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2  Boamn or Revenve (Laxo Ravilus), No. 19, 91sr Javuany 1899, .

PRO:CEEDINKGS. OF THE BOARD OF REVENUE )JI ﬂarh‘ﬂf %2 benne

(Lixv- Revesen). s . = _(Lan_& Revenue),

Reap—the following letter from“the C(;llecto ' < ‘ T . e, ) :
Commissioners of Land Revenue, M;d‘;!as}z:mu‘x}zc:\f’ %l:he Becretary to the U B e L g
dated 7tk January 1899, Ref. on (. No. 4 B ax%d Ge- gue Commlmm* i v .

--I have the honour to request youtobe a ' e
correspondence and other papers relating to plagzgdshgllll(l)(‘il %t; t:klzfl :n ihkno,'. whether ®
Degtroy list. I think they may be entered in the latter list and destro(;edeam %!i the

-

- - -

-

No.93. _ :

Forwarded. The undersigned considers that a para " ?
be given to plague correspondence and that the .qu:tiontewshf:tfx: ofhnn
portion-of it shaH be destroyed fay be left for future consid;rati%.n

experience has been gajned.
(Signed) M. S. MASCARENHAS, = .
: Jor Plague Commiss; R B

i oy

. ‘~‘ 1‘*}““.%.

b 1 g o} ey
it r‘v‘.j 3,;‘?‘%“‘ b A
Iy e
AR T g L
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. 12th January 1599

Tal 007 R e o R
-

8th April 1898,

@, deiil

. To the Secretary to the Comimissioners of Land Reve‘;me, Madras. -

ResorurioN—No. 19(dated 21st January 1899. i | S8R s ; ,
: , : : Aler Ly fikrare e GRSl B AP 3T SR Oy 1
Tlie Board agrees/with the Plague Commissioner in comsidering it desis R ol ”w"ﬁf kit 8 R Lot *_g%ﬂ ., 4T
_series of numbers should be given to correspondence relating to the pl ¥ i Bl ot A R Baetanl 2 Y sl e

As regards the questio
in determining whichép
méthod indicated in p:

of cfe oying such papers, Collectors should find no difficul

apers should be destroyed and which retained if the L P
yet seq.of Board’s. Proceedings, No. 101, dated 18th | g@ , i B TR g

BeE T PR R DT iy o e
. 1 . § e e Mgt L

r
.
. (True Qqﬁies and Extract.) Ay : IR S 6K,

R Bl o e R R g L

. . x
; : : i L IONEL DAVIDSON. i 53 < aig . ,'".,4‘{;:';4*?"3'2‘1 ers‘lfi
© . (Troe Exteaat) ry. - o T

ﬂ:‘o the Plague Commissioner. ' . i
,, Collector of North Arcot. g

Copy to the Collectors of all other districts (D. Ql.-'f-'.l'a.hra.).
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i}xd. i Mctznmuh Naidu. ; il

-

e A s




2 Boarp or Revenve (Laxp Reve

~UE), No. 101, 18

™ Arnin 1898,

o

PROCEEDIN

phay g : < CS '\HIB, Bah
3 4 e 1881 N
dated 5th June 1897, No, A oMMmissioners
With reference to th

January 1896, 1 hav ! d“te.d 6th
destroying - i

adur, Deputy Col-
of Land Ravenup,

dated 2]st July

3
Revenue, dated 11t September 1894 ;
withdrawn for destruction,

® Anantapur, Madras,
South Arcot. Madurg,
Bellary, Malabar,
South Canara, Nellore,
Cuddapah, Nilgiris,
- Ganjam, il_mevelly.
urnool,

or Loh they ghig
8 Opinion of the mg
€ records shoulq .
years ; whilg Malabg
g . s : OZer periog ViZ! Shve

would reduce it to three; Tinnevelly ¢, si ; <ok ) V1Z., se
In the opinion of the Collectop o¥ N orfﬂ S anret, ifsix o ere
records under the disposal numb

er sys
list of papers as the fi

T Bellary.
Bouth Canara.
Chingleput.
Coimbatore.
Ganjém.'
(G6davari. St

Ziatnd innevelly,
i : Vizagapatam,
tapur. Ganjim.

1 IA{I:& ?rcot.. Kistna.

_ Bellary. Madura,
South Canara. : Nellqre.

i
—~
i
P
.
PO
s
e

101, 18re Aprin 1898.

SR PAALTSOnnnD
'\M

P
A

. ‘ g), No.
Boarp OF REVENUE (m RE““ ):7 7

he proposal
i . In other words, t
. ture of the eorl'eﬂPong‘l’nG:f;:: oévvgdyears or fewer years are to be
to the na 5

be destroyed
destroya between 5 and 10, to P s
the_effect that v P‘:P:!:d S M d’f tro(g:ltx)ela‘: (.":'aolleci:m"3 would élg v(%fiﬁ?varsrﬁ
of the ten year Z;d::doMﬂdm)’ 3 10,61 5’1353133 20 (Salem) or 6:
0. 20 or 25 ers & 15 (Kistna'),r?», d:we some of the ten years
pel‘iOds"'s’ gdfutely necessary ; Of 9, £ Bellary would re ther records than those
reduction absolute " The Golleomf as would reduce all o rs. The Collector
1, 18 (Tinsovely). e wnd Mo to 0 uaiform period of fio years. Hho Bollector
records to fves L ed by o s mot destroyable at the iod, viz., fifteen years.
specifiod 18 " ould club all rocord: ords under only one perioc, v by him in tho
of 80uth~‘2‘£é"fo 11, 120r 15;“”’”5 list of reductions 5‘;‘:)1’ Jollector of
1 b Ry e re forwards a ; : :
aﬂdnkee]feemﬁommb”‘m omprises one and to mh all disposed files Bh‘mﬁd'
The Collector \tion which com| limit up to iod for papers eventually
PAOO e e v yehte un th AT, S0 T sodings, No. 433, Land Revenuo,
Cudﬂ“pmedﬁx::mﬁeh as in %ﬁe B@m:s% 3;19 or two ?sta{n?:
TolaInse S o says, five acoordi DR R i o the subject.
B e e W U

~ The . of retention

]




Boarp or Revexve (La

ND szasm), N

STH APRi1,

and mistakes are the inevital
lists of correspondence recor
same mistakes which the Col
papers which might
own that errors like these ar
procedure of desty
18 still defective,

0 years that have
work of destry

one officer who has
S confess to having
ly does of having de
ained longer on the
r the condition of t
¢ Board’s list, thoug
ulty of classification
» OF 10 pressure of

ten than not
18 unable to

bad to sanetion
fallen into the
stroyed as time-

more or Jeg
lector of Tric

p € unavoidable unde
gOVOI‘Il (3

sub-heads,
rous divisions int

hings which now
h it eontains 400
and to the nume-

teglected and hurried
exerecise effective
ree years’ records
nber system and
years’ records in

disposal nuy

ance of the proposal for five

I am awar
records which migh
the advantages of 3
balances the slight
if it can be called g d
difficulty in finding
say that even with
officers had availed t
inspection,

together reg
for purpose of dest
classification not th
that “ during the
papers—the accumulati
without fear of contra
evils lies, as I have sa
of method and ineffect

swer to this that
curacy more than counter-
me longer than necessa

likely to be an
may be perm

sadvantage of keo ing
ge at all,

these recq
ence of theg
s of thig facili

Y practical
itted to note,
periods of destruction w

tangible form at the time of my

Prescribed and
to do so, the n

no fewer than 444,05
IS—were set aside
true of many other ¢
e want of g g
ive supervision,

en existing.

ecessity for any kind of
past few years

poly says of his. district
expired non-m
for destruction P §
flices also,

root of all
of destroyable

records and want

ears, and to keep all the

Papers will, under thig

¢ Anantapur.

South Canara,
Chingleput.
Coimbatore.

drawn ; (2) the
against the particu]
ctor or a Deputy ¢
) the substitution
place of the file withdy

" list under the initials of an Assistant Col%e
:,leszdm::lee:k of the Collecl‘;or’s oﬂi(}:le ; and (3

2 d docket in the
retexfl_tlolgd oihzegoolileetors of Gédéwariz Kistna, Malabar and
;ﬁgﬁi;;nof’ docket sheets or dummy slips as unnecessary an

r the English
of a dummy b
awn, Of the

€ opposed to
as tending to ¢

|
?
';
1

-

’ IL 18 8- 5

W «

ion : si ny one who
: imed at is reduction ; since &
hile the object aime U
useless PE;P:::ﬂv; substitute the docket sheetfo‘r : demmrks e e
removes the file can ’;‘ I make on this head is that the drafting
10. The proposa. ™

e W y 1 : € which the prepare,
ith b them ShOllld note on each dlSpOhﬂl docket, 1C

1 dealt 1t

tallS ofa fil y

: ion above mentioned.
i he new classification a lo will be
! D according to t anent the whole file wil
losed fileisa R or be classed as perm
whether the ¢

2 . : the classifi-
Ii a file were to contain a imgla paper 10 the period of retention which under
a

i g 3 as a ipe for destrue-
ted s permaneri Ifillt . ;:)m%(;gzg and the year in which 1t will be ripe for
ne be easilyre )

: he manager or other
1 cuous place. T to verify
tion proposed can | ted thereon in a conspicu s for the Index
:iin, a.g D. 131912; a‘flissl (?Obe required when mark;;logmpaél;e; to day and will be held
ible ofiici
tesponmb

: ftlng clerks 3 handed over to the
entries of the drla these files are

ety i for Lo e As o e o Bl 5, et 2 g
prlmal'l eg

I . =i i articulars. He -
record-keeper he will enter in a rkey | it the Followin g

| p 1t c i S h rein,

d.
of the current recor
g)) 1Y)§:;(wsal number of paper to
neces;aryt.e i
) iod of retention.
(i') Yoar o st to be _dest,;g;cl. e
o 3 }
(5) Initials Of .the_c :c sil;llgple one should always bg zsﬁi:\ie 20 - ,destroyed
This register which 'me show what papers in the recolr A botors tha dffior 4034
erusal of it will at any fg:,ee a month this list should be prz(s} o will yerify at lost
in any particular y?aﬁ‘. tor to sanction destruction of reco el igeldi’ A the
appointed by the Co 19" entered in the register and certlfg'een A gl b g
10 per, cent. of the ff B o b
end of the entries

: the expiry of
to day will after :
i s tten up from day ther with the register
: shich will continue to be writ before the Collector toge
reglster,whlcd a specified date be laid befo
each year and on a sp

. ; d not till
. On sanction received, oy th
; L struction of papers. b wlv o neq for the
for according sanction to ?ﬁiggsthree additional 001“?5‘?5"3,:;;2 iny which it should
then, the di.s%‘?siltehf: :;her the disposal is R or D, ?‘.ﬁfe;tro’yea 7 affixed to mw];ne?l:ry
rpose to indics e and the stamp e 1 the papers en
e destrayod APt e Aotk o subsitutng
under the int otaining the docket sheets where , particulars found in the docket
be destroyed after -r‘.’t"‘.m;;gv eﬂ(‘;{,ﬁ. containing all the P“??t‘g:'rssﬁ; under the initials
aidysiny St a'd:;t}?deﬁtmye‘i” g ;fjmt‘ gbﬁbﬁ be necessary in respect
Square with the wor lerk. Some addilional care will n?rhe* register of D papers will
e B vhioh £t treangecaunti s ‘obseip | T » and the dummy slips
main| with, $H6° FROOFERETER lock ‘and key, of some other respor indent once in a
r:ln be in the "@“j“"?@gé Efgﬁiﬁm clerk ’ﬂl‘f‘ itk be.dmfon:d 'g}lﬁese precautions in
s ks i i it s ok papors, the dusemy: ol and
e a“dffzﬁéhfﬁsﬁfma and use of the meglﬁtt:’tﬁe 'f;;,ix'dulent abstra;tlgge ;f_r glﬁﬁ
T O i e os i T B i R B Ao
and placing of substift place of files withdrawn is, at present, 3 ‘as to when they should
¢ dummy ”’ slipsin the p lutely indispensable and the question \fficient experience has
experimental %ménﬁigwmmma b e
- destroyed -in fhelr [LUFDAMEAL 78 €H5° nt.
e guinod of the workiug of pab i e
or third sorting. |

records with

be destroyed with branch as denominator, if

" They might be removed at the second

P ey T Az oz ;m_:md, s wid m.ampml
by  trom the Collestors ou tha question of destraction of records u ey ot
ik 1 \ - Tk »'—*“':’""' ) :"":7 2 e '_ gL el e TFOWLSIN L STR,Y D
ksl g bt ik ok Mk D i skl it

it Vo1 ) e

. Collutor of Anantapur,

3 L y after an ifor ' . 5
gy as per list enclosed may be destroyed afte :
lexcept certain important records as per liste |

, ’s Proceedi No. 428 of
‘exce 0 & iod allowed in Board’s Proceedings, N ‘
mpw,d bf?zve yoars, this being the lonyest i , ‘

" 1893, for retention of destroyable records. -




R S p ) o Al fo R SRR
[3h e d i 3 Gl - \
Ah T R
s 9 1IA. ) M ‘..
B s on e SN S KLl WA 3 P  op Revexue (Laxp Revexus), No. 101, 18ta Arei 1898. 7
6 Boarp or Revenve (Laxp Revesus No gt ' .
)) . 101, 181w APRIL 1898. 3 : e Rt j;g ts that list ofpapers ri.po for Qestr uction
As regards the d ted he d e ”Wwwtgm 5“88‘93*‘ ested by Mr. Doutre (columns 4 and.G gelng %I:ﬁ?ld)oh?eg
records exoe . - x = 5 1 . 1 the s e E ] 4 ! on, w. 5
rat.ention.g °pHec e does not recommend any reduction in the period of their g f?. : g:iore a Deputy Collector to be patﬁe‘l‘ili:t)'yw?ng %‘?&ﬁﬁ:ﬁ'ﬁ? to the Collector for o
¢ B osords and send up the : : ips T
With regard to the safeguards to be adopted when files are withd f : 1‘;‘)l per cent. of thj.a m mdof :Gnﬁéegor’k sanction the records may be destroyed, dummy shya’ B
gests the maintenance of a register to contain the abstract of each ﬁl;a ::::hd‘)r destruction sng- sanction. %%r_the files withdrawn for disposal. ;
end date, rawn with number boingl“mm;] : Hor A e removal of records, he further mgﬁﬁ
2. Oollector of North Arcot,No. 307-Eng, dated 248h February 1596 . ' ~ As o safoguar bo printed in counterfoil on thick badami paper bearing printe
system for destroying records feasible under the disposal numbeﬁystéﬁ*Does not consider any 2 B ent in the custody of the record-keeper and as a precaution

8. Collector of South Arcot, No, 887 Ver., dated 213t

the present rules required to be retained for 10,11
and ordered to be retained for a period of 15 years z;nlcl2 tmdrgc %ittr:oxyn:g :f‘ze}rmﬁolubbed My
} Years,

As regards the safeguards states that he cannot add to Mr. Doutre’s notes on the subject,
© su ]ec pe 1

e o FRE Oy ined at the end of the
s of Deputy Collector may be obtain ‘ |

il dE D EOE oo ' iods of
o 993-Fing., dated 9th March 1896, —Suggests that the peri

May 1896.—Suggests that records under

lings, No. 428 of 1893, may be reduced to throe, viz. 5,
il - SO V. [

4. Collector of Bellary, No. 744, dated 27th Fob and below may be destroyed at 5 years, -
diq.»osal %1% :na{}; be retairz%d dfoy ﬁg years and rec:ot’::xgdlssz? ?';r;ti‘tlﬁ)%e;:nt\h]a(t ;‘)]}5 destructible How

er10 OI retention preseribe g : = a3 nl

Eertain records. . ' Board’s Proceedings, No. 428, L. R., of 1893, o i

wtho o of

ad those between 10 and 20 years with sortings o
e papers thﬁmmmd after second sorting being retained - 5
u&!mbuoi sortings to two, the ﬂnﬂ.awﬁng 2 Rt S

Ty EEH

R
(@) The selecti £ { Wing suggestion o X SRl 3
disposal lists, "0 O papers lor destruction by some: gazetted off, b retained for periods ranging
5) The st 1 £ » " : ;
destmogi())n. 9 slamping of the word s destroyed * agamnst each entrv 3 !

‘ 5 1 iz O A
¢) Substitation of dock : Pk s i avo noth ki ing to famine and oensus he suggests that th
o atagn)‘ped B ofﬁce:tsz}{:::ig; %ﬁ:lgga :};Pf‘f’ordﬁles with il & bk e, & L g ; g 0 3 Tel v RLERS .m& ‘census ﬁﬂmigﬁt E’ %‘;tﬂ" »
5. Collector of South Canara, No. 597-Bng . dated ;me;;l’uctmn. SRRl L B B e - 5 e : ! T ; RIS ‘ ‘
of records in the periods of retention Preseribed in Boardv b 1896."‘& regards
the %ollector is of opinion that to fix one period for all g Prmﬁe}im“‘ No. 428 L.
;nll ave to be sufficiently long and record shelves will bpa’Pe“ 18 Inadmissible ag
ong. He therefore proposes to reduce the number of © encumbered with
ceedings, No. 428 of 18498, are retainable to, years for which

ik

after 5 or fewer years being dest 7=, 5,10, 18, 20 and 50, 11 pop
after 10 years, and so on. iy it vEes And Papers dmo(;&%llle

With regard to the safeguards to 1
Collector suggests that disposing clerks a(:eeapgff eﬁﬁ I&_ﬁles are withdrawn
posed of, and the racord clerk after noting the classific tio ‘ﬂp"’ﬁ' Rath
disposal list is to prepare a list of all SANE RS erep

destroyable : 1
and when the files are actually desty papers andlay it hegoy,
tslhould be] noted on tl‘lle}}ist as Zvelleas (i)rz egh:n (}:zt Cc%lllsgtgﬁgf %r.ders the

ummy slips pr ) : 1 of
de stmz tionl.) proposed by Mr. Doutre being however substituted in ¢},

periods have been already preseri
to nngersta.nd d,tshtehnwa,ning of the first question
) 8 regar o reduction in the periods of retent: A T
ings, No. 428 of 1893, he merely sayslrl;at th:y ﬁaentégnmogxﬁidst ordered in B,
; With regard to the safegga.rds to be employec{ against the Wi‘;h a5 ©8 not say
tion, he says that the suggestion of Mr Doutre may be adopted and 1 I::ﬁ‘ of fi]
statement'propose‘d,by him may be omitted gg the information il e
be found in the disposal st ' Teded iy
¢ dl OOZlectoz'hof Coimbatore, No 1559- ;
reductions in the periods of retention of recq ' ;
made a disposal system rule, that disposing aler‘kas o by bim ;

and enter them in a ledger to be opened by him £
come ripe for dostrueuog in each year. "After the end of
destruction B](]jm]l]ld tbe Eﬁhdm:a (fimm the 16065k saom
or Assistant Collector, the wor : estroyed ’ b éin_g Mo o G

8. Collector of Cuddapah, No.3193-Rev., dated 16th July 1896, en:zm o
period for}:v hich ﬂl_ltrecgri; Bhouhid b(; axl'ft:ingd ,‘linay be fixed at five yea%g tha:h?;g
:n which the majority of the records o destroyed und TS, b
L R, dated 21st July 1893. ed under Bowed's Procedty

As regards the reduct}'on in the number of years prescribed in Bonrd’s Do qo.
he is of o;fi%ion that there is no need to retain the papers longer than mrdyf-,—}::@eed ;
limit above referred to, for over one year more, for papers which have now to bf“”
than five years, i.e., & paper now destroyable at the end of five years, will b aiorcs:
the end of 7th year and that now destroyable after three years will be destroyable

year. Submits also 8 list of other items the present periods of retention of wh'i%.i?g‘

¥
<.t g1} a0 21 1

TR0 A i it
TR




8 Boarp or Revenve (Lawp Revexue), N

——————

T b st

0. 101, 18n Apgrip 1898,

11. Collector of Kistna, Dis. No.' 919-Eng., dateqd h August ISOB.—-Suggestu only on
disposal list and the marking by drafting clerks when putting up a final draft, the period for
which the file should be retained and to open an additional eolumy i disposal list to note such
periods. Would not put off prepuring the llst_ of papers to be destroyed till the time of destrue-
tion. Suggests the opening of books wherein o enter papers des;tmyu.}’)le every year and the
writing up of such books by the record-keeper ag Papers are received into the record-room.
Buggests to stamp the word “ destroyed agamst the entry in the disposal Jist. Would not
retain the docket or dummy slip.

Buggests reduction of periods in  Board’s Proceedings, No. 428, dated 9
only three, viz., 3rd, 5th and 15th year, and re arranges the items, ated st July 1893, to

12. Collector of Kurnool, No. 878-Eng., dated 302k

for retention of records may be fixed at five Years and that the peri..’uxgosts that, goneral limit

¢ )d n . .
in Board’s Preceedings, No. 428 of 1893, being unnecessarily oumbrogg l(l)lfa retention preseribed
curtailed, but does not say to what extent.

¥ with advantage be

June 1896 —Q

responsible officer snch as Treasury 3
file withdrawn for destruction is all that

13. Collector of Madras, Ref. No. 302-0. and B., dated 12} Ma embodied i
Proceedings,.No. .140?‘ Routine. dated 21 ¢ May 1896.—-Recommieng:yt}ft9(}n th o mf erd."
rﬁ:oriils speclﬁgd in his leﬁter tfhe pe}zlr]icﬁi of retention may be reduced ¢ five ypl:g?:; &m::
all the records except those for whic a longer period than £ ¢ . :
after five years. il i an five years is ﬁxed/may-bg dmyed
14. Collector of Madura, No 2284, e . 2 w
posal files the period of retention of ten years is too large, States. for % major portion of dis-

As regards the reduction in the number of periods of retent; :
that they may be reduced to four, viz., 5, 10, 20 z?nd 50 yelmn:;oghtﬁe &‘:)139030!” is of opinion
destroyable under the present rules within 5 years may o records:that
5 and 10 years for 10 years, those between 10 and 20 for 20 y
after 50 years. With regard to

dated 8th July 1896,

As regards the safeguards to be employed he Proposes the substitution of d.
uction. ¢

15. Oollector of Malabar No. 405-Pub,, dated i 3

28th Februay 1 A ‘Sl
various periods of retention prescribed in Board’ Yo Recomm
and 12 years, may be replaced by one definite pe
longer periods under the Board’s Proceedings being mostly state
from the operation of disposal number system rnles.
As regards the safeguards to be employed the Collector suggests th
make the revised classification and mark the letter © Dy

riod of 7 years; the records retai; 'l;lé'ior-

destruction will also be prepared by the record clerk and
and after the records are destroyed the word « destroyed ” with date will be
over each disposal entry in the disposal list.

The ﬂnmtor does not recommend the substitution of docket or dumm
tioned list is available for referenco.

16. Cullector of Nellore, No. 1203-Eng., dated 11¢4 July 1896, ‘
retention of disposal files for a definite period. suggests the periodical destrue
five years, intermediate destructi m being made if space be required in the yegq

As regards the reduction in the number of periods preseribed in Board’s Progee
of 1893, suggests an arrangement of the period into five classes, each being " a mq
years grouping the list of records printed in the Board’s Proceedings under one |
classes acoording to the character of the correspondence and then markin
both on the files and disposal list with a bold “class stamp.” This will fao;
destruction at (tuinquennia’l veriods. These d

estructions, he savs, shoulq be
those ordered by office rule 174 in Board’s Prooeedings,

No. 762, dated 26th
which will gradually shroff ont surplus records and should be carried out eve Ve
With regard to the safegnards to be emploved he Proposes that the recpp

repare a list of destroyable papers and submit the same to some responsible o
Ev the Collector. for sanction, who, after approval. should stamp each entry
with the stamp « destroyed ” under his initials with date. He Further sugge
of docket or dummy slips in the place of files withdrawn for destruction wit
of the reecord-keeper and the supervising officer. In the way of additional s

also the initials with date of record clerk against the numbers in the disposal
slips to be substituted he gives a specimen.

M
L e

s Proceedings, No. 498 of 1893?“:;.%“5 i%

ments and aocounts excludeq

n som o the record clerk nay
e o e
selected for destruction under his initials with date. 4 I o Pkquthé files

ime when the disposal Nt ; g
“D” ﬁ]ez t(;; b;i :p‘;z?li;z%:l;;:me:l‘mnld be made to mark “ R” in the case of papers
~ that the cler! N

A A i i R

R L B

8. 9
Boagp or Revesue (Laxp Revenue), No. 101, 18t AprIL 189
0A
SR i i 1 list, he suggests that
h do not go to disposal list,
ts and other accounts whic
As regards statemen

p reeord.
s

ds the definite periods of
ilgiris, N dated 1st May 1896.—As regar 1
£ %%gﬁggﬁé gf?lleloltgrs ,su;gests that at least three years should expire before the
tention of diSpo iy ’
;zgtmotion 5l gt duction in the periods of destruction of records prescribed in Board’s
WJ& i 0 4t208t})1fe {393, the Collector is not in favour of any.
Proceedings, NO.

be employed, he suggests—
As regards the safeguards to be emp

i ips of files to be destroyed. : : .
@ %llzl ¢ reti’;it;gnogf ;}Jﬁge;:zlzpt:eg cfﬁ:r for destruction to be noted in the disposal list
) e san

s T ?ﬁﬁ; of the Accountant-General, he proposes, may be destroyed after
Stock files an 7

thit, iti lumn to
. e : fy 1896.—Suggests an additional col

{sy Collector of Salem, Vo, ks déf‘ei’.]’gto;’ *“‘]3]/) ? with ye?n- of destruction in the case of

the diB};”"‘l lisk form in use, fof antering entries are made. To this end, he proposes

, ion in the case of destroyable papers

] “D?” with the year of destruction in ssed over
£ rﬁangntiﬁtr:fi;?ed&i “hgﬂd - veriﬁedhbybthq eq‘;;tﬁm;?:gn ge;lrer:{hzﬁiidt?: rough the
o the GO0 iGh 8 e Ths tocord Elerk at the eginni troyable papers in that year and
to the record-room. a list in the form enclosed of all destroya tg Tk T kud o o3 Mab
isposal list and prepare : ignature of the Collector. When ho I ;

fﬁﬁit the same for i%pﬁ;ﬂens;?mmig;:hergi:poml list being stamped ‘¢ ‘ie“tm{fg;;“e:ﬂdamm
flen ol e mtion of ' dooket ek daviony; slips.4s.the roquired itfors

ot recommend, TR ke ) A L o
in the disposts 18t S e period of retention of seconds o is ﬁﬁﬁ'ﬁ%&ﬁamsemmgm

g egar . L ¥ 4 [ nmi| (&) [ g }

Opder- No: D008 Co s sl k ok Pt o i SR
Bpoosaty: Wm‘t'ﬁih;wm No. 65-Fng, dated Tih Maroh 1896.—Simply proposes the it the
b A s+ F i o B (i peba gontar disposal and submit-
L A L S T, T
Gl e thon et S B 0 S T I R
sopatare. It il e srtod b destronabld patt of b, | e i fripe ki
prefatin o g 12th October 1896.—Suggests one
S and 156 yoarsand ot 6 yene

. marpveﬂpf,mth
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of unimportant nature. To such classified
head of the office might allow the disposal would be

current register.

Such papers might be kept in
destroyed at the end of each year.

22. COollector of Vizagapatam No. 529, dated
ting up the drafts for approval should mark th

6

preservation of docket sheets.

As rogards the reduction in the period of retention preseribed in Boa.rd’ﬁ P G
No. 428 of 1893, he is not in favour of any such reduction, i o

As a further safe guard against withdrawal of d

the disposals be withdrawn in

the presence of Treasury Deputy Colleotor ace
sanctioned list.

A A
Papers and to such others

as the destruction of the
“excluded ” in the final column of the

a box with two divisions one of which would be emptied and

series should be destroyed after the
“ destroyed ”* being entored against the

responsible officer, such gs

of files destroyed he rawmmh‘ﬁ!‘

o Sl
\'.A

1sposal files for destruction he;]

2lst April 1896.—Proposes that the olerks put-
: em in ved ink “« R 7 or ¢ subjeot to,?l?n:
approval of the passing officer. The record keeper should prepare an index of all papers R
'’ and a separate register for « D ” papers. The % )° marked
preseribed period subject to Colleetor:’s. sanction, the word
entry in the disposal lists under the initials of some
Collector or Treasury Deputy Collector. In the case

b
'5‘:—‘-‘

£ty

=

5 i
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18 Boskp or Revenve (Laxp Revenus), No, 101 i “‘ A Boarp OF R , . g
e e e s e e S R ’ H PRIL 1898. o4 __A|’:f 2 1 C Bial
D i oo e Y B e B SO L] - E “'.4-7"- E]CLOBU“ < 1 C n to 1 “Eq?
9 G : B i the Special Deputy Collector on i At
- o k RaE ; B e Trwhlnopoly to 'P "y K ¥
“ v | ANDREW, Est;, Collector 0F 0y Gh April 1896, Dis. No. 597-Ler. o
- , From J. }wntﬁy’ i ath Tebruary 1896, I have the honour to inform et
~ “ o = B th reference 1 J © may be finally decided tpoT disposal system have to be re- i
8 b whatever 870 EB oard’s listy PAPERS O0R DR o ing from ono year up fo twenty-five,
'L o o: A . !“.\_\ i : he sent DY 'IQ—*&. ;nﬁnﬂrl'ﬂ 1v out of use. The presant gygj;em is that a;ll_ fén
g 1 “ i i varyln twar system i www!myhad up in conveniently-sized bundles in i
g5 ¥ ; B e aTS. onologically arranged 8IC BO Ty o consequence is that each such o
& é to 100 and 80 01 0 e ve,some aiter ten years, L
te @ & ™  gome after three, some after five, some after Sl Vg
N T ; Co i A o T will be, as every one will probably argue who has pm"d‘ ¥ 1555
g b 1o S = 1 ,»,“"".ma:m'im? that in the course of a few years work will !
0 R B . \ e | 0808 d then when some one takes the matter in
Q9 st - . nlate LIS (VAT e RS R e o L RS e
o - @l ofbei ) ‘r,'_ i - E ‘M’dmﬁd_ Wi mﬂﬂr/t,wn‘}“’m‘ AR
;L R bt e | d will be, ERXRE  ture will not bo much moro intelligent
e il e 8 to be remembered that the
- gm0 L e about 240 are for period) oy ;
& —]— b o A R sal system, & very
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20 Boarp or Revenue (Laxp Revesus), No. 101, 18t Arri, 1898 P G D or REVENUE o SRS 0 S v
Bl R DN : old Standing Order No. 219, preseribing t

bat wonld bave, to.bo d b . e 0 ¥ sust be premised that the old | 3 sad Bl ihs periods after which
all t at would have to be done would be to take out the register of the Tod : 9. Tt must hich should be destroyed, Lhe iling before the intro-
years’ old, obtain an order on 1t signed by the head of the OQE(L:: sancti 1@ lodged numbqﬂ of ten !  olasses of papers whie 4 Mmed ‘the conditions preva % i 4
the records contaived therein (with exceptions, i any), and then : loning the destruetion of all . s ehould be s0 destroyed, co stem. Records were generally divided A
records the destruction of which was thus sanctioned, and to £l ?hremove and destroy all the : ! :vey“ T e dxsposal number system. ological order of receipt and disposal. It
thus vacated with the lodged files of the in-coming year. As ‘hllllgh e place in the record-stand ; duction the ehronologl
old, it is not likely that any of them would b o @ records wo

to subjects and were 1ot kept ‘i'l;bé Jules for their destruction according to subjects,

) ] b . i ) P e P i : e SIS I'Gd- ;
desirable, it might be ordered that the Recordkegf)gll}lgidhézg f(;irﬂl]{er hrefemnce, but if th t was, thel‘ﬁfﬂl'ﬁﬁﬁmy' t;’ement;aoorﬂs was not Eerlously endange

“ purport ” column of the lodged register for the yene ¢ see if for - Sbould read through the _ and the security ol the permane

files should be further retained and the orders of the g ! ot

Ve Rl catt d AR LS . The guiding prineiple of the
3. This is not the "”"mmfdge thep "“ﬁi“{:ﬁy consecutive gpmbr?;ls--a}?mén ng;
s, s o5 prpoel mbislfamoless nkesirone i fhe e

by subie -ana g o e oo the safety of the rec - . ‘
By bers mst necesarily detragt rom the Board’s Proceedings, No. 218, dated 20th
| otain and destroy system (formerly followed) .
1y with the disposal number system, and must
i e i f '

latter officer, might also, if thought advisable, be 1)
entries in the register after the clerk has done it gg a sort of ﬁve]!; a small percentage of the g

Probably but few files would have to be further retained, and gjmy c] e 1 o 18 doing £ perly.

mode of retention of such files. If this proposal is accepted itpv: rlidc §bcould = fm’meﬂmfor oy
a list of heads of final disposals for permanent retention, al] ’otherou 2 Very easy to draw u

destruction list. Tt would be open to the head of the office 5 Soming under thepeﬁodiess

be given to any file which should, under the rules, come und nal.d‘sPOSﬂ{mhar to
he %hought fit. e the lodged series and eice versa ﬂ ,
4. This system has the distinet advantage that the work G~ ‘- ; . Rl e : n done in
(disposal or lodge) has to be done (subject to supervision of the if..»f&m(ﬁe;hcl“mﬁ“tloﬁmgm g < il Fed e, oceedl ; ' the date of t 3250 Ryl 8 ntroduction of ﬂ?g i b
clerk (subject to control of the head clerk) who is familiap with the whole S bymﬂ‘, R - el : 1 s ol S . ( ) wing Lie ﬂ@’ v My m ‘
is therefore best qualified to give it its proper head and to write a proper :g::respondM‘ < ™ i i : et 4 . - , ¥ g i BW A
There is thus much less risk of improper classification than if this work i alct %4 oo e
keeper who would be sure in the long run to frequently do it hastily ang ixlls eft ¢
ciog at a few of the papers. The other advantage of correct]

this system : i
in force) is that a final disposal file cannot get into the r < (repd with office

ecord-room ‘- (
ing is all complete and hence the record elerk cannot well get &fﬂ a?,t?,f‘itflgf o

clerk does get into arrears with records or registers, confusion is the certs 2
where there is a change of clerks, rtain res i

obliged to reaq office should be ohtaing i

s, eg. spare cop

5. T am aware that an objection may be raised to the proposed system. ‘
it necessitates the retention of] papers permanently which needpx?ot eyso xmi!; :}llea
destruction immediately on the expiration of ten years is objecti

onable,
the retention of papers for ten years which might safely be destr » and that

oyed aft :
answer is, in the first place, that the advantage of simplicity far ly;aore t]f:nt ant
slight disadvantages. In the second place, disposal files oceupy but a smal] 50
record-rooms, and there is not likely to be any practical difficulty in find; e
lodged papers; and if there is space, then there is no harm in retaining them for
causes no inconvenience. As for the papers to be permanently retained, they
very much space, the older they get, the less frequently will they be required for
consequently the more tightly they may _be‘ packed 80 as not to tuke up much s
after quarter or half a century, fgrther eliminations might be made from the final
if want of space should render this necessary. . ‘

6. I would, however, make provision for destroying the very unimportant
expiration of ten years. To this end each office might have a classified list o “pape
be “ excluded ”” from the above, such as cholera reports and other papers of such a
nature that their destruction at the close of each Tollowing year might be safel
guch classified papers and to such others as the discretion of the head of the o c
the disposal would be “excluded” in the final column of the current register.
might be kept in a box with two divisions, one of which would be emptied and def
en§ of each year. . ; E e S

aware, as pointed out by you in paragrap of your note, date
bo'{i.iefl ?1? Board”s Prgoeedings, No. 5, Land Revenue, dated 6th January 189
e lied the term “lodged” in a somewhat unusual sense. Tt is all, however,
appde and I would not object to any other suitable word. For “disposal
Zvords d number ”’ might be substituted  permanent retainable disposal number,
‘l(;l%eestroyable disposal number,” but these are oumber‘gom.e expressions. P
ﬁ;ent disposal number ” and destroyable disposal number *” might be considered n

8. T think I have in the foregoing paragraphs considered the threo points |
paragl.‘aph 2 of your letter under reply.

L}
Excrosure D.—Replies of other Collectors.

Bl

—No. 101, dated 18th April 1898.

SOLUTION . 7 i
o The paper read above is the reply of Deputy Collector Saiyid M

' ecial duty in connection with 'the dispo'sial number
gahaél’gri’iztcileydigzs,e%o. 5, dta];ed 6th Junuary 1896, regarding the de
oar : _ , |

;-ecords.
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_____ e R 4 p
9. The Board is in favour of the 8econd gltapnas: S X

the system would work automatically gyq leave hama;x:%vfiz(:l}:, f:;;azlon, chiefly i l:?:l:
must necessarily exist under the other System, Point i e i:rt?dn,out W
phe: Collentor Of.T”ehmOPOIy (Mr. A ), who advocates the mfxipt: of two
lists. Under this System one dispogg] list wil] show ] Papers tg ha ntenanee
great majority of th i

» . 12
i inam quit-rent ... 12
g disputed ina

g rdars. are 12
on "‘f’f“ Lk ot it . }2
: yea B Wi o 3 , : T
o : °n, the fow files which Ol R i
drs : 1 ey % d 1 b
1 1ce or some Special hhos :Bow : zsbte gﬁh:?;ogo: |;:: with exhibits ﬁledm A
manent refention, can be picked out gpq ried f ard, ag jngi ; . Sl
to the ¢ retain » list or to an appropriate « destroy » list, 'I"hnsutlh ‘c““t"d b"lo':,: either
listed in 1898 will be taken uP for destruetioy 1 909 anq fhe ?k ;*uh'oy p.P:i?l
be destroyed in that year. Byt SUPposing e following ulk of the pers
..—

»
) b)) --to. be permanently’ reta;
wrongly entered ip th

13 b 1910. : re : o-‘« ‘ "_j_ '“.‘-‘J«n-' i
e “destro 445 1 3] oW "¢ have be T i
e It Tnadvisableto Qeggpen 1180 GF WKLY v officer in charge b P
5 Now the papers in (@) will be attacheq gq A Hd) : R ’ i
: { list of the year 1900 which will be ripe for destmctli’g’nei’:eil;aillhst to mn dm "
’ The papers in (8) will be attached g 5 sup : ' :
i 1303 which will be ripe for dest

1 : i
Tuction iy g 14? emental Jigg ¢, the «

The papers in (¢) will be attq, ed ag 5
! . A ¢

Lastly, the papers in (d) will be gt ed ag 5 3
list of theyy;ear 1598 and will pe referraq ¢, in corr::pgtll?imental k
* Destroy ” No.—, since converted int « Retajy » ). p ‘enﬁ‘
The transfer from the  destroy » to the R e
, indicated by stamping an additiona] g after the D tain» |
e e 10. Pa ersontheR'listwill,.ag. e, be ing i o
s - be indexed (I))r not acpor(illxllg {g t]leeu- lmIPO!f’anee. 81;‘:;1’_ while m””
imple convention shoy e empoj sd 1 gases ‘m
:gﬂtt»hs;r f; D paper should he indexeq, Thug (D) m‘;gh:ﬂl_% in o
paper will be indexed, whereas 3 plain would feq,, Ehigal Serve to
11. As regards question I-C.—At the
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