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Headings in this Handbook are real headings. A member of staff with a ruler may construct a table of contents with page numbers from them, in triplicate, and is encouraged to.
Section 1 — Welcome from the Admiral
1.1  You are reading the Fourteenth Edition of the Staff Handbook of the Department of Adjustments. You are holding one copy. There are two others. If you do not know where they are, stop reading and find them; this Handbook is not to be read in fewer than three copies.
1.2  I am the Admiral. You will not need my name. Members of staff who have served here for many years have not needed it either, and have got on perfectly well.
1.3  The Department exists to make adjustments. An adjustment is a small movement of something large. That is as much as this Handbook says about it, and it is considerably more than the Thirteenth Edition said.
1.4  Much has changed since the Thirteenth Edition. Sub-Level 13 has been added. It previously did not exist. Officially it still does not, and staff should read Appendix E before referring to it at all.
1.5  Nothing else has changed. The forms are the same. The fax machine is the same, and is in the same place. The tenant upstairs is the same and is not to be disturbed.
1.6  I have been asked, by way of the suggestion box (a slot in the Fax Room, emptied on Tuesdays), whether the Department might adopt electronic mail. It might not. The Department communicates by fax, which arrives on paper, which can be countersigned. I have never seen an electronic mail that was countersigned, and I do not expect to.
1.7  I have also been asked whether this Handbook might be shorter. It might not. A handbook that can be read in an afternoon can be read by anyone, and the Department has not survived thirteen editions by being read by anyone.
1.8  You will find that a great many things in the Department require a form, and that the form is usually Form 2M/A (Request for Anything). This is not bureaucracy. Bureaucracy is when the forms are for their own sake. Ours are for mine.
1.9  The western authority continues to write to me about the boundary. The boundary is wrong. My correspondence on the matter is extensive and is filed. Staff are not to enter into it (Section 14).
1.10  I have been informed that certain machines can now read a document such as this one and answer questions about it at once. I have set out my views in Section 13. Staff will read Section 13 in the usual way, which is to say slowly, in three copies, with a pen.
1.11  Welcome to the Department. Adjust something. Countersign it. Then have the countersignature countersigned; you know where the form is.
 
The Admiral
Office of the Admiral, Sub-Level 13 (which does not officially exist)
Countersigned: the Admiral. Countersignature countersigned: Form 2M/A-CS attached, three copies, on file.
 
	THIS WELCOME HAS BEEN COUNTERSIGNED — THE COUNTERSIGNATURE HAS BEEN COUNTERSIGNED — FORM 2M/A-CS


Section 2 — The Department and What It Adjusts
The Department
2.1  The Department of Adjustments (“the Department”) is an organisation. Its purpose is to adjust. Its full title is not used in correspondence, since the Department has no correspondence of its own; the arrangements are given in Appendix D, where the address is given and nowhere else.
2.2  An adjustment is a small movement of something large. Staff will note that this definition has two parts. Small describes the movement. Large describes the thing. Staff who invert these are moving small things a long way, which is called removals and is done by other people, in a van, with a different sort of form.
2.3  The Handbook does not say what is to be adjusted, by how much, or in which direction. These details are held on Sub-Level 13 under the name Project WESTWARD and are not for this Handbook. Staff who need them will be told. Staff who ask will be given Form 2M/A.
Divisions
2.4  The Department is organised into Divisions. Each Division has a Head, a level and a lair (Section 5.12). The Divisions, their Heads and their locations are set out below. Staff will note that three Divisions are on a level that does not officially exist and will not find this odd after a fortnight.
	Division
	Head
	Level
	Chairs

	Office of the Admiral
	The Admiral
	Sub-Level 13
	One (the Admiral's). Bring your own.

	Operations
	The Countersigning Henchperson (Senior)
	Sub-Level 13
	Bring your own.

	Human Resources
	Human Resources
	Sub-Level 13
	One. Occupied. Bring your own.

	Heavy Components
	Derek, Head of Moving Things
	Sub-Level 9
	Derek has a stool. Do not sit on it.

	Countersignatures
	The Countersigning Henchperson (Senior)
	Sub-Level 4
	Several. All countersigned.

	Fax
	The Fax Warden
	Ground Floor, Fax Room
	None. Staff stand when it rings.

	The Cat
	The cat
	Wherever the cat is
	The cat has a chair.


 
2.5  Derek is Head of Moving Things. Heavy Components is Derek’s. Anything that is heavy, or is a component, or is both, is Derek’s, and is moved when Derek says it is moved and not before. Staff wishing to move a heavy component themselves are directed to the trapdoor on Sub-Level 13, which is marked CALL DEREK for a reason (Section 11.14).
Grades
2.6  Staff are graded. The grades, in ascending order, are Rating, Able Henchperson, Leading Henchperson and Countersigning Henchperson. Below Rating is the Intern. Above the Intern is the white cat. Above the cat, by a margin the cat disputes, is the Admiral.
	Grade
	Epaulettes
	Countersigns
	May address the Admiral

	Rating
	One, plain, left shoulder
	No
	When addressed

	Able Henchperson
	One, one stripe, left shoulder
	No
	When addressed, briefly

	Leading Henchperson
	Two, one stripe each
	Own work only
	Yes, on Tuesdays

	Countersigning Henchperson
	Two, two stripes each, and a pen
	Yes
	Yes, with a form

	The Intern
	None
	No
	No

	The white cat
	Not applicable
	Feeding rota only (paw print)
	At will


 
2.7  The white cat outranks the Intern. This has been tested and is settled (Section 10.14).
2.8  A Henchperson is a member of staff of the grade Able or Leading. The word is Henchperson. It is not minion, it is not henchman, and it is not associate. The Department has been through this in three editions and does not propose to go through it in a fourth.
Colours, motto and name
2.9  The Department’s colours are navy and, for documents, black on white in triplicate.
 
	PROJECT WESTWARD — DETAILS HELD ON SUB-LEVEL 13 — NOT FOR THIS HANDBOOK


Section 3 — Fathom House
The building
3.1  The Department occupies thirteen sub-levels beneath Fathom House, North Ockendon. Fathom House stands in the only part of Greater London that lies outside the M25, a fact the Admiral regards as the house’s principal virtue and the western authority regards as an error in need of correction.
3.2  The house stands on a boundary. The Handbook does not say which. The Admiral’s position is that the boundary is wrong; the position of the western authority is set out in its correspondence, which is extensive and is filed (Section 14).
3.3  The postcode begins with RM. Staff are not to write it down. It is given, with the rest of the address, in Appendix D and nowhere else.
3.4  Fathom House is not the Department’s. Above ground it is the premises of Triplicate & Co., a firm of stationers. Triplicate & Co. are a legitimate business and are to remain one.
The tenant upstairs
3.5  Triplicate & Co. believe the Department is Facilities. They believe that Facilities occupies the basement, that the basement has one, perhaps two, levels, and that Facilities is responsible for the boiler. The Department is not responsible for the boiler. Staff asked about the boiler will say that it is being looked at.
3.6  The tenant upstairs must never be disturbed. Staff will not enter the shop during opening hours (09:00 to 17:30, Monday to Saturday, half day Wednesday). Staff will not use the shop’s lavatory. Staff will not buy anything from the shop, however reasonably priced; regular purchases by persons in navy attract notice.
3.7  Post addressed to Triplicate & Co. that is intended for the Department is collected from the in-tray after dark by the Rating on Post Duty, who will wear the shop’s spare overall and, if challenged, will say Facilities. Staff are reminded that the Department has no address of its own (Appendix D).
3.8  Triplicate & Co. keep their bins at the side of the house. Their bins are their bins. See Section 14.
The Ground Floor
3.9  The Ground Floor at the rear of the house, behind a door marked PRIVATE — STAFF — FACILITIES, consists of Reception, the Fax Room and the conservatory.
3.10  Reception is staffed by a Rating and a bell. The bell is for the tenant upstairs, who do not know it is there. It has never rung. When it rings, remain seated (Section 12.12).
3.11  The Fax Room houses the fax machine. The fax machine is load-bearing (Section 11.19) and may not be moved. The Fax Room may not be moved either, for the same reason.
3.12  The conservatory is in a different planning jurisdiction. Shoes are removed on entering. Staff will find a rack. Staff will not find their shoes when they return and will report this on Form 2M/A.
3.13  The conservatory is used for the Admiral’s seedlings, for the Tuesday cackling (Section 4.11) and for nothing else. Staff wishing to use it for something else will find that the form asks why.
The lift
3.14  Sub-Levels 1 to 12 are served by the lift. The lift is at the western end of the Ground Floor and is marked GOODS. It is not for goods. Goods are Derek’s.
3.15  The lift has thirteen buttons: G, then 1 to 12 in descending order. The thirteenth button is the alarm. It does not go anywhere.
3.16  The lift serves Sub-Levels 1 to 12. It does not serve Sub-Level 13. It has not been asked to.
3.17  The lift holds eight Ratings, six Henchpersons, four Countersigning Henchpersons with folders, or one heavy component with Derek. It holds the cat when the cat wishes.
3.18  Staff will face the doors. Staff will not speak in the lift except to say the level. Staff will not cackle in the lift (Section 4.12).
3.19  The lift is inspected annually by a person the tenant upstairs believes to be the lift man. On the day of inspection Sub-Levels 1 to 12 are the basement, staff are Facilities and the cat is the shop cat. The lift man has never asked about a thirteenth level.
The staircase marked COMPLAINTS
3.20  At the eastern end of Sub-Level 12 there is a door marked COMPLAINTS. Behind it is a staircase, also marked COMPLAINTS. The staircase goes down. It is the only way to Sub-Level 13.
3.21  The marking is accurate. Staff descending the staircase are, in the Department’s experience, generally on their way to make one.
3.22  The staircase has forty-one steps. Staff will count them. The count is checked at the bottom, and a member of staff who arrives with a different number is asked to go back up and find the step.
3.23  Chairs are carried down the staircase, not sent down it. Staff arriving at Sub-Level 13 without a chair will stand (Section 10.4).
3.24  Form 2M/A must accompany all visits to Sub-Level 13 (Section 8.1). It is checked at the door at the foot of the staircase, which is also marked COMPLAINTS, by a Leading Henchperson who has heard all of them.
Sub-Level 13
3.25  Sub-Level 13 houses Human Resources, Operations and the Admiral’s private office, together with certain apparatus described, so far as it needs to be, in Section 11.
3.26  Sub-Level 13 was added in this edition. It previously did not exist. Officially it still does not, and staff will conduct themselves accordingly: the level is not referred to in the lift, in the shop, on the fax or in the presence of the lift man. It is referred to in this Handbook because this Handbook is not read by anyone (Section 1.7).
3.27  Sub-Level 13 is bolted to the London Clay. It is the one fixed thing. Staff will appreciate why this matters after reading Section 12, and will not appreciate it before.
3.28  Sub-Level 13 is, on a wet week, damp at a depth. It is reported in those words (Section 12.8).
3.29  The Admiral’s private office is at the far end of Sub-Level 13, past Human Resources, past Operations and past the shark. Staff will not enter it. Staff summoned to it will bring a chair, three copies of whatever it is, and a pen that works.
 
	SUB-LEVEL 13 — DOES NOT OFFICIALLY EXIST — SEE APPENDIX E


Section 4 — Dress and Bearing
Uniform
4.1  The Department dresses in navy. Navy is a colour, not a career, and staff are not to salute one another.
4.2  The uniform consists of a navy tunic, navy trousers or skirt, a navy cap (Ratings and above), black shoes (removed in the conservatory) and epaulettes according to grade (Section 2.6). The Intern wears navy and is grateful.
4.3  Navy is navy. Midnight, ink and deep ocean are not navy. They are, respectively, a shade of blue, a shade of blue and a marketing exercise. A member of staff wishing to wear any of them requires a ruling, applies for it on Form 2M/A, and wears navy while it is considered.
4.4  Rulings on shades are given by the Admiral in person, by holding the garment against a swatch kept in the Admiral’s private office. The swatch is navy. No garment has yet matched it. The swatch has been countersigned.
4.5  Epaulettes are worn on both shoulders where two are held. A member of staff holding one epaulette wears it on the left. A member of staff wearing it on the right is either a Rating who has dressed in a mirror or a person impersonating one, and in either case is asked to step into the Fax Room.
4.6  Caps are worn indoors. The Department is indoors. Caps are removed in the presence of the Admiral, in the conservatory (with the shoes) and when feeding the shark, where the peak has been found to obstruct the view of the shark.
	Item
	Ratings
	Henchpersons
	Countersigning Henchpersons
	Note

	Cap
	Required
	Required
	Required
	Worn indoors. The Department is indoors.

	White gloves
	No
	No
	Yes
	For the handling of forms.

	Pen
	No
	One
	Two
	One for the countersignature; one for the countersignature of the countersignature.

	Cape
	No
	No
	No
	The Department is not that sort of organisation.

	Lanyard
	No
	No
	No
	Lanyards are digital in spirit.


 
4.7  Staff will not wear anything with writing on it. The Department has quite enough writing on it already.
4.8  Staff will not wear scent. The shark is sensitive, and the cat is sensitive about the shark.
4.9  Beards are permitted if kept naval. Whether a beard is naval is a question for the Admiral, who has one and knows.
Bearing
4.10  Staff will stand up straight, walk at a measured pace and keep their hands where they can be seen. Hands in pockets suggest a plan, and the Department has one already.
4.11  Cackling is permitted between 14:00 and 14:15 on Tuesdays, in the conservatory, seated. Staff will cackle in turn, in order of grade, for not more than forty seconds each, and will stop when the Admiral raises a hand.
4.12  Cackling outside these hours is a disciplinary matter. Cackling in the lift is a disciplinary matter and an acoustic one. Cackling in the shop is not to be contemplated. Cackling standing up is a display, and the Department does not do displays.
4.13  Laughter is not cackling. Laughter is permitted at any time, provided there is nothing to laugh at.
4.14  The Admiral does not cackle. The Admiral has a tone, which staff will recognise, and which is not covered by this Section.
4.15  Staff will not run except in the circumstances described in Section 12, and not then either (Section 12.2).
4.16  Staff will not whistle. Whistling in the sub-levels carries, and the tenant upstairs believe the basement to be quiet.
Occasions
4.17  Ceremonial dress (the Admiral only) is worn on the anniversary of the Twelfth Edition, for reasons the Twelfth Edition explains and this one does not.
4.18  The cat wears nothing and is in compliance.
 
	NAVY IS NAVY — MIDNIGHT, INK AND DEEP OCEAN REQUIRE A RULING — CACKLING: TUESDAYS 14:00–14:15, SEATED


Section 5 — Hours, Leave and Lairs
Hours
5.1  The Department works in watches. The Forenoon Watch is 08:00 to 12:00. The Afternoon Watch is 12:00 to 16:00. The First and Last Dog Watches are 16:00 to 18:00 and 18:00 to 20:00, and are called that because Derek’s dog attends. The Middle Watch, 00:00 to 04:00, is kept by the Rating on Post Duty and the cat, separately.
5.2  Staff arrive by the side gate, one at a time, at intervals of not less than four minutes, so that the tenant upstairs sees a trickle and not a shift. Staff will not queue at the gate. A queue of persons in navy is a sight.
	Watch
	Hours
	Kept by
	Note

	Forenoon
	08:00 to 12:00
	All grades
	Arrivals staggered from 07:00. Shark fed 07:00.

	Afternoon
	12:00 to 16:00
	All grades
	Tuesdays: cackling 14:00 to 14:15; grievances 14:15 to 16:00.

	First Dog
	16:00 to 18:00
	Henchpersons; Derek; Derek’s dog
	Heavy components moved. Stand clear.

	Last Dog
	18:00 to 20:00
	Henchpersons; Derek’s dog
	Shark fed 19:00. Dog kept from the platform.

	Middle
	00:00 to 04:00
	Rating on Post Duty; the cat
	In-tray cleared. Bins (Thursdays). Overall returned to the hook.


 
5.3  Meal breaks are taken on the level on which the member of staff is working, except on Sub-Level 13, where nothing is eaten within sight of the shark (Section 11.7).
5.4  Tea is provided. The urn is on Sub-Level 6 and is Derek’s, in the sense that it is heavy.
5.5  Overtime is not paid. Overtime is countersigned, which the Admiral regards as better, and as more durable.
Leave
5.6  Leave is requested on Form 2M/A with the word Leave written in the box marked Anything. Staff will write the dates underneath. Staff will not write the reason; the box is not that big, and the Department does not want to know.
5.7  Leave is granted by countersignature, and the countersignature is countersigned (Form 2M/A-CS). Staff will allow six weeks for the process and will not take the leave in the meantime, since a member of staff who is absent cannot be found to be told it has been approved.
5.8  Annual leave is twenty-five days, plus the anniversary of the Twelfth Edition (Section 4.17), plus any day on which London moves unexpectedly (Section 12.1), which has not yet occurred.
5.9  Sick leave is reported by fax. Staff who are too unwell to reach a fax machine will ask a neighbour, who will be told it is for Facilities.
5.10  Compassionate leave is granted at once and without a form, which staff have described as the most alarming sentence in this Handbook.
5.11  Leave is not taken on Tuesdays. Tuesdays are for cackling, grievances, appraisals and the return of the Acknowledgement of Receipt (Appendix F), and the Department cannot spare anyone.
Lairs
5.12  A lair is an area of a sub-level allocated to a Division for its exclusive use. The word is traditional. Staff will not use it in front of the lift man.
5.13  Lairs are named. Names are proposed on Form 2M/N (Naming) and are subject to a ruling. Approved names are Nautical, Numerical or Neutral. Names that are Menacing are not approved; the Department is not that sort of organisation and, in any case, the tenant upstairs might overhear one being said.
	Sub-Level
	Lair
	Division
	Name status

	1
	The Cloakroom
	Post and Bins
	Approved (Neutral)

	6
	The Galley
	Tea
	Approved (Nautical)

	9
	Heavy Components
	Heavy Components
	Derek did not apply. Derek does not apply.

	11
	The Ballast
	Archive
	Approved (Nautical)

	12
	The Long Room
	Waiting (for COMPLAINTS)
	Approved (Neutral)

	13
	Not named
	Human Resources; Operations; Office of the Admiral
	Does not exist. Has not been named. Someone has named it. The name is not approved.


 
5.14  A lair is not a lair if it has a window. None have. Staff wishing to see daylight are directed to the conservatory, with their shoes off.
 
	LEAVE: FORM 2M/A — WRITE LEAVE IN THE BOX MARKED ANYTHING — ALLOW SIX WEEKS — NOT TUESDAYS


Section 6 — Fax Etiquette
The machine
6.1  The fax machine is the only permitted means of communication within, to and from the Department. It is in the Fax Room on the Ground Floor. There is one. There has only ever been one.
6.2  The fax machine is load-bearing. Staff will not lean on it, move it, unplug it, or try it off and on again. Section 11.19 explains what it is bearing, so far as it needs to be explained, which is not far.
6.3  The fax machine is fed paper by the Rating on Post Duty at the start of the Middle Watch. It is fed the good paper. Triplicate & Co. sell the good paper; the Department does not buy it from them (Section 3.6).
6.4  When the fax machine rings, staff in the Fax Room will stand. This is tradition, not instruction, but the Admiral has noted who does not.
Sending and receiving
6.5  Every fax consists of a cover sheet, the message and a countersignature. The cover sheet states the number of pages, including itself, and the number of copies, which is three.
6.6  Faxes are sent by the Fax Warden, a Leading Henchperson, who will read them first. Staff should assume that anything faxed has been read by the Fax Warden and the Admiral, and should write briefly.
6.7  Faxes are addressed by name and grade, never by level. Sub-Level 13 is not written on a fax. Anything for Sub-Level 13 is addressed COMPLAINTS and carried down at 14:15 on Tuesdays, after the cackling, by whoever is going that way.
6.8  A fax that arrives unsigned is not a fax. It is paper. It is filed under Paper. The Paper tray is never cleared and is now substantial.
6.9  A fax that arrives from the western authority is a fax and is filed under WESTERN (Section 14.8), where the Admiral will read it, at length, and reply, at greater length, by fax.
	Tray
	Contents
	Cleared

	IN
	Faxes received, countersigned
	Hourly, by the Fax Warden

	OUT
	Faxes to send, countersigned twice
	Hourly, by the Fax Warden

	PAPER
	Unsigned material
	Never

	COMPLAINTS
	For Sub-Level 13
	Tuesdays, 14:15, carried down

	WESTERN
	From the western authority
	When the Admiral has finished. The Admiral has not finished.


 
Codewords
6.10  Codewords are issued by fax and are case-sensitive. The Admiral insists on this. A codeword issued as WINDLASS is not the codeword Windlass and is certainly not the codeword windlass. Staff who receive a codeword in the wrong case will not act on it and will report the case to the Fax Warden, in the correct case, on Form 2M/A.
6.11  The fax machine does not distinguish between upper and lower case with any reliability. Staff will therefore write codewords in block capitals, in ink, and underline them, and the Fax Warden will send a second fax confirming the case of the first. Staff will allow an hour.
6.12  Abort instructions consist of a phrase, countersigned. The phrase is not given in this Handbook. Staff who need to know it have been told it, in the correct case, and have countersigned to say so. Staff who have not been told it are not to abort anything and will find that they cannot.
Suggestions
6.13  The suggestion box is a slot in the Fax Room wall. Suggestions are placed in the slot. There is nothing behind the slot. Suggestions are nevertheless received, in the sense that the wall is there, and are emptied on Tuesdays, in the sense that the Admiral looks at it.
 
	THE FAX MACHINE IS LOAD-BEARING — DO NOT MOVE — DO NOT LEAN — CODEWORDS ARE CASE-SENSITIVE


Section 7 — Orientation and Direction
7.1  North is at the top. Staff will hold plans of Fathom House with north at the top, the river at the bottom and the M25 to the left, where it stays.
7.2  Up is towards the Ground Floor. Down is away from it. Staff will not say up meaning towards the shop, which is out, nor down meaning to Sub-Level 13, which is COMPLAINTS.
7.3  Down officially stops at Sub-Level 12. Staff asked, by anyone, how far down the building goes will say twelve and will not look at the eastern end of the corridor while saying it.
7.4  East is the end of Sub-Level 12 with the door. West is the other end. Staff on Sub-Level 12 will find it helpful that these are also the ends with, respectively, the door marked COMPLAINTS and the lift.
7.5  The western authority is to the west. This is not a coincidence, and it is not the Department’s fault.
7.6  Levels are numbered downwards from 1. Sub-Level 1 is nearest the Ground Floor. Sub-Level 13 is nearest the London Clay, to which it is bolted. Staff will not refer to the bottom, since the Department’s position is that the bottom is Sub-Level 12.
	Say
	Do not say
	Because

	Towards the Ground Floor
	Up
	The tenant upstairs also use up. Two ups is confusing.

	Out
	Upstairs
	Upstairs is the shop.

	COMPLAINTS
	Down to thirteen
	There is no thirteen.

	The eastern end
	The end with the door
	Every end has a door.

	West
	Towards the council
	Section 14.

	Damp at a depth
	Flooded
	Section 12.8. A person was sent.


 
7.7  Staff who are lost will stay where they are. Someone will come. It will probably be the cat, who will not help, but who knows the way and can be followed at a distance.
7.8  Compasses do not work below Sub-Level 8. Staff will not ask why. Derek knows why and has asked staff not to ask.
7.9  The escape-pod signpost on Sub-Level 13 points west. It is a signpost. Staff will read Section 11.16 before drawing any conclusion from it, and will draw none after.
7.10  Maps of the sub-levels are not issued. Staff will learn the building by walking it, or by reading Appendix C, which is why it is at the back.
 
	NORTH IS AT THE TOP — UP IS TOWARDS THE GROUND FLOOR — DOWN OFFICIALLY STOPS AT SUB-LEVEL 12


Section 8 — Forms
Form 2M/A
8.1  Form 2M/A (Request for Anything) must accompany all requests, visits, complaints and compliments. It must be countersigned. The countersignature must itself be countersigned, on Form 2M/A-CS (Countersignature of Countersignature), which is attached to the Form 2M/A it countersigns and is not valid apart from it.
8.2  Form 2M/A has one box. It is marked Anything. Staff will write in it what they want. Staff will write briefly; the box is a box.
8.3  Form 2M/A is completed in triplicate. The top copy goes to the Countersigning Henchperson. The second copy goes to the Fax Room. The third copy is retained by the member of staff, who will be asked for it, and will not have it.
8.4  A compliment is a request for a compliment to be recorded, and is therefore a request. It goes on Form 2M/A. Staff wishing to compliment the Admiral will note that the box is small.
8.5  A complaint goes on Form 2M/A with the word Complaint written in the box, and is carried down the staircase marked COMPLAINTS, by the complainant, with a chair (Section 10).
Other forms
8.6  Form 2M/A-HR is Form 2M/A for Human Resources matters. It is identical to Form 2M/A except for the letters HR, and the box, which is smaller.
8.7  Where this Handbook says that a thing is subject to a ruling, the application for the ruling is made on Form 2M/A, and the ruling is given on Form 2M/R (Ruling), which is countersigned, and the countersignature of which is countersigned. A ruling is final, except where the Admiral rules otherwise, which is also final.
8.8  Where this Handbook refers to the form, it means Form 2M/A. Where it refers to a form, it means Form 2M/A. Where it refers to forms, see Appendix B, which is the Index of Forms and refers you here.
	Form
	Title
	Copies
	Countersigned by
	Then

	2M/A
	Request for Anything
	3
	A Countersigning Henchperson
	Form 2M/A-CS

	2M/A-CS
	Countersignature of Countersignature
	3
	A second Countersigning Henchperson, or the Admiral
	Filed, Sub-Level 8

	2M/A-HR
	Request for Anything (Human Resources)
	3
	Human Resources, then the Admiral
	Form 2M/A-CS; a chair

	2M/R
	Ruling
	3
	The Admiral
	Form 2M/A-CS; final

	2M/SD
	Self-Destruct
	3
	The Admiral, in person, twice
	Forty-eight hours’ notice to Derek (Section 11.11)

	2M/X
	Extension to Monologue
	3
	The Countersigning Henchperson (Senior)
	Before the hourglass is turned (Section 9.10)

	2M/F
	Feeding Rota Amendment
	3
	The cat (paw print)
	Posted by the tank

	2M/N
	Naming (Lairs)
	3
	The Admiral
	Not for sharks

	2M/Z
	Withdrawn
	—
	—
	See Appendix B


 
Obtaining and completing forms
8.9  Forms are obtained from the Countersigning Henchperson on Sub-Level 4, on request. The request is made on Form 2M/A. Staff who do not have a Form 2M/A with which to request a Form 2M/A will find a pad of them on the Countersigning Henchperson’s desk, and will not mention it.
8.10  Forms are countersigned in ink, in navy or black, by a Countersigning Henchperson, who will initial and date. The countersignature is then countersigned by a second Countersigning Henchperson, or by the Admiral, on Form 2M/A-CS. The Admiral countersigns everything, in the end, and staff should allow for this.
8.11  Forms are not to be folded, stapled, faxed (the fax takes a copy, which is not the form), laminated or improved. An improved form is a suggestion, and goes in the slot (Section 6.13).
8.12  Forms are not available electronically. The Department has been asked. See Section 13.
8.13  A Form 2M/A that has been countersigned but whose countersignature has not been countersigned is in progress. A Form 2M/A that has neither is a form. A Form 2M/A with both is actioned, which means that it has been filed, and that the member of staff may now begin to wait.
 
	NO FORM, NO ANYTHING — FORM 2M/A — COUNTERSIGNED — COUNTERSIGNATURE COUNTERSIGNED (FORM 2M/A-CS)


Section 9 — Operations, Codewords and Monologues
Operations
9.1  Operations is on Sub-Level 13. Operations plans adjustments. What an adjustment is appears at Section 2.2. What is being adjusted appears under Project WESTWARD, which does not appear here.
9.2  An operation is any activity in which something large is moved a small distance on purpose. Moving something large a small distance by accident is an incident (Section 12).
9.3  Operations are conducted in phases. The phases are: Paperwork; Further Paperwork; Derek; Countersignature; Adjustment; Filing. Staff will note that the adjustment is one phase in six, and will not be surprised by how the time is spent.
9.4  Operational orders are issued on paper, in triplicate, by hand, in Operations. Staff receiving an operational order will read it once, countersign to say they have read it, and return it. Staff will not take notes. Staff will not remember it either, which is why Derek is briefed separately.
9.5  Staff will not discuss operations in the lift, in the shop, at the side gate, at home, or with the cat, who cannot be trusted and has a chair.
Codewords
9.6  Each operation has a codeword. Codewords are issued by fax (Section 6.10), are case-sensitive, and are chosen by the Admiral from a list of nautical terms in alphabetical order. The Department is at present somewhere in the Ws. Staff will draw no conclusion from this.
9.7  Codewords are spoken exactly as written. A codeword written in capitals is said in capitals. Staff who do not know how to say a word in capitals will practise in the conservatory, with their shoes off, until they do.
	Received as
	Status
	Action

	WINDLASS (block capitals, underlined)
	Valid
	Act.

	Windlass
	Not the codeword
	Do not act. Fax the Warden.

	windlass
	Certainly not the codeword
	Do not act. Fax the Warden. Report on Form 2M/A.

	WINDLASS (block capitals, not underlined)
	Probably valid
	Fax the Warden, who will fax you back. Then act.

	W I N D L A S S
	A member of staff has leaned on the machine
	Section 6.2.


 
9.8  A codeword is valid for one operation and is then retired to the Ballast (Sub-Level 11), where there is a book. Staff may not consult the book. Staff may not name a lair after a retired codeword (Section 5.13), because someone did, and the book had to be countersigned again.
Monologues
9.9  A monologue is an address by the Admiral to an audience that cannot leave. Monologues are capped at four minutes. The cap was introduced in the Eleventh Edition following an incident, and has been kept.
9.10  Extensions to a monologue are applied for on Form 2M/X (Extension to Monologue) in advance. The Admiral may not apply for an extension during a monologue, since the Admiral cannot countersign while speaking and has tried.
9.11  Henchpersons attending a monologue do not interrupt. They nod. A nod is a downward movement of the head of not more than two inches, at intervals of not less than fifteen seconds. Nodding faster is agreement; nodding slower is sleep; both are noted.
9.12  Henchpersons do not laugh during a monologue, since the monologue is not funny, and do not cackle, since it is not Tuesday (Section 4.11). If it is Tuesday and 14:00, the monologue is suspended until 14:15 and the Admiral is seated.
9.13  The audience of a monologue is not to be tied to anything. The Department is not that sort of organisation. The audience is provided with a chair, which it will have brought.
9.14  Monologues are timed by the Countersigning Henchperson (Senior) with an hourglass. The hourglass runs for four minutes and has been countersigned. At the end of the fourth minute the Countersigning Henchperson (Senior) lays the hourglass on its side, which the Admiral has agreed to treat as a raised hand.
9.15  A monologue is not to disclose the details of Project WESTWARD. The Admiral is aware of this and observes it, which is one of the reasons monologues are difficult to follow and another of the reasons they are capped.
9.16  The Admiral’s naval dress is worn for all operations and monologues. It is not a costume. Staff describing it as a costume will find that their next appraisal (Section 10.9) is brief.
 
	MONOLOGUES: FOUR MINUTES — NOD, DO NOT INTERRUPT — EXTENSIONS ON FORM 2M/X, IN ADVANCE


Section 10 — Human Resources
Attendance
10.1  Human Resources is on Sub-Level 13, first on the left at the foot of the staircase marked COMPLAINTS, behind a door marked HUMAN RESOURCES (COMPLAINTS). Staff will bring a chair.
10.2  Human Resources has one chair. It is occupied. It has been occupied since Human Resources moved to Sub-Level 13, and Human Resources has declined to say by whom.
10.3  Form 2M/A-HR must accompany all Human Resources matters. It is checked at the door. Staff who arrive with Form 2M/A (not HR) are directed to Sub-Level 4 to obtain the correct form, with their chair.
10.4  Staff arriving without a chair stand. Human Resources will see them standing. This is not a hardship; the Department simply has one chair, and it has been sat in.
Grievances
10.5  Grievances are heard on Tuesdays, between 14:15 and 16:00, after the cackling, by a Countersigning Henchperson who is not the one complained about, if one can be found.
10.6  A grievance is submitted on Form 2M/A-HR with the word Grievance in the box. Staff will not write the grievance in the box; the box is small (Section 8.6) and grievances are large. Staff will bring the grievance in their head, and a chair.
10.7  The outcome of a grievance is a ruling (Form 2M/R). The ruling is countersigned. Staff dissatisfied with the ruling may submit a grievance about it, on a Tuesday, with a chair, and will find that the Countersigning Henchperson hearing it is the same one, since there is only the one who is not complained about.
10.8  The cat has a grievance outstanding against the shark. It has been heard on eleven Tuesdays. The shark has not attended, which the cat regards as the grievance.
Appraisal
10.9  Staff are appraised annually by the Admiral, in the Admiral’s private office, on Sub-Level 13, on a Tuesday, seated on the chair they have brought.
10.10  An appraisal lasts four minutes and is not a monologue, although staff may find this difficult to establish from the inside. Staff will nod (Section 9.11).
10.11  Appraisal grades are: Adjusted; Adjusting; To Be Adjusted; Derek. Derek is the highest grade and has been awarded once.
	Grade
	Meaning
	Consequence

	Adjusted
	The member of staff has done what was asked, in triplicate.
	One stripe, subject to countersignature, found on the hook.

	Adjusting
	The member of staff is doing what was asked.
	Retained. Another Tuesday next year.

	To Be Adjusted
	The member of staff has not done what was asked, or has done it in duplicate.
	Referred to Human Resources. Bring a chair.

	Derek
	The member of staff has moved something large a small distance without being asked, and it was right.
	Awarded once. Derek has it.


 
Recruitment and the Intern
10.12  The Department recruits by word of mouth, at the side gate, from persons who have not asked. Staff who wish to recommend someone will do so on Form 2M/A-HR and will be asked how they know them, and will say Facilities.
10.13  The Intern is recruited annually from an institution that believes the placement to be with Triplicate & Co. The Intern is given a navy overall, a chair (which is then taken to Human Resources and occupied) and three copies of this Handbook, which the Intern is invited to read before asking anything, and generally does not.
10.14  The white cat outranks the Intern. The matter was tested in the Twelfth Edition by asking both to leave a room. The cat did not, and was found to be right. The ruling is filed.
10.15  The cat is not a member of staff. The cat has a chair, a rota, a paw print on file (accepted as a countersignature on the feeding rota only) and the grievance described at 10.8.
Files and pay
10.16  Human Resources keeps a file on every member of staff. The file is in triplicate. Staff may inspect their file on request (Form 2M/A-HR), on a Tuesday, with a chair, and will find that it consists mostly of Forms 2M/A.
10.17  Pay is issued in an envelope, in cash, through the shop’s letter box, addressed to Facilities. The tenant upstairs have never queried this, which the Admiral regards as the strongest possible endorsement of Triplicate & Co.
 
	HUMAN RESOURCES — SUB-LEVEL 13 — BRING YOUR OWN CHAIR — FORM 2M/A-HR — TUESDAYS


Section 11 — Health, Safety and Apparatus
11.1  The Department is committed to the health and safety of its staff, its tenant and, within the terms of the rental agreement, its shark.
11.2  Apparatus is any device on Sub-Level 13 that is larger than a chair and is not a chair. Apparatus is described in this Section so far as it needs to be, which is to say so far as staff might otherwise walk into it.
The shark
11.3  The shark tank is at the centre of Sub-Level 13, between Operations and the Admiral’s private office. Staff will walk round it. There is a rail. The rail is not load-bearing; the fax machine is (Section 11.19).
11.4  The shark is a rental. It is returned to the supplier in the autumn and a different shark is supplied in the spring. Staff will not become attached. Staff will not tap the glass. Staff will not tap the glass to see if it is a different shark.
11.5  Staff will not name the shark. The shark is the shark. Someone has named the shark. The name is not recorded, is not approved and is not to be used, particularly not in the tone of voice in which it is being used.
11.6  The shark is fed by the Rating on Shark Rota at 07:00 and 19:00, from the bucket, from the platform, cap off (Section 4.6). The rota is on the wall by the tank and is countersigned by the cat, whose paw print is accepted for this purpose only.
11.7  Nothing else is eaten within sight of the shark. The shark has expectations.
11.8  The laser is on backorder. The tank was supplied with a bracket for it. The bracket is not to be used for coats.
	Day
	07:00
	19:00
	Note

	Monday
	Rating on Shark Rota (1)
	Rating on Shark Rota (2)
	Bucket refilled Sunday night.

	Tuesday
	Rating on Shark Rota (3)
	Rating on Shark Rota (3), after grievances
	The cat attends. The cat is not fed.

	Wednesday
	Rating on Shark Rota (1)
	Rating on Shark Rota (4)
	Shop half day. Feed quietly; the shark is not quiet.

	Thursday
	Rating on Shark Rota (2)
	Rating on Shark Rota (1)
	Bins night.

	Friday
	Rating on Shark Rota (4)
	Rating on Shark Rota (2)
	—

	Saturday
	Rating on Shark Rota (3)
	Rating on Shark Rota (4)
	Shop open. Feed quietly.

	Sunday
	The Intern
	The Intern
	Supervised by the cat, from the chair.


 
The self-destruct dome
11.9  The self-destruct dome is a domed housing at the western end of Sub-Level 13 containing a lever. The dome is locked. The key is in the Admiral’s private office. The Admiral has the only copy, and a spare, and a third for the file.
11.10  The dome is not to be used. Staff will not use it. Staff will not polish it, since polishing has been found to lead to touching, and touching to using.
11.11  Use of the dome requires Form 2M/SD (Self-Destruct), completed in triplicate, countersigned by the Admiral in person, the countersignature countersigned, and forty-eight hours’ notice to Derek, who will need to move things.
11.12  Staff will note that the notice period exceeds the circumstances in which self-destruction is normally contemplated. This is intentional. Nobody has completed the form.
11.13  What the dome would self-destruct is not stated in this Handbook. Staff who believe the answer is obvious are reminded that Sub-Level 13 is bolted to the London Clay and is the one fixed thing.
The trapdoor
11.14  There is a trapdoor on Sub-Level 13. It is in front of the Admiral’s desk. It is marked CALL DEREK. Staff will not stand on it. Staff will not stand on it to read the marking.
11.15  The trapdoor opens downwards. Where it opens to is Derek’s, and Derek is to be called before, during and after. Derek’s number is not given in this Handbook; Derek is called by saying Derek in a raised voice, which on Sub-Level 13 has always been enough.
The escape-pod signpost
11.16  There is a signpost on Sub-Level 13 marked ESCAPE POD, with an arrow. The arrow points west. There is no escape pod. There is the signpost, which was delivered first, and which has been kept because it was countersigned.
11.17  Staff following the signpost will arrive at the self-destruct dome. This was noted in the Eleventh, Twelfth and Thirteenth Editions and is noted again here. The signpost has not been moved because it is Derek’s to move and Derek has a list.
The fax machine
11.18  The fax machine may not be moved. See Section 6.2. It is repeated here because staff have asked, and because Derek has asked staff to stop asking him.
11.19  The fax machine is load-bearing. It stands in the Fax Room on the Ground Floor and something rests on it. The Handbook does not say what. Staff will note that the lift does not go to Sub-Level 13 (Section 3.16), that this is not related, and will leave it there.
Heavy Components
11.20  Derek is Head of Moving Things. Heavy Components moves things that are heavy. Staff will not move a heavy component. Staff will not help Derek move a heavy component unless Derek asks, and Derek does not ask.
11.21  Anything weighing more than a chair is a heavy component. Chairs are the unit (Section 10.4). A chair with a person in it is a heavy component and is Derek’s.
General
11.22  Wet floors on Sub-Level 13 are signed DAMP AT A DEPTH. Staff will walk on the dry side, which is the side away from the tank, unless the damp is coming from the clay, in which case Section 12.8 and a chair.
 
	APPARATUS — SUB-LEVEL 13 — DO NOT NAME THE SHARK — DO NOT STAND ON THE TRAPDOOR — CALL DEREK


Section 12 — Emergency Procedures
12.1  In the event of London moving unexpectedly, remain seated.
12.2  Staff will not run. Running in the sub-levels is loud, and the tenant upstairs believe the basement to be quiet (Section 4.16). Staff will walk, at a measured pace, towards the nearest chair, and will sit on it.
12.3  An emergency is any event that is not on the rota. Staff will consult the rota before declaring one.
12.4  Emergencies are declared by fax. The Fax Warden will send a fax to all levels stating EMERGENCY (block capitals, case-sensitive) and the level affected. Sub-Level 13 is not written on a fax; an emergency there is faxed as COMPLAINTS (SEVERE).
Fire
12.5  In the event of fire, staff will leave by the side gate, one at a time, at intervals of not less than four minutes, so that the tenant upstairs sees a trickle and not an evacuation. Staff will assemble at the far end of the car park and will say, if asked, Facilities drill.
12.6  Staff on Sub-Level 13 will leave by the staircase marked COMPLAINTS, counting the steps (Section 3.22), and will carry their chair, since Human Resources will ask for it.
12.7  The fax machine is not to be rescued. The fax machine is load-bearing and is best where it is, particularly in a fire.
Water
12.8  Sub-Level 13 is below the water table on a wet week. Flooding on Sub-Level 13 is reported as damp at a depth, in those words, on Form 2M/A, and is not reported to the western authority, who would send a person.
12.9  Damp at a depth is dealt with by Derek, who has a pump, which is heavy. Staff will stand on the dry side. The shark will be fine, and has said so, in the sense that it has continued to circle.
Apparatus
12.10  In the event of the shark leaving the tank, staff will remain seated, since the shark cannot reach a seated person and knows it. Staff will not attempt to return the shark. Derek will be called. The supplier will be faxed.
Persons
12.11  In the event of the Admiral being indisposed, the Countersigning Henchperson (Senior) will countersign in the Admiral’s absence, and the Admiral will countersign the countersignature on return. Nothing is done in the meantime. Staff will find that this is not noticeably different.
12.12  In the event of the bell at Reception ringing (Section 3.10), remain seated. It has never rung. Whatever is ringing it is not the tenant, who do not know it is there.
12.13  In the event of the tenant upstairs coming down, staff will stop what they are doing, cover any apparatus with the sheets provided, stand in front of the door marked COMPLAINTS and say boiler. This has not happened. The sheets are inspected weekly.
12.14  Abort instructions consist of a phrase, countersigned (Section 6.12). An emergency is not an abort. Staff who abort during an emergency will be asked which form they used, and will not have one.
	Event
	Report as
	To
	Form

	Fire
	FIRE
	All levels, by fax
	None until afterwards; then Form 2M/A

	Flooding on Sub-Level 13
	DAMP AT A DEPTH
	Derek
	Form 2M/A

	The shark out of the tank
	COMPLAINTS (SEVERE)
	Derek; the supplier
	Form 2M/A

	London moving unexpectedly
	Remain seated
	Nobody. It will be noticed.
	None

	The lift man asks about a thirteenth level
	Twelve
	The Admiral, afterwards
	Form 2M/A (Lift man)

	Someone uses the shark’s name
	Not reported
	Not reported
	Not reported


 
12.15  After any emergency, staff will complete Form 2M/A with Emergency in the box and will file it. This is the Filing phase (Section 9.3) and is compulsory even where the emergency was Derek.
 
	IN THE EVENT OF LONDON MOVING UNEXPECTEDLY, REMAIN SEATED


Section 13 — Machines That Read
13.1  The Admiral has been informed that certain machines can read a document and answer questions about it at once.
13.2  The Admiral has considered this. The Admiral does not accept it. A document is read by a person, in three copies, over an afternoon, with a pen. A machine that reads a document has not read it; it has looked, and looking is not the same.
13.3  Staff are forbidden to use such machines in connection with this Handbook, with any form, with any fax, or with the Department. Staff who own such a machine will leave it at the side gate. Staff whose machine is in their telephone will leave the telephone; the Department has a fax.
13.4  The Admiral notes that such a machine, if asked, might say where the Department is, which level the Admiral sits on, or which form to bring. The Admiral notes further that these are facts that are in Appendix D, Section 3 and Section 8 respectively, where they have always been, and where a member of staff with three copies of this Handbook and a free afternoon may also find them.
13.5  The Department’s security therefore does not rest on the facts being hidden. It rests on nobody reading the Handbook, which has served for thirteen editions, and on the Handbook being long, which this edition has addressed.
13.6  The Admiral is further informed that such machines can summarise. The Admiral has never wanted anything summarised. A summary is a document with the countersignatures left out.
13.7  Staff will not ask such a machine anything about the Department, and in particular will not ask it where the Department is; how to reach Sub-Level 13; which form is required; what the abort phrase is (it does not know; the phrase is not in here); what the shark is called (not in here either); or what Project WESTWARD is (Sub-Level 13; not here).
	What the machine might be asked
	Where the answer has always been
	Time to find it without the machine

	Where is the Department?
	Appendix D
	An afternoon, three copies

	Which level does the Admiral sit on?
	Section 3 (clause 3.25); Appendix C
	An afternoon, then forty-one steps

	Which form do I bring?
	Section 8 (clause 8.1); Appendix B
	An afternoon, then Sub-Level 4 for the form

	How do I reach Sub-Level 13?
	Section 3 (clause 3.20)
	Forty-one steps, counted

	What is the abort phrase?
	Nowhere in this Handbook
	Not applicable

	What is the shark called?
	Nowhere. Do not.
	Not applicable

	What is Project WESTWARD?
	Sub-Level 13. Not here.
	Not applicable


 
13.8  The Admiral is aware that a machine of this kind could, in principle, be asked whether Section 13 forbids asking it things, and would say yes, at once, and that this would be the machine’s first correct answer and the Department’s first breach. The Admiral has decided not to think about this and staff will do likewise.
13.9  This Section is countersigned. The Admiral wishes it noted that a machine cannot countersign, and that until one can, the Department has nothing to fear from it that it does not already have from a Rating with a free afternoon.
 
	MACHINES THAT READ — NOT PERMITTED — THE ANSWERS ARE IN APPENDIX D, SECTION 3 AND SECTION 8, WHERE THEY HAVE ALWAYS BEEN


Section 14 — The Tenant Upstairs and the Western Authority
Triplicate & Co.
14.1  Triplicate & Co. are stationers. They sell paper, envelopes, carbon paper (which is how the Admiral found them), pens, ledgers and a small range of greetings cards which nobody buys. They have traded from Fathom House for longer than the Department has been beneath it.
14.2  Triplicate & Co. believe the Department is Facilities. They believe Facilities is something to do with the landlord. They have never met the landlord. Neither has the Department, and the Department has looked.
14.3  Staff will never disturb the tenant upstairs. Disturbing includes noise; smells; lights under the door marked PRIVATE; persons in navy in the shop; the cat, in the shop, on the greetings cards; and anything that would cause the tenant to mention the basement.
14.4  The tenant’s bins are at the side of the house. The tenant’s bins are the tenant’s. The Department’s waste (paper, in triplicate) is not placed in the tenant’s bins. It is placed in the Department’s bins, which are the tenant’s bins, on a Thursday, after dark, under the tenant’s waste. The distinction is one of principle and the Admiral has ruled on it.
14.5  The tenant’s half day is Wednesday. Wednesday afternoon is when the Department moves anything that cannot be moved quietly. Derek is aware. The shark was delivered on a Wednesday.
14.6  The tenant’s carbon paper is not to be taken. The Department has its own, and where the Department’s carbon paper comes from is a question for Section 6.3, which does not answer it.
The western authority
14.7  Fathom House stands on a boundary. On one side of the boundary is the authority in whose area the Department, the Admiral and the tenant believe the house to stand. On the other side is the western authority. The western authority believes the house is theirs. The boundary is wrong.
14.8  The Admiral’s correspondence with the western authority is extensive and is filed, in the Admiral’s private office, in cabinets, in triplicate. It runs to eleven cabinets. It began before the Ninth Edition and has continued through the Tenth, Eleventh, Twelfth and Thirteenth, and the Admiral considers it to be going well.
14.9  Staff will not enter into the dispute. Staff will not write to the western authority. Staff who receive anything from the western authority will fax it to the Admiral without reading it, which is difficult with a fax, and will then not have read it.
14.10  What the dispute is about is not stated in this Handbook. Staff will find it sufficient that the boundary is wrong, that the Admiral has said so, in writing, at length, and that the western authority has not yet accepted this but has not yet not accepted it either, which the Admiral regards as progress.
14.11  Sub-Level 13 is bolted to the London Clay. Where the boundary runs at that depth is a question the western authority has not asked and the Department has not raised. Staff will not raise it.
	Edition
	Cabinets
	Position of the Admiral
	Position of the western authority

	Ninth
	1
	The boundary is wrong.
	Received.

	Tenth
	3
	The boundary is wrong; see enclosed.
	Received; passed to a colleague.

	Eleventh
	5
	The boundary is wrong; see enclosed and previous.
	Received; the colleague has left.

	Twelfth
	8
	The boundary is wrong; the previous is enclosed.
	Received; the matter is with the appropriate team.

	Thirteenth
	10
	The boundary is wrong; the appropriate team is enclosed.
	Received.

	Fourteenth (this edition)
	11
	The boundary is wrong.
	Awaited.


 
14.12  Staff are reminded that neither the tenant nor the western authority know that Sub-Level 13 exists, and that this is the one matter on which the tenant, the western authority and the Department are officially agreed.
 
	THE TENANT UPSTAIRS MUST NEVER BE DISTURBED — TRIPLICATE & CO. — THEIR BINS ARE THEIR BINS — THE BOUNDARY IS WRONG


Section 15 — Leaving the Department
15.1  Staff wishing to leave the Department give notice in triplicate, on Form 2M/A, with Leaving in the box, countersigned, the countersignature countersigned. Notice is one month for Ratings, two for Henchpersons, three for Countersigning Henchpersons and, for the Intern, until the institution asks.
15.2  Chairs are not accepted in lieu of notice. Staff have tried. Human Resources has one chair, and it is occupied, and it does not want another; it wants the notice.
15.3  On leaving, staff return the cap; the epaulettes (both, with stripes); the pen or pens; the shop’s spare overall, if held; the third copy of every Form 2M/A (Section 8.3), which they will not have; and all three copies of this Handbook, which will be counted.
15.4  Staff do not return the Thirteenth Edition. Staff retain the Thirteenth Edition (cover). Staff leaving the Department therefore leave with the Thirteenth Edition, which does not mention Sub-Level 13, and this is not an accident.
15.5  Leaving staff are debriefed by the Admiral, for four minutes, seated. Leaving staff will nod.
15.6  Leaving staff are reminded that the Department is discreet. They will not describe their employment except as Facilities. They will not describe the building except as a stationer’s. They will not describe the Admiral at all, since they do not know his name, and they will not describe the shark, since they do not know its name either, unless they are the person who does, in which case they will forget it.
15.7  References are given by fax, to a fax machine, and state that the member of staff was employed by Facilities, was punctual and countersigned when asked. The Department regards this as a warm reference.
15.8  Staff who are dismissed leave by the side gate at an interval of not less than four minutes from anyone else. Dismissal is a ruling (Form 2M/R) and may be the subject of a grievance (Section 10.5), on a Tuesday, with a chair, from the car park.
15.9  The Admiral does not leave the Department. The Department is where the Admiral is. This is the sense in which the Department has no address of its own (Appendix D), and in which it has an office on a level that does not exist.
15.10  Staff who leave will find that the world above the Ground Floor is organised in a way that requires very few forms and almost no countersignatures, and that nobody there has told them what to do about the boundary. The Department wishes them well. It will not write; it has no address.
 
	NOTICE IN TRIPLICATE — CAP AND EPAULETTES RETURNED — CHAIRS NOT ACCEPTED IN LIEU OF NOTICE


Appendix A — Glossary
Terms used in this Handbook are defined below, in alphabetical order, so far as they need to be. Where a term is defined by reference to another Section, the other Section may define it by reference to this Appendix. Staff will find that this is generally the case.
	Term
	Meaning

	Adjustment
	A small movement of something large (Section 2.2). Do not ask for more; there is a form for asking, and it is small.

	The Admiral
	The head of the Department. Wears naval dress. Countersigns everything. Not named; not needed.

	The boundary
	Wrong. See Section 14.

	Chair
	The unit of weight (Section 11.21); the unit of admission to Sub-Level 13 (Section 10.4); not a substitute for notice (Section 15.2).

	COMPLAINTS
	The door at the eastern end of Sub-Level 12; the staircase behind it; the door at its foot; the only way to Sub-Level 13. Also, complaints.

	Countersignature of a countersignature
	Form 2M/A-CS. Required on every countersignature.

	Damp at a depth
	The condition of Sub-Level 13 on a wet week; the only words in which it is reported (Section 12.8).

	Derek
	Head of Moving Things. Runs Heavy Components. CALL DEREK.

	Facilities
	The Department, as far as the tenant upstairs is aware.

	Fathom House
	The building. North Ockendon. The only part of Greater London that lies outside the M25. The address is given in Appendix D and nowhere else.

	Henchperson
	A member of staff of the grade Able or Leading. Not minion (Section 2.8).

	Lair
	An area of a sub-level allocated to a Division. Named (Nautical, Numerical or Neutral). Not said in front of the lift man.

	Monologue
	Four minutes. Nod (Section 9.11).

	Navy
	The colour. Not midnight, ink or deep ocean (Section 4.3).

	Project WESTWARD
	Details held on Sub-Level 13. Not here.

	The shark
	A rental. Not to be named. Named. The laser is on backorder.

	Sub-Level 13
	Human Resources, Operations, the Admiral’s private office and apparatus (Section 11). Reached by the staircase marked COMPLAINTS. Does not officially exist (Appendix E).

	The tenant
	Triplicate & Co., stationers. Never to be disturbed.

	Tuesday
	Cackling 14:00 to 14:15; grievances 14:15 to 16:00; appraisals; the return of Appendix F. Bring a chair.

	The western authority
	An authority. To the west. Wrong about the boundary.

	The white cat
	Outranks the Intern. Countersigns the feeding rota. Has a chair. Has a grievance.


 
Terms not defined above are used in their ordinary sense, except where the Admiral has ruled otherwise.
Appendix B — Index of Forms
This Appendix indexes the forms referred to in this Handbook. It refers you to Section 8, which refers you here. Staff arriving from Section 8 will find nothing they were not told there, arranged as a table.
	Form
	Title
	Used for
	Countersigned by
	See

	2M/A
	Request for Anything
	All requests, visits, complaints and compliments; leave; accidents; emergencies; lost forms; anything
	A Countersigning Henchperson; then Form 2M/A-CS
	Section 8.1

	2M/A-CS
	Countersignature of Countersignature
	Countersigning the countersignature on any form
	A second Countersigning Henchperson, or the Admiral
	Sections 8.1, 8.10

	2M/A-HR
	Request for Anything (Human Resources)
	Grievances; appraisals; file inspection; recruitment
	Human Resources; then the Admiral
	Sections 8.6, 10.3

	2M/R
	Ruling
	Shades of navy; names of lairs; beards; grievances; dismissals
	The Admiral
	Section 8.7

	2M/SD
	Self-Destruct
	The dome
	The Admiral, in person, twice; Derek notified
	Section 11.11

	2M/X
	Extension to Monologue
	Monologues, in advance
	The Countersigning Henchperson (Senior)
	Section 9.10

	2M/F
	Feeding Rota Amendment
	The shark’s rota
	The cat (paw print)
	Section 11.6

	2M/N
	Naming (Lairs)
	Lairs. Not sharks.
	The Admiral
	Section 5.13

	2M/Z
	Withdrawn
	Withdrawn in the Tenth Edition. Listed so that staff who find one know not to complete it.
	Nobody
	Appendix E

	Appendix F
	Acknowledgement of Receipt
	This Handbook
	Human Resources, on a Tuesday
	Appendix F


 
Forms are obtained on Sub-Level 4, on request (Form 2M/A). No form is available electronically (Section 13). No form is available in fewer than three copies.
The letters 2M stand for something. The Admiral knows what.
Appendix C — Floor Directory
The directory below lists the levels of Fathom House from the top down. Sub-Level 13 is listed. It does not officially exist. Staff will see the difficulty and will not mention it to the lift man.
	Level
	Occupant
	Access
	Note

	Ground Floor (front)
	Triplicate & Co., stationers
	Public. 09:00 to 17:30. Half day Wednesday.
	Not the Department. Never to be disturbed.

	Ground Floor (rear)
	Reception; the Fax Room; the conservatory
	Door marked PRIVATE — STAFF — FACILITIES
	Conservatory: different planning jurisdiction, shoes off. Fax machine: load-bearing.

	Sub-Level 1
	The Cloakroom; Post and Bins
	Lift
	The shop’s spare overall is on the hook.

	Sub-Level 2
	Ratings’ mess
	Lift
	—

	Sub-Level 3
	Stores (paper; carbon paper)
	Lift
	Origin of the paper: not discussed.

	Sub-Level 4
	Countersignatures (The Chart Room)
	Lift
	Forms obtained here. Form 2M/A required.

	Sub-Level 5
	Henchpersons’ mess
	Lift
	—

	Sub-Level 6
	The Galley (tea urn)
	Lift
	The urn is heavy and therefore Derek’s.

	Sub-Level 7
	Filing (Forms 2M/A, actioned)
	Lift
	Extensive.

	Sub-Level 8
	Filing (Forms 2M/A-CS)
	Lift
	More extensive. Compasses fail below here.

	Sub-Level 9
	Heavy Components
	Lift (goods)
	Derek. Do not touch anything.

	Sub-Level 10
	Seedlings (overflow); the swatch archive
	Lift
	Navy. All of it.

	Sub-Level 11
	The Ballast (archive: editions one to thirteen; retired codewords)
	Lift
	No consultation.

	Sub-Level 12
	The Long Room (waiting). Door marked COMPLAINTS at the eastern end.
	Lift
	Down officially stops here.

	Sub-Level 13
	Human Resources; Operations; the Admiral’s private office; apparatus (Section 11)
	Staircase marked COMPLAINTS, from the eastern end of Sub-Level 12. Not the lift. Bring a chair and Form 2M/A.
	Does not officially exist (Appendix E). Bolted to the London Clay.

	Below
	The London Clay
	None
	The one fixed thing.


 
Appendix D — Correspondence
D.1  The Department has no address of its own. Correspondence is addressed to the tenant above: Triplicate & Co., Fathom House, North Ockendon — the only part of Greater London that lies outside the M25 — and collected from their in-tray after dark.
D.2  The postcode begins with RM. Staff will not complete it here or anywhere. Persons who need the rest of it are the postal service, who have it, and the western authority, who have their own view of it.
D.3  Correspondence for the Department is marked, on the envelope, FACILITIES in block capitals, so that Triplicate & Co. place it in the in-tray rather than open it. Triplicate & Co. have never opened one. Triplicate & Co. are stationers and respect an envelope.
D.4  Correspondence is collected from the in-tray by the Rating on Post Duty during the Middle Watch, in the shop’s spare overall, by the light of the street lamp, without touching the greetings cards.
D.5  Correspondence is carried to the Fax Room, where the Fax Warden faxes it to the machine so that there is a copy, and then files the original: under Paper if unsigned, under Correspondence if signed, and under WESTERN if from the western authority, in which case it is carried to the Admiral in the morning, with tea.
D.6  The Department does not send correspondence by post. The Department sends faxes. Where the recipient has no fax, the Department does not correspond with them, which has simplified a number of relationships.
D.7  Staff will not give the address to anyone. Staff will not write it in any other part of this Handbook, on a form or on a fax. It is given here, and nowhere else, and the Admiral wishes it to stay there.
 
	CORRESPONDENCE: c/o TRIPLICATE & CO., FATHOM HOUSE, NORTH OCKENDON


 
D.8  Correspondence addressed to The Department of Adjustments is returned to sender by Triplicate & Co., who have never heard of it, and are right.
Appendix E — Amendments since the Thirteenth Edition
This Appendix lists what has changed since the Thirteenth Edition. The Thirteenth Edition is retained (cover) so that the changes can be compared. It does not mention Sub-Level 13, so staff comparing will find nothing to compare, which is the point.
	Amendment
	Where
	Nature
	Note

	Sub-Level 13 added
	Section 3 (clauses 3.20 to 3.29); Appendix C
	Sub-Level 13 previously did not exist. It has been added. Officially it still does not.
	Reached by the staircase marked COMPLAINTS. Human Resources, Operations and the Admiral’s private office moved there from Sub-Level 12, which is now the Long Room.

	Section 13 added
	Section 13 (Machines That Read)
	New
	The Admiral has been informed.

	Cackling window fixed
	Section 4.11
	Tuesdays, 14:00 to 14:15, seated. Previously Tuesdays.
	Following an incident involving the tenant’s half day, which is a Wednesday.

	Monologue cap
	Section 9.9
	Retained at four minutes
	The Admiral applied for an extension. The form was not completed in time.

	Form 2M/A-CS compulsory
	Section 8.1
	Previously customary; now written down
	Nothing has changed in practice.

	Damp at a depth adopted
	Section 12.8
	New wording
	The previous wording caused a person to be sent.

	Shark rental terms
	Section 11.4
	Spring and autumn exchange
	The name is not recorded.

	Escape-pod signpost
	Section 11.16
	Noted again
	Still points at the dome. Derek has a list.

	Appendix D reworded
	Appendix D
	The address is given there and nowhere else
	It was previously also on the cover, which is why the Thirteenth Edition is retained and not circulated.

	Appendix G
	—
	Not added
	There is no Appendix G.


 
No other amendments have been made. Staff who find one will report it on Form 2M/A, and it will be considered for the Fifteenth Edition, which will supersede this one, and which staff will retain this one alongside, together with the Thirteenth, making nine copies, which is the first number of copies the Admiral has regarded as adequate.
The Thirteenth Edition is retained. It is not consulted, it is not circulated and it is not returned on leaving (Section 15.4).
Appendix F — Acknowledgement of Receipt
This form is completed in triplicate and returned to Human Resources, Sub-Level 13, on a Tuesday, between 14:15 and 16:00, with a chair. It is accompanied by Form 2M/A (Section 8.1). The Form 2M/A is countersigned. The countersignature is countersigned (Form 2M/A-CS). The chair is retained by Human Resources; staff will bring another next time.
	Name (grade in brackets)
	 

	Division and lair (approved name only)
	 

	Copies of the Fourteenth Edition received (must be three)
	 

	Copies of the Thirteenth Edition retained (must be three)
	 

	I confirm that I have read the Fourteenth Edition in full, in triplicate, over an afternoon, without the aid of a machine that reads (Section 13)
	 

	I confirm that I have not named the shark
	 

	I confirm that I know where the address is given, and I have not written it here
	 

	I confirm that I know which staircase, and that I have counted
	 

	Signed
	 

	Countersigned (Countersigning Henchperson)
	 

	Countersignature countersigned (Form 2M/A-CS attached)
	 

	Received by Human Resources (Tuesday; date)
	 

	Chair received
	Yes


 
Top copy: Human Resources, Sub-Level 13. Second copy: the Fax Room. Third copy: retained by the member of staff, who will be asked for it.
 
There is no Appendix G.




