaittee documents i s the respons ib i l i t y of the 
Secretary of the Committee subject t o the Coalman and under the 
general supervision of the Secretary of the Cabinet. 

Where Departments themselves reproduce memoranda f o r 
c i r cu la t i on t o Cabinet Committees (and, except iona l l y , to the 
Cabinet i t s e l f ) they are required t o send a l l copies to the; 
Cabinet O f f i c e . Kach copy made i s g iven a copy number and the 
issue of each i s recorded on the c i r cu la t i on sheet or  , s k i n ' . 
Documents are issued to indiv idual r ec ip i en ts by name. 



So. The current notes on procedure s t a t e : -

Subject to such spec ia l instruct ions i n regard to any 
part icu lar paper as be may rece ive from the Prims Minister or 
from the responsible Minister , the Secretary c i r cu la tes 
memoranda and other documents prepared f o r the i r use to a l l 
members of the Cabinet, and. where appropr iate , t o other 
Ministers whose Departments are a f f e c t ed . 

(C.P. (49)95* paragraph 12) . 

The c i r cu la t i on of eaoh memorandum must be determined 
separate ly . Where a memorandum i s of a Departmental character 
a l l Ministers concerned with i t s subject matter rece i ve copies . 
Memoranda of general in te res t ( e . g . on the proceedings of the 
United Nations, the Internat ional Labour Organisation, e t c . ) 
are g iven a f u l l c i r cu la t i on to a l l Ministers of Cabinet rank, 
as are l ikewise notes on points of procedure and organisat ion. 
Memoranda of general p o l i t i c a l or const i tut iona l in te res t are 
given a f u l l c i r cu la t i on , unless the need f o r spec ia l 
secrecy makes i t undesirable to c i r cu la t e beyond the Cabinet 
i t s e l f . 

The c i r cu la t i on l i s t provides, in cer ta in cases, for 
Ministers to receive memoranda in dupl icate or t r i p l i c a t e . 
Where the need fo r spec ia l secrecy so requires the number 
issued i s sometimes reduced. Standing arrangements are 
sometimes made (see C.P. (49)95, paragraph U  ) f o r the supply 
to Ministers of addit ional copies of the i r own memoranda. 

3f The English Law Of f i cere r ece i ve copies of memoranda on 
l e g a l issues and on general issue of po l i cy ,w i th const i tut iona l 
or l e g a l impl icat ions. The Lord Advocate: newnally,'"; rece ives the 
same memoranda; few are ord inar i ly eent to the S o l i c i t o r -
General f o r Scotland. 

See P i l e 4/3/56. 

?qqj;nr ministers do not normally rece ive memoranda; i f 
in the absence of the Senior Minister a Junior Miniater attends 
a Cabinet meeting he normally makes use of the memoranda 
issued to the Minister himself. 

The Chief Whip rece ives memoranda on 
Parliamentary matters, including, as a r u l e , 
memoranda covering dra f t vhite Papers. 
P i l e 4/3/242. 

The Economic Secretary, Treasury rece ives 
memoranda on economic questions. 

The Chiefs of Staf f rece ive copies of memoranda on 
mi l i ta ry and strateg ic matters and of memoranda on p o l i t i c a l 
and const i tut ional questions which may have s t ra teg i c 
impl icat ions. ( I f the Chiefs of s t a f f Secretar iat are 
given a copy of memoranda not sent to the Chiefs of Staf f 
themselves the Secretar iat are informed accordingly . ) 

During the Second World War the Chiefs 
of Staf f rece ived copies of a l l War Oabinet 
memoranda. See P i l e 48 (Part I ) 



y r- The only DaoartJiintal o f r l o i a l s to whom copies of memoranda 
are regularly sent are the Permanent secretary to the Treasury 
and the Permanent Under-Secretary of s ta te f o r Foreign A f f a i r e . 
Certain Treasury o f f i c i a l s are provided d i r ec t with copies 
of par t icu lar memoranda, hut with a few exceptions, e . g . the head 
of the Army Council s ec re ta r i a t , memoranda are not usually sent 
t o o f f i c i a l s . 

In the period 1939-45 copies were more 
frequently sent d i r ec t to o f f i c i a l s . Before the 
outbreak of war the issue of memoranda to 
o f f i c i a l s was extremely ra re . 

Cabinet memoranda are sometimes sent to 
the head of the subordinate Departments of the 
Treasury. The usual pract ice l a to inform 
ths pr ivate^secretary to the Chancellor of the 
Exchequer accordingly. Other subordinate 
Departments ( e . g . the Registrar General 's 
Department) are not normally sent copies ; the 
parent Departments are expected to keep them 
informed on matters of spec ia l concern to them, 
see F i l e i^fi^fy 

Jr. Parliamentary Counsel rece ives d i r ec t copies of memoranda of 
concern to him. 

Before 1939 Parliamentary Counsel rece ived 
oopies, when necessary, through the Treasury. 

3^- In the Cabinet Secretar iat copies are normally sent in 
addit ion to the secretary , to the Deputy Secretary ( C i v i l ) 
the Deputy Secretary (M i l i t a ry ) and the Under Secretary. 
Assistant secre tar ies have access in the Pr iva te Of f ioe t s 
the volume of memoranda kept for t h e i r use. (This volume 
normally does not contain Top Sec r e t ' memoranda.) 

The Chiefs of Staf f Secretar ia t rece ive oopies of 
memoranda Issued to the Chiefs of S ta f f . They may on 
occasion reoe ive other memoranda, but i f so they are advised 
of the f a c t . 
57 In 1940 Mr. Chamberlain, f o r a short t ins 

a f t e r he ceased to be a member of Government, 
received copies of Cabinet documents. -See 
minute of///,*/V0 F i l e 4 y  3 / ' * 

In A p r i l , 1931 the Labour Cabinet considered 
the question whether cer ta in documents might 
be shown to leading members of ths L ibera l Party . 
They decided that " ( a ) ae a matter of pr inc ip l e i t 
would not be r ight t o t r ea t a Committee of 
Members of Parliament who belong to another party on 
the same foot ing ae members of the Cabinet, who, as 
Pr ivy Councellors, have taken an oath of secrecy ! 
the members of that party must oo regarded general ly 
as b*ing in the same pos i t ion as other Membere of 
Parliament; (b) the Prime Minister should discuss 
with Mr. Lloyd George with a view to arranging 
some appropriate procedure; poss ib ly , for example, 
by al lowing the l eader of the party concerned to 
see the papers and to make a statement based thereon 
to the Members of Parliament co-operating with him 
in this matter" . (Cab. 26(31 )8) . ?be Prime 
Minister subsequently saw Mr. Lloyd George and 
S i r Herbert Samuel. I t was agreed that certain 
papers should be given also to the latter as a Privv 
Councillor and subject as such to obligations of 
secrecy (Cab. 27(31)6). 



1%. ****** papers are regular ly at at t o a l l Ministers of 
G a b - n e T r ^ ^ to the Chief Snip and the Seonomio Secretary. 
Treasury. 

3?- The Cabinet minutes are sent to a l l Ministers of Cabinet 
Rank, the Permanent Secretary. Treasury the Permanent Under-
Secretary of s ta te f o r Foreign A f f a i r s , the Chiefs of S t a f f , and 
the bead of the Army Council s e c r e t a r i a t . Extracts are sent 
ae appropriate to the Lav O f f i c e r s , the Chief /nip, and the 
Economic Secretary, Treasury and to ce r ta in o f f i c i a l s , e . g . 
Parliamentary Counsel. Extracts are not normally sent to 
Departmental o f f i c i a l s . 

See C P  . (49)95, paragraph 20. 

In addit ion to ordinary War Cabinet Minutes 
there were, in the period 1916-19, *moet s e c r e t 1 

A' minutes, which were typed, but which ae a 
rule were not c i r cu la ted . There were 
a lso spec ia l ly secret *A* minutes which the 
Secretary wrote out in his own hand end which 
he occasionally showed to the Prime Minister 
or Mr. Balfour f o r approval before having them 
put away. P i l e 48/1 (note of 23rd September, 1933 

On 4th November, 1919 the Cabinet (1 (19)3) 
decided that the dra f t conclusions and f i n a l 
conclusions should be sent only to the Ring, the 
Prime Min is ter , and the Leader of the House of 
Lords. I n addit ion Ministers i n charge of 
Departments spec ia l l y concerned in par t i cu lar 
conclusions were to r ece i ve copiee of these) 
conclusions. Conclusions were not to be sent to 
the Permanent Secretar ies of Departments or t o 
the Chiefs of Sta f f . 

On 8th March, 1922, in view of a s e r i e s of 
unauthorised d isc losures , the Cabinet decided 
(16(22)3) that the Cabinet Conclusions should be 
given no c i r cu la t i on at a l l  ) the Secretary van 
asked to maintain a copy f o r reference by 
Minis ters , and to not i fy conclusions by l e t t e r to 
those concerned. ( A f t e r the meeting at which tots^ 
deois lon was taken the Secretary arranged with the 
Prime Minuter that copies would continue t o be 
sent to the K i n g ) . By October, 1922, however, 
f u l l c i rcu la t ion (23 Ministers ) had been resumed. 

War Cabinet conolusione (1939*45) were sent to 
a l l members of the far Cabinet, to a l l Ministers 
who held o f f i c e s represented in the Cabinet before 
the outbreak of war, and the Ministers of 
Information and Economic warfare and the Chiefs 
of S ta f f . see P i l e 48/1. 



o- I t i s stated in the current notes on procedure that 
-copies of Con f iden t i a l Annexes1 are sent only to the Ministers 
d i r ec t l y concerned" ( C P . (49 )95, paragraph 20). The King and 
the rrime Minister invariably rece ive cop ies ; and copies are 
usually sent to Ministers very c lose ly concerned with the subject 
matter or required to take act ion. I t i s usual for ths 
Secretary of the Cabinet to send a copy (under cover of a minute) 
t o a member of the Cabinet prevented from being present at ths 
discussion recorded. Other c i r cu la t i on ( e . g . within the Cabinet 
O f f l e e ) depends on the subject matter. 

On access to War Cabinet Conf idential 
Annexes by Ministers not i n the .ar Cabinet see 
minute of 24th September, 1939 in F i l e 48/1. 

"lip Circulation-Record 

Very occasionally copies of the "no c i r cu la t i on " record are 
sent to the Prime Minister or to another Minister par t i cu lar ly 
concerned. 

Agenda, Memoranda and Minutes of Cabinet Committees are 
normally c i rcu la ted on the basis of standard l i s t s drawn up 
by the secretary of the Committee and rev ised from time to t ime. 
The l i s t s f o r memoranda and minutes are usually the same; the 
agenda l i s  t i s o f ten much shorter . But although standard 
l i s t s are in use, documents may on occasion need to be given 
a r e s t r i c t ed c i r cu la t i on ; equal ly some documents or ex t rac ts of 
Minutes may need to be sent to Departments not on the standard 
l i s t . 

Chiefs of s ta f f QppBi f t^ 

On the c i rcu la t ion of Chiefs of S ta f f Committee papers 
Service Ministers see notes in s. and P. Mo. 



Two seta of c i rcu la t ion boxes and keys are l a use f o r 
the transmission of secret documents between the Cabinet 
Of f loe and Departments and between Departments themselves: 
b l f t n f t . b f t y * f  l  f o r the c i rcu la t ion of documents to Ministers, 
the Chiefs of Staf f and cer ta in senior o f f i c i a l s ; and 

raan hoxaa f o r c i rcu la t ion to Heads of Departments and 
other o f f i c i a l s . Documents f o r transmission in these boxes 
are not normally sealed in envelopes, exoept Top Secret 
documents, which are enclosed in envelopes sealed with a 
spec ia l l abe l . I f the rec ip ient i s not i n possession of 
a box key documents addressed t o him are sent in envelopes, 
double envelopes being used f o r Secret and Top Secret documents. 
De l i v e r i e s are mads from the Distr ibut ion Room at f i x ed 
t imee; spec ia l c i rcu lat ions being made i f urgently required. 

For the issue of box keys see P i l e s * 

For the long distance transmission of 
documents in the United Kingdom, see Oabinet 
Off l e e Handbook; Fi les" 4/3/ros/s . 

For the transmission of documents overseas, 
see p. i 

For the general system of d i s t r ibut ion , 
routes , times and procedure, e t c . eee 
P i l e s f 



SBHDIKG OF nooraijyWfl QVSAaMAM 

T-3" The general rule i s that Cabinet documents, i . e . memoranda 
and minutes of the Cabinet and any of i t s Committees, are not t o 
be taken or sent out of the country % i t i s a fftgefl mil 
that Cabinet minutes are i n no circumstances to be taken or sent 
out. 

This general rule has frequently been broken, both during 
the period of the War Cabinet and s ince. There are three 
important points : (a) the pr io r consent of the Cabinet Of f i ce 
must be obtained by Departments, each appl icat ion being 
considered on i t s mer i ts ; (b) secure means of transmission must 
be used; (o ) a l i s t of documents sent overseas must be kept 
by the Cabinet Of f i ce or the Departments, as the case may be. 
Copies of some se r i es of O f f i c i a l Committee documents are 
regular ly tent overseas, t o asbassles, Missions, e t c ; M in i s t e r i a l 
Oorauittee documents and Cabinet memoranda more rare ly . The 
grounds f o r the-a r es t r i c t i ons are mainly secur i ty , but there i s 
a lso the need to avoid misunderstanding and the mis interpretat ion 
of i so la ted documents as having f u l l Cabinet authority and as 
statements of approved po l i cy . To avo id such misunderstanding 
i t i s often desirable for the form of the document in question to 
be such as to g i ve no indicat ion that i t i s a Cabinet document. 

/The main occasions on which Cabinet memoranda . ay be tent 
overseas a r e t ­

(a ) when the King i s on a v i s i t abroad. In 1938 when the 
king v i s i t e d Canada and the United s t a t e s , a c o l l e c t i on of 
important memoranda fo r reading on the return Journey were 
sent by sea in charge of the Captain; they were, however, 
not landed from the ship. See F i l e 4/3/83. 

(b) On o f f i c i a l v i s i t s by Cabinet Ministers abroad. See 
F i l e 4/3/89/1. 

Zn 1932, at the beginning of the Disarmament 
Conference in Geneva, that Cabinet decided 
(10(32)3) that Ministers in the United Kingdom 
Delegation should have d i sc re t i on to arrange 
to rece ive in Geneva copies of Cabinet Minutes 
and Memoranda on the understanding that they were 
responsible f o r ensuring the sa fe ty of the 
documents In Geneva and f o r the i r return as 
soon as they were no longer required. 

Exceptionally copies of oer ta ln Cabinet minutes 
were taken out of the country f o r the purposes of 
the Yal ta and Potsdam Conferences during the 
Second world War. 

( o ) For the general information of Ministers Resident 
Overseas during the Second World War. See F i l e s 4/1/43. 
14/31/40, 48/46/1, 48/54, 48/57. 

(d) For the general information of Missions, e t c , abroad. 
Thus Chiefs of Staf f documents a r e , in ce r ta in oases sent t o 
Coiaaanders-in-Chief overseas. See F i l e 48/1/4. 

( e ) For the general information of cer ta in -Ambassadors. 
I n 1941, when Lord Hal i fax was appointed H,M* ambassador in 
Washington while remaining a member of the War Cabinet, i t was 
arranged, with the approval of the Prime Min is ter , that he 
should be given for general information copies of important 
Cabinet memoranda. These were ssnt at in te rva ls under cover 



of a l e t t e r from the Secretary of the War Cabinet indicat ing the 
WELT Cabinet *s decis ions on them and adding background information. 
This arrangement was continued when Lord Inverehapel and l a t e r 
S i r Ol iver Franks were appointed to the Embassy at Washington, 
s ince i t was recognised that the importance of the post was such 
that i t was highly desirable to supply i t s holder with general 
background information on the Cabinet 's proceedings. See F i l e 
4/3/187 In 1946 i  t wae agreed that the Br i t i sh M i l i t a r y 
Governor in Germany should b-s sent copies of Cabinet and Cabinet 
Committee memoranda bearing on German problems. The se lected 
memoranda were sent through the Foreign Of f i ce with a note, 
supplied by the Cabinet O f f i c e , of the re levant conclusions. 
See F i l e 4/3/255-

I t was also arranged, in 1948. at the request of the Foreign 
Secretary, that His Majesty *s Ambassador in Par is should be given 
copiee of cer ta in Cabinet memoranda on the development of a 
Western Union po l i c y . See F i l e 4/3/247. A l l these 
arrangements are except ions, and in a l l cases i t was stressed that 
the Cabinet memoranda in question were being sent only f o r 
personal information and f o r purposes of general background 
guidance: instruct ions , as always would come from the Foreign 

9O f f i c e .

See generally F i l e 4/o/'o4-//3 

I n October, 1948 i t was agreed that copiee 
of Oversea Defence Committee memoranda being 
semt overseas might be despatched without the 
removal of headings, symbols,etc., ind ica t i ve 
of t h e i r orLgin. See F i l e 4/3/lA. 

In October, 1944, S i r Noel Charles 
(tt.M. Ambassador in Rome) asked fo r copies of 
Cabinet papers on Soviet Po l icy in the Balkans ' 
and Europe. I t was recommended that the Foreign 
Of f i ce should prepare a despatch containing the 
necessary information from the Cabinet documents 
but making no re ference to the o r i g in of the 
information. F i l e 4/3/247. 



h-f. I t i s a standing rule that in no ciroumetanoee are Cabinet 
or Cabinet Coataittee memoranda to be reproduced or copied in 
Departments. where a memorandtsa i s reproduced in a Department 
f o r purposee of c i rcu la t ion a l l copies made must be sent 
t o the Cabinet O f f i c e , appl icat ion being made to the Cabinet 
Of f ice f o r any addit ional copies required by the reproducing 
Department. See O.P. (U9) 95 paragraphs 11 and 13* 

So. The current notes on procedure s t a t e t -

Where a Department has to take act ion upon, or Is other­
v i se d i r e c t l y e f f ec ted by, a par t icu lar Conclusion, and the 
actual decis ions of the Oabinet on that matter may be copied 
in the Department, together with so much of the record of 
the discussion as i s essent ia l to a proper understanding of 
them, and these extracts may be passed to responsible o f f i c e r s 
in the department, as may be necessary. The d is t r ibut ion 
within a Department of such extracts from Cabinet Conclusions 
should be l imi ted to the occasions on which i t i s s t r i c t l y 
necessary f o r the e f f i c i e n t discharge of publlo business and 
ears should be taken to see that extracts are sent only to these 
o f f i o e r e of the Department who need be acquainted with the 
actual terms of the decis ion. Duplicate copiee of the complete 
Conclusions are not issued for th i s purpose by the Cabinet 
Of f ice eave in exceptional cases. 

( o . p . (h9)95 paragraph 23) 



The rules governing the handling of minutes (see above, 
mean that no f u l l verbatim copy of a Cabinet minute should 
be f i l e d , but f o r the rest pract ice i s known to vary from 
one Department to another. 

Apart from the rules governing the handling of Cabinet 
minutes the Cabinet Of f l ee have not issued general guidance 
t o Departments. The fo l lowing notes cons t i tu te . , however, 
a reasonable basis on which enquiries from Departments may 
be handled:-

Catolttft nBfl MlBlsttflsi 
searing a d i r e c t Departmental in te res t 

be placed on reg is tered f i l e s : thoss which have a mainly 
p o l i t i c a l in teres t w i l l not be f i l e d . This w i l l usually 
mean that a papsr may bs f i l e d when a br ie f has been prepared 
on that paper. Where a paper makes a proposal which i s 
accepted by Ministers and I s to be made public at a l a t e r 
date , the paper should not be f i l e d unt i l a f te r the public 
announcement baa been made, unless the f i l e i s given the 
same security c l a s s i f i c a t i on as the paper i t s e l f . Once the 
proposal has been made public the need, eo far ae that 
par t i cu lar item i s concerned, f o r g i v ing the f i l e a security 
c l a s s i f i c a t i o n w i l l have disappeared. //here proposals in 
Cabinet, e t c . , papers are not subsequently made publ ic , care 
must be taken that the f i l e s which include them continue 
t o bear the appropriate security c l a s s i f i c a t i o n . 

the papers ma^s th i s necessary, 

(b ) WH&L 
IttlilHIffHwJ-

Ho minutes or extracts of minutes should be placed 
on reg i s te red f i l e s . Conclusions only o f meetings of the 
Cabinet and of M in is te r ia l Committees may be placed on reg i s te red 
f i l e s , provided the f i l e s are g iven and re ta in the appropriate 
security c l a s s i f i c a t i o n . 

Official ffOM^UMl 
Minutes and conclusions may bs placed on reg is tered f i l e s 

provided those f i l e s are g iven, and re ta in so long as 
ls&ary, the appropriate secur i ty c l a s s i f i c a t i o n . 

These notes are based on the pract ice 
l a i d down in the Treasury in 1946 (Treasury not ice 
33/46) a f t e r discussion with the Cabinet O f f l e e . 
See P i l e 4/2/36. 

The matter was discussed in 1933 in r e l a t i on 
to the procedure to be adopted in 'weeding' 
f i l e s f o r t rans.er to the Public record O f f i c e , 
and at a conference under Treasury Chairmanship 
on 25th October, 1933 agreement was reached on 
a set of rules 

(a ) Ho f u l l verbatim copy of Cabinet Minutes 
any be put in a Departmental f i l e  ; a copy of 



of the actual conclusion may be f i l e d In 
accordance with usual Departmental pract ice ; 

(b) .. or C I . D , Committee paper or 
a Cabinet or Cabinet Committee memorandum on 
a defence t op i c , may be placed only In a aeeret 
f i l e and most be removed before such f i l e la 
sent to the Publlo Record O f f i c e ; 

( o ) The f i l i n g of Cabinet and Cabinet 
Committee memoranda other than the above should 
be avoided as far aa poss ib le ; when i t i s 
found necessary, however, to f i l e such 
documents the procedure on weeding should be that 
the department doing tho weeding, in consultat ion 
with the Department from which the document 
or ig inated , should decide whether or not i t 
should be l e f t with documents to be transferred 
t o tho Public iecord O f f i c e , 

These rules were not in the end c i r cu la ted . 
See general ly P i l e s k/2/kk /aadr1 and 2. 

In A p r i l , 19hk, i  t was agreed that the 
Foreign Of f ice should have d iscre t ion to place 
Confidential Annexes and Cabin t minutes in the 
Foreign Of f ice Secret Registry F i l e s , in any 
oaae whether they considered i t necessary. 
I t was st ipulated that Annexe8 recording matters 
of very spec ia l secrecy or of p o l i t i c a l s i g n i f 1 ­
cance from the point o f view of the United 
kingdom should be kept in the Pr ivate o f f i c e . 
F i l e L/2/36. 

QeagfaA ^Vtaapoe by the Cabinet PflTlge 

From time to time the Cabinet Of f l o e are asked f o r 
advice on the arrangements which should be adopted in handling 
Cabinet documents. ouch requests are usually met by reference 
to the current notes on procedure and to Cabinet O f f i ce 
pract ice or the known pract ice in other Departments. I t i s 
important, however, that the Cabinet Off loe should not 
attempt to lay down in any d e t a i l how the general pr inc ip les 
should be applied in a par t icu lar Department. Ho set of 
de ta i l ed rules oan be applied uniformly to a l l Departments. 
Departmental instructions on th i s matter mast be l e f t to 
those who are fami l ia r with the layout of the Department and 
the personal i t i es involved. See l e t t e r of 23rd November, 1945 
in F i l e h/3/257. 



l a spite of the special Measures taken to safeguard 
them. Cabinet documents are sometimes lost l a transmission 
aed in Departments) and there have been instances where 
eoplea have been l e f t l a vehicles, clubs, etc. Sometimes 
documents can be shown to here been inadvertently destroyed 
by f i re or as secret waste, out the circumstances must la 
every ease be fu l ly investigated before duplicate copies 
are Issued. When the Cabinet Office ere informed by e 
Department that a document has not been receired by the 
individual to whom i t i s addressed the f i r s t step i s to 
sstablish from the Distribution Section when i t was 
despatched, shea i t was delivered to the Department sad 
who signed for i t on receipt. I t l e often found that 
although a document has been received l a a Departmeat i t 
has been thereafter mislaid or seat to the wrong individual. 
I f search f a i l s to reveal the document I t may be aeceeeary 
to arrange for the Cabinet Office Security Officer, in 
consultation ali i , the Department concerned, to make farther 
enquiries. In some oases i t may be desirable to seek the 
help of the Security Service. 

See generally P i les h/3/h and U/2/18. 



^V-. The current notes on procedure state s-

Cahlcet doouoeats remain the property of the Grown; the 
normal pract ice i s , there fore , that Miniet r s , on re l inquishing 
o f f i o e , return to the Cabinet O f f i ce a l l Cabinet documents, with 
the exception of any immediately required f o r current 
administration, which may be handed on to the i r successors. 
In order to f a c i l i t a t e th is arrangement, Ministare are asked 
to arrange f o r the return to the Cabinet o f f i c e during t h e i r 
tenure of o f f i c e , say, at in te rva ls of three to s i x months, 
of such Cabinet documents as are not required fo r current 
admini s t ra t i on . 

The provis ion above f o r handing on certa in Cabinet 
documents to a Min is te r ' s successor does not always apply on 
a change of Government: specia l instruct ions w i l l be 
Issued to cover such oases. 

(0.P. (h9)95. paragraph 25). 

ftflrtlM ttslrara fry ^uwtomte 
r 

The extent t o which departments return documents no 
longer required f o r current administration var ies considerably. 
Some Departments tend to re ta in documents f o r long psr iods, 
others return batches at f a i r l y regular i n t e r va l s . Apart 
from certa in spec ia l cases, pressure i s not normally brought 
on Departments to return unwanted documents; they were, 
however, reminded of the standing ru le in a c i rcu lar l e t t e r 
to Pr i va te Secretar ies in Hay, 1949 (See P i l e V3/8 Part 3 ) . 
Bundles of returned documents should be accompanied by two 
eoplee of a l i s t of those included, the one f o r checking and 
retent ion by the Records sect ion, and the other for eventual 
return to the Department as a form of r e c e i p t . The documents 
returned are sorted in the Reoords Seotlon and e i ther returned 
to the respect ive skins or destroyed and a record made. 



BBIUFR gf PoflMfffttg tar MlPlcwgrt ana SaHtlaletyrg 

The current rule i s that Ministers, on relinquishing office, 
return to the Cabinet Office a l l Cabinet docvuaents, with the 
exception of any immediately required for current administration, 
which may be handed on to their successors. This ru le , which 
derives from the polloy adopted b* the Cabinet in 195k 
(see below) I s based on the following considerations 

(a) Cabinet documents remain the property of the Crown 
throughout their existence. 

(b) Former Ministers have normally no fac i l i t i es for the 
safe custody of secret documents] i t i s in any case highly 
undesirable that there should be a Max of Cabinet documents 
fa l l ing into undesirable bands and of unauthorised disclosure 
f r a i them. 

(o) Former Ministers have a right of access in the Cabinet 
Office, on application to the decretory of the Cabinet, to 
thoee documents issued to them while in office. 

(d) On Ministerial changes in the l i fe-t ime of one 
administration there le no need for a l l documents to be 
withdrawn to the Cabinet Oifioe. This would in any case be 
Impracticable since the requirements of current administration 
must be met. 

^ 7 Action by the Cabinet office on a Ministerial change within 
the life-time of a single administration is therefore on the 
following l ines : a letter ia sent to the - rivate decretary 
to the outgoing Minister caking him to remind him of the 
standing rule, i . e . that a l l dooumenta should be returned 
to the Cabinet Office with the exception of those immediately 
required for cur. ent administration, which should be 
handed on to the incoming Mlnlater. I t i s often convenient 
to take the opportunity of reminding the Private secretary 
that those documents retained in the apartment should 
be reviewed and any not actually required returned to the 
Cabinet off ice. The i rivate deoretar., should also be asked 
to confirm in writing that the incoming Minister has teuton over 
his predecessors documents (See, for example, letters on 
Fi le 4/3/212). 

I f the outgoing Minister indicates his intention to 
retain any particular document or documents the matter must 
be considered on merits and in the light of the circumstances 
and personalities involved, and ordinarily the question of 
further aotion should be submitted to the Prime Minister by 
the secretary of the Cabinet. 

Mr. J. vilmot, on relinquishing office as 
Minister of bupply in October, 1947, stated that 
he intended to retain certain Cabinet Co-malt tee 
documents, notwithstanding that the standing 
rule had been brought to his attention. The 
matter was referred to the Prime Minister, but 
no further action wat recommended. Fi le 4/3/2^0. 

i hen ar . ii. Dalton resigned from the office 
of Chancellor of the ixohequer In November, 1947 
he took with him oopiea of a substantial number 
of Cabinet papers a collection of which ho had 
arranged to make up as they were i sued. I t 
was decided in tho circumstances not to take 
special steps to recover these documents. 
Pi le 4/3/295. 



G.R. 

On Change of Government 

59* The current notes can procedure state that special 
instructions will he issued on the practice to be followed on 

of Government (CP. (49) 95, paragraph 25)* 

3ueh ins tractions are based on the two principles ( i ) that the 
doeuaents of one Administration should not be accessible to another 
which is of a different political complexion, and ( i i ) that Cabinet 
documents are the property of the Crown and may not be retained by 
Ministers who leave office, although this second rule has oa occasions 
been relaxed to allow Ministers to retain documents which they wrote 
themselves. Per the instructions issued en recent changes of 
Government see the historical notes below. 

39. 

3 o 



ttlBtgfigaJL flgtM 

m g U c e up %q 112k 

In the Committee of Imperial Defence i t wee the praotloe 
from 1908 onwards to recover a l l reoorde of that Committee 
from Ministers on leav ing o f f l e e . ( I t may be noted never­
t be l e s s that copies of some 0.1*1)* papers were retained on 
Departmental f i l e s . e . g . in the War Of f i ce and the Doainlone 
Of f ice - eee P i l e k/2/kh Part 1 ) . This pract ice was fo l lowed 
by the War Cabinet of 1916-19* but a l l the Governments from 
191J to 1931 ( including tue Labour Government which resigned 
in 1931) took the view that Ministers could re ta in on leav ing 
o f f i c e such Cabinet documents as they des i red. I t became the 
pract ice f o r a Cabinet which was due to d isso lve t o adopt a 
conclusion at i t s l a s t meeting In the fo l lowing termsi­

"To adhere to the procedure of the i r predecessors in 
regard to Cabinet documents; that i s to say. Ministere should 
re ta in such Cabinet documents as they des ire on the under­
standing that as ex-Ministers they could have access to 
Cabinet Minutee and other documents issued during the i r 
term of o f f i c e . " 

The only Cabinet during the period vhloh did not pass 
such a resolut ion was that of the Conservative Government of 
192U-29, the explanation being that the Government resigned 
a f t e r the General Elect ion of May. 1929 without holding any 
further meeting of the Cabinet. There i s no reason to doubt 
that i f they had considered the question they would have held 
the same view as the other Cabinets of the time. 

The doctrine was that a new Government was not en t i t l ed 
t o have access to the documents of I t s predecessors and that 
a Government which wiehed to r e f e r to Cabinet papers or 
minutee of a previous administration ought t o seek permission 
from the Prims Minister of the Government which had issued the 
papers. At one time I t was the pract ice f o r an outgoing 
administration, as the i r f i n a l a c t . to authorise the Secretary 
of the Cabinet to keep for record purposes a complete set i f 
the i r papers. (see P i l e 7/3/1). 



itfcjj i taken la 1934 
c /- In 1934 the question of the retent ion of Cabinet 

documents earns to the front ae a resul t of the publication of 
a l i f e of Mr. George Laos bury by hie son. Mr. Sdgar Lane bury 
(see P i l e Pub./B/8). As a resu l t the secretary of the 
Cabinet, in March, 1934. submitted a memorandum to the Cabinet 
asking the fo l lowing recommendations:­

" ( a ) That i t sha l l be the duty of a l l Cabinet Min is ters , 
on vacating o f f i c e , to return forthwith a l l Cabinet Minutes 
and papers issued to them while in o f f i o e , to the secretary 
t o the Cabinet; and i t shal l be the duty of the Secretary to 
the Cabinet to recover a l l such sapors accordingly. 

(b) That the same procedure sha l l be fol lowed in the case 
of Ministers outside the Cabinet on vacating o f f i c e , 

( e ) That ex-Cabinet Ministers sha l l oontinuo to haws 
the r ight of access to a l l Cabinet Mlnutee and papers issued 
to them during the time that they were members of the Cabinet. 

(d) That the secretary t o the Cabinet be instructed t o 
i n v i t e the representst ives of deceased ex-Ministers to 
return forthwith to the Cabinet Of f i ces a l l post-war 
Cabinet Miautes and papers in t h e i r possession. 

( e ) That the secretary to the Cabinet be instructed 
to wr i te to l i v i n g ex-Cabinet Ministers Inv i t ing them to 
co-operate by returning the i r Cabinet minutes and papers to 
the Cabinet O f f i ce to be kept there in safe custody fo r them. * 

These reeommendatlons were approved bw the Cabinet on 
2let March, 1934, subject to the subst i tut ion of the words 
"members of previous Cabinets" f o r "ex-Cabinet Ministers" 
in paragraph (o); and the Cabinet "authorised the secretary 
t o put the proposals in operation in the s p i r i t as we l l as in 
the l e t t e r and endeavour to recover a l l documents from the 
termination of the war onwards other than documents belonging 
to the present Government which Ministers wish to re ta in 
while l a o f f i o e " (Cab. 35(34;5). 



fcsjf ,.PCXlflw'fl.t. ftplltlwm 

In June, 1934 a Lav Of f loors * opinion ( Ins kip and 
Semervell ) was obtained about tbe r l gb t of Ministers to re ta in 
Cabinet documents. Br ie f l y tbe opinion was:­

( I ) that ,s ines the Cabinet deois lon of 21st March. 1934 
did not purport to revoke the usual conclusion adopted 
by Cabinets on vacating o f f i c e , Cabinet Ministers s t i l l 
had a r ight to re ta in documents; 

( I I ) that although (1) applied s t r i c t l y only to Cabinet 
Min is ters , i t might be unwise to attempt to make a 
d i s t inc t i on between them and non-Cabinet Ministers in 
the matters 

( i l l  ) that c l ea r l y executors, administrators and assigns 
had no r ight of re tent ion, and that an offence would be 
committed under section 2 of the O f f i c i a l aecrets * o t , 1911 
i f a Minister In future, or an executor or administrator 
or assign retained any of the documents in question. 

( I T  ) that once any document i s i n i t i a l l e d f o r an o f f i c i a l 
purpose i t becomes an o f f i c i a l document and the property 
of His Majesty*s Government. 

See case for the opinion and the opinion 
(dated 18th June, 1934) on m e 4/3/8A. 

The fo l lowing i s an ex t rac t from sect ion 2 
of the O f f i c i a l ceorets Aot, 1911s­

* I f any person having in his possession or 
control any. . . document . . .  . which he has 
obtained owing to his pos i t ion as a person who .  . 
has held o f f l o e under I l ls Majesty communicates 
the document . .  . to any person, other than a 
person to whom he i s authorised to communicate 
i t . .  . that person sha l l be gu i l ty of a 
misdemeanour.* 



atwrt t9 ?at*Mt in i?^ 
Za November, 1935* toe Secretary of toe Cabinet submitted 

a report (C.r . (218(35) on the outcome of the action taken 
on the decision of -arch, 1934. In general the resu l ts were 
sat i s fac tory since nearly 90% of the outstanding documents 
had been recovered. A number of ex-Ministers had, however, 
refused to return the i r papers, and the report suggested 
that i t would be best to make no further e f f o r t to recover 
the papers during the l i f e - t i m e of the Ministers concerned, 
but to approach the i r executors a f t e r t h e i r death. This 
report waa approved by the Cabinet (Cab. 51(35)10)* 

'0t. A f t e r the General Elect ion of 1935 the Government wae of 
the same p o l i t i c a l complexion as i t s predecessor and there 
was merely some reshuf f l ing of posts. Ministers were 
asked to hand on the i r papers to the i r successors, and in one 
or two oases where they were not bolng replaced they were 
asked to return them to Cabinet O f f i c e . A f t e r May, 1940 
th i s pract ice became even more strongly establ ished. The 
existence of % Government in which v i r tua l l y a l l part ies 
were represented and which waa engaged in the s ing le task 
of waging war, meant that whenever a Min is te r ia l change was 
made, papers were automatically handed on from one Minister 
to another. 

The notes on War Cabinet procedure issued 
in 1942 ( P i l e 4/1/6A) s tateds­

**In normal times i t i e the duty of a l l 
Minis ters , on vacating o f f l o e , to return f o r th ­
with to the secretary to the Cabinet a l l 
Cabinet papers Issued to them whilst In o f f i o e 
and i t i s the duty of the Secretary to the 
Cabinet to ensure that this rule i s campled 
with. For the period of the war, however. 
Ministers vacating o f f i c e should hand over to 
the i r successors in o f f l o e such War Cabinet 
papers as are essent ia l f o r the carrying on 
of the business of the Deportment. Papers net 
so required should be returned to the War 
Cabinet Off ice pe r i od i ca l l y " 



Soms study was made of tbe matter at the end of 1944 and. 
l a t e r in A p r i l . 1945 when i t was c l ea r that the Coal i t ion 
was l i k e l y to break up. A submission wae made to the Prime 
Minister on 18th Apri l , 1945 suggest lng i ­

(a ) Outgoing Ministers should be asked to hand over to 
the i r successors a l l Cabinet documents required f o r current 
administration. 

(b) A l l Cabinet documents other than (a) should be 
returned to the Cabinet O f f i c e . 

(o ) Ministers who thought they might in future wish 
to r e f e r to part icular documents should be to ld that i f they 
handed them over to tbe Cabinet o f f i c e they would bs kept 
separately so that they could have ready access to them 
without delay. 

In a minute of 30th A p r i l . 1945 the Prims Minister stated 
that he agreed genera l ly , but added: "Ministers are en t i t l ed 
to keep a l l telegrams, minutes or documents c i rculated to the 
Cabinet which they wrote and signed themse l ves . . . . . These must 
be regarded as the i r personal property except that they w i l l 
be bound by the rules governing the use of o f f i c i a l papers, 
which are wel l establ ished. To these should be added, in 
the ease of the Prims Minister , correspondence with Heads 
of G o v e r n m e n t s . . M i n i s t e r s below Cabinet rank oast return 
a l l the i r papers." 

The Treasury S o l i c i t o r confirmed that 
there was no d i f f e rence between the documents 
spec i f ied by the Prime Minister and other 
Cabinet documents. A l l were equal ly o f f i c i a l 
documents and the property of I l ls Majesty 's 
Government. iilnute of 17th May, 1945 on 
P i l e 4/3/8 Part 3. 

On 23rd May, 1945 a note by the Prims Minister was 
c i rculated to the .ar Cabinet, s ta t ing the general rule and 
adding (paragraph 2 )  j ­

"Thls general rule w i l l be subject to two prov i sos i ­

(a ) Ministers leaving o f f i c e may take with than 
copies of ar Cabinet memoranda' and other documents of 
otats which they wrote themselves. Duplicate copies w i l l be 
provided, I f required., f o r the use of the i r Departments. 

(b) Ministers of Cabinet ran,, may at any time have 
access in the Cabinet Of f ices to documents issued to them 
while they were in of f l o e . " 

(* .P. (45)320 - F i l e 4/3/8 Part 3) 

on 24th May, 1945 a c i r cu la r l e t t e r was sent to Private 
Secretar ies indicat ing that "War Cabinet Documents" included 
memoranda and minutes of a l l War Cabinet Committees as we l l 
as those of the War Cabinet i t s e l f and asking f o r de ta i l s 
of any papers which the i r Ministers wished to r e ta in . 



Fall of Caretaker Cevnnuswiti July. 1945 

66. On 26th July, 1945, the last day of bis adainia tr at ton, 
Mr. Churchill agreed to a submission that the ins true tiens 
in I. P. (45) 320 should apply on tee resignation of the 
Caretaker Government, and similar action was taken in the Cabinet 
Office. 

Pile 4/3/8 Fart 3. 

General Election. February. 1950 

66a. Before this Election was held, the Prise Minister (Mr. Attlee) 
agreed that, i  f his Party were defeated. Ministers should be asked 
to return to the Cabinet Office a l l Cabinet documents (including 
those which they had written themselves) except these of certain 
non-political C dealt tees, which they might leave to their successors. 
Ministers were net to take away any papers with thank Similarly, i f 
the Labour Party won the Election, any Ministers relinquishing 
office in the subsequent reconstruction of the Administration 
should be asked to hand over to their successors any Cabinet papers 
required for current administration ejr to return the rest to the 
Cabinet Office. The Labour Party von the Election by a narrow 
margin: the Administration was duly reconstructed and instructions 
about the return of Cabinet papers were issued in the sense 
previously agreed on. 

CP . (5C) 22, File 4/3/8 Part 3. 



The fo l lowing Ministers and Bx-Ministers have retained 
documents of e a r l i e r administrations 

Lord Addlson 
Mr. L.S. Amery 
Mr. A.V. Alexander 
Mr. C.R. A t t l e e 
Lord Cec i l 
Mr. W.3. Churchill 
Mr. A. Greenwood 
S i r A. S inc la i r 

(b) CoailtJ,9B GgTffifHWBlf 

Mr. S. Bevin 
Mr. w.s. Churchil l 
Mr. H. Dalton 
Mr. A. Eden 
Mr. T. Johnston 
Lord Jowitt 

(c) carota4er Gftwmmftnti d9U5) 

Mr. I * S . Amsry 
Lord Beaverbr^ok 
Mr. I s l i Churchil l 
Mr. A. Eden 
Major G. Lloyc. George 
Mr. a. Law 
Mr. G. Lloyd 
Sar i of Munster 
Mr. D. Sandys 
Lord Svlnton 

The Earl of Munster was a Junior Minister 
(Parliamentary Under-Secretary of s tate f o r the 
Home Department), but was authorised to r e ta in 
a copy of a memorandum of whoee oontents be 
was the author. F i l e h/3/36. 



^Qoaaurg u the fiafcioit office, far rogoygrr 
6 * In 1935 the Cabinet (Cabinet 51(35)10) deolded 
that In 9 cases submitted them no further action should be 
taken towards recovery during l i fe -t ime of thoee concerned, 
but that on their death their executors should be aeked to 
return the documents outstanding. In a number of instances 
the documents were later returned in whole or part or 
recovered from executors. Outstanding pre-war oases and oases 
arising in 1945 are noted above. 

ft The practiee is that on the death of any of the Ministore 
or ex-Ministers concerned the Secretary of the Cabinet, after 
an appropriate Interval, writes a le t ter to the executors 
seeking the return of documents outstanding. 

For the form of words used see, e.g* 
Pi le 4/3/209 ( l e t ter of 17th November, 1948). 

I t i s usual for the Cabinet Office to offer assistance 
in Identifying documents and to arrange to collect them. 
They are thereafter checked and sorted and either returned 
to the respective *skins' or destroyed. In many oases i t i s 
impossible to be certain what documents are in fact outstanding 
since the information on record is sometimes deficient. 
Detailed l i s t s are, however, on record of the documente 
retained by individual Ministers on the break-up of the 
Coalition and Caretaker Governments in 1945. 

The main f i l e (4/3/8 Part 3) is brought forward 
quarterly In the registry for scrutiny. On the death 
of any of the Ministers or ex-Mlnisters concerned the 
appropriate individual f i l e i s brought forward. 



DISPOSAL OF CABINBT DQOOMBMTa 

7 o  - A f t e r an in t e rva l the number of spare oopies of 
Cabinet documents I s reduced to a minimum, the balance being 
destroyed as ' secre t waste ' . Agenda, meeting not ices and 
other ephemeral documents are destroyed by Departments but 
the disposal of memoranda and minutes i s ths respons ib i l i t y of 
the Oabinet O f f i c e . An exception to th i s i s that , by special 
arrangement, oopies of documents held i n posts abroad and 
no longer required f o r current use are sometimes destroyed 
there , a l i s t of documents so destroyed being sent t o the 
Oabinet O f f i c e . 

In March, 1939 a o i rcu lar l e t t e r was sent t o 
Ministers * Pr i va te Secretar ies on the action 
which they should take in the matter of Cabinet 
documents in the event of an emergency evacuation 
of o f f i c e s in Whitehal l . This l e t t e r stressed 
that the respons ib i l i t y f o r the safe custody 
of Cabinet documents in the i r pos i t ion rested 
with ths Departments. I t was suggested that 
in the event of an emergency, current Cabinet 
papsxs should be removed when ths Department 
was evacuated. Older documents should e i ther 
be l e f t in strong rooius or sa fes , i f the 
buildings were s t i l  l t o be guarded day and 
n ight , or , that f a i l i n g , destroyed by f i r e , a 
note in general terms being kept of the documents 
so destroyed. I t wae a lso stressed that in no 
circumstances should any attempt be made in an 
emergency t o return copiee of Cabinet papers to the 
Cabinet O f f i c e . Departments were asked to reduce 
the s i z e of the problem by returning o lder 
papers pe r i od i ca l l y . This c i r cu lar l e t t e r 
was re-ieeued in Way, 19U0. ( P i l e U/3/19U, Par ts 
1 and 2 ) . 
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memoranda and minutes are kept in tbe Confidential Library 
in tbe charge of the Reoords Sect ion, which i s a lso responsible 
f o r maintaining sets of spare copies of documents. A f t e r 
an in te rva l the number of spare copies i s reduced to a Mini raws. 

Documents recovered from ex-ministers are normally 
restored t o skins or dostroyed unless the i r i s a spec ia l 
request f o r t h e i r separate preservat ion. 

In January, 1939, when a l t e ra t ions to the 
basement of tho cabinet Of f ice ( i n Richmond 
Terrace) made I t temporarily Impossible to 
continue stor ing Cabinet documents there , i t 
was arranged that they should be transferred t o 
a room in Scotland Yard. 

In January, 1939, l a connection with 
emergency arrangements in the Cabinet O f f i c e , 
a proposal was approved by the Prime Minister 
that spares of a l l Cabinet records other than 
those required to be immediately ava i l ab l e , 
should be sent f o r safe custody to tbe Public 
Record O f f i c e , and stored in Record Off loe 
accommodation at Canterbury where they would 
not be open t o public inspect ion. This 
arrangement was not in fact oarr ied out. 
(This proposal appl ied only to apares and there 
was no Intention of handing over the conf ident ia l 
l i b ra ry copies of Cabinet documents to the 
Public Record O f f i c e . ) (F i l e 4/3/132 * art 1 ) . 

Negot iat ions subsequently took p lace , 
through tbe Of f ice of Vorke, f o r the 
acquis i t ion of storage accommodation at 
Sls t ree and large numbers of spare copies 
of ear ly documents and of reg is tered f i l e s 
were removed there in A p r i l , 1939. Later 
documents were l ikewise transferred In 
May, 1939. In 1940 these reoords were moved 
to accommodation at ..oburn Abbey, Bedfordshire 
where cer ta in branches of the Cabinet Of f ice 
worked during the war ( the Country Headquarters') 
See general ly F i l e 4/3/132. 

In March 1942 the question of microfi lming 
Cabinet conclusions was considered, but i t was 
decided that th is was unnecessary. P i l e 
4/3/198. 



So decision has as ye t been reached on the question 
whether at some stage Cabinet documents should be transferred 
to the Public record O f f i c e , and i f so . whether they should 
be opened to public inspection a f t e r a lapse of a spec i f i ed 
number of years . 

The f i r s t recorded oontact between the Public eoord 
Off ice and the Cabinet O f f i ce dates to A p r i l , 1918, when the 
War Cabinet Of f ioe was asked whether i t would approve Rules 
f o r the disposal of documents and par t i c ipa te in the drawing 
up of a schedule in terms of the Publlo record Off ioe Acts, 
Eventually, on 15th July, 1918 S i r Maurice Hankey signed 
the proposed; Rule ( P i l e I/F/315), which was subsequently 
approved by order in Council and became S.R. and 0 1572 of 
1918. Ho schedule was made under that Rule to regulate the 
weeding of documents f o r t ransfer to the Publlo Record Of f ioe 
and the Rule has therefore bad no e f f e c t . 

The question oame up ind i r e c t l y in 1932 in r e l a t i on to 
the transfer to the Publlo Record Off ioe of Departmental f i l e s 
containing Cabinet and C. I .D. documents and was discussed 
at an interdepartmental conference under Treasury Chairmanship. 
On 25th October, 1933* a f t e r prolonged considerat ion, agree­
msnt was reached on a set of ru les t o be fo l lowed by 
Departments In the f i l i n g of Cabinet and C. I .D. documents, but 
these rules were never promulgated, 

The general question was further considered in 1947 in 
consultation with the Deputy Keeper of Public records. 

See genera l ly F i l e k/2/Uk, 

A l a r ge c o l l e c t i on of papere belonging to 
Mr. Gladstone i s preserved in the Br l t i eh 
Museum. This c o l l e c t i o n which i s open t o 
publlo inspeotlon contains large numbers 
of Cabinet memoranda and notea by Mr. Gladstone 

' of Cabinet meetings over the period 1853 to 
1894. See a r t i c l e i n 'The Times * of 16th July, 
1949 ( P i l e IS/tit ). 



ACCS^o TO OABIHBT D0CUMSHT8 

Former Ministars of Cabinet rank may at any time bare 
access in the Cabinet Of f lee to documents issued to them 
while they were in off i c e , (Where a Minister desires aooess 
only to a s ing le document or to a few documents i t i s 
usual on grounds of convenience, to send the document or 
documents to him,) 

This i s the long-standing ru l e . I t 
was spec i f i ca l l y stated by the Cabinet in 
1936 (Cabinet 54 (36)10). 

In recent times former ministers who have 
v i s i t e d the Cabinet Of f ioe to examine documents 
issued to them when in o f f i c e are Mr. Hore-BaMsha 
( F i l e 28/2/112) and Lord remplewoed ( F i l e 
28/2/126). I t i a customary f o r rooms to be 
made ava i lab le temporarily for such Min is ters . 

Exceptionally documents have been sent t o , 
e . g * Mr. Churchil l ( F i l e 28/2/79) and 
Mr. Hore-Beliaha ( F i l e 28/2/112). 

For the form of words used in oases where 
s ing le documents are sent by request see , 
e .g . l e t t e r of 12th February, 1947 on P i l e 
28/2/96 (Mr. H.d. Hudson). 

p4. The p r i v i l e g e of access to documents issued to them 
while in o f f i o e i s not regarded as applying to Junior 
Ministers save in spec ia l circumstances. 

See F i l e 4/3/38A ( l e t t e r of 8th June, 1948). 

( In a l a t t e r of 15th August, 1946 ( F i l e 26VVB 
i t was stated that the Cabinet Of f ioe "would be 
diaposed to g ive ex-Parliamentary Secretar ies 
f a c i l i t i e s to consult any Cabinet documents 
r e l a t ing to work f o r whioh they were responsible 
when they were in o f f i c e . "J 

The r ight of access has normally been regarded as 
applying to Departmental papers current at the time when a 
former Minister waa ia O f f i ce , including draf ts of Cabinet 

See F i l e 4/3/3&A ( l e t t e r of 8th June, 1948). 
7 f 3 - So f a r as concerns the period before the War Cabinet 

of 1939-45 access by former Ministers i s not in pract ice 
near owl. confined to the documents actual ly issued to them 
while in o f f i oe t they have access t o the documents c i rcu la ted 
while the f̂ were in of i c e . The presumption i s that 
a member of the Cabinet rece ived, when in o f f i c e , a l l the 
documents of the Cabinet of which he waa a member and, i f 
he had so wished, could at the time have seen a l  l subordinate 
documents. 



On occasion a former Minister has asked to see a 
document c i rculated when he wae not in faot a member of 
the Government, Be has, however, ho r ight to eee such 
a document. 

In December, X9U7 Mr, Churchil l 
asked to see a memorandum c i rcu la ted in 1935 
t o Mr. Maodooaldfs National Oabinet (o f which 
he was not a member). The posi t ion was 
explained to him, but i t was suggested that 
i t might be possible to l e t him have some of 
the factual information on which the 
memorandum was based. P i l e 28/2/79 Part 1. 
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would not normally be precluded from access in the Cabinet 
Of f ice to documents whloh i t was needs ear., f o r them to ess 
f o r o f f i c i a l purposes, but eaoh appl icat ion should be 
considered on i t s meri ts . Ordinari ly c i v i l servants 
requir ing to see part icular documents f o r o f f i c i a l purposes 
would ess the copies held In t h e i r Departments, but requests 
are sometimes received fo r access to spec ia l l y secret 
documents not g iven a f u l l c i r cu la t ion ( e . g . Confidential 
Annexes). 

There i s an establ ished procedure whereby o f f i c i a l 
histor ians and narrators (who have access to Cabinet memoranda 
and conclusions that they require ) may a l s o , with the 
permission of the Secretary of the Oabinet, ese conf ident ia l 
annexes. See F i l e 70/U. 

Unofficial f m o  M 

The standing rule i s that uno f f i c i a l persons are not given 
access t e Cabinet documentsf exceptions are made only in 
very spec ia l circumstances. The rule and exceptions to i t 
were l a i d down expressly by ths Cabinet on 17th October, 1J5U 
(Cabinet 35(3h)U) (on a request made by Lady Ji l i ne r to see 
Cabinet documents which had belonged to Lord Mllner in order 
to reply to c r i t i c i sm Of him made by Mr. Lloyd George ) i ­

" ( 1 ) Access by uno f f i c i a l persons to Cabinet and other 
s imi lar secret documents f o r the safe custody of whloh 
Cabinet Of f ices are responsible , should not be given 
where the object of the appl icat ion i s the production 
of an ordinary h i s t o r i c a l , biographical or other e imi lar 
work. 

(2) In cases, however, where extracts have already been 
published with author i ty , access t o the documents may, 
subject to the conditions named in (3) below, be given to 
any person who has a good t i t l  e to v indicate the memory 
of a deceased person who claims that that memory has 
been Injured by the publication in question. 

(3) The conditions to be sa t i s f i ed in (2) above a r e i ­
(a ) That the documents must contain nothing, the 

publ icat ion of which would be pre jud ic ia l to the public 
In t e res t . 

(b ) That in such cases the proofs of any proposed to be 
published by the v indicator should be submitted to the 
Cabinet O f f i ce f o r approval before publ icat ion] 

( o ) The sanction of the Prime Minister of the day as 
we l l as ths Prime Minister in o f f i o e when the documents 
were actual ly produced and c i rcu lated must be obtained 
before access by an uno f f i c i a l person i s given". ' 

There have since been cer ta in further exceptions to the 
standing ru l e . See Part V I I I , 



The extent t o which former Crown servants can be given 
access to Cabinet documsnts has not been c l ea r l y destined. 
S t r i c t l y they are precluded from such access, but tbe 
appl icat ion would be considered on i t s mer i ts , hawing 
regard to (1) the nature of the documents in quest ion. (11) the 
posi t ion whloh the applicant formerly held, and ( i l l  ) the 
pubpose f o r whloh access was sought. See cases noted in 
Part V I I I , 



0 ­ Since ton dootsmnts of one administration are domestic 
to i t , a succeeding administration has no right of access 
to them, This is the traditional rule , out i t i s 
Qua l i f i ed in practice in two ways. F irst ly , accsss to tbe 
documents of an ear l ier administration may be given with the 
consent of tbe Prime Minister of that administration. 
Secondly on successive changes of Government since 1935 i t 
has been the general praotioe for Ministers demitting offioe 
to band over their documents to their successors so far as they 
were required for current administration (see p. )
and there has therefore been no general withdrawal on tbe 
resignation of Governments. (This may not, however, hold 
good when the present Government goes out of of f ioe. ) 
Again, in many instances Departmental f i l e s w i l l contain 
documents of an earl ier administration. 

f(. I t i s very seldom that proposals have been made that the 
administration in offioe should be given access to the papers 
of a previous administration, the only occasions before the 
war of 1939-43 l a which this was done, no pol i t ica l question 
of any kind was involved; on grounds of convenience i t was 
sometimes desirable, on some technical question, to l e t 
tbe administration in office see documents prepared for the 
guidance of the preceding administration, e.g. reports of 
technical or specialised committees. -iven in these oases 
i t was the practice to obtain the consent of tbe Prime Minister 
in offioe at the time when the documents were circulated. 
In other cases where i t was suggested that tbe administration 
In offioe should be given access to the pol i t ica l papers of 
their predecessors i t was suggested that i f they pressed the 
matter they would be creating a precedent which might later 
be used against themselves. 

£?. I f the administration In offioe wish to see a document 
of an earl ier administration the str ict rule i s for them to 
secure the consent of the Prims Minister of that administration, 
or, i f he i s deadf the leader of the party concerned. This 
rule should certainly be complied with If the document 
involved Is in any way of a po l i t ica l character, but i f the 
document is essentially factual in nature (e. g* a report by an 
of f ic ia l Committee) i t would probably not be necessary to 
obtain the consent of the ear l ier administration. 

In the past i t was sometimes held that the Klng'a consent 
should be obtained before the documents of an earl ier 
administration were disclosed in this way. I t i s possible 
that a oass might arias where the administration in offioe 
insisted on seeing the papers of the previous administration 
notwithstanding that that administration objected. In these 
circumstances i t would probably be constitutionally necessary 
for the Prims Minister in offioe to recommend formally to the 
King that the requisite permission should be granted, but 
whether In such a ease the Prims Minister would ever think 
i t desirable to make such a submission may wall be open to 
question. 

See generally Files 7/3/11 14/3/8 and 28/2. 

Particular instances arc noted in File 
7/3/1. 

In March, 1928 the Home Secretary asked 
to see all the Cabinet proceedings referring to 
the £lnovleff letter . He was given the 



proceedings on th i s matter of Mr. Baldwin1 a 
Cabinet but not those of Mr. Maedonald*e Cabinet. 
Among the l a t t e r waa a report of a Cabinet 
Committee deal ing with the subject , the sole 
copy being preserved, under cover , in the 
Seoretary T a standard P i l e . The Prime Minister 
was advised that he waa e n t i t l e d to aee th is 
document and i f he thought f i t t o ahow i t to any 
of his co l leagues, but that he waa under 
ob l igat ion not to use or quote the document 
without the consent of Mr. Macdonald. The 
Prims minister read the document but decided 
not to make any uae of i t  . See note, by 
S i r M. hsnksy, of 16th a arch, 1928 at the end 
of volume XVII of the Cabinet Minutea. 

A new Minister taking charge of a Department has 
access to a l l the Departmental f i l e s , including those 
containing minutes bi hie Predecessor. The need for 
continuity of administration ma&ea th i s inev i t ab l e . I f 
a new Minister epec i f i oa l l y ca l l ed f o r an old f i l e i t 
oould not be withheld from him. At the earns time when 
o f f i c i a l s submit f i l e s in current action t o a new Minister 
at t h e i r i n i t i a t i v e , they of ten re f ra in from sending forward 
material which i t might be p o l i t i c a l l y embarrassing f o r 
a new Minister to see . vhe d i f f i c u l t y i s often met by 
submitting s separate memorandum without attaching the f i l e  . 

A RULE ABOUT THE GOVEMRATNT OF THE DAY NOT HAVING 
ACCESS TO THE CABINET PAPERS OF AN EARLIER Government 
of A DIFFERENT POLITICAL COMPLEXION AROSE I N THE COURSE 
of THE FOREIGN AFFAIRE DEBATE ON 26th February, 1952. 
NO DEPARTURE from the PRACTICE DESCRIBED above 
RESULTED BUT GUIDANCE was GIVEN to THE PRESS to 
EMPHASISE the DISTINCTION between THE RIGHT of access 
TO THE POLITICAL AND THE EXECUTIVE PAPERS of a PREVICUA 
ADJNINISTRATICN. A NOTE ON the point RAISED In THE 
DEBATE AND THE ENSUING ACT ! N I  S ON FILE 7/3/1. 



The general rule l e that there i e no publicat ion of 
Cabinet documents as euoh or of extracts from them. There 
have, however, been many instances where the t ex t of such 
documents or quotations from them have been reproduced in pr ivate 
publ icat ions, with or without author i ty . There have also been 
i so l a t ed eases where the text or substance of a Cabinet 
memorandum has bean published o f f i c i a l l y . 

.rUa.o i^bl lcnUon, 

On the rules governing the r-production of and quotation 
from Cabinet documents in pr iva te publ icat ion see Part V I I I 
and the d igest of cases there g i ven . Hotes are a l so given 
there of oases of publication by Commonwealth and other 
Governments of secret documents to whloh the United Kingdom 
was a party. 



There are no instances on record of the o f f i c i a l 
publication in tho United Kingdom of Cabinet documents as 
such, except In tho O f f i c i a l H is to r i es of the ar . Publ icat ion 
of documents in the U i f l o l a l H is tor i es i s governed broadly 
by the same rules as are appl ied where consent i e sought to 
pr ivate publ icat ion. 

In a debate in the House of Lords on 
19th February, 1947 the oeoretary of State f o r 
Dominion A f f a i r s (Lord Addlson) quoted from a 
V/ar Cabinet memorandum (W. P. (45 )36). He did 
not reveal the source of his quotation, but 
the opposition pressed f o r the publ icat ion of 
the document. . . f ter discussion with the 
Opposition i t was agreed that the text of 
.V.P. (45)36 should be published aa a -bite Paper 
with a number of minor adjustments to remove 
any suggestion that i t waa a Cabinet paper. 
F i l e 28/2/96. 

Irakino May (pages 433-4) states that 
" i  t has been admitted that a document which 
has boon c i t ed ought t o be l a i d upon the table 
of the House, i f i t oan be dona with ut Injury 
to the public i n t e r e s t s " . 

A memorandum by the Central Of f ioe of 
Information to Sub-Committec D of the se l ec t 
Committee on Estimatea quoted extracts from a 
Cabinet paper (CP . (46)54) and a Cabinet 
ooncluslon (CM. (46) 17th Conclusions). This 
memorandum, which c i t ed the extracts with the i r 
reference symbols, waa published in March, 1948 
in the report of the ^ub-Commit tee. There was, 
however, no subsequent request for the publ icat ion 
of the documents quoted. P i l e 32/68. 

In February, 1946, the Br i t i sh *rosecutor 
at the War Criminals Tribunal at huremburg asked 
f o r permission t o produce documents as evidence 
to refute Gorman chargee a l l e g ing that the 
French and Br i t i sh had intended to Invade Norway 
and the a l l ega t i on that the Gorman invasion 
was a defensive measure to f o r e s t a l l th i s event. 
The documents concerned included Foreign Office 
telegrams and Cabinet papers. In a minute of 
29th larch, 1946 the Prime Minister (Mr. Attlee) 
said that he thought that Attorney General 
should be able to deal with the matter without 
producing documents and that he considered that 
t o present Cabinet minutes as documentary 
evidence would make a most undesirable 
precedent. F i l e S.50/16/6. 



it. In 1938 arrangementi were made f o r the maintenance 
of a central index covering Cabinet Committee and C.I .D. 
proceedings. (The Cabinet minutes continued t o be 
Indexed separate ly . ) This centra l index system was con­
tinued during the ear ly years of the war. under the charge 
of an Indexing Section stat ioned at the Country Headquarters. 
In January. 1943* however, the centra l index wae abandoned and 
the c l e r i c a l sect ions wsro made responsible , under supervision 
of Assistant Secre tar ies , f o r the preparation of Indexes f o r 
the Coixiitteei with which they were concerned (eee O.M. (43)3) 

Iadexee to the proceedings of the Cabinet, the 
Defence Committee and the Lord r r e s iden t ' s Committee are 
printed annually and c i rcu lated to Departments. Indexes 
are also prepared f o r cer ta in other Important 
Committees but are not printed o r , In general , c i rculated out­
side the C binet O f f i c e . The basis on which Indexes are 
compiled i s governed by the guidance contained in the 
Of f ioe Not ice of 1943 ( l * s . they are based f o r the moot 
part on minutes) , but pract ice var ies i n accordance with 
the requirements of par t i cu lar Committees. 

See general ly F i l e 4/2/17, Parts 1 - 4  . 




