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6.

7.

9.

10.

1.

12,

Mag No. Nature of Record,
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(A) Category preservation period- permanent,

.
- e e e me -
[ Jd ) [ Y oo™, .-.-.Q.-.—.-

Register of "ulld.ﬁig permis:ions,

Reglster of House connection and reconnections
~ (Water and ,rain connections) current record
till writtern than the oad register as Grecord

Register of Civil suits,

3
49

N 3

payacales Register; Current record till rewritten
then tte old Register as C Record.

Reglster of Immovable properties; Current;

record till rewritten than the old register as
(C* Hecara,

Reglater of Lands; current record till rewritten
then the 0ld Register as C Record

Register of Investment: Current rocord till the
loans as paid up then as C Record.

106

107 Register of lons current record till the loans

is paid up then as C Record.
107/A Register of sinking fundsi-current record till
the losn is ppid up then as C Record.,
preceedings of Generel Board and all other executive
committees and Lawv committee.

Government Rseolution, orders and circulars
including Law Rules, Regulations and standing
ofder and instruction issued by Government
regarding Municipal Elections.

Important administrative circulars standing order

of permanenet neture issued by collectory

and Municippl Authorities, Examiner, L.F.Accounts.
and Rememberance of legae Affairs; #,‘ only
Finalorders and judgemnets (To weed out

unnecessary papers propety wnile filing )

eee , XX




see D eee
13, Papers regarding formation and reconstruction of Municipality
papers relating to fixing or alteration of city limits and
octroi limits.
14, Taxation Reports:= (Only final reports ) and not all
proceedings and miscallaneous correspondence.
15. Act, Rules and by Laws and schedules of Taxes and Establi
shment, proposals and sanction papers,
16. Reglister and papers relating to delegation of powers to
Municipal committee and officers := A record if incorporated
in Rules or By-Laws If not the n as curreant record till in
force of then as C record.
17..Register showing the rates of taxes rates cess fees or
charge for All kings of municipal revenus and permit use of
and dispansaries, various sorts of licence andpermit, use of
Ambulance car, Dead Body vad, Rangupwan Swimming pool etc.
18, éase papers of the above items if hot covered under item
No.16‘to treat at current papers till revised there after D
papers.
19. Administration Report of Chief cOfficer: Only printed copy
of permént preservation.
20, Government Gazettes.
21, Libarary Register ¢ rrent record till rewritten and
authenticated there agter the old register as D record.
22, Abstract of General Census of Municipal ares and Nation
:-sistar.
23. papers ralating census of Municipal area and Nation Register.
24, papers realting %o Civial suits by or against the Municipality
regarding Municipal properietory interest.
(To weed cut unnecessary papers while filling and such papers to
PlfJO under D record).
24, papers relating to creation of new posts of revision cn

Payscale of any shceduled pdst (This does not includclpapars_
Fegarding temporary establishment).

LN 6 a0
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25. Municipal service reglatioj and standing orders only fina)

~ orders to be preserved permentaly case

Papers are current tull in
force than as € records,

26, Orders fixing amount of securuty tobe taken from Municipal

employes current as long as in force then as C reford

27. “egister of rates of all kinds of allowance paid to the Munici-

pal staff such as Dearness Allowances House Rent Alloﬁnce etc.

This
included speclal allowance stached to some

permanent and shcedule
rates and of likewise nature,

28. Case papers of the above ases to treat as current papers till

revised or withdrawn there after defuct papers as D record.

29. fegister of o»rinionsof the Municipal Auditoe, Examiner of L.F.
Accounts and Rememnrances of legal affaire on cases of General nat-
ure and policy matter referred to theam for advice and opinions.

30. Avards and judgements of Industrial Tribunals in labour of staff
disputes and agreements with satff unionsonly final Judgements or
orders to be regained permanentlay,

3. ”onatlan Papers of andfor immoveable properties.

32. Donation papers for establishment of Trusts.

33+ Register of Donations including argicles gifted to the Municipa-
lity.

34. Register of vital Statistics.

55+ Papers regarding Festical or calebration of Important events £

and hounours given to Ministers and National Leaders etc, This dces

not ineclude papers relating to openingceremony or foundation stone
laying ceremony or annal celebrations of events or ordinary and

£illing)

36. Rules and regulations relating to use of Rang upvan, weimming

Pool Ambulance car, Dead Body VAn, committee Bus, public parks

and of like nature current Papers till revised and there aftere
the defunct paper as D record

57+ Ten coples of cashissue of Sudhari Samachar Annual printed
Tecords Administration Records, Annual Accounts and General Epard
Proceedings (printed) in puces bound volumes.

(RN J 7 eee
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rLa' gwo copies of piintod Budgets.

39, Papers of cases in which the Municipality shares the revenue
'vith Govermnent :=To preserve s0 long as the revenue is leviable;
the class it as C record.

40. Discussions and decissions as regards liabllity or right eof the
Municipality in matters of income or expeneitu r in medial senitary
public wogks education and all matters connected with the general
sdnministration of the Municipality.

iu. mmuity shcool Board = papers involving imyortant policy
questions and constututiors,

42, X Reg.:li,ster of superme court :- High court decissions and judge-

ments md; Rulings on Municipal Admunistaration including Election
cases |

43, Annual Accounts ; only printed copy .

4be papers and correspondance. for reising of loans in open market
or from Governmest; curreat record till the loan raised is fully
repaid then as ¥ redord. 5

45. papers relati.n_g to purchase or now loans interest payment
transfer of names inquiry about heirs and all matters connected

with loan current papers till the loan is satisfued then as
'E' record. '

46, Lapsod Deposit Reglster current racord till reyritten and
there after the old and ’dnt'unct register as 'D' record. .

47+ Register or grant in aid received from Government.

48. Register of Municipal Debenture hodlers currentrecord till
A1 case are repaid then as D record.

49. Papers relating to grant in aid in respect of roiginal
Sheeme of the Municipality (Te weed out unnecessary papers
Tegaroing recovery of sanctioned amont from thsi record whild

Filing This later record to class D category ).

30. Plana"ntmt,u and mpers of Town planning mast-rplan.

d’u“i@. ‘water works, Flood progective works or similar other
apital ahceme of original nature.

» see 8 oo
‘ :
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52
2e
5l
55+

56

57,

58.

59.

61,

[ X N ] 8 [N X J

Sale deeds, Registers and papers regarding sale, purchase and
acugistion of lands and buildings.

papers and Registers of lands assigned for publicpurpose.
Register of Documents.
sands.

City Survay maps and maps of important historifal places and
maps of Municipal Districts.

Maps charts and patraks of Distribution lines of water and
drainago sluice valves, Fire Hydrants etc.

Maps, ¢ arts, Reglisters and papers of sanctioned abahdened
of modified aligments papers should be regarded as pending

cases and as dormant till aligment is enforced and given effect

s to on all the survery numbers.

Register and papers regarding private street lands declared as
public street lands.

papers and deeds regarding exchange of lands.

Reglsters, papers andagr.emetne ofpermissions, granted for
chhaja, Balcony, projections, steps foot bodrds, sky sings
etc. pm /aument of presoribde fees compunted or othersise
or on 'No dava' “avlats; feglster as current record till
rewritten there agree add and defurent papers as 'D' record
case are current redord till the permission is in forcer
there after as D recxrd.

Register papers, and agreements of Builidadg permissionin
Road aligments A papers till the land is vaceted and posse~
ssion delivered to the Municipality there after as 'D' papers
Reglster as 'A' record (current) till rewritten there after
the old and defunct as 'D' record.

62. Register of encorachments currentrecord till all the cases

are funally disposed off tnen as D record.

63. Town planning Acquisition Reglsters

6. Town blanning poosession fegisters

65. Town planning site plan kegister.

66, Town planning Register showing Road widening Lines.

67. Town planning Demarcation Register.

(X R} 9 oo @
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68 Birth, death andlvaccination Registers:. retention peroid 75

. yeu‘ﬂ- :

{ 69, Register of yrrhgeaz retention reriod 75 years.

70, Reglgter of late information of Birth and Deaths:
retention period 75 years.

71. Fapers nlaung in i.m;roduction of najor public health
schemes of permanents naruer viz Anti malaris and filaris
family planning food adulteration and of likewise nature.

72. VAcination 1 Govgrnnlnt correspondents on vital andpolicy
issue.

73. papers regariding cometries or creantion and burua 1 groi.mds

T4. papers regarding cometecies or crenation and buria and lepers

till the case is furreat and live the reafert as D record.
75+ “orrespondence with Government regafding Infeections D iscasses
Hospital on vital and policy questions.

76. Register of medico le gal cases.

papers and agreements reclating to grant of water connection
disposal of private sullge or arrangement ofr latrine,
cleaning etc. under fixed rate of special contracts and
such other long term agreemtnes current record till the

tern of contradt t:ere after as a recoed,

78. Register of cases of water supply by meters current rccord

till reqritten then the old Register as D record.
79

80,
81,

Register of public stand posts cisterns, parabs or teoughs
r;egistor of ¥ires and floods,

Fire and flood reports when the damete exceed Rupees five
F44852/178 Lacs or casaulities exceed Ten human lives only

final repodt (To weed out unnecessary papers while filing
and therse papes form D records.)

82 1Y
* egister of public street light lamp posts including

Oranmental posts and nercury vapour lampa current till

i rewritten there after the old register as D record.

s 0 10 ee o
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| Joint water supply acheme with other municipality :

original shceme papers agresment and_:aiputes Awards papers

(only ¢inal orders and awards for parmaneat pretention after

weadiﬂé our uanecessary case papers and correspondence).

ghe T,p,,‘uodal or standard Flans and_Entinated current records till
revised there after the old papers as D record.

g5, Register of Museum Articuls current record till rewritten
then the old anddefunct register as D record.

36.'0r151nal papers establishing new wnits or Hospitals, dispensa=
ries, coints, special medical units and or lidewise nature.

87, List}of A papers current till revuewed of revid:se o rewritten

then the Ygd/Ahd old and defunct list as D record, Deleted
- entries to eater in the B.C.D List

gg. List of B.C.D. papers destroyed under orders of proper authority.

09 11 [ X R J
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RATEGORY PRESERVATION ERIOD 3=

"

1

-y

JNOe M'A'c
S p

8
17
35

76
77

CTT/A

108

!

35 years for Estahlishment papers

30 years for other papers.
Natu#d*d2°*REcord

General Day Book.
Classfied Registers of Receipts/ payments (Ledgers).

Assesment Lisr of “ands and Building liable to
taxation. ]

provident fund Ledger.

Broad sheat of provident Fund.

provident Fund Day Book

Cash Book of sinking funds and special funds.
Security Bonds of Municipal Employees;

Tehy should be treated as D record after retirement.
lot the employee concerned

papers regarding grant of personal allowance to a
particual employee’ current papers only 89 long as
the employes is in service then as record.

Service Book of Municipal Employees in service

then if not handed over to his heirs D record

 Register of punishments to Municipal permanent

employees.
pensidonpay order Current order t411 the pensioncr

is allve there after as D record

papessf relating to opinions of the Municipal

Auditar Examiner of LeE Accounts of
Nomemberancer of Legal Affairs referred to then

for advice or openions only if sought on genera 1

policy issues rest as D record if rclated to a

perticular sase only $( at the time of destruction

of this recird after 30 years only final orders or

judgements should beweeded out andto attach

i+h napers under item 12 of a A List ).
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|

Ak e Rtsister of prize distribution andspecial Awards Madsls, merit
certiﬁ.catos in compertitions or varisety showns or for public
| gervice done to the Municipality.
15./#/#)‘/#/# papers of articles gifted to the “‘unicipality.
| 16. School Board papers relating to creation of posts regulations
and of like wise nature having pemont affect.
174 Audit notes and L.F. xaniners remarks and replies there to
// (This does not includa pcrliminary audit notes).
48. Field Books. -
19, Register of Muntations in the titles of lands, buildings and
water conneetiou.
20, Town planning incremantal contribution Register.
21. papers relating to grant of licence of Hotels, ‘fjestauranés,
dangerous trades etc. involving policy questions,
22. Case papers of medical leagal cases.
25 Register of Enidemics.
2 papers regarding installation andpurchase of new plants and
. machineries costing R8.5000/- and above.




10,

1

12

13
14
15

16

(e)

- e

15=79
25

(L
7

103

see 13 40e

CATEGORY PRESERVATION PERIOD + Ten

yearse.

Nature of record.

Register of 1ills for payment during the year

(Bill register ) of accounts Deptt. Only those

of other departments D record,

BYlls forms payment ovuchers fdles

Conetal collection Register of Direct permanent
and Yetroi Department. |

pay bills andacquitance Roll of the permanent

and temporary astblishement. |

Absentee statement, |

periodical increment certuficates of the establish-
¥iif ment.

Register of major works. palns and estimates and
papers of all works when the cost exceeds Rs.10000/=

~and not rallong under item No.51 of A list. -

Claculation papers, “egisters and other details of
censues.

Case papers of civil suits by or against the
Municipality, ‘egarding Money. recovery Rent
possesion suit etc. klection peritions and

appeals.

case papers of labour disputes, Industrual Tribunal

case papers and reference etc.

proceedings consultatice andsub-committees and
special committee (Excluding Law comnittee(.

papers relating to embazzements of Municipal
property of defaulaction and misayporpriation cases.
Flles andreports on special subjects such as
taxation inquiry committee or <lecticity committee
Inspection notes, remarks andreports of the
Cpollector, commissioner or D.L.A and its replies.
papers andcorresondence regarding “ocal, Lodies
conference proceedings and reports of .delegates.

papers relating to transfer of lands and Building
and partition applications. «



vee 14 .00

17 water connections and drain connections applice

1 t;ons with plans.

18 ' water connection transfer applications.

19 Case papers of arbitration proceedings, litigati-
ons and correspondence with other Municipality
ralating to Joint water works scheme : other then
those covered under item No.84 of A list.

20 Town planning : Inventry Hegister.

21 #Fajachithi" papers for new building constructions

and permissions to goccupy them.

22 papers regarding sanctioning of lay out of plots.

23 pabers regarding puchase and installation of new
plagts. machineries, and instruments, when cost
exceeds Rs.1600/- but do.s not exceeds R8.,5000/=

2k Street .Llight, Agreemtnes and papers\relating to
it Ten years after the term of afreement expires

25 Fires and floods reports when the damage exceeds
Rs. one lakh or casualty exceeding five human

i Iy lives.

16 : Register of shops and &stablishment (B) from.

XX 15 e
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'p! Category preservation peroid - Five years.

-------------------.\--
- h
-

1
3

10

1"
12

13
14

15

16

17
18
19
20

n
W

24

M.A.C.From

10
"

16
14

16
17/A
20 & 42

29

36

39-47
5152
40
43

45
46
50
54
5557

Nature of Hecord.

Budget Estimates.

Statements of reapporpriations sanctioned by
the “unicipality,

Subsidiary Register of Msicallaneour feceipts

Subsidiary (“egister of heceipts (Treasury).

Reglster of money orders received during the
years '

BLYY/#/Treasurer cash book., =«

Bill egister of all Departments Except
Accounts officer,

Unpaid Register.

Tranérer entries,

Collection Hegister of Octori make clarks and
octol Refund Ledger.

Octoi Refund Ledger.,

Account current with firms of public bodies for
octroi dues from them

Collection “egistion &e or Tell Receipts,
Register or subjections to assessed taxes.,

for the year.

Register or increases and decreases of assesed
takes.

Demand Register of all direct taxes,

Bill Book of Taxes.

Frmsnf Notices.
warrants,

Reglster of notice fees and warrant fees

Notice of private seavenging services.
Meter reading Book.

.Stock account of face value tickets.

Licence=permitst counterfolls of duplicates.

XX 16 0'0.



26
27

28

29

3
32
3

3
36
37
39
4

42
43

45

29

56

29

60=-71

61
62

78

81
82
82/A
82/B

88

89
85/A

| ces 16 o0e

Register of licence and permits

Current record till wholly written up and
renevwed and entered in the new volume then.

"as D record.

Accounts of tickets issued to
collection clerks.

Demand Register to rents of lands and building

and all kinda of miscalleneous revanues.
Collection Register of Miscellaneous receipts

peoers and Registers of miscellaneous ..sales
by auction or otherwise. |

Garden Ledger Register.

Miscellaneous Demands- Bills.
Register of copying fees.
Register of copying fecs.
Register of travellers.

Register and papers of works done for private

nidividuals by the Municipality.
Register and papers of hire of Municipal prop-

erties.

pension Register.
permanant Advance Hegister and Accounts.
Journal- Regist:r of Receipt/issues of Stores.

Stores ledger.

.work order "égister.

work order Book.

Hequisition Book (Indents Books).

Stamp accounts Book.

fggister of mOVeab;e properties (Dead stock
Registier)ese.

Kerosene oil account.

Accounts of blectric lights.

Metar readingbool for consumption of

electrical energye.
[ XN J 17 8o
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g0 Live stock registers.
) 1 stock account of fodder.
9 22 Stock account of receipt books and muster rolls
:i gh. ‘ petrol acecounts.
98 Schedule of ratese.
# 100 | Muster Roll of daily rated labour amployed
3 . Register of minor works-plaus and estimates and
4 10? . papers of all works when the cost exceeding Rs.
1 2000/~ but does not exceed Rs. 10000/=«
|58 104 E Stock nccnunt. f

59 105 Tools and plans “eglstor current rocord ti11 -

| written then the old registers as D record. .

g0 109 = Register of Advence/Deposits All uncleared

entries are carried over tothe next years( Register.
61 110 Register of security deposits other than cashs

all uncleared entires are carried over to the

next year Register. '

62 Inward and outward despatch registers Bstablishmcnt
papers relationg to schedule posts Appointment paper
s, postings. tranafer promotion orders, leave papers
Efticiency ber corssing sanctions, permission to

_ accept outside work on remuneration or bonarairs,
deputstion for special training and grant or deputa-
tion allowance, Departmental 1nqu1ey papers ‘leading
to diamaiials invalidings, compuls ry retirement,
dilcharxc rediction warning and rineor otherwise

64 | papers felating to grant of pension and gratury
| amount and Veritication of service and all other—
pPreliminary papera ‘for this purgsose.

65 papers reiationg to temporary or provxaional

estahliahnent.

66

Departmental Bxam}nétion'z permissions granted

for appearance, question papers. programmcS-
answert books and result declared.

|
g ": cee 18 oo
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60

69

70

7

72

73

74

7

76

78
19

81

82
83

r

Ve 18 oo

papers relating to mYy ficeation and calcualtings resulating

¢rom Lndustriil Tribunel Awards is, agreements with staff

unién' or general revision of paysolle.

deniral revusion of oaysolie

Reéisfre and papers of advances to municipal empl oyees for

purchese of vehicles etc. D papers after the whole amount is

repaid or writ ten off.

Grgdation of senlority lose of Munici. al employes Current

papers papers till tevised there after an D record.

Establishment Recovery Reglster and apers

'D' papers after the

full amount is resuvered or written off and noted in seriice

Book.

papers relating to payment of rewards or Bonus for special work

To note in service Book.

School, Board papers i other than those covered under A and B

lists.:

papers regarding variety shows comptitions and prise distribu-

tion there at General satisticse.

Ceneral statistics.

papers relating opening ceremony, foundation stonelaying
ceremoney or annual celebratiors of ordinary and recurring

neture.

Papers relating to Electon of president paaointment of Various
committees and Municipal delegates on punlic bodies or

institutions or local bodies conforencese
Surplus copises of Annual printed reports.
Resclution Register of Departmental Heads.

Miscellaneous Correspondence.

Papers relationg to Election and Byelections'or the Municipality

and shcool Board.

Paperi relating to prosecutions for offemces under Municipal
Act, Mules and By-laws: and correspondence relating tott.

Prcsecution Register.

.dm}“iSt"t1°n Reports of departmental heads and Chief officer

[ ] .
5 manuscript or tpped report.

[J . .
apers relating to purchase of wunicipal museum articles.

Annual accouts, menuscripts or original.

e0 9 19 oQ0
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B9

97,

l 99'
1100,

|
102,

103
104

105

se o 19 e e

cheque Book counterfoils.

B‘nk plSﬂ DooKe
debenturés.
rrespondence relating to recovery of sanctioned

Hadcaded

papars and ©€0
rant in aid from Government and papers weeded out from

mtslorsan#ﬂ. 1tem No.50  1list.

Register of cheque i {ssued, returned and cancalled.

pi1) inwa

depﬂrtmﬁnt’.

rds and outward registers of Audit and accoupts

“egister orgrant - in=~ iad paid to private and jpublic bodies

";‘rued and call deposits Register and papers.

Insterest watching Hegister.

Register of contents of Tresury valust and chests.

Correspondence with Examiner D.F. Account regarding disposal
of Government audit notes.

prel iminary audit notes oF objections.

rapers subject to audit curreat papers till the audit

objection is pending there after to destroyed after five

years.
"Rejachitni® papers for ordinary reapirs to buildingse

Fapers relating to pulling down of dangerous puildings and
sheds.

Fapers regarding action taken in respect of U.H.H buidlings.
“otice nondh Register.

Case pajers findingincremen tal commibutions current papcrs

t
111 the case is live there after as 'D' records.

0
eglst i
| er of lands and nuildings given or taken on lease,
curren : |
t record till rewritten than tthe old register as D

record Wh, .
en rewritten the extinct, cases should be comnittee.

veen 20 oo



106

107

108

110

11
12

113

14
115

116

17
18

119

120

AR 20 [ X N )

papers and agreement relating to lease ar i
‘ and and

current record till the lease ig valid thag t building
0 treat

record. " D
papers relating to encroachments To f
entroafhed upon is vacated or disp:gi:le sdlaten

_ off 1t Wltinataly
the land is least or sold than the recordshould be classfied
according to taht category.
Assessment apg;eals, petitions, objections, ‘protests and
indutry reports for assessment purposes fo all taxes, rates,
coss, fees and all other Miscellanceous demand: Note in
demand Register then file as D record,
Tax relief applications on charity edhctional or proverty
grounds etc.
‘hpers and registers relating to lunpsum fixation of water
r;te and special éanltary cass etc. current papers till the
term is valid there after as D papers fegister Current
fecord till rewritten then the old register as D record,
Refund of tax appdication papers and registers.
Tax writtenoff papers and registers.
Wardwise pahani, patraks of proserties, vegicles, water
connections etc. liable to municipal taxes. rates or cass
etc.
Arrears of Tax. Register and recovery papers.

Registers and papers of oroperties and goods disrtained
attached and auctioned for nonpayment of taxes. '

Register and papers relating to goods attacied and auctioned
for non-payment of octroi and toll.

Octrol exemption certificates Books—cpunterfails.

Measurement Books for civil constructions or supply of
of materisla.
Applications and correspondence for erection of new light
posts or shifting or existing light post. ;
DsGe54C agreement and correspondence -3 current papers ti}l
the agreement is in force there after as D record. (This
does nét include supply orders and its correspondence and
verifications of its accouts.)

[N A 21
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122
123

12

129
126

128

129
130

13

132
133

134
135

136

137

138

139

140

121

. replace zent of water meters.

e 21 (X X

supply orders and correspondence under theD.G.D agreement

and v.rifeicﬂtion of .

2 Log pooks - accounta relsting to it.

ors and correspond
umnets of spare parts when the cost does

1?
Fap
xceed Rse 10000/~

and 1ts correspondence with Government for payment
freight current record till the agreement is

ence relating to purchase of nwe plants

not €

of reilvay
in force there
Wagon Reglsters.

ter and papers of plants and seeds :

after ¢ as D record.

Regls

' purcbusod (Gﬂt‘d‘n) .

Caﬁ repair Register and accounts ¢
given or taken on lcan by

Register and papers of articles
and retwn o

the Municipality current papers t111 expiry
loan articles and there aftere as D recore-
Bandhkam Kabult paper to rejoing of extension of

Papers relating to repair to rejoining of_extension of
cutting of etc. the water coqnection: entry to be made in

the water connection registerse

Fapers relating to supply of, repairs to insertion fo or

Papers of dally supply and consumption of waters.
Water supply programme On public holidays and religious

festivals or eclipscs.
Water analysis reports and registers (HoWoW)
fggister ofaalum and chalorine dosagese '

Register and ¢ arts of water levels in River and SePF. \

plant (H.W.W)
Résister supply programmes and papers>relating to it,
current papers till the programme is in force the reafter

iS'D record. |

R‘Jichithi.papers'rar privy constructions on swownership
as lands, | : Ly i
Fires and floods reports other than these covered’ﬁnder

A& C, category. .
ase papers and registers of indoor patients.

. e T
ki : )
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150
151
152
153

154

155

156

157

| 158

|

' py the 1icencee current pape.rs ti

' 1icence the

00 22 90
R.gigr.er of surgical operations.

ne‘;uter and accougts of x ray plates

yates violat treatment Reglsters

LymP
JQDQT
Registar

h account Rggister and purcaase papers.

supaly correspondence and spray programmec.s.
of sale of D.D.T Emulsion.

uarket stall sent Register.

ceghster of _arket stall liccnce holders current
record i3l rewritten them the old Register as D

reéord when filed. .
Appncati.ons and papers relating to grant of a
parket stall and amployment of a servant

nce-ncé for
11 the term of the

n as D recorde

outbreak of eqidemics corres rondence and Covernment

grant paperse
" hegister

of lepers and lunations current record till
rewritten then the old Register as D recorde
Reglster of cases of plauge, cholera. smell=pox

and other infactious diseases. _
Register oF samples taken by Food Inspectors analysis
records and case papers of presecutions lodged.
Affidavits and applicaitons for corrections of

entties in the Birth and Death Registers and for
entering names in Birth Registers. .

Regord and case papers of privated drainage and WeC
connections done by the Municipality, on grant o
loan current papers till the loan is repaid there=-

‘after as D record.

Starting reports, completiom reoprts and correspondence
;ertaining to Drainage and 4.C connections withpublic
and with licenced pluabers.

o
 tapers relating to arrangements with Govcrmment autho

E:t:::el::mg and agreement for supply of information

reeov;ry 'i: zaks etc. for the surpose of assessment and .

g au“mmta::s;nc)ct;rl and other revenues : cu;rent ti11
force there after as D records

APplicati ' : . :
tion for licences under the shope and establicshment

“Act ( At’om ¥

j';; 23 i‘o

L



»
1 :
! category preservation pericd two years o after the record
are audited and accepted which ever is lator. ®
{ o.o-co-;oo|0000~

sreNoe M.A.C Nature of Reeords.

Code.
_._._..—,—.-.-."-"- e ™ e ™ e e ™™ o-o‘-".'—.—.—.—.-._._.__._._._._.
1 1 General Rec«ipt 3ooks
2 23 Chalan of cash pain into the treasury
of Hank (Bank slip bools).
3 19 & &3 Octrol refuipt books.
4 19 - Rece}pt for depocit in liu of ootrbi.
5 21=22 Chalans of all sorts collection
26 remitance.
6 2h Railway invoice Registroﬁ.é
7 27 Transit pass counterfoins and Ravangi
Feglsters.
e 28 ~ Applications for refund of cotrai off
good exported.
9 30 Declaration frmasin resjpect of goods
i imported.
10 31 Octroi nake bill book.
" 33 & 33/A Counter receipt toToll
12 b1 Receipt booksdf taxes.
13 48 _ Sanatary Inapector's reports of private
secavenging services.
14 58 Counterfoils of slaughterhouse receipts.
15 93 Workship bill book. !
16 ~35 Lorry Accounts.
17 101 Morrinng reports of warfs sections.
16 _ Da}iy despatch books (peons 'Tayal Book)
19 Papers relating to registeration from
municipal servicee.
20 Csisial leave repotrse
a1 Applications employmente.
22 Muster Rolls and Time Book of permenent
gmployees.
23

Attendance FKegister or patraks of Municupal
Councillors in G.B.& Committee Meeting.

"l. 2" *0 0



2k

25
20

21

28

23

N

32
33

35

36

3

39

4o
41

k2

' L NN ] 24 *9 0
goneral Board and Coommittee meeting circulars

and agendas.
Jaiting 1ist of candidates.
Charge . takimg raports.

councillors' resignations if by lelection in not
made.

Rough minute bools eyclo:tyled ocpoes of G.B
munuges.

Monic pal councli lrs questions and answers in

General Board meetins.

Counclillors' meetings and reasolutons General

Board. ‘
t

txecutive notes and orde:s ( Insvections notes)
of Chief Office for carrying out certain in works

of etc. andtheir compliance reports.

Dearies of municipal emjoyees-and of icers.
Condolence Resolutions.

Complaints Register : current recore till rully
written up Then file after all the complaimits
noted there in are diaposed foo papefa snould

be £ led under approstiate item.

Applcecations for extracts and cOpie# from
municipal records. '

Annkle contract tender papers for job work or
seprvice or supply of materilals ete.

Tender papers, purchase, sale disrtibution and
all other papers relating to Sudhrai Samachar,
diaries, annual Admunistration Regports. printed
Records Accounts, Budget:s, Rules and by.laws
Books,etc.

Fagers relating to ;urchasc of liberary Dbooks and
cayment of subscri.tions for Government Gazettes,
periodicals and magazires.’

Printing matters for Sudhral Samachar, Plaries etc.
and surplus copies of Budgets, Diaries, Sudnari
“amachar. G.B.proceedings.

Record of library books issue register or issue slips.
41 Compilation of Statis.ics an¢ information for
preparatio: of Budgets. Administration Report or
Iré¢ similar other reports.

‘Rejiected tender papers, question: and offers.




46

W7

6

-~

| 5
52
5
s
9
56

i
58

61

Ly -

* Certificates of perma

. beriodical ret

vee 25 ese
Apnua} returns, of solvancy certifucates of

gurieties of municipal em,.loyees.

Injucntioﬂﬂ or stay orders from civil courts

ususlly part of a casee If not observe the injun-

ctiqnﬂnd wvhen a expired or withdrawn as 'E' papers.

¢ landed property hold by Municipal
Gurrent record till another is received
of chance or altoration in the
fter the municipal employees

Returns ©
euplo¥es*
in consqunsee
1ist then file a
leaves municiayl service. '
Annual statement of the employees atteining

_superannuation.

gunmens Register

curency notes Registeres
quartorty accountse.

Daily balance reports.

Treasury daily transfer repotrse

Cancelled chequess

Monthly recovrey statement and returna or progrees

reportse
rapers and correspondence regarding payment of

grants to public and private bodies.
nent advance holders received

from all departments.
Bank balance register and bank reconciation Stutements,

urns of incomtax deductions office coplese
Visit Books kept at naka and dispensaries etc.

Factiry Inspectors remarks register anf ReT.B.S inspection
and remarks regiiter s current record till fully written

up then file after effects given toall remarks and

{nstruction note there in papers should be filed under

appropriate category.

Custom Bharatia Registers

gfah Bag receiving register.
egister and papers of stay orders
octréi recovery on closed packagese

Naka Clerks' vehicle Hegisters.

seyved to public gor

4!

“ave 26 oo
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66
67

68
by
70

(0

72
73

Th

7
76

78
79

81

83

| mm.t;ry

[ A X} 26 ove

Extrsts grom R.T.O Kegisters, city survery property
Fegister and post parcal extracts a and like wise
other extracts for assessment of tax purposes.

vaily reports relating to case of plague, cholara
and small pox'nnd other infactions discases from
Inspecotors as wall as Doctores.

pailys weekly and montrly returns of births, deaths,
causewise deaths and of plaugue, chdlara or small
pox'sent to Collecbdor of A.DePsRe

Distribution of medicines to publice

pegister of medical practitiomers and dais i

current till rewritten there after as E record.

Sesvefging Serv.ce discontinued Registere.

Notice to dais.

Register, papers.and accounts relating to cattle
impounded cattle receipt pooks and release books.
Birth and death notes received from police,
dispensaries etc. and Reglsters kept at nakas for

this purposee.

Register of vacoination notice.
Reglster of laboratory tests of private samples

and tests or preportse -
Case pa.ers and Registers of outdoor‘patients.

Diet “egisters (Hospitals)
Bx ense book of drugs (Hospitals) and dispensaries)

Receipt books fees (do)

Dhobi Registers (Hospitals)

Linen Register (Hospitals)

Cutdoer injection register,

Papers, accounts and registers relating to
removeal of carceses and dead bodliese.
rajers relating tokilling of stay dogs.

Ambulance our and dead Body van call registers

P .
ﬂpefs and correspondence relating to grant: of
a licence on a permit : current papers ti111 the

. term of the licence or permit is valid then
file as E recorde.

ixe BT wns




87

86

68

89
50

¢

92

93
95
96

97

100

101
102

ese 27 wee

Applications and papers relating to cl
mark‘t stalls. osdre of

. papers and correspondence and reglsters relat
- elating

o encrachments Of temporary nature
3 | ]

Insurance policies correspondence and '

-isters; current EieR Shg
reg papers till the plicy is v
and in force there after as & record e
Plan and estimates and pa.ers of a. ) '

all works

s, 2000/- up to
Moter card to be destroyed whencev.r and a now one is
Koter card to be desptoyedwhanever and a now one is
p A & substitued.
Reglster of plumbers licance holders : current record
;111 rewritten then the old one as E record.
pPapers relating to workshop ordres : to file after
tne work is completed and necessary entries made in

the register of works donein the workship.

Fire Brigade Test checking and inspection reports=
Telephone GCegister. :
Register of keys current till fully written up.
Reports sent to Government office furnishing
information called for on which no action is to

be taken by the Municipality.

Other papers of Unimportant nature not rejquired

by Auditorse

Post parcel notices Register and corres;ondence
Register to file after all the entires made there
in are disposed or undisposed entries carried over
to the next registere
Applications for renewal of S
Liceness in D from.
Application for change 1

Licences in E from.
Shops and Establishment @ field book and its fileo

hops and Lstablishments

Applications for carned leave payment of wage etce

under the shops and Establishment Act.

For Directer of ﬂunici

As approved by il
GeSe Ahme abaQe

the Director

| 4]
(]
|
©

n the shops and Establishments

PRUE COFY

palities.




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Form","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Form","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}




{"type":"Document","isBackSide":false,"languages":["en-us"],"usedOnDeviceOCR":false}



