
. l 
I 

... ,. ... 
A I B1 C1 D1-' t ·• • ·l.lST 

(.\) C&~gory ~aenation period• permanent. 

ir.NO• io -"!• ___ ..;~t~ ei Record. , 
f
.-.-·-· ~ ••••••••••• -.-.-.-.-.~.-.-.---.-.-.-.-.~.~.-.-' 0 ' I•. Y1 Register of uilding permia:.;1ons. 

a. _ 49 Reg1s~r ot House COMect1on and reconneetiona (Water and .Jrain connectiona) current record 

70 

72 

96 
I 

6. 

JI 

t1ll wr1ttern tban tba ol4 register aa Grecord 
Regiatar ot c1v11 sw.ta. 

payaoal•• Regiat•r1 Current recor,t tUl rewritten 
tun the old Register aa c a.cord. 
Reglater ot ,luovo.bl.e propert1••1 current; 
record tUl rewritten than the old register as 
{C' "ecord. 
Reg1ater or Landai curnnt record tlll rewritten 
1:.bea tha old. Regiater aa C Record 

1. 106 Regiater ot lnveataant& CUJ'l'ent rocorcl till the 
loua aa pa14 up then u C Record. 

8. 107 

g. '107/A. 

Regiater of lona Qll"l'ent record till tba loans 
1a pai4 .\IP then aa C Record. 
Register ot •1nk1n& tundas-cu.rrent record till 
tb$ loan 1a ff14 up tr.an aa C Record. 

10. .precee41nga ot Genanl Board and .all other executive 
coaaittua and. Law coamlttn. 

11. Governaent Raeolution, order s and circul.an 1nc1uc:U.ng Law Rulea, Reg\&l.ationa and atandin& 
ofdAr and wtruction iU\184 by Government 
reprd.1ng Kunicipal·El•cUona. 1a. 1-,ortant adlliJUstrative circular• atandlftg order 

' ' ot peraanenet netuN s.asu.d l»)' collectory 
an4 Municilfl A\ltb.oriti•••· Exa■tn.r, L.F.Accounta . 
and ae•eberance ot lega• MtaJ.raa -.'14 only 

! 
riDalorder& and judgunata (To weed o-.£t 
wmeceaaal"f paper• propety wnUe tll1l\g ) 

... ' ... 



••• 5 ••• 

1:5, paper• regarding formation and reconatruction ot Municipality 

paper• relating to t1x.1ng or alteration ot city l1mita and 

octroillaita. 

1~. Taxation Reporta,- {Only tinal reporta) and not all 

proce•d.inP and lliacallaneoua correspondence. 

15. Act, Rulea and 'by Laws and .::ichedulea ot Taxe.s and Eatabli 

ahMnt, pro~oaala and sanction papers. 

16, Regiater and papers relating to delegation ot powera to 

Municipal comS~tee and otticers ,- A record it incorporated 

1n Rulea or By-Lava It not the n as current record till in 

force ot tnen aa C record. 

17. Regiater allowing the ratea ot taxes rates ceaa teea or 

lbar&• tor All kin&• ot amicipal revenllla ant pel'llit uae ot 

and cU.apenaaZ'J.ea, varioua aorta ot licence andperait, uae ot 

Aa'bulance car, Dead Body vad. Rangupwan Swimming pool. etc. 

18. oue papera ot '118 above 1teu it bOt covered under item 

No,16 to ·treat at current papers till revised there atter D 

papers. 

19, Ad■101 at.ration Report ot Chier oOtticera Only printed copy 

ot peraent pNaervaUon. 

20. Govenuaent Gazettes. 

21. Li'barary Register c .rrent record till rewritten am 

authenticated there a&ter the old register as D record. 

22. Abstract ot General Cenaua ot Municipal. area and Nation 
... 
•&later. 

'I" 

23. papera ralating cenaua ot Municipal aru and Nation Register. 

24. papers real.ting to Civial auita 'by or again.at the Municipality 

reg~ Municipal properiatory 1ntereat. 

{To weed- out unnecesaary papers wbile tlllin& and aueh papers to 
I 

P~v• unde.r D record) • 

24. papers relating to creation ot new poata ot revision on 
I 

l>&J•cale ot any ahceduled ~t {Thia doea not include _papars _ 

regarding te11porary establishment). 

• •• 6 ••• 
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25 , Muni~pal aervica 'reglat1~j and atandin& orders only tinal 
ordel'.'• to be preaerv•d permentaly caae papera are current tull in I 

torce t~ as C recor4a. 

26, Order• fixing nount 01' securuty tobe taken trom Municipal 
,■ploy•• curNnt as lone as in torce then aa·c reeord 
27• Aegister ot rat•• ot all kinda ot allowance paid to the Munici
pal statf aucn aa Dean.a• Allowances Houae Rent Allownce etc. Thia 

· · s.ncludecl special allowance atached to sou permanent and sbcedule I 
rates ~ ot likewise natur•• ; 

28, Caae' papers ot the above aaes to treat aa current papers till 
revised or withdrawn there atter detuct papers as D record, 
29, !\egiater ot O;li.nionaot the Municipal Auditoe, Examiner ot L.F. ' 

. Account•'. and Reaemnrmcea ot legal attaire on cases ot General nat-' 
ure and pal.icy aatter referred to the• tor advice and opinions. 
,o. Awards and Judgements ot Industrial Tribunal.a in labour ot stat! l 

dia~utea and agree~ents with sattt unionsonly tinal judgements or 
orders to be regained permanentl3y, 
;1 • .;onation papera ot andtor 1amoveable properties. I 

32, Donation papers tor establishment of Trusts, 
33. Regiater ot Donations including argiclea g1tted to the Murucipa
lity. 

34. Register ot vital Statistics. 
35. Papera regarding Featical or calebration ot laportant event•, I 

-

I 

and bounoura given t' Ministera and National Leaders etc. Thia doe• 
not incl~ pa~r• relating to openingcer .. ony or foundation atone 
lay1n£ cereaony or annal celebrations ot eventa or ordinary and 
tilling) 

36. Rulea and ~&ulationa relating to uae ot Rang upvan, waiiraing 
pool Ambulance car, Dead Body vAn, committee Bua, public parka 
and ot like nature current papers till revised and there atter~ the defunct paper aa D record 

t 
. 37. Ten 1cop1ea o! cashissua ot sudhari Samachar Annual printed . 

records Administration Recorda, Annual Accounts and General Board .., 
Proceedings (printed) ·1n puces bound volume■• 

• •• 7 ••• 
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• 
TWO copies of prated Budaeta • 

· ,
9
• p~pers ot ca.sea 1n "11ch the Municipality snares tha revenWI 

~ith Governafll t a-To preserve so long as the revenue 1a leviable, 

class it a• C record. the 

40• oiacu~sions and decisaiona aa regards liability or right of -the 
Mu,n1cipal1ty 1n utter• ol income qr ex,;,eneitu T 1n medial nnitary 

I 

public wo~ka education and all matters connected with the general 
adlaini•t~Uon ot tu llunic1pal1ty. 

41 • )Uli~ality ahcool Board a- paper■ involving imi-iortant policy I 
question■ land conatutut10r■, 

42, K Re~ ater ~t s,.ipenae court :- H1gn court deciasiona andJudge

ment•. and I Rulings on Municipal Adlluniataration including Election 
caae• \ · ' 

I 
43, Annual Account■ a only ;>rinted copy. I 

I . . 44, ~per■ and correap011dance . tor reiaing ot loans in open urk:et ' ... ! 

or trQ111 Gqvarnaeat, current record till the _loan r~.sed ia fully 

repaid than a.s l) redorcl. 
- . .. 45, paper• reiatiq to ;urchaH or now l~ ~nterest payment 

tranater o.t noes .inquiry about heirs and all matters connected 

with loan cu.rrut papers Ull .the loan 1a aatiafuecl then aa 

'E' .recor4, 

-46. _La9~ocl Depoait Register current record till rel(ritten and 
there. att•r the old and ~nmct reg1$ter a• 1 D • record. · 
47, Register or grant 1n aid received troa Ooverniunt. • .. 
48, ~giater of lluni~pal Debenture hodlers c:urrentrecol'Ci till 
all case are repaid than as D · record, 

49. t>apera relaUDg to grant 1n · aid in respect ot roiginal 

sb.cerae ot1 the Municipality lT~ weed o\lt wmeceasaey pap..-■ 
. I . 

recaro1n&: recover~ of 881\ctiolUtd -on\ troa tbai record ,wbil.4 
rUtng '1'h1a· later NCON to clasa D catego17 ) • ;, 
5 I.. , . o. ilau aatilla\ea and ~per~ ot Towu planning maat,!rplan. · 
drainago, ."water ·worka, i'lood pro&ectiva works or similar other 

C&pita.l ace .. ot original. nature. 

••• e ••• 
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51. Sale deeda, Regiatera and papera regarding sale, purchase and 

acuqiation ot lands and bwudings. 

52. papers and R~g1sters ot lands assigned tor publicpurpoae. 

;,. "'egiater ot Docwaents. 
I 

54. ~da. 

55• Ci:tY survay ma_ps and map ot important h1storital place• and 

11&pa ot Municipal Districts. 

56. Mapa charts .and patraka ot D11tr1but1on lines ot wat~r and 

drainago sluice v~vt:a, Fire Hydrant• etc. 

57• Mapa, carts, Registers and paper• ot sanctioned abahdened 

ot •oditiad -aligaenta »apers should be regarded as pend.in& 

oaNa and aa 4orraant till aligaent is entorced and given eti'ect 

a to on all the aurvery nuabara. 

;a. Register and papers regarding private street lands declared as 

public atreet landa. 

59. ~r• and deeds reprding exchange ot lands. 

60. Regiatera, pai)ttra andagr1...emetne otperaisaiona, grant~d tor 

cbbaJa, Balcony, pro~ectiona, atepa toot bodrda, sky ainga 

etc. pa /auaent ot presoribd.e teea comp,,unted or othersiae 

or on 'No dava• Aaolats; hegister as current record till 

rewritten there agree add and detu.rent papera as •o• record 

cue are current redord till the peraiaaion ia 1n forcer 

there atter aa D remrd. 

61. Register papers, and agree11enta ot Builid.ig penaisai~in 

Road aligmenta A pal)ers till the land ia vaceted and posae

aaion delivered to tbe Municipality th.ere after•• 'P' paper• 

Ragiater aa 'A' record ,current) till rewritt.n there a!ter 

4 the old and de1'unct as 'D' record. 

62. Ragiater ot encoracblllents cu.rrentrecord till all the cases 

are tunally disposed ot! then aa D record. 

6,. Town ~anning Acquisition Register. 

64. Toi.1l ~anning ~ooaeasion Aegister. 

65. Town planning site plan kegiater. 

64. Town planning Register ~ow:wg Rou widening Linea. 

67. Town pluming Deurc:ition Reg,1.ater. ••• 9 ••• 
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· .. b death and vaccination Regiaterai ... retention i'eroid 75 ~· u1.r~ r 
year•r 

69
• Regi6ter ot ~rriageaa retention period 75 yeara. 

c-gi~i•f ot lat• intormation of ~irtb and Deaths& 70, ~ 1· ; 
retention period 75 year•• 

1 ?aper~ nlatin& 1n introduction of najor public heal th 7 t I , ' , 

scn1•• of peraanenta naruer Viz Anti malaria and tUari• 

!aailY ?laNUII& tood adul tera tioa and ot likewise nature, 

72• VAcirlation a Governaant correspGndenta on vital and~oL1cy 

islWI• 

7J. papers recu:iclin& coaeviea or creant1on and burua l grounds 

► 

74. paper• reprding comet.~ies or cnnation and buria and leper• 

till the caae 1a turret, and live the reatert aa D record, I 

75, ~orresponduce w1tb. Govenunent regatding Inteectiona D 1scaaM~ 

Hospital Oli vital ancl ?Olicy queationa. 

76, Register ot aedico le pl ca.sea. 

77. p&l)era and agreeaenta rel.a ting to grant ot water connection 

d1.apoaal 'ot private aullga or arranaement otr latrine, 

cleanin.g etc. under t1xecl rate ot specJ.al contract• and 

sucb other long term agreemtnes current record till the 

ter~ ot · convadt t :.ere attar as a recoed. 

78. He1iater ot caaea ot water sup.,>ly by Mtera current r ecord 

till reqritten than the old Register aa D recor4. 

79. RltgiatE:r ot pu'bl.1c stand posts cisterns, para'ba or teough.s 

80, egiater 01' i1na and !looda, r 

81. FiN and tlood reports when the damete exceed ttu9eea tive 

,,,,ti/ti, laca or caeaUl.1t1ea exceed Ten human lives only 
l . 

t~ rePoj\ (To weed out unnaceaaar7 ~p•r• while tiling 

an4 \beraa papea 1'ora D record••) 
82• "•g1.ster ot public street light lamp posts including 

0ranmentai posta and mercury vapour laa~a currant till 

rewritta there after the old register aa D record, 

••• 10 ••• 
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Joint water supplj aeheme with other municipality : 

}· 
oripnal abcue pa,pera •~•,•ant and ·•i~utes Awards papers 

I 

• • 

(oolY ~inal ordera and aware.ta tor p&raanent pretentiQD atter 

wee~ our wmece••ary ca• paper• and correa_pondenoe)_. 

84
• type, / Modal or atandard k>lan• and ·Eatiaated current record• till 

revi.Sed there attar the old paper• aa D record. 

85 , Regia~er ot HuaeUII Art.I.cul.a current record till rew_r1tten 

then the old aaddetunet .register as D record. 

86. ·original paper• eatabliabing new units or Hoapitala, d1apensa

ries, 1co1Ata, -special uclical units and or lidewise nature, 

! 

57. List : ot A. papers current till NWewed ot revid se ~ rewrittea 

then be 1.HI""- old and def"unct 11st aa D record, l')eleted 

j 
· entriaa to en,er in the B.c.D Liat 

l 

aa. Liat ot B .. c.D. paper• deatroyed under order·• ot proper author!~, 

••• 11 ••• 
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B' RATiGOJq' PRESERVATI<JI ERIOD 1-
I 

35 yeara tor Eatab11ahment papera 

30 years tor other papera. 

NatuH•6t•REcord 

.... -.---.-.-.-........... -.-.-.-.,_.-........ -.-... - - --
I . 

• • • • •-•-•-•~•-•-•~•-

1 a ' General Day Book. 

2 

' 
4 

' 6 

7 

8 

9 

10 

11 

12 

17 

JS 

76 

77 

"77/A 
• 

108 

Classt'ied Regiatera of Receipts/ payment• (Ledgera). 

Aaaeament Lisr ot ~ands and Building liable to 

.t.xatioo. · 

provident tund Ledger. 

Broad abeet ot provident Fund. 

_provident F\md Day Boot 

C&ab Book ot ~inking tunda and .special funds. 

Security Bonds ot Munici~ Employees; 

Tehy should be treated as D record after retirement. 

of tbe e■9].oyee concerned 

papers regarding grant ot personal allowance to a 

particual. emplo1ee' cur.rent papers Only ao lOftl •• 

the e■l)l.oyea iB in service then as record. 

Service Book ot Munic1~al ~ployeea in service 

then if not banded over to his heirs D record 

Register ot punishments to Municipal Jermanent 

employee.a. 

pena1uonpay order Current order till the pensionor 

1a allve there atter aa D record 

13 pape•ai relating to opinions ot the Municipal 

Auditor ixaminer ot L.K Accountis ot 

'\t•■berancer ot Legal Attairs i-eterred to then 

tor advice or openioea only it aought on genera l 

policy 1.sauea rest as D record it r elated to• 

_particular ea.1e only a( at the tlae ot .destruction . 

ot ws rec1fd a.tte.r ,0 years only tinal order• or 

~udgementa .should beWeeded out andto attach 

wit.h oaoers ~der item 12 ot a A Uat: j. 

4 



••• 12 ••• 

It• aegist_, r ot prize diatribution andapecial Awarda .Madala, merit 

certit~catea 1n c~~~~titiona or var1aety ahowna or tor pablic 

1.-rvice done to t~ Munic1•pal1.ty. 

1,./_/,f~/Jt/- P&l)era ·ot articles gifted to the .,\.anic19ality. 

16. School Board . papers ~l•tJ.ni to creation ot posts regulation• 

and o~ like w1.se a.ature baYing perment dtect. 
' . ... ' 

Audit lnotea Gd L.F. xaainera remarks and replies· there to 
- ,. . 

( This does not include Ji)el'lim1nary audit note a). 

18, FieldiBook•• . . 

19• Regis~er ot Mun~tiona in the titlaa ot landa, buildinp and 

water! connectiou. 

20, Town planning incremantal contr1bu~1on Regi.&ter. .. . 

21. papers relating to grant ot licence ot Hotels, Restaurants, 
"' 

dallgeroua trades etc. involving policy questions, 

22. caae papera ot ~cUcal laagal caaas. 
, 

2~. Register ot En1~••ics. 

21+. p~_pera reguding in,stallat1on andpurchase ot new plants and 

machineriea coatiag Ra.5000/- and above. 



... 1, ... 
{c) CATiGORY i>RE~RVATION PERIOD+ Tu 
-t ____ ._ _ ,_ _ _ _ _ _ - _ ... . ,,.._ \ , year.-. .. - .. - ... -

M.A.From Nature of record. r,No• . _ .. _ _ .. ... .. _ _ _ _ .. .. _ - _ _ .. - -- ------------
1 

2 

3 

4 

5 

6 

7 

8 

9 

10 . 

11 

12 

13 

14 

15 

16 

. 14 

15-79 

25 

7' 

74 

75 

103 

Regia,er ot Hilla tor payment during the year 

{Bill register) ot accounts Deptt. Only those 

ot otha.r department• D record. 

Bllla tonu payment ovucnera tile• 

Col\etal collection Register ot Direct permanent 

and 0otro1 Department. 

pay bill• andacquitance Roli ot the permanent 

and temporary astblishement. 

Absentee atate•nt. 

periodical increment certuticatea or the establish

-.,_ unt. 

Regiater ot maJor woru. palna and estimates and 

paper• ot all works when the cost exceeds Rs.10000/

and not tallong under item Ho.~1 ot ~ list. 

Claculation papers, "eg1stera and other details ot 
censuea. 

caae papers ot civil suits by or against the 
NunicipalJ.ty, · '"egarding Money. r~covery Rent 
posaesion suit etc. ~lection peri~ions and 
appeala. 
case papers ot labour disputes, Industrual Tribwial 

' 
case papers and reterence etc. 

proceedings consultatice andaub-committees and 
s~ecial committee (Excluding Law com.nittee(. 
papers relating to embazzements or Municipal 
property .or detaulaction and misa~porpriation cases. 
Files andreports on s~ecial subjects such aa 
taxation inquiry committee or ~lecticity committee 
Inspect~on notes, remarks andreports or the 
Coollector, commissioner or D.L.A and its replies. 
papers andcorres~ondence .regarding ~ocal , "odies 
conterence vroceedings and re~orts .of ~delegates. 

i)a_pers relating to transfer or lands and Building 

and partition a~plications. 



17 

'i8 

19 

• •. 14 • •• 

' 
water conneoUona and drain connections appl1ca 

Uona witb plana. 
j . 

water COMection tranater applicationa. 

Case papers ot arbitration proceedings, !1t1gat1-

ona and correspondence with other Mwi1c1pal1ty 

ralatiDg to joint water works scheme : other then 

th~se covered under ltem ' No.84 ot A list. 

20 Town plannJ.n& 1 Inventry Keg1ater. 

21 •FaJachithi• paper& tOC' new building constructions 

and perllissiona to toccupy them. 

22 

23 

24 

25 

16 

papers regarding sanctioning ot lay out or plots. 

papers regarding puchase and installation ot new 

plants. machineries, and instruments, ~h•n cost 
. 

exceeds Rs.1000/- but do"' s not exceeds Ra.50~/

Street . Light, Agreemtnes and papers relating to 

it Ten years atter the term ot atreement expires 

Fires and tloods reports when ti» damage exceeds 

Rs. one la.kb or casualty exceeding tiva human 

lives. 

Register ot shops and ~stablisnment (B) !rom. 

•••••• 

• •• 15 ••• 
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•o•_c~~!g~r~ ~~8!~~!1~n-P!r!i!: ~1!~_Y!~•: -
MAC Fro11 Nature or kecord. sr,No•~ _._._._ - - ~ - - - - - - - - - - - - - - - -• • • I 

1 

2 

2 to 6 

7 

' 4 

5 

6 

7 

8 

9 

10 

11 

12 

,, 
14 

15 

16 

17 

18 
1 lj 

20 

21 

22 
2:, 

9 

10 

11 

11 

14 

16 

17/A 

20 & 42 

29 

J2 

:,t. 

,6 

39-47 

51-52 

40 

43 
44 

45 
46 

50 
54 

Budget Eat1mataa. 

Statements of reapporpr1at1onti sanctioned by 
l,' I, the unicipalit:;. 

Subsidiary Register ot Msicallaneour· Receipts 
Subsidiary t'"egister ot "-eceipts (Treasury). 
R~g1atar o! money orders received during the 
yaara 
•t:t.X/1/Treasur~r cash book. ~ 

Bill "egister ot all Departments Exceft 
Accounta officer. 

. u~~aid Register. 
Tranater entrles. 

Collection Heg1ater ot Octori malta clarks and 
octoi Retund Ledger. 

Octoi Refund Ledger. 

Account current wi th tins ot public bod.las tor 
octroi dues trom tnem 
Collection ''eC1sti0n ae or Toll Rltceipts. 
Register or. subjections to assessed tax••• 
tor the year • 

. Regizter or increases and decreases ot assesed 
taxes. 

Demand Register of a~ direct taxes. 

Bill Book or Taxes. 

Frmanr Hoticea. 
warrants. 
Register o! notice fees and warrant tees 
Notice o! private seavenging services. 
Meter reading Book. 
_Sto~ .• ccount o! !ace value ·tickets. 

24 55-57 L1cence-permttsi counterfoil~ o! duplicates. 

••• 16 • ~ • 
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56 Regiater ot licence and permits s 

26 59 

r, 6~71 

28 61 

29 62 

,c, 63 

,1 63 

32 65 
33 66 
34 67 

35 68 

36 69 

37 78 

38 80 

39 81 

40 82 

41 82/A. 

42 82/B 

43 83 

44 84 

45 85 

48 88 

. 49 89 

50 fJ'-;/ A 
' 

• Current record till wholly written up and 
renewed and entered 1n the new volll;Qle then. 

· a·s ·o record • . 

Accounts ot tickets issued to 
collection clerks. 

Demand Register to rents ~r land& and building 

and all kinda ot miscalleneous revanues. 
Coll,ction Register ot Miacellaneous receipts 

peoara and Regiatera of miscellaneous :. sales 
by auction or otherwise. 

Garden Ledger Register. 

Miacellaneous De11ands- &Ula. 
Register ot copying rees. , 
Register ot copying reea. 
Register ot travellers. 

Register and papers o! works done tor private 

ni<Uviduals by the Munlci;u1lity. 

Register and pa;>ers ot hire ot Municipal prop

er~1as • 

.,_naion hegister. 

peraanant Advance Register and Accounts. 

Journal- fiegist~r ot Receipt/issues o! Stores. 

Stores ledger • . , 
_work. order' egi~ter. 

work. order Book. 

Requisition Book (Indents Books). 

Stamp accounta Book. 

"'egister or moveable properties (Dead stock 

·Registier) •••• 

Kerosene oil account • 

Accounts of ~lectric lights. 

Meter readingbooa for consumption of 

electrical energy. 

••• 17 ••• 



,e 
,.9 

60 

90 

91 

92 

98 

-. • 17 • • • 

Live stock -register. 

stock ao~_un,t of toc1der. 

stock acco~t ot racei~t bqoks and mua~•r rolls 

petrol accounta. 

schedule ot rate&. 1 

. ' 

100 
Muster Roll ot daily rated labour upl.oyed 

102 · I ~giat~'r J. ~~r -~~ru-plana and estiu~•• ~d ,·: 

I paper• ot ·all . workt· when the '?()st _ucee:cU.ns Ra,. 

! 2~/":. bu~,~~oe~ ~f,, exceed Ra. 10Q_OO/-._ ·'r 

104 'I' Sto~~~-~t~ · ;: f ~ , · -:., 
' . ' _i. ' ' ' 1 . 

Toola and :plans ~11s~•r cu.r,ent reco~ till_~:;, 
• II • I ' 

writ~ t~n tile ~d regi,ter1 ••~.D Ncord • . ;t 

109 1 Register ~ Advence/De~osita All 1mcleared . 
{ "! • I • J , 

entries are carri•~ over tothe nut yeara( Register. 

105 

Register ot security depoaits other than ca~r 
... ,· . ' ' "t 61 ' 110 

all uncl•~d·ent!,•s are carriecl over to the 

' n.xt 7ear Regiat•~.• . ~ ·, 

• I • 

Inwud an4 outward deapa tch regiate-ra Jtatabliahmat 
l , • . 

papera rel.ationg to schedule poau Apj)ointaent paper 
. _,, , I , · t · , · ,,i , r · 

a, poatinga. transfer promotion '°Qrdera, leave pape,ra ., ' . . 

Etticienc7'' ber co~a•J.n& aa,acti~na,· pena1aa1on to 
I .I • • J ' t ~ • ' 

l , acce9t _out~ide worJl on re111W1eration or' bonan.ira, , 

64 

I deputation tor special training .and grant ot dep~ta~ 
' . I • · , , . ., - . ,, •!S.1' t • 

j tion allowan~~ ~partmental inq~"'Y _papers leading 

to d1ama11,aia ' invalidinga, COllpuls ry · retire~ent~ ., . 
I I • ' ,. 

di1charge redicticm warning and t1rieor otherwise 
~ I , , •.· 1 • • • ' ,. :_ 1 f j :-. • .- :t· 1 .. \ ,;· •. ~a.!q .. .' . · · . • t •• 

I pal)era telatin& tq_ grant ot pena;on ~d gratury 
I , , . , .. r I . , 

amount and veriti~tion ot Hrvice •and all 'other-

65 

·i , 
prelillinary pape~f ·tor t¥s gur~~se•. .. ·· 

;,aper_a reiationg·-~o tempo,rary or ,.>rovislonal 

eata~-1~~t~ : f ,. . . ·· \.. 

66 
De~menb.l Exam.b~t1on · s _parm.iasiona granted 
tor · .~ 1 • • 

appea.rance, quaation _pa~ers, programmes; -
, ' I 

answart, books ' and'' result declared. 
I 

I 

+ 
' ' I . , ........ : 

' 
, 

.I 
I' a.· ,. l f. :' 

.1 
~ ' ~~ ·1 ' l •~ 

> ,- ,r ( -~ 
1 

,. I ., f,11 : f• l 
•.I 

, . 
.. ,f, 

I ' 

·t 

.· :; 

r 
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68 

69 

70 

..... 18 ••• 

papers relating to .lJlY ticeation and calcualtings resul.ating 

tro+ industrial Tribunal Awards 11, agreements with statt 

uni•n• or general _reviaion of paysolle. 

den~ral ~evusion ot pay-1oll e 

Registre and ?&P8l' S of advances to municipal empl oyees tor 

purch~&e ot vehicl•s etc. D papers a!ter the whole amount 1a 

repaid or writ ten ott. 

Gradation ot .seniority lose o! Hunici . al e■ployea Current 

~per• pa~era till tevised there after an D record, 

Establishment Recovery Register and , apers 'D' papers atter the 

tull amount ia res~vered or written ott and noted 1n sertice 

Bo~k, 

71 papers relating to payment ot· rewards or Bonus tor .special work 

.To note in service Book. 

72 ~chool, Board papers, other than tno~e covered under A and B 

list.a. · 

73 papers regarding variety snow& .comptitions ~nd prise <llstribu

tion there at General aati~tics. 

71+ General statistica. 

75 papera relating Oi)ening ceremony, foundation stonelayin& 

ceremoney or annual celebration• o! ordinary and recurring 

neture. 

76 Papers relating to Electon ot president paaointment o! Various 

comitteea and Municipal delegates on punlic bodies or 

institutions or local bodies contorenees. 

n 
78 

79 

80 

81 

82 

83 

surplus eo~ises ot Annual printed reports. 
I 

Resclution ~gister ot Departmental ·Heads. 

Miscellaneous Corres~ondence. 

?aper~ relationg to election and Byelections· o! the Municipality 

and shcool Board. 

Pa?ers relating to pro~ecut i ona tor offences under Municipal 
h . 

Act, ules anQ By-lawa, and correspondence relating t•tt. 

Pr osecution Register, 
n 

, <im~istration Heports or departmental heads and Chief officer 

's manuscript or tp~ed re port. 
. ,. 

p . 
a~er s relating to purchai:.e o!wunicipal 

Annual accouts, manuscripts or original, 
museum articles , 

••• 19 ••• 
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Cheque Book countertoil•• 
I 

Bank pass book. 

uadeeded debentures. 

fapers and oorrespondence relating to recovery ot sanctioned 

,rant in aid from Government and pa~ers weeded out trom 

I 

a•pslel'Sotli,j, item No.50 11st. 

Re&tst•r ot che~ue i ia~ued, returned and cancalled. 

Bill inwards and outward registers ot Audit ana •~count~ 

I . 
dep~rtments. 

•~8~,t~r otgrant - .in- iad paid to private and ~ublic bodiea 

92• 
.. F~ ued ~nd call deposits Regi:ster and s,apers. 

93• 
Insterest watchirl& lieg1ster. 

95 
Register ot contents ot Tresury valust and chesta. 

96, Correapondence with £xaminer O.F. Account regarding dis ,>0sal 

ot Government audit notes. 

97, Prel111linar1 audit notes or obJection.s. 

98. ,~pets subject to audit current papera till the audit 

ObJ8Ction ia pending there after to d~atroyed attar five 

I 
yeara. 

99, 1 ReJaohithi• papers tor ordinary reapirs to building~. 

100, Papers relating to Julling down o! dangerous buildings and 

sheds. 

102, Papers regardilli action tel.ken 1n rea;,ect ot U.H.H bu1cll1ngs. 

ft I 
• 

103 otice nondh Register. 

104 
i, 

caie fl&;)et3 t1ndin&1ncremm tal commibut1ons current paper• 

till the case ia liv_e there atter as 'D' records, 

105 " egi~ter ot lands and nuildinga given or taken on lea~•• 

current record till rewri t ·ten than tthe old register as D 

record iih · 
en rewritten the extinct, cases should be committee, 

••• 20 ••• 

I~ 
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' 

106 !'apers and agreement relating+" l 
, · .. ..,. , ease ot land 

c~rent record tlll the lease ia Valid than to 

record. 

&nd buildin& 

treat aa D 

107 i:'aper.s relatin& to encz,oachmenta To !'ile att 
er tbe land 

entroafhed upon is vacated or disposed ott 1 . t Ultiinataly 

the land ia leaat or sold than the recordano ld b . 
· u • classtied 

accorciina to ta.ht category. 

108 Assesament ap,,eala. l)etitions, objections, 'protest.i and 

ipdutry re~orts tor assessment purposes to all taxes, rates, 
I , 

c~ss, tees ~d -all' other Mi.scellanceous demand: Note in 

demand Register then file a~ D record. 
I 

109 Tax rellet ap~l1cations on charity edbctional or proverty 

grounds etc. 
' ' I 

110 •apers and registers relating to lunpsum tixation ot water 

r'ate and a~ecial sanitary casa etc. cw-rent pa~er.s till the 

t~rm ia val14 tiler• a!ter aa D pa~era he&1Qt~r Current 
I 

record till rewritten then the old register as D record. 

111 Ratund ot tax app~ication papers and registers. 

I 

112 Tax wrltteno!t papers and registers. 

113 Wardwise pahani, patraks of pro; erties, vegicles, ~ater 

coMections etc. liable to munici~al taxes. rates or cass 

etc. 

114 

. 115 

116 

117 

118 

119 

120 

Arrears ot Tax, , Register and recovery paper$. 

' Register• and papers of ~roperties and goods <llartained 

attached and auctioned for nonpayment ot taxes. 

Register and papers relating to goods attaci.ed and auctioned 

tor non-paymen~ ot octrol and toll. 

Octrol exemption certificates books-c:9untert~ils 0 

Measurement Book~ !or civil con~tructions or supply o! 

or materl~la. 
Application::$ &l\d correspondence !or erection ot new light 

posts or shitting or existing light post. ; 

D.G. $.G agreement and corresponsence .- : current papers ti~l 

the agreement is in torce there after as D record. (This 

do~s n~t include ~upply orders and its corres~ondence and 

Veri.f'ications Ot its ·accouta.) 
•, • 21 . , · 

·I 

i 
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supPlY orders and correspondence under theD.G.D aareement 

and veriteicat1on ·ot. 

,it·Lol bOoka -accounts relating to it. 

papers and correspondence relating to purchase ot nwe plants 

macnJ.nerf and inatrumnets ot spare parts when the coat does 

not exceed· RD• 10000/-

Alr~edllent and its correspondence with Government tor payment 

o! reil'."•Y tre1ght current record till the agree• nt is 

in torce tnere attar : as D record. 

12
, wagon Register. 

126 
Register and papers ot plants and seeds : 

· p~cba••4 (Garden). 

121 cJ repair Regiater and account• s 
I 

128 Re~ister and papera ot articles given or taken on loan by 

t~ Municipality current papers till expiry and return ~ 

loaa articles anci there attere aa D recore-

1 

129 Bandhkam Kabul t v•~•r to rejoJ.ni ot extension ot 

I 
. 

• 
• 

130 Pa~ers relatin& to repair to rejoining ot extension oZ 

cutti.Jlg ot etc. the water COMection; entry to be ■ade in 

. 
. 

the water · coMection registers. · 
, 

131 fa~ers relating to su?ply ot, re~airs to insertion to or 

replace ~ent dt water meters. 

1-'2 Papers ot daily supply and consW1ption ot water. 

. 133 

134 
135 

136 

137 

138 

139 

140 

I 

Water aUl),Ply proirame on public holiday• and religious 

• 
I 

teitivala or ecli~aca. · 

Water analysu reports 1and registers (H.~.w) 
.. ! 

. 

11e,1ster otaalua and chalorine 'dosages~ 

Register and carts .ot :water levels 1n ·tt1ver ands.~. 

pl~t ·,a.w.w) 1 

Re~iater Sl.lJ)pl.y ~rogruµnes and papers . relating to it, 

• • . I . , . . 

current papers till U. ~rogramme is 'in torce the reatter 

! 
I 

• , 

a.s ;_D record. . · , ./ . . ::• 

Ra~aebithi papers ·rcr privy construction~ ·on ••~ership 

I · . ·. t · 

aa' 1_ ands. / · ,. · •."fr • · \ · 
. '.\'· 

Fires and noods reporis other ~than these covered' ~der ::~ 

A & C t . · :.. · -" ·• 

, • ca egory. ; : ~ I ; 
. , 

Ca~e papers and r~gi~tl~s ot ~ d~or -~tie~Is . . JJ] , f ,~~' 
I . \ I - . ' . ·, \ I J. .'. ~ • • . ,: ' 

. ;-,· _ iJ . -. · •· .. i-. , r,~~ .:. · J:Jj•. 

J .'.·';,, 
•' • ··1·· ,'.1. ~.1:q , -;,.,--

' 
►L. ~ \~~ . ,~,v:: ~~j~I :.~< ., 

,:~, . / ~ . ·r-~~·~ ·· '. 
, . -~ i1·• ... ~}~ . • ... 

' ". 
• ~ .,..~ •">- if. .. ,.i ,u1- .I 

, f ~ 

., 

.. , 
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Resi ster ot au.rgical operations. 
I 

, 

11e,i., ter and acc;oueti; ot X ray ,Plate• 

111
Ja Viold treatMnt Regi.1ter. 

144 
L)'~!l account ~,1.stt."r and purcnaae P•~•r11 • 

D.D~f 1up;ly correa~ondence anJ spray ~rograaeL~. 

147 

Register gt sale o! D.D.T Emulsion, 

Market .stall s•~t Regiater, 

Regfster ot market stall licence holders current 

recfrd ~ill rewritten t~• the ol~ Regis ter aa D 

149 

rec9rd wbeP tiled• . 

A.PPli~tiona and pa~ers relating to crant ot a 

i1cemce tor llal'ket stall and aa1ployment ot a sel"Vant 

by the licencea cw-rent papers till t.b11 term ot the 

11cence then aa D record. 

150 
outbreak ot eqidellics corres)ondence and Government 

, I 
crant papers. 

151 ' Repater ot le!)U.& and lunation• currant record till 

rewritten then tbe old Begiater as D record. 

t 

152 

15J 

154 

Re~ater ot ca.sea ot ;:,lauge, cholera. aaell-pox 

I 

andi~t.aar .tntectioua diaea~~. 
i . 

. 

Repster w au'11•• taJcen by Food lnsi,ectora analysi 61 

I 

records and_ case paper1' of ;,reaecutions lodged • . 

Attidavita arid appl1caitons tor • corrections ot 

entties in the Birth an~ Death Ragiatera and tor 

enterin& names .in Birth Register•• 

155 Re1ord and c:ase paper.a ot pr1vated drainage and ii.',C 

conn1ct1cma done by the Munici;:>ali ty, on grant rS . · 

loan current ,Pa;>ers till the loan is repaid there-

. atter as D record. 

156 Start~ re_porta, compl~tiom reopz•t.s anj corre.l.S;,ondence 

. ,iler.tainin& to Drainage and it .c COMections witbpublic 

and· with licenced ;,lu:J&bera, . 

157 i'apers relat1.,,. t · 
-.. o arranaements with Govr rnment autho-

ri ties rclatin d . . . 

. & an agreement tor supply ot tnro~tlon 

1nv01,.es p:itrua t t 
recover · e c, ~r the ,>urpo.se ot a,He~smerit anJ . 

the · Y ot taxe.s, Oct•:.ri and other revenue.a r cur.rent till 

agree.-en t ia in t , . ·. . . 

158 . . 0 r F there . atter 8:S o i"'ecord ~ · 

~Plication t , , ,-

. Act , · or licence.a under the shope_, and e s tabli~hment 

, ,A tol'III )'. f 
I 
I'. 
! 
I 

i 
I • • J 

.. ' .· -
• ♦; 

•, ••• 2:., ..... 

'i 
• I 
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'
~• cat•gory preservation ~eriod two years a- t 
~ I a t~r the records 

are auijited and accepted which ever is lator. 

·• .............. . 
sr,N•• M,A,C 

Code .• 

Nature ot Re~ords. 

1 1 

1~ & ~d 

4 19 ,, 

5 

6 24 

7 27 

e 

General Rectl ipt Jooks 

Cnalan ot cash pain into the treasuri 

ot Bank (Dank slip bools), 

Octroi refc1pt took~. 

Receipt for cse,)o:.::it 1n liu or ootrei. 

Chalan~ ot all ~orts collection 

remitance. 

Railway invoice Registro~.6 

Transit pass coUtitertoilas anci Ravangi 

1''eg1&ters. 

~\pplications tor retund ot cotrai ol 

good exported. 

9 }O Declaration trmasin res)eCt ot goods 

imported. 

10 31 0ctro1 nake bill .book. 

11 33 & 33/A Counter receipt toToll 

12 41 Receipt book.set taxes. 

1} 48 Sanatary lnapector•s reports ot private 

seca.v0nging services. 

14 58 Counterfoils o! slaughterhouse receipts. 

15 93 _workship bill book. 

16 -- :35 Lorz:y Accounts. 

17 101 Morrinn& re_ports of warts sections. 

18 DaJiy despatch boois (peona 'Ta~al Book) 

19 Papers relating to regi&teration troa 

20 

21 

22 

munici~al service. 

Csisial ieave repotrs. 

·Applications e11plo7•nt. 

Muater Roll• and Time Book ot permanent 

im~loyees. 
Attendance Hegister or patrak:.i of Municupal 

. Councillors in G.B.& Co111111ittee Meeting. 

••• 24 • •• · 



2, 
26 

21 

;tO 

• • • 24 • .• • 

Gonetal Board and Coommittee meeting circulars 

and agendas. 
' ' ' ; ' 

iiaitJ.ng list ot candidate.s. 

Cbarge ,takimg raporta • . 

C~WlCillors' ,' resignations it by lelaction in not 

made. 

Rough minute bool» eyclo~tyled ocpoes ot G.B 

munutea. 

29 Manic pal coun~li lrs ,questions and anDwers in 

General Board meetina. 

Counclll ,Jrs' ~eetinss and reasolutons General 
I 

Board. 

31 J!.xecutivc- notes and order s ( Ins ;)ectiona notes) 

or Chief Office tor carrying out certain in work• 

ot- etc. andtheir compliance reports. 

32 Dearies ot munici~a.l emJoyees-and ot icars. 

33 Condalence Resolut i ona. 

34 Complsints Register : current recore till rully 

written µp T.nen tile after all the complaiait~ 

noted_ tbore 1n ue diaposed too papefa s hould 

be fled under appro~tiate item. 

35 Applccations tor extracts anj copie• trom 

municipal .records. 

;6 Armile contract tender ;,apers for job work or. 

service or supply ot materilals etc. 

37 Tender papers, purchase, sale d1artibut1on and 

all other I,apers relating to Sudhrai Samachar-, 

~iaries, Annual Admunistration Reg~orts. printed . 

necords Accounts, Budgeti, Rules and by.laws 

Books, e·tc. 

3U rar1er1; r elating to ;,urcha~L' of liberary book.s and 

payment of subsc.ri. itions tor Covt=rnment Gazettes, 

p1;:r i odicals and magazir,es. · 

39 Printing matters for 1·Sudhra1 Samachar, Diaries etc. 

and su.r~lu~ co;ies ot Budgets, Diaries, Sud~ari 

40 
41 

42 

w amachar. O.B.proceedings. 

Record of library books i.;.sue register or is.sue· .-lips. 

~1 Comvilation ot Statis ~ics anc information tor 

pre-Jaratio,. of Budgets. Administration Re;,:,ort or 

ir,, •im1lar other reports. 

· Rejiected tender ~ap~r:., ~uestions and offer.::.. 
J 



45 

46 

47 
48 

49 · 
,o 
51 
52 
.5} 

54 

55 

56 
57 
58 

59 
60 
61 

••• 25 ••• 

IJlll~J. _returns . ot .sol v·an~y ce rtiruca te s ot 

., .. ,1etles of municipal em,Jloyees. 
s-

. 

lnjucntio~s or stay orders from c1v11 courts 

usually part ot· a case. If not obs~rve the injun

cti~nand when a expired or withdrawn aa 'E' papers. 

Returns ot landed property hold by Municipal 

,mploJ•S• _6urrent rec:ird till another ia received 

in consqunse. ot chance .or altoration in the 

list then tile after th~ municipal employees 

ieavas municiapl ~ervice. 

Ann~al statement ot the employees atteining 

,superaMuation. 

summens Register 
I 

curency notes Register. 

Quartorty accounts. 

Daily balance reports. 

?reasury daily transfer repotra. 

~celled cbeques. 

Ko~tbly recovrey statement and retutna or progress 

i re;porta. 
~a;era and correspondence regarding payment of 

I 

,ranta to public and private bodie.s. 

' Certificates ot permanent advance holders received 

trom all departments • 

.Bank balance register and bank reconciation .St:1.1 tement.s. 

· fefiOdical returns of i:Dcomtax deductions ~ftlce cop1•.!.i• 

Visit Booka kept at naka and dispensaries etc. 

Factiry Inspectora rem~rxs reiJ,ster ant R.T.B,s ins~ection 

' 
, • I 

and remark~ register a ;current record·. till tully written 

up: then tile alter ettecta given• toall remark-, and 

instruction note there : in papers should be tiled under 

• 
I 

• 

appro~riate category. '. 

C:U.tom Bnaratia Regist,r. 

~•~h Bag N~_ivin& ·reg~ater. 

~&iater and ~;>era otf stay order• sened to public for 

0c;trii recovery on closed pacJragei11e ' 
. 

I 
I 

Hua Clerks' Yebicle ~gistera. 

l _ 

I . 
I r ·, 

I 
',· 

·t 
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64 

I 
I 66 
I 

I 67 

68 

6~ 

70 

71 

72 
7J 

74 

75 
76 

n 
78 

79 
80 

81 

82 
83 
c4 
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t·~trats trom R.T.O Hegister~, city aurvery •~r 

,_ . . 
, operty 

YeiJ.ster, and po~t parcal extracts a anQ 11.ka wiae 

otb•~ extrac~s tor assessment ot tax pur~oaes. 

uailY re~orts relating to case ot plague, cholara 

and ·small pox ·and other intactions di~caaes trom 

jan1tary Inspecotors as wall as Doctores. 

Daily, weekly and monttly returnu ot births, d~aths, 

cau~ew;ae deaths and o! µlaugue, ch~lara or small 

pox· sent to Colleci»or ot A.O.P.H, 

Distribution ot medicines to public, 

Register ot medical practitioners anJ daia: 

' cw-rent till rewritten th~re atter as E record. 

~c6V~tg.!.n& Serv: ce discontinued Register. 

Notice to da1.s. 

Register, papers. and accounts relating to cattle 

I 

impoµnded: cattle receipt books and release books. 

Birth and death notes receive~ tro~ police, 

dispensaries etc. and Registers kept at nakas tor 

this _pur;iose. 

Register ot vacoination notice •. 

Register ot laboratory test8 ot ¥r1vate samples 

and tests or preports •. 

Case pa,,ers and Ragister.s ot outdoo( ,patient:;._ 

Diet "'egister• (Hospitals) 

lh_:ense book ot drugs \ Hospitals) and dispensaries) 

decei~t books tees (do) 

Dhobi Registers, .(Hospitals) 

Linen Re61ster (Hospitals) 

Outdoer inJection regi ster, 

ta,..iers, accounts and. registers relating to 

removeal ot carceses and dead boaiea. 

ra~ers relating tokillin~ ot stay dogs. 

Arabw.ance our and dead Dody van ca11 · r egister. 

~apers and corresl)ondence relating to grant: ot 

li 
. 

a cence on a permit : curre~t pa~erD till the 

tern ot toe licence or permit is valid then 

tile as E record. 

• •• 2.1 ••• 
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a6 

81 

88 

89 
90 

92 

93 
~ 

95 
96 
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APPlica~on~ and paper~ r 1 t 
e a ing to clo~ure ot 

-.rut .stall~, 

, ~pers and corre~pondence and ra l t 
' .g. s er~ rel t.1.n 

~ encrachllen ts ot tems>orary nature. a 8 

In~urance pol1ciaa correspondence ~ · 
, . an,.. pa.9ers and 

regiatereJ current -papers till the plicy i s valid 

and .in tor041 t!lere after as J:: racor4. 

Elan and estimate~ and pa¥er~ ot al l worka ·up to 

Rs, 2000/-

Moter card to be destroyed whencev,-r aod a now one ia 

M~t•r card to be desptoyedwhenever and a now one is 

~/. sub£~1tued. 

~giater ot ~lumbers licance holders : current record 

till rewritten then the old one as E record. 
I 

iapers relatins to wo~kshop ordres: tQ tile after 

the wort is completed and neceasary .entries made in 

the .register or works donein the workship. 

Fi.re Brigade Test. checking and in8pectj,on re~ort.s-

1elepbontt Oeglster. 

Register ot keys current till t~lly written up. 

Reports sent to Government office turnisbing 

intoraaation called tor on wh.ich no action ia to 

be taxen by the Municipality. 

97 Otber papers ot Un111.iortant nature not required 

by Auditora. 

SB roat parcel noticea f:egi~ter ancl correspondence 

Regi.:iter to tile atter all the entires made thE·re 

in are disposed or undis)osed entries carried over 

to the next regi~ter, 

19 . Applications tor renewal of shops and Establishments 

Liceness in D trom. 

100 A,pplication tor . change in the shops and 6stablishmenta 

Licences in E !rom. 

101 ShO.iJS and Establishment : field b'ook and its file. 
,. 

102 Applications for earned leave payment o! wage •tc. 

4 

under the shops and Establishment Aot. 

As a~proved by 

the Director 

Sele -

For Director o! ~unicipal1ties, 

G.S. Ahm~dabad. 

THUE COP¥ 
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